
M  E  M  O R  A  N  D  U  M 

TO: Interested Parties 

FROM: David Kronsteiner, President 

DATE:  November 14, 2016 

SUBJECT: Port of Coos Bay Commission Meeting Notice 

The Board of Commissioners of the Oregon International Port of Coos Bay will hold its Regular 
Commission Meeting at 6:30 p.m., Monday, November 21, 2016, in the Port Commission 
Chambers, 125 Central Avenue, Suite 230, Coos Bay, Oregon 97420.  

An Executive Session has also been scheduled on Monday, November 21, 2016, immediately after 
the Commission Meeting, in the Port’s Conference Room, located at 125 Central Avenue, Suite 
230, Coos Bay, Oregon 97420, as authorized under ORS 192.660, to:   

(a) consider the employment of a public officer, employee, staff member or individual agent; 

(e) conduct deliberations with persons designated by the governing body to negotiate real property 
transactions; 

(g) consider preliminary negotiations involving matters of trade or commerce in which the 
governing body is in competition with governing bodies in other states or nations;  

(h) consult with counsel concerning the legal rights and duties of a public body with regard to 
current litigation or litigation likely to be filed; and 

(j)  carry on negotiations under ORS Chapter 293 with private persons or businesses regarding 
proposed acquisition, exchange or liquidation of public investments. 

DK: lc 
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OREGON INTERNATIONAL PORT OF COOS BAY 
REGULAR COMMISSION MEETING 
6:30 p.m., Monday, November 21, 2016 

Port Commission Chambers, 125 Central Avenue, Suite 230, Coos Bay, Oregon 97420 

T E N T A T I V E   A G E N D A 

1. CALL MEETING TO ORDER

2. INTRODUCTION OF GUESTS AND PORT STAFF

3. PUBLIC COMMENT

4. CONSENT ITEMS Page 
A. Approval of October 17, 2016 Regular Commission Meeting Minutes ........................................... 4 
B. Approval of October Invoices ........................................................................................................ 10 
C. Approval of October Contracts Awarded ....................................................................................... 11 
D. Approval of October Lease Renewals ............................................................................................ 12 

5. MANAGEMENT REPORTS Page 
A. Finance and Administration ........................................................................................................... 14 
B. External Affairs .............................................................................................................................. 16 
C. Port Development ........................................................................................................................... 17 
D. Maritime Operations ...................................................................................................................... 21 
E. Charleston Operations .................................................................................................................... 22 
F. Railroad Operations ........................................................................................................................ 25 

6. ACTION ITEMS Page 
A. 2016Res14: Amendments to Port Personnel Policy Section 14.4 ................... Lanelle Comstock, 29 
B. 2016Res15: Amendments to Port Personnel Policy Section 14.6 ................... Lanelle Comstock, 43 
C. 2016Res16: Amendments to Port Personnel Policy Section 14.7 ................... Lanelle Comstock, 49 
D. 2016Res17: Amendments to Port Personnel Policy Section 14.13 ................. Lanelle Comstock, 56 
E. 2016Res18: Declaration of Emergency Repairs to Rail Timber Bridges ................. Fred Jacquot, 70 
F. Stantec Consulting Task Order 21 – Timber Span Bridges Ratings ......................... Fred Jacquot, 76 
G. Stantec Consulting Task Order 22 – General Engineering ....................................... Fred Jacquot, 85 
H. McMillan Jacobs Associates Task Order 3 – Tunnel Rehab NEPA Certification .... Fred Jacquot, 89 
I. 2016Res19: RV Park Rate Changes ........................................................................ John Buckley, 97 
J. Financial Pledge to SWOCC Health & Science Building Fund ............................... John Burns, 101 

7. OTHER

8. INFORMATION ITEMS Page 
A. Coos Bay Rail Revenue Car Loads – October 2016 ..................................................................... 104 

9. COMMISSION COMMENTS

10. NEXT MEETING DATE – Monday, December 19, 2016, 6:30pm

11. RECESS TO EXECUTIVE SESSION

12. ADJOURN
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Consent Items  
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DRAFT 
OREGON INTERNATIONAL PORT OF COOS BAY 

Coos Bay, Oregon  
REGULAR COMMISSION MEETING 

6:30 p.m., Monday, October 17, 2016 
Port Commission Chambers, 125 Central Avenue, Suite 230, Coos Bay, Oregon 97420 

 
 
ATTENDANCE 
  
Commission:  
David Kronsteiner, President; Eric Farm, Vice President; Brianna Hanson, Treasurer; Bob Garcia, 
Secretary; and James Martin, Commissioner. 
 
Staff:  
John Burns, Chief Executive Officer; Hans Gundersen, Chief Financial Administrative Officer; Fred 
Jacquot, Director of Port Operations; Mike Dunning, Director of Maritime Operations; John Buckley, 
Harbormaster; Lanelle Comstock, Administrative Services Manager; and Mike Stebbins, Port Legal 
Counsel. 
  
Media & Guests:  
Connie Stopher, South Coast Development Council; Gary Alford, ILWU; Billy Moore, ILWU Retirees, 
John Clark; Jody McCaffree; and Scott Copper AYA/KJAJ. 
 
 
1. CALL MEETING TO ORDER 
President Kronsteiner called the meeting to order at 6:30 p.m. 
 
 
2. INTRODUCTION OF GUESTS AND PORT STAFF 
Connie Stopher provided an update on her attendance to the 6th Annual Trade Mission to Japan in June.  
Ms. Stopher discussed the purpose behind the mission, the goals of the mission, and the opportunity to 
renew relationships in Japan.  Ms. Stopher thanked the Port of Coos Bay in making her Trade Mission 
to Japan possible. 
 
 
3. PUBLIC COMMENT 
Scott Cooper said a radio tower owned by the Coos Bay School District is located on Port property that 
is leased by the school district.  KJAJ, a community radio station that supports alternative youth 
activities, would like to place an antenna on the tower to broadcast the radio station.  He said that requests 
had been denied in the past because the tower is to be used for educational purposes only.  Commissioner 
Martin explained that the tower is used by the Marshfield High School radio program which is not 
interested in sharing their facilities with others at this time.  
 
 
4.   CONSENT ITEMS 

A. Approval of September 19, 2016 Regular Commission Meeting Minutes 
B. Approval of October 4, 2016 Special Commission Meeting Minutes 
C. Approval of September Invoice 
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D. Approval of Contracts Awarded 
E. Approval of Lease Renewals 
F. Approval of SDAO Checklist 

 
Upon a motion by Commissioner Farm (second by Commissioner Hanson), the Board of Commissioners 
voted to approve the September 19, 2016 Regular Commission Meeting Minutes, the October 4, 2016 
Special Commission Meeting Minutes, September Invoices, the Contracts Awarded, the Lease Renewals, 
and the SDAO Checklist. Motion passed.  
 
 
5.  MANAGEMENT REPORTS 
All Management Reports (except from the Chief Financial and Administrative Officer) were included 
within the Meeting Packet.  The Management Report from the Chief Financial and Administrative 
Officer was provided to the Commissioners via email at a later date because the financials of the previous 
month were not yet finalized before the Packet was printed and distributed.  
 
Commissioner Martin asked for more clarification from Mr. Jacquot about the Urban Renewal Plan 
Amendment Consultation.  Mr. Jacquot said that as the administrator of the Coos County Urban Renewal 
Agency (CCURA), the Port solicited consultants to update the 2006 (most recent and outdated) Urban 
Renewal Plan.  The Port contacted 10 firms, 5 of which expressed interest, and only 1 of which 
responded.  A CCURA advisory committee deemed the proposal appropriate and are now entering 
negotiations for a contract.  
 
Commissioner Garcia asked Mr. Gundersen if the format of his financials will be consistent with what 
will be produced in the future. Mr. Gundersen said the summary report that he has provided is the format 
that will be used for future presentations. 
 
 
ACTION ITEMS/REPORTS 
 
A.  Resolution 2016Res12 Authorization to Change Authorized Signatures on Umpqua Bank 

Account 
 

Port Policy Chapter 12 outlines the internal controls and authorization for financial management of the 
Port of Coos Bay.  All Port bank accounts must be authorized and approved by the Board of 
Commissioners.  With the resignation or Kathy Wall, Port staff wishes to update the signature authority 
documents for the following bank accounts, to be effective October 18, 2016: 
 
 ZBA Disbursement Checking Account #2511 
 ZBA Payroll Checking Account #5360 
 Money Market Sweep Account #3394 
 General Concentration Sweep Account #3139 
 
The following individuals will be authorized signatories on these Umpqua Bank accounts: 
 
 John Burns  Chief Executive Officer 
 Hans Gundersen Chief Financial and Administrative Officer 
 Fred Jacquot  Director of Port Development 
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 David Kronsteiner President 
Brianna Hanson Treasurer 
Eric Farm  Vice President 

 
A resolution is required for signature authorization for the bank accounts. 
 
Upon a motion by Commissioner Garcia (second by Commissioner Martin), the Board of 
Commissioners motioned to approve Resolution 2016Res12 updating signature authority for the banking 
accounts at Umpqua Bank, Coos Bay Branch.  Motion Passed. 
   

 
B.  Resolution 2016Res13 Updated Signature Authority for Oregon State Treasury Local 

Government Investment Pool  
 
Port Policy Chapter 12 outlines the internal controls and authorization for financial management of the 
Port of Coos Bay.  All Port bank accounts must be authorized and approved by the Board of 
Commissioners.   
 
The Port invests excess cash with the Oregon State Treasury Local Government Investment Pool, which 
provides a higher rate of return than the Port’s other bank accounts.  Funds are transferred between the 
Local Government Investment Pool (LGIP) and the Umpqua bank accounts as needed for cash flow 
purposes.  LGIP transfers are only permitted to and from bank accounts that are linked to the LGIP 
account.  Changes to the linked bank accounts must be approved by two individuals.   
 
With the resignation of Kathy Wall, Port staff needs to update the signature authority documents for the 
LGIP account.  Any two of the following individuals are required to initiate bank account information 
changes for the Local Government Investment Pool account # 5347:   
 
 John Burns  Chief Executive Officer 

Hans Gundersen Chief Financial and Administrative Officer 
Fred Jacquot   Director of Port Development 

 David Kronsteiner President 
Brianna Hanson Treasurer 
Eric Farm  Vice President 

 
Upon a motion by Commissioner Martin (second by Commissioner Garcia), the Board of 
Commissioners motioned to approve Resolution 2016Res13 updating signature authority for bank 
account changes to the Local Government Investment Pool account # 5347. Motion Passed.  
 
 
C.  Assignment of Coos Bay Rail Line Track Miles for Tax Credit under Section 45G of the 

Internal Revenue Code 
 

Port staff has worked with Mickelson & Company in the past to arrange assignment of the Port’s Section 
45G tax credit on behalf of its 151-track miles of rail line to a third party Class II or III railroad for 
allowable track mile maintenance tax credits.  Mickelson and Company has again proposed to enter into 
an assignment agreement with the Port for the 2016 and 2017 tax years. 
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The Short Line Railroad Rehabilitation and Investment Act of 2013, Section 45G of the Internal Revenue 
Code, created an incentive for the private sector to invest in rail infrastructure by providing a tax credit 
of 50 cents for every dollar a railroad spends on track improvements.  The credit is based on a track mile 
formula and is limited to $3,500 per mile of rail line owned, leased or assigned by Class II or Class III 
railroads at the end of the railroad’s taxable year.  The 45G tax credit was extended by Congress through 
December 31, 2016, and is anticipated to be extended again through December 31, 2017. 
 
For 2015, Mickelson & Company was able to assign the Port’s 151-track miles for the purpose of the 
Section 45G credit for $2,275 per track mile, or $343,525.  The fee for that assignment was $150 per 
assigned mile, or $22,650, which provided the Port with net revenue of $320,875.  The funds were 
deposited in the Port's General Fund and were used to offset overhead and other expenses related to the 
Port's ownership of the rail line. 
 
For the 2016 tax year, Mickelson & Company has proposed to again assign 151 track miles at the rate 
of $2,275 per mile, or $343,525 in gross total.  The assignment agreement includes language requiring 
payment contemporaneous with execution of the assignment agreement.  Mickelson & Company’s 
proposed fee for the 2016 assignation is again $150 per mile, for a total fee of $22,650.  Total revenue 
to be realized for this assignation will be the same as the 2015 tax year, a total net revenue of $320,875.  
The revenue realized from the 2016 tax year assignment is budgeted for current repairs and maintenance 
on the line, some operational and overhead expenses, and contribution to railroad reserves for grant 
match funds. 
 
A redacted copy of the proposed Agreement to Assign Track Miles for the 45G Tax Credit has been 
reviewed by Staff and is included in the Commission packet for reference. 
 
Mickelson & Company has requested the Port extend the professional services agreement to assign track 
miles through the 2017 tax year, in anticipation that the 45G credit will be renewed or extended.  
Extending the service agreement will ensure the Port is prepared to execute an assignment agreement 
for the 2017 tax year if the credit renewal or extension is authorized late in the tax year as has happened 
in the past.  Language in the service agreement allows for Port discretion on whether to assign any or all 
of the miles, and requires the same or higher compensation at the same per mile fee.  Staff recommends 
the Port extend the service agreement through the 2017 tax year. 
 
Commissioner Garcia asked Mr. Jacquot if there is any competition for the brokerage agreement. Mr. 
Jacquot said the Port solicited proposals to two other firms identifying as 45G tax credit firms who 
showed interest in working with the Port on the credit.  The Port only received one proposal from 
Mickelson & Company. The Port will continue to seek additional brokers in the future if necessary.   
 
Upon a motion by Commissioner Farm (second by Commissioner Martin), the Board of Commissioners 
motioned to approve agreement to Assign Track Miles for purpose of receiving tax credit revenue under 
Section 45G of the Internal Revenue Code for the 2016 and 2017 tax years, including signature authority 
for the Port Chief Executive Officer to execute the Assignment Agreement. Motion Passed.  
 
 
D. Authorization to Negotiate and Execute Supply Contract for Mobile Marine Lift 

 
Under previous Commission authorization, Port staff solicited proposals for a 100 metric ton 
capacity Mobile Marine Lift to operate on the existing port owned lift piers in the Charleston 
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Marina Complex. The existing privately owned marine lift has reached the end of its’ useful service 
life, and was under capacity to serve the existing homeported or regional commercial and recreational 
fleets. The 100 metric ton lift capacity solicited was determined appropriate to meet the capacity of 
the existing slip piers, would be capable of serving almost all of the commercial and recreational 
vessels homeported in Charleston, and be capable of serving over 85% of the regional fleet. 
 
A Request for Proposals (RFP) for the Mobile Marine Lift was submitted electronically to multiple 
manufacturers on September 2nd, 2016, with the deadline for proposals as September 30, 2016. The 
Port received sealed proposals from 4 manufacturers, proposing a total of 5 equipment models, all rated 
at the requested 100 metric tons lift capacity. All 4 proposals were opened October 3, 2016, reviewed, 
and determined to be responsive and complete. The proposals were then evaluated in accordance with 
the scoring methodology in the RFP documents. 
 
The proposal review team was comprised of Mike Dunning, John Buckley, Mike Stonesifer, and Fred 
Jacquot. The team individually reviewed and ranked each proposal on price, lead time, safety and 
functionality, and manufacturers history. The individual rankings for each model were compiled 
and averaged, and points assigned to each model in each category based on the averaged rankings. The 
review team met October 12th to review the rankings and scorings, and unanimously confirmed the 
preferred proposal was the Marine Travelift brand Model 100BFMII proposed by Kendrick 
Equipment, from Kent, Washington. A copy of the Kendrick Equipment proposal and the ranking and 
scoring summaries have been made available to the commission for review. 
 
The Marine Travelift brand is an American manufactured mobile marine lift that has been 
produced in the United States for over 55 years. Kendrick Equipment is the Marine Travelift Pacific 
Northwest distributer, and has been representing Marine Travelift brand equipment for over 40 years. 
The Kendrick Equipment proposal included a base model 100BFMII travelift with 100 Metric ton rated 
capacity, a Cummins diesel engine prime mover package, a wireless remote control system, direct 
operator controls, electronic load cell digital weight displays, and hydraulic and electronic overload 
protections. The proposed price included manufacture, delivery, full assembly at the Charleston 
boatyard, 8 hours of operator and maintenance training, and 60 and 120 day follow up inspections 
by Kendrick Equipment technicians. The Kendrick proposal also included 24-hour emergency service 
response, and initial certification testing with a Port supplied test load. Overall, the Kendrick 
Equipment proposal provided the best overall value and the shortest overall delivery time. 
 
Port procurement rule 4.5 states the Port Commission, acting in its role as the Local Contract Review 
Board, may award a contract for goods by competitive sealed proposals. Port staff requests the 
Commission authorize execution of a contract with Kendrick Equipment to furnish, deliver, assemble, 
and commission a single model 100BFMII Mobile Marine Travelift, for the base price of $462,500 
with the added LED work light option for an additional $7,800, for a total delivered price of $470,300. 
 
Commissioner Garcia asked about the prices of the other bids.  Mr. Jacquot provided the following 
information:  
 
 
 
 
 
Company Package Price Lead Time Training & Support 
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Ascom (Italy) 
 

$430,540 
not including assembly 

or onsite training 

133 days, unclear 
whether that included 

delivery time from 
Italy 

Provides a single 
supervisor for erection 
and assembly, provides 
training to staff and a 

local service technician 
for future service, 

72 hour emergency 
response 

Kendrick (Kent, WA) 
 

$470,300 
assembled by their 

own technicians 

90-120 days 
(committed to 90 days) 

8 hours of operation 
and crane training,  
24 hour emergency 

response 

Eden (Italy) 
 

$483,900 
not including assembly 

or support costs 
199 days 

Provides training to 
staff and a local service 

technician for future 
service, 

60 hour emergency 
response 

Kleeco (Michigan) 
 

$493,153 
subcontracted 

assembly 
200 days 

Provides operations 
training but not lifting 

training 
 
Upon a motion by Commissioner Farm (second by Commissioner Hanson), the Board of 
Commissioners motioned to authorize Chief Executive Officer John Burns to execute a contract with 
Kendrick Equipment for one 100BFMII Mobile Marine Travelift with optional LED work light 
package for $470,300.  Motion Passed.  
 
 
5. OTHER  
  
 
6. COMMISSION COMMENTS 
 
 
7. NEXT MEETING DATE – Monday, November 21, 2016, 6:30 p.m. 
 
 
8. ADJOURN  
David Kronsteiner adjourned the meeting at 7:02 p.m. 
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M  E  M  O  R  A  N  D  U  M

To:
From:
Date:
Subject:

A/P checks issued per NetSuite financial system 893,889.36        
Payroll disbursement per Umpqua Bank statement 134,894.45        
Misc electronic disbursements per Umpqua Bank statement 73,027.16          

Total Disbursements 1,101,810.97$   

John Burns, Chief Executive Officer
Mary Green, Accounting Clerk
November 14, 2016
Invoices Paid for Commission Approval through October 31, 2016
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M  E  M  O  R  A  N  D  U  M 
 
 

TO: John Burns, Chief Executive Officer 
 

FROM: Hans Gundersen, Chief Financial and Administrative Officer 
 

DATE: November 14, 2016 
 

SUBJECT: October Contracts Awarded  

 
The following are bids that were awarded and contracts authorized and signed by the Chief Executive 
Officer during the month of October. All solicitations comply with the requirements of the Port’s Local 
Public Contracting Rules 2.8.1-3. 
 
The following projects are included in the appropriate fiscal year budget: 

 
Contract Description Cost 

Mickelson & Company 2016 and 2017 45G Tax Credit Professional 
Services Agreement $22,650.00 

Reid Middleton  
Change Order #1 to Task Order #12 – Additional 
Equipment Needed for Stormwater Treatment Pilot 
Test System 

$3,775.00 

PBS Engineering Excavation Oversight at CBR Rail Yard $14,250.00 

Total Contracts Awarded for this period: $40,675.00 
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M  E  M  O  R  A  N  D  U  M 

TO: John Burns, Chief Executive Officer 

FROM: Mary Green, Accounting Clerk 

DATE: November 14, 2016 

SUBJECT: Lease Renewals 

The following Lease Renewals were received: 

1. Tom Mitchell DBA Charleston Post Office – Lease is now on a month to month
basis, as we never received a renewal letter from tenant before expiration of
lease. Monthly payment of $319.73, subject to a CPI increase June 1, 2017.

2. Tyree Oil – Final (3 of 3) automatic 5-year renewal began November 1, 2016.
Monthly payment increases $500.00, increasing payment to $4,000.00 a month,
plus monthly tank usage fee.

12



Management  

Reports 
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M  E  M  O  R  A  N  D  U  M 

TO: John Burns, Chief Executive Officer 

FROM: Hans Gundersen, Chief Financial & Administrative Officer 

DATE:  November 14, 2016 

SUBJECT: Finance & Administration Management Report 

There is a timeline for closing the Port’s books, vetting the numbers and reviewing preliminary 
results internally before presenting the monthly financial reports to the members of the Board of 
Commission and published.  The regular meeting schedule squeezes the time schedule such that 
there is insufficient opportunity for a thorough review process prior to publishing.  Starting in 
November, we introduce a one meeting cycle delay for publishing the financial reports. This 
means that while the September financial reports were presented at the regular October meeting, 
the October financial reports will be presented at the regularly scheduled December meeting.  
There is always a trade-off between timeliness and accuracy of information.  The Port’s relatively 
stable operating environment should allow us time for a thorough review by the management 
team before the monthly reports are released.  

Month of October – high level financial overview 
• Port had a good operating revenue month and will end up close to the budget of $639K.
• Operating expenses have lower than budgeted run rates due to several position vacancies, for

which the Port is actively recruiting (see additional comments below).  There remains one
residual RR Centennial expense invoice in the amount of $45K relating to the UP movement
of the three cars between Portland and Eugene under negotiation.  It is our expectation that this
amount will be significantly reduced.  The amount will therefore not be accrued.

• The operating result will be better than plan.
• The net result for October is also expected to be better than budgeted.

Other comments 
The total cash balances in all bank accounts at October month end were $4,076,778, which is 
down $277K from September, with interest earnings of $1,675.  The interest rate remained at 
.03% pa in the bank’s money market account, and the Local Government Investment Pool (LGIP) 
interest rate remained at 1.03% pa. 

We expect approx. $1.2Mill in property tax proceeds in November and December. 

Port organizational and staff changes 
During October, we were recruiting for Chief Commercial Officer, Communications Manager, 
Director of Rail Operations, Maritime Operations Manager, Marina Project Manager, Security 
Officer I, and Administrative Assistant (replacement) positions.  
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The Port hired Rick Adamek into the Marina Project Manager position and filled the Security 
Officer I position.  The Port promoted Richard Taylor to Maintenance Foreman and leader of the 
Charleston maintenance team, and Richard Rogers into the position of Security Lead and leader 
of the Charleston security team.  Chris Cranford has been promoted to Operator I.  These changes 
have been made to strengthen the Port’s Charleston management team and add capacity to handle 
the State’s Dredge equipment and perform dredge operations along Oregon’s South Coast.  
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M  E  M  O  R  A  N  D  U  M 
 

TO: John Burns, Chief Executive Officer 
 

FROM: Fiona Bai, Marketing & Media Specialist  
 

DATE: November 14, 2016 
 

SUBJECT: External Affairs Management Report 

 
Community Outreach  
The Port has participated in a variety of community service and outreach initiatives. October and 
November include:  
• Submitted a decorated pumpkin for the Checkerberry’s Breast Cancer Awareness Event. 

Checkerberry’s raised $400 for Breast Friends of Oregon.  
• Partnered with Operation Lifesaver to teach rail and train safety, and gave away conductor 

hats, to 125 kids at Madison Elementary School. 
• Donated Rail Centennial T-shirts to Soroptomist International “Backpack for Kids” program 

and the United Way Egyptian Theater Event. 
• Assisted with organizing the Coos Bay Harbor Safety Committee and presentations for Rotary 

Club and Leadership Coos. 
• Recently joined the Travel Oregon Rural Tourism Studio Steering Committee.  
 
Advertising & Media   
• B2B: Site Selection November Directories and full color ad in January 2017 issue, BACC 2017 

Directories advertising for new travel lift, preparing display table at BACC Economic Outlook 
Forum.  

• B2C: Hooked on Oregon Ads, 2017 OCVA ads, Charleston crab feed, shooting and making 
CMA KVAL commercial and social media commercial.   

• Analytics: Working with RV park to conduct market research on RV park advertising ROI, 
social media growth remains steady with increased followers on all platforms over the last 
couple of months. Reach and engagement continues to fluctuate depending on content.  

 
Website 
• Hired “My Digital Landscape” to optimize website speed, add a button in the navigation bar 

and make navigation bar links clickable. Website should be ready to go after this work is done. 
• We are finalizing page descriptions to optimize SEO and everyone’s feedback, who responded 

to the Master Checklist, has been implemented.  
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M E M O R A N D U M  
 
 

TO: John Burns, Chief Executive Officer 
 

FROM: Fred Jacquot, Director of Port Development 
 

DATE: November 14, 2016 
 
SUBJECT: Development Department Management Report 

  
Charleston: 
The Port placed an order with Marine Travelift for the 100-metric ton travelift authorized by the 
Commission in November.  The committed ship date for the unit is January 26th, 2017.  Based on 
that ship date we are firm on a final commission date of March 1st, 2017, but may be able to commit 
to February 13th.  Final details on commissioning are being developed with Charleston Operations 
staff, and will be reported at the next internal staff meeting. 

Project Manager Joe Caruso worked with Operations, Reid Middleton, and Cleanwater 
Technologies to set-up the stormwater processing pilot test.  The team is gathering samples 
throughout the month of November, and expects to be able to confirm the technology’s 
effectiveness in December.  Joe has also requested a proposal from Reid Middleton to complete 
the construction and commissioning engineering necessary to complete the full-scale system.  
Once we have that proposal, the Port will be able to assess the likelihood of maintaining the current 
June 30th, 2017 DEQ project deadline. 

Operations staff has requested support to replace the aged condenser in the Charleston ice plant.  
Currently staff expects the project to cost between $85 to $100 thousand, which falls below the 
CEO authorization limit and will not require commission authorization to execute.  Staff will 
present a final project plan this month, and expects to proceed with equipment purchase by the end 
of November.  The project is planned to be included in this year’s regular maintenance shut-down 
in December or January. 

Development staff is working with Reid Middleton to finalize the scope for the preliminary 
engineering of the discharge bypass system for the Barview Upland Disposal Site Rehabilitation 
project.  Staff expects the discharge bypass system concept will overcome agency concerns about 
discharging saline or brackish water into the freshwater wetland west of the site.  The current 
project plan calls for presenting a preliminary concept to the regulatory agencies involved to solicit 
project support.  Once staff has successfully received agency support for the concept, work will 
proceed to develop the bypass system as part of the overall rehabilitation project.  Development 
Department staff expects to release Reid Middleton to complete the preliminary engineering soon, 
and we expect to have a concept proposal to present to agency staff in early 1st quarter 2017. 
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Maritime Industrial: 
Port staff received one proposal in response to the Coos County North Bay Urban Renewal Agency 
(CCURA) Plan Amendment Consultation solicitation submitted in August.  The proposal was 
submitted by a well-qualified team, and fell within the agency’s budget for the project.  The 
proposal was presented to the CCURA board of directors at the September 27th meeting, and the 
board authorized Port staff to enter into contract negotiations with the submitting team.  The goal 
is to have a mutually agreeable contract ready for Board execution at the planned December 12th, 
2016 CCURA meeting. 

Development Department staff has begun work to develop a comprehensive Maritime Industrial 
Capital Improvements Plan for port owned properties this quarter.  This work will be combined 
with ongoing work for Charleston and the Railroad to be discussed at a planned strategy session 
with Port staff and State Legislators in December, 2016. 
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M  E  M  O  R  A  N  D  U  M 
 

TO: John Burns, Chief Executive Officer 
 

FROM: Mike Dunning, Director of Maritime Operations 
 

DATE: November 14, 2016 
 

SUBJECT: Maritime Operations Management Report 

 
Channel Modification Project - I continue to manage the channel modification project by 
attending working groups, project delivery team meetings and completing assigned tasks related 
to the project. The Project Team met with the USACE this month to discuss engineering and 
design. We continue to make progress towards 60% design.  
 
Dredging –  The Port will be holding a Unified Dredging Permit meeting with end users. The 
permit is due for renewal and the meeting is being held to improve communications between 
permit users. The meeting will be held on December 6th. 
 
Harbor Safety Committee (HSC) -  The first HSC was held on November 2nd with waterway 
users and stakeholders. The meeting was a success and the committee will continue to reach out 
to, and encourage other users to participate as members of the committee.  The next meeting will 
be held on December 12th and the agenda will focus on electing a managing board and general 
membership enrollment.   
 
Safety and Security - The Port property signs for the North Spit are in and will be installed soon.  
We are also working with the city of North Bend to cleanup and discourage transient camps on the 
Ports property at Pony Slough.    
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M  E  M  O  R  A  N  D  U  M 
 

TO: John Burns, Chief Executive Officer 
 

FROM: John Buckley, Harbormaster 
 

DATE: November 14, 2016 
 

SUBJECT: Charleston Operations Management Report 

 
Charleston Marina Staff are working diligently to ensure we have the best run, cleanest, most 
customer friendly Marina on the Oregon Coast.  The learning curve for all our staff associated with 
the Dredge has been steep, yet every day I am pleasantly surprised to see the progress we are 
making towards making this enterprise a successful one. The dredge operations crew have been 
trained in the use of the equipment and are anxiously awaiting their first bit of dredge material 
removal. Charleston Marina staff continue to excel at maintaining this property in Charleston and 
its infrastructure. I am proud of their efforts and to be a part of this team.   
 
Dredging at Gold Beach - Has been cancelled due to the marina manager stating the costs were 
too high and the Port of Coos Bay’s inability to set a firm timeline and production schedule. Not 
knowing all the nuances surrounding dredging with newly trained staff and equipment status; Port 
staff could not commit to a “guaranteed” schedule as requested.  The next Port requesting dredging 
is the Port of Alsea located in Waldport, OR. 
 
IGA with IFA for the operation and care of State Dredge “The Laura”- The state and OIPCB 
have completed the agreed upon edits and both, Commission President David Kronsteiner and 
Chris Cummings of IFA have signed the agreement.  
 
Sub-IGA – Following edits and additions to the Port of Alsea IGA, the document has been signed 
by Roxie Cuellar, Port Manager, Port of Alsea (POA) and John Burns (CEO, Port of Coos Bay). 
Port staff have met with POA staff in Waldport concerning operations, lay down areas, closures, 
access restrictions, etc. Dredge staff have scheduled with a local contractor for trucking and crane 
service to first remove the dredge, workboat, and pipe from Gold Beach and safely move it to POA 
beginning on November 14th. The estimated cost for operations in POA are $200,000 for removal 
of 30,500 cubic yards within 30 work days.  
 
Dredge Master - The dredge crews will consist of (2) three man teams. They will work Monday 
through Friday, 12 hour days. Each man on the team will rotate through operating the dredge for 
4 hours, run the workboat for 4 hours, and then be on standby for 4 hours.  
 
For proper oversight of this equipment, we required one person to be “in charge”. The designation 
for this individual is “Dredge Master”. Their mandate is to ensure the equipment is properly 
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operated, maintained and supplied. They will also ensure proper “lay-up” of the equipment in the 
off-season to ensure it’s ready for the next dredging operation. Congratulations to Maintenance 
Operator II, Rick Stewart who has graciously accepted this position and will be compensated 
$150.00 per month stipend to manage these assets.  
 
Ice Plant Rehab – Charleston Ops continues working with Port Development and Port Ops in 
drafting a document outlining necessary Ice Plant safety and operation improvement. The current 
infrastructure is beyond its useful life and requires replacement to enhance reliability and decrease 
the chances of an anhydrous ammonia leak into the environment. Charleston Staff have contacted 
several roofing contractors to obtain bids in building a “soft-patch” roof over the existing 
condenser. This style of construction will allow quick and easy removal of the existing condenser 
during this winter time frame; efforts will minimize downtime and reduce the chance of water 
damage from rain and other inclement weather events. 
 
Shipyard Storm Water Pilot Test – The packaged unit has arrived at the shipyard and is 
operational. Port staff will operate the equipment as often as possible to obtain as many test 
samples for the month of November. Port Development is lead on this project but Charleston staff 
will be conducting the test samples and obtaining the results of both influent and effluent storm 
water.  
 
New Work Skiff – The new work skiff has been delivered to Charleston Marina and is fully 
commissioned for use. Charleston staff are in the process of obtaining Charleston Marina Complex 
decals to complete the look. 
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new work skiff fully commissioned 

 

removing outboard engine from old 
skiff for use on the new work skiff 

 

installing steering and throttle 
assemblies 

 

mounting existing outboard 
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M  E  M  O  R  A  N  D  U  M 
 
 

TO: John Burns, Chief Executive Officer 
 

FROM: Fred Jacquot, Director of Port Development 
 

DATE: November 14, 2016 
 

SUBJECT: Railroad Operations Management Report 

  
General: 
At the invitation of the Association of Pacific Ports, I presented an overview of the Port’s current 
railroad operations and planned future investments at the Associations fall “fly-in” seminar in 
Portland on November 3rd.  The presentation was well received, and fit well within the seminar 
theme of rail transportation at ports. 

 
Operations: 
CBR handled 682 revenue car loadings for October, 2016, above 2016’s monthly 634 car average.  
Year to date loadings of 6,343 cars is up 207 cars, or 3.37%, over this time last year, and 16 cars 
up over the same period in our record year of 2014.  If the current revenue car pace continues we 
can expect between 7,589 and 7,612 cars for the year.  Nationwide revenue car loadings have 
swung up over the last several weeks, but are still down over 2015 by over 6%. 

The Coos Bay swing span bridge continues to operate under temporary generator power.  David 
Evans and Associates submitted the permit application to the Army Corps of Engineers on October 
3rd, and final USACE authorization is expected this week.  Staff is now working with Kyle Electric 
to coordinate the cable replacement work with CBR in anticipation of the permit authorization. 

Inspectors from the Federal Rail Administration (FRA) have been on the line several times in 
2016, most recently the week of October 19th.  Coos Bay Rail Link (CBR) staff successfully 
addressed issues noted during previous inspections, and the most recent inspections resulted in no 
noted violations or deficiencies.  Staff continues to prepare a presentation about short term capital 
improvement plans to be presented to the FRA near the end of this year. 

On Tuesday, October 18th, 2016, CBR reported conditions on 4 timber structure bridges that 
required urgent repairs to maintain operations.  Port staff declared an emergency and contracted 
with Scott Partney to initiate the identified repairs.  A request to ratify the declaration of 
Emergency will be presented at the November 21st Commission meeting 
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Projects in Progress: 
PBS Environmental conducted initial sampling of the Coos Bay Rail Yard oil spill site, reported 
by CBR earlier this summer.  Project Manager Joe Caruso has submitted the PBS proposed cleanup 
scope to DEQ staff for review and approval, and has prepared a request for quote document for 
the rail, excavation, and disposal work necessary to complete the submitted clean-up plan.  The 
request for quote will go out the week of November 28th. 

Stantec Consulting Services has completed all the required permit applications for the Vaughn 
Viaduct Bridge Replacement project, and Stantec and Port staff met with local USACE Regulatory 
Project Manager Tyler Krug to review this and other railroad related permit applications.  Mr. 
Krug indicated that the Vaughn project was simple from a regulatory standpoint, and foresaw no 
significant hurdles to permit authorization for that project 

Stantec has also completed and submitted the Vaughn Viaduct 100% design documents for staff 
review.  Staff and CBR will review the documents and return comments to Stantec by December 
16th.  Stantec will finalize the final details of the requested construction management proposal for 
Vaughn and submit it to Port staff on or before December 10th. 

Port staff continues to work with our legal team to develop the process for the acquisition of the 
required right of way for the project.  Updated surveys of the property have been completed, and 
the landowner is expected to conduct a timber inventory soon.  Right of Way acquisition will be 
necessary to accommodate the planned bridge alignment and the “cut and fill” work necessary to 
support the replacement bridge.  Once the acquisition process has been defined, staff will report to 
the Commission the planned actions and authorizations that will be needed to complete the 
transaction. 

The work proposed in the FASTLANE Grant Application for tunnel rehabilitation continues 
through permitting and engineering.  McMillen Jacobs Associates has provided 60% design plans 
for the drainage improvements on the six tunnels selected, and is awaiting Port staff review and 
comments on those plans.  Engineering for structural repairs of all nine tunnels has been 
authorized, and began with a site visit in October.  A summary report of the structural inspection 
is expected this month. 

A change request was submitted to ODOT staff for our ConnectOregon V (COV) grant in 
September, but no inquiry or authorization on that change has yet been received.  The request 
modified the project completion dates for the COV grant to align with our more comprehensive 
FASTLANE project, and indicates the reasons for the requested change, including the additional 
engineering work driven by the drainage system needs; additional permitting activities now 
required for the FASTLANE grant (National Environmental Policy Act (NEPA) certification); and 
the shift in project strategy towards a combined, comprehensive structural and drainage system 
project.  Staff expects the change request to be approved by the end of the 2016 calendar year. 

McMillen Jacobs presented a proposal to conduct NEPA certification activities on the Tunnel 
Rehabilitation Project.  Staff has reviewed the proposal, and will present a request for authorization 
for this work at the November Commission meeting.  Work for the NEPA compliance effort will 
be funded from the current ODOT lottery bond grant. 

Stantec Consulting Services has initiated work on the Coal Bank Slough Bridge Replacement 
project by contacting US Coast Guard personal to identify necessary steps to complete the 
navigation assessment and bridge permitting process.  Stantec personnel met with Port staff in 
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September, and a letter to adjacent landowners was mailed October 15th.  The letter explains the 
intended project and the potential to impact navigation in Coal Bank Slough, and asks for written 
expression of interest to navigate in the Slough.  At the time of this report, we have received one 
written letter expressing interest in navigating the slough, and two phone calls and one e-mail 
requesting information.  The letter has asked that written responses be postmarked or hand-
delivered to the Port office on or before December 1st, and all e-mail or phone inquiries are 
encouraged to submit their questions or comments formally in writing.  A public meeting to take 
comments about the project will be scheduled after the written response deadline has passed. 

Design work on the Coal Bank Slough project is progressing parallel to the navigation evaluation.  
The project site and existing structure was surveyed the week of October 24th, and concept designs 
will begin this month.  Information developed during the initial design phase will be used to present 
the project during the planned public meeting, and will provide background detail about navigation 
limits and construction costs. 

Stantec Consulting Services has also initiated work on the concrete bridge inspections and ratings.  
Inspections on all but one bridge have been completed, and that final bridge inspection will be 
complete this month.  Draft inspection reports are expected for staff review by December 1st, with 
rating reports expected mid-first quarter of 2017. 

Staff has reviewed Stantec’s timber bridge rating proposal, and will bring it to commission for 
authorization at the November Commission meeting.  This is the last phase of ratings necessary to 
complete the ratings requirement for our bridge management plan. 

 

Projects under Development: 
A meeting to discuss the proposed Millington industrial rail spur was held November 9th.  Staff 
met with Lost Creek Rock Products, CBR, and K2 participants, and K2 is currently pursing 
privately funding and managing the engineering for the spur development.  K2 indicated a revenue 
guarantee for any Port funding of the project was a viable and appropriate expectation, and Staff 
will be working with Legal counsel to develop a structure for the final commercial agreement.  

A revised alignment for the proposed North Spit Spur expansion has been completed, and BLM 
has completed their initial inspection with no issues reported.  The BLM Easement Application 
and Plan of Development has been submitted for initial comments.  David Evans and Associates 
has submitted a preliminary engineering proposal, and Port Staff will review and respond to the 
proposal soon. 
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Action Items 

 

 

28



OREGON INTERNATIONAL PORT OF COOS BAY 
BOARD OF COMMISSIONERS 

 

ACTION/DECISION REQUEST 
 

DATE:    November 14, 2016 
 
PROJECT TITLE: 2016Res14 - Amendments to Port Policy Manual Chapter 

14: Personnel Policy Section 14.4: Payroll, Scheduling and 
Salary Administration 

 
ACTION REQUESTED: Approve Resolution 2016Res14 Authorizing the 

Amendments to Port Policy Manual Chapter 14: Personnel 
Policy Section 14.4: Payroll, Scheduling and Salary 
Administration 

BACKGROUND: 

Port of Coos Bay Staff is currently reviewing and revising all fourteen sections of Port Policy 
Manual Chapter 14: Personnel Policy to include updated best practices and changes in laws.   
 
Section 14.4: Payroll, Scheduling and Salary Administration, has been compared to and revised 
with updates from the Special Districts Association of Oregon’s Personnel Policies and Procedures 
template, and has been reviewed and revised by HR Answers (the Port’s Human Resource’s 
consulting firm), appropriate Port Staff, and Port’s legal counsel before being presented to the Port 
Commission.  The red lined tracked version of the changes, as well as a final version of the 
recommended revisions, are included within the packet following this backgrounder.   
 
The major revisions within Section 14.4, include: 
• Section 14.4.C – the addition of “On-Call Duty” assignments. 
• Section 14.4.D – the addition of rest breaks for lactating mothers to express milk in accordance 

with Oregon Revised Statute 653.077.  
• Section 14.4.G – the revision of Salary Administration includes current practices with the Pay 

Plan, Market Comparability and Cost of Living Adjustments.  The previous Port wide “Merit 
Pool” program was replaced with individual “Merit Increases,” and a “Port Wide Team 
Achievement Bonus” option was added.  The previous “Star Awards” program was replaced 
with individual exceptional performance “Bonuses”. 

 
 
RECOMMENDED MOTION: 

Approve Resolution 2016Res14 authorizing the amendments to Port Policy Manual Chapter 14: 
Personnel Policy Section 14.4: Payroll, Scheduling and Salary Administration. 



RESOLUTION 2016Res14 

A RESOLUTION OF THE BOARD OF COMMISSIONERS OF THE 
OREGON INTERNATIONAL PORT OF COOS BAY 

RESOLUTION AUTHORIZING THE AMENDMENTS TO  
PORT POLICY MANUAL CHAPTER 14: PERSONNEL POLICY  

SECTION 14.4: PAYROLL, SCHEDULING AND SALARY ADMINISTRATION 

WHEREAS the Oregon International Port of Coos Bay, a Port District organized and 
operated under Oregon Revised Statutes (ORS) 777, has maintained a Personnel Policy as an 
ongoing component of the Port Policy Manual, and  

WHEREAS the Port Policy Manual Chapter 14: Personnel Policy Section 14.4: Payroll, 
Scheduling and Salary Administration shall be modified to reflect the changes in laws and best 
practices, and  

WHEREAS the policy has been compared to and revised with updates from the Special 
Districts Association of Oregon’s Personnel Policies and Procedures template, and has been 
reviewed and revised by HR Answers, the Port’s Human Resource’s consulting firm; Port Staff; and 
Port’s legal counsel before being presented to the Port Commission, and  

WHEREAS the policy has been amended to include the following major revisions: 
• Section 14.4.C – the addition of “On-Call Duty” assignments.
• Section 14.4.D – the addition of rest breaks for lactating mothers to express milk in accordance

with Oregon Revised Statute 653.077.
• Section 14.4.G – the revision of Salary Administration includes current practices with the Pay

Plan, Market Comparability and Cost of Living Adjustments.  The previous Port wide “Merit 
Pool” program was replaced with individual “Merit Increases,” and a “Port Wide Team 
Achievement Bonus” option was added.  The previous “Star Awards” program was replaced 
with individual exceptional performance “Bonuses”.

THEREFORE BE IT RESOLVED by the Board of Commissioners of the Oregon 
International Port of Coos Bay approves and adopts the amendments to Chapter 14: Personnel Policy 
Section 14.4: Payroll, Scheduling and Salary Administration of the Port’s Policy Manual.  

APPROVED and ADOPTED by the Board of Commissioners of the Oregon International 
Port of Coos Bay this 21st day of November, 2016. 

David Kronsteiner, President Brianna Hanson, Treasurer 
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POLICY 14.4 PAYROLL, SCHEDULING AND SALARY ADMINISTRATION 

A. HOURS OF WORK   

The normal work week is defined as 0000 (12:00 a.m.) Sunday morning through 2400 (12:00 
p.m.) Saturday night.  Hours of business shall generally be from 0800 (8:00 a.m.) until 1700
(5:00 p.m.), Monday through Friday (40 hours per week).  The working hours of certain 
departments and facilities may be modified in accordance with their particular operating 
requirements, or a current Union contract.  Employees are expected to be at their place of work 
and ready to work at the beginning of each shift.  Employees who are frequently tardy will be 
subject to disciplinary procedures.  

B. OVERTIME  

Overtime may be authorized only when it is not possible to adjust staffing or employee work 
schedules to provide essential coverage.  Overtime hours will be paid to non-exempt employees 
at one and a half times the basic straight-time hourly rate for all hours worked in excess of eight 
(8) hours in a day, or forty (40) hours in a regular work week, or as otherwise required by state 
and/or federal laws.  Overtime must be approved by the supervisor in advance. 

C.  ON-CALL DUTY 

When operating needs require 24-hour per day service availability, employees may be scheduled 
for on-call duty.  Non-exempt employees may receive a stipend when on-call.   

D. REST BREAKS   

Each employee shall receive a paid 15-minute rest period during each four-hour shift.   

Lactating mothers may use up to 30 minutes of unpaid time during every four-hour work period 
to express milk for children up to 18 months old.  Timing of these scheduled breaks or additional 
time required must be agreed upon with the employee’s supervisor. The Port will provide private 
space with an electrical outlet for the employee to express breast milk.   

E. MEAL PERIODS  

Each employee shall receive a one-hour unpaid lunch period each working day that consists of 
five or more hours, unless an alternative agreement has been made between the employee and 
their supervisor.  If it is necessary for a non-exempt employee to work during this period, it shall 
be approved by their supervisor in advance.  Non-exempt employees working through their lunch 
period shall not receive over-time compensation unless they work over eight hours that day or in 
excess of 40 hours in the workweek.  
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F. TIME RECORDS 

The Port’s Time & Attendance system serves as an authoritative source of time records for 
which each employee is paid wages and overtime.  Each employee is expected to accurately 
record the time spent working on Port business.  Personal time spent on Port premises outside 
regular working hours should not be recorded. 

It is the responsibility of the supervisor to review and approve the hours worked, including any 
overtime and on-call duty hours, in a timely manner and submit the records to Payroll.  It is the 
responsibility of Human Resources to ensure the payroll system is updated with the correct pay 
rate for every employee.  It is the responsibility of Payroll to administer the payroll process with 
accuracy and in a timely manner to ensure correct amounts are paid and withheld/deducted every 
pay day.   

All non-exempt employees shall record all time worked for the Port.  Exempt employees must 
record all non-work related absences.  An employee of the Port may volunteer service to the 
Port, and the time involved would not be recorded, only if the volunteer hours worked do not 
involve the same type of service which the person is employed to perform for the Port.  All 
volunteer activities by employees must be approved in advance, and in writing by the Human 
Resources Manager. 

Time records are reviewed and approved by the supervisor and submitted to Payroll on a bi-
weekly basis.  If an employee is ill or will be gone from work during this period, it is their 
responsibility to notify their supervisor so their time recording can be completed properly.  Any 
reported overtime must be authorized by the supervisor and employees with unauthorized 
overtime will be subject to disciplinary procedures. 

Employees should notify Payroll of any changes in address, deductions, marital status, etc.    

G. SALARY ADMINISTRATION 

It is the policy of the Port to attract, retain and motivate employees by developing and 
maintaining a competitive and equitable salary structure that rewards employees on a 
performance basis and exercises appropriate long-term cost controls over the total personnel 
budget.  This policy is implemented through a salary administration program, comprised of:  

• The Pay Plan;
• Market Comparability;
• Cost of Living Adjustments;
• Merit Increases; and
• Bonuses.

Pay Plan:  
The Pay Plan, which is administered by the CEO and approved by the Board of Commissioners, 
is typically reviewed annually to be competitive with like organizations.  The Pay Plan assigns 
every Port position to a pay grade.  Each pay grade has a minimum and maximum rate of pay.  
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Positions may be reclassified within the structure when it is decided that their value to the Port 
has been altered because of a change in responsibilities or a pronounced movement in 
competitive market rates.  

 
When a supervisor recommends a specific salary increase for an employee as part of the 
performance evaluation process, the supervisor at the next level above the subject employee’s 
supervisor shall be responsible for reviewing the proposed salary increase.  All proposed 
compensation changes shall be reviewed by Human Resources, which will give a 
recommendation to the CEO and responsible Department Head.   
 
The CEO shall annually review and establish the senior managers’ compensation package, and 
shall have authority to approve salary changes for all other employees. The CEO’s contract and 
compensation package shall be established and reviewed annually by the Board of 
Commissioners. 
 
Market Comparability:   
Biennially, in conjunction with the preparation of the respective year’s budget, the CEO may 
survey, or cause to be surveyed, salaries paid by comparative employers and/or current market 
rates.  The CEO shall be the sole determinant in the establishment of the methodology and 
process used in the survey.  The CEO shall make recommendations to the Board of 
Commissioners at the submission of the budget as to changes in the salary structures of the Port 
based on the results of the salary survey. 
 
Cost of Living Adjustments:   
Annually, in conjunction with the preparation of the fiscal year budget, the CEO shall identify 
and budget Cost of Living Adjustments (COLA). COLAs shall be determined on the basis of the 
Port’s financial capabilities and performance at that particular point in time and as projections in 
the proposed budget.  COLAs are an “across the board” adjustment to the compensation paid to 
the employees an amount approximately reflecting the year-over-year Western U.S. Urban 
Average Consumer Price Index for the month of February, which is published in March by the 
U.S. Department of Labor, Bureau of Labor Statistics.   
 
Each employee not in an introductory or performance improvement period shall be eligible for 
this adjustment on the first pay date of the fiscal year.  Employees in an introductory or 
performance improvement period at such time shall have their pay adjusted for COLA upon 
successful completion, unless otherwise expressly agreed within the offer of employment letter.  
COLA will raise the wage range for all pay grades. 
 
Merit Increases:   
Annually, in conjunction with the preparation of the fiscal year budget, the CEO shall budget and 
recommend the formation of a merit pool line item.  The amount of the merit pool shall be 
determined on the basis of the Port’s financial capabilities and performance at that particular 
point in time as well as projections reflected in the proposed budget.  Additionally, the CEO shall 
incorporate within the budget plan a number of specific, measurable, strategically important 
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objectives for each department to achieve during the budget year.  These objectives should be 
consistent with Port’s published Strategic Plan.  
 
The supervisor will evaluate the employee’s performance and contribution towards the 
attainment of the stated objectives, and may recommend a merit increase in pay rate within 
guidelines prepared by the Chief Financial and Administrative Officer (CFAO) and approved 
annually by the CEO.  The CFAO will review, and the CEO will approve, every proposed merit 
increase.  The aggregate amount of merit increases should not exceed the amount set aside in the 
merit pool.  
 
When evaluating the Port’s total performance, the CEO may pay all employees a Port Wide 
Team Achievement Bonus for all regular employees not in an introductory or performance 
improvement period.  The amount would be influenced by the degree to which the Port exceeded 
its target transfer to the reserve fund at the end of the fiscal year.  This bonus amount would not 
change the employee’s regular pay rate, nor change the pay grade structure. 

   
Bonuses:   
Annually, in conjunction with the preparation of the fiscal year budget, the CEO shall budget a 
line item for the recognition of exceptional individual performance.   The objective of this bonus 
is to recognize exceptional individual performance and results to encourage extra effort towards 
achieving the Port’s strategic objectives and successfully negotiate difficult operational 
challenges.  The bonus may be given to more than one employee when a team effort is 
recognized.  A supervisor must nominate a candidate in writing to be reviewed by Human 
Resources with a recommendation to the CEO for a decision.  The bonus amount will be based 
upon the perceived significance of the achieved results, not to exceed $1,000, grossed up for tax 
impact.  The bonus would not change the receiving employee’s pay rate or pay grade. 
   
H. PAYROLL DEDUCTIONS  
 
State and federal laws require the Port to make certain deductions from pay.  In addition to these 
payroll deductions, employees may authorize deductions for any of the voluntary plans offered 
by the Port.  Information on such plans may be obtained from Human Resources.  
 
Required Deductions:   
Federal and state laws require the following deductions from every paycheck: 
• Federal Income Tax withholding;  
• State Income Tax withholding;  
• Social Security and Medicare taxes (FICA);  
• State accident insurance-employee surcharge (employee portion of the Worker 

Compensation premium);  
• Court ordered child support payments or garnishments; 
• PERS. 
  
 
 
Optional Deductions:   
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Other deductions may be made from the employee’s paycheck with the employee’s written 
request, including, but not limited to: 
• Health Savings Account contributions; 
• Insurance contributions;  
• Union dues;  
• Deferred Compensation: Any Port employee may elect to enroll in a deferred compensation 

plan approved by the Board of Commissioners.  Deferred compensation accounts will be 
established on behalf of any employee, who is willing to make contributions to the plan in 
accordance with plan requirements.  

 
I. PAY UPON SEPARATION  
 
A regular employee terminating employment with the Port will be paid any earned and unpaid 
wages then due for worked hours.  An employee who is involuntarily terminated will be paid no 
later than at the end of the first business day after a discharge or termination.  If an employee 
resigns and fails to give at least forty-eight (48) hours advance notice prior to quitting, pay upon 
separation shall be paid within five (5) working days or the next regular pay day, whichever 
comes first.  A terminating employee is entitled to their accrued PTO and unused holidays; 
however, they are not eligible for residual unused sick leave compensation. 
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POLICY 14.4 PAYROLL, SCHEDULING AND OVERTIME PRACTICESSALARY 
ADMINISTRATION 
 
A. HOURS OF WORK   
 
The normal work week is defined as 0000 (12:01 00 a.m.) Sunday morning through 2400 (12:00 
p.m.) Saturday night.  Hours of business shall generally be from 0800 (8:00 a.m.) until 1700 
(5:00 p.m.), Monday through Friday (40 hours per /week).  The working hours of certain 
departments and facilities may be modified in accordance with their particular operating 
requirements, or a current Union contract.  Employees are expected to be at their place of work 
and ready to work at the beginning of each shift.  Employees who are frequently tardy will be 
subject to disciplinary procedures.  
 
B. OVERTIME   
 
Overtime may be authorized only when it is not possible to adjust staffing or employee work 
schedules to provide essential coverage.  Overtime hours will be paid to non-exempt employees 
at one and a half times the basic straight-time hourly rate for all hours worked in excess of eight 
(8) hours in a day, or forty (40) hours in a regular work week, or as otherwise required by state 
and/or federal laws.  Overtime must be approved by your the departmentsupervisor in advance. 
 
C.  ON-CALL DUTY 
 
When operating needs require 24-hour per day service availability, employees may be scheduled 
for on-call duty.  Non-exempt employees may receive a stipend when on-call.   
 
 
CD. REST BREAKS   
 
Each employee shall receive a paid 15-minute rest period during each four-hour shift.   
 
Lactating mothers may use up to 30 minutes of unpaid time during every four-hour work period 
to express milk for children up to 18 months old.  Timing of these scheduled breaks or additional 
time required must be agreed upon with the employee’s supervisor. The Port will provide private 
space with an electrical outlet for the employee to express breast milk.   
 
DE. MEAL PERIODS   
 
Each non-Unionemployee shall receive a one-hour unpaid lunch period each working day that 
consists of five or more hours, unless an alternative agreement has been made between the 
employee and their .supervisor.  The lunch period is to be taken out of view of the normal work 
area.  If it is necessary for a non-Union-exempt employee to work during this period, it shall be 
approved by their supervisor in advance.  Non-exempt Eemployees working through their lunch 
period shall not receive over-time compensation unless they work over eight hours that day or in 
excess of 40 hours in the workweek.  
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EF. TIME RECORDS  
 
The Port’s Time & Attendance system cardsserves as an accurate record authoritative source of 
the time records for which each employee is paid wages and overtime.  Each employee is 
expected to accurately record accurately the time spent working on Port business.  Personal time 
spent in on Port offices premises outside regular working hours should not be recorded. 
 
It is the responsibility of the supervisor to review and approve the hours worked, including any 
overtime and on-call duty hours, in a timely manner and submit the records to Payroll.  It is the 
responsibility of Human Resources to ensure the payroll system is updated with the correct pay 
rate for every employee.  It is the responsibility of Payroll to administer the payroll process with 
accuracy and in a timely manner to ensure correct amounts are paid and withheld/deducted every 
pay day.   
 
Probationary or All regularnon-exempt employees shall record all time worked for the Port.  
Exempt employees must record all non-work related absences.  An employee of the Port may 
volunteer service to the Port, and the time involved would not be recorded, only if the volunteer 
hours worked do not involve the same type of service which the person is employed to perform 
for the Port.  All volunteer activities by employees must be approved in advance, and in writing 
by the Human Resources Manager. 
 
Time records are reviewed and approved by the supervisor and submitted to Payroll on a bi-
weeklyshall be submitted to the payroll department on a semi-monthly basis.  If an employee is 
ill or will be gone from work during this period, it is their responsibility to see that notify their 
supervisor is notified  so that their time recordingsheet can be completed properly.  Any reported 
overtime must be authorized by the supervisor and employees with unauthorized overtime will 
be subject to disciplinary procedures. 
 
Failing to legibly and accurately complete a time sheet may result in a late or incorrect paycheck.  
In this event, the error will be corrected during the following pay period.  
 
Employees should notify the Ppayroll officeof any changes in address, deductions, marital status, 
etc.  All employee timesheets will be approved by their supervisor prior to processing of 
paychecks.  Any reported overtime must be authorized by the supervisor and employees with 
unauthorized overtime will be subject to disciplinary procedures. 
 
 
F. WAGE COMPENSATION  
 
State and federal laws require that the Port make certain deductions from your paychecks.  In 
addition to the payroll deductions required by state and federal law, you may authorize 
deductions for any of the voluntary plans offered by the Port.  Information on such plans may be 
obtained from the HR Deptpayroll office.  
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The Port has adopted a bi-weekly pay cycle with payday on every other Thursday’s pay dates are 
the 15th and the last day of each month.  midnight. When a pay date falls on a weekend or 
holiday, employees will be paid on the lastwork day prior to the weekend orholiday.  
 
The Port maintains a pay plan covering all positions in the Port, showing the grade and its 
minimum and maximum rates of pay.  In arriving at such salary ranges, consideration is given to 
market rates of pay for comparable work in other public and private agencies.   
 
G. SALARY ADMINISTRATION PROGRAM  
  
General Statement of Purpose and Policy:  It is the policy of the Port of Coos Bay to attract, 
retain and motivate employees by developing and maintaining a competitive and equitable salary 
structure that rewards employees on a performance basis and exercises appropriate long-term 
cost controls over the total personnel budget.  This policy is implemented through a salary 
administration program, comprised of:  
 
• The adoption of a salary classification structure by the Board of Commissioners;  
• Annual performance evaluation and  
• Salary administration by the Executive Director, including maintenance of the Port’s salary 

classification structure to be competitive with like organizations.  
 

• The Pay Plan;  
• Market Comparability; 
• Cost of Living Adjustments; 
• Merit Increases; and 
• Bonuses. 

 
Program Objectives:  
• Ensure that suitable employees are attracted to join the Port staff and to encourage suitable 

staff to remain at the Port;  
• Develop and maintain a salary structure that achieves equity in pay for jobs of similar 

responsibility, and consistency in the salary differentials between jobs in accordance with 
their relative internal value to the Port;  

• Ensure that salary ranges have a defined relationship to market rates as determined by the 
Board of Commissioners.  

• Maintain consistency in the methods used to establish and review salaries and differentials 
for all Port staff; and   

• Operate the salary system fairly and demonstrate to staff that the system is fair. 
• Cost of Living Adjustment [COLA] will raise the wage range for all pay grades.  The intent 

of COLA is to protect the purchasing power of employees’ pay;   
• Individual employee performance reviews may result in an increase in pay rate or promotion 

to another position that may be linked to a higher pay grade, which may involve both a 
higher pay rate and a greater future pay raise potential. 

• Any bonus and/or award received will not change the receiving employee’s pay rate or pay 
grade. 
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Salary Classification StructurePay Plan:  
The Executive Director’s contract and compensation package shall be established and reviewed 
annually by the Board of Commissioners. 

Each of the Port’s positions is assigned a salary range with an established minimum, mid-
point and maximum.  The Executive Director shall annually review and establish the senior 
managers’ compensation package, subject to review by the Board of Commissioners, and 
shall have authority to approve salary changes for all other employees.  

The Pay Plan, which is administered by the CEO and approved by the Board of Commissioners, 
is typically reviewed annually to be competitive with like organizations.  The Pay Plan assigns 
every Port position to a pay grade.  Each pay grade has a minimum and maximum rate of pay.  
 
By policy, the mid-point of each range is the expected eventual compensation target for each 
position where an employee is fully qualified and has demonstrated competence in performance 
of the job.  Employees new to the job will most likely not have achieved the level of competence 
expected for the mid-point of the range, but likely will be able to achieve such competence over 
time. 
To provide management flexibility in salary administration with the overall limits provided by 
the salary classification structure there might be unusual situations where employees have special 
skills or are exemplary achievers and thereby deserving of more than the mid-point for the 
particular job classification.   Positions may be reclassified within the structure when it is 
decided that their value to the Port has been altered because of a change in responsibilities or a 
pronounced movement in competitive market rates.  

 
For purposes of salary increase consideration, the Port shall utilize a “two levels up” process for 
review of a proposed salary increase for any employee, such that wWhen a supervisor 
recommends a specific salary increase for an employee subordinate as part of the performance 
evaluation process, the supervisor at the next level above the subject employee’s supervisor shall 
be responsible for reviewing the proposed salary increase.  All proposed compensation changes 
shall be reviewed by Human Resources, which will give a recommendation to the CEO and 
responsible Department Head. For the direct subordinates of the Executive Director, the Board of 
Commissioners shall review any proposed salary increase.    
 
The CEO shall annually review and establish the senior managers’ compensation package, and 
shall have authority to approve salary changes for all other employees. The CEO’s contract and 
compensation package shall be established and reviewed annually by the Board of 
Commissioners. 
 
H. PAY PLAN 
 
The Oregon International Port of Coos Bay desires to recognize the exceptional performance of 
its employees through a competitive compensation system.  The pay system will consist of four 
major components. 
 

1. Market Comparability 
2. Cost Oof Living Adjustments 
3. Merit Pool 
4. Star Awards and Bonuses 
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Market Comparability:   
Biennially, in conjunction with the preparation of the respective year’s budget, the 
CEOExecutive Director shall may survey, or cause to be surveyed, the market of salaries paid by 
comparative employers and/or current market rates.  The CEOExecutive Director shall be the 
sole determinant in the establishment of the methodology and process used in the survey.  The 
CEOExecutive Director shall make recommendations to the Board of Commissioners at the 
submission of the budget as to changes in the salary structures of the Oregon International  Port 
of Coos Bay based on the results of the salary survey. 
 
Cost Oof Living Adjustments:   
Annually, in conjunction with the preparation of the fiscal year budget, the CEOExecutive 
Director shall identify and budget Cost Of Living Adjustments (COLA)., COLAs shall be 
determined on the basis of the Oregon International Port’s of Coos Bayfinancial capabilities and 
performance at that particular point in time and as projections in the proposed budget.  COLAs 
are, an “across the board” adjustment to the compensation paid to the employees an amount 
approximately reflecting equal to the year-over-year Western U.S. city Urban Average 
Consumer Price Index for the month of February, which is published in March by the U.S. 
Department of Labor, Bureau of Labor Statistics.   
 
Each employee not in an introductory or performance improvement period shall be eligible for 
this adjustment on the first pay date of the fiscal year upon the recommendation of the 
employee’s manager.  Employees in an introductory or performance improvement period at such 
time shall have their pay adjusted for COLA upon successful completion, unless otherwise 
expressly agreed within the offer of employment letter.  COLA will raise the wage range for all 
pay grades. 
 
Merit PoolIncreases:   
Annually, in conjunction with the preparation of the fiscal year budget, the Port CEO shall 
budget and recommend the formation of a merit pool line item.  The amount of the merit pool 
shall be determined on the basis of the Oregon International Port’s of Coos Bay financial 
capabilities and performance at that particular point in time as well as projections reflected in the 
proposed budget.  Additionally, the CEOExecutive Director shall incorporate within the budget 
plan a number of specific, measurable, strategically important objectives for each department to 
achieve during the budget year.  These objectives should be consistent with Port’s published 
Strategic Plan. submit to the Port Commission ten goals for the Port to accomplish in the 
respective fiscal year.  Each goal, if successfully met or exceeded, shall represent 10% of the 
merit pool established in the fiscal year budget.  Upon acceptance of Executive Director’s 
recommendation to award merit funds, the Port Commission shall authorize the dispersal “across 
the board” of the merit pool to all employees in the form of an annual lump sum payment. 
 
The supervisor will evaluate the employee’s performance and contribution towards the 
attainment of the stated objectives, and may recommend a merit increase in pay rate within 
guidelines prepared by the Chief Financial and Administrative Officer (CFAO) and approved 
annually by the CEO.  The CFAO will review, and the CEO will approve, every proposed merit 
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increase.  The aggregate amount of merit increases should not exceed the amount set aside in the 
merit pool.  
 
When evaluating the Port’s total performance, the CEO may pay all employees a Port Wide 
Team Achievement Bonus for all regular employees not in an introductory or performance 
improvement period.  The amount would be influenced by the degree to which the Port exceeded 
its target transfer to the reserve fund at the end of the fiscal year.  This bonus amount would not 
change the employee’s regular pay rate, nor change the pay grade structure. 

   
Star Award Bonuses:   
Annually, in conjunction with the preparation of the fiscal year budget, the CEOExecutive 
Director shall budget a line item for the recognition of exceptional individual performance.  Each 
manager in the month of November shall nominate subordinates for the receipt of a special one-
time bonus for extremely sensational performance.  The Executive Director shall convene a 
group to review the nominations and select award winners.   Recipients will be recognized in 
January at a Port function.  The objective of this bonus is to recognize exceptional individual 
performance and results to encourage extra effort towards achieving the Port’s strategic 
objectives and successfully negotiate difficult operational challenges.  The bonus may be given 
to more than one employee when a team effort is recognized.  A supervisor must nominate a 
candidate in writing to be reviewed by Human Resources with a recommendation to the CEO for 
a decision.  The bonus amount will be based upon the perceived significance of the achieved 
results, not to exceed $1,000, grossed up for tax impact.  The bonus would not change the 
receiving employee’s pay rate or pay grade. 
   
 
H. PAYROLL DEDUCTIONS  
 
State and federal laws require the Port to make certain deductions from pay.  In addition to these 
payroll deductions, employees may authorize deductions for any of the voluntary plans offered 
by the Port.  Information on such plans may be obtained from Human Resources.  
 
Required Deductions:   
Federal and state laws require the following deductions from every paycheck: 
• Federal Income Tax withholding tax;  
• State Income Tax withholding tax;  
• Social Ssecurity and Medicare taxes (FICA);  
• State accident insurance-employee surcharge (employee portion of the Worker 

Compensation premium);  
• Court ordered child support payments or garnishments; and  
• PERS. 
  
Optional Deductions:   
Other deductions may be made from the employee’s paycheck with the employee’s written 
request, including, but not limited to: 
• Credit Union participation; Health Savings Account contributions; 
• Insurance contributions;  
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• Union dues; 
• Deferred Compensation: Any Port employee may elect to enroll in a deferred compensation 

plan approved by the Board of Commissioners.  Deferred compensation accounts will be 
established on behalf of any employee, who is willing to make contributions to the plan in 
accordance with plan requirements.  

 
JI. PAY UPON SEPARATION  
 
A regular employee terminating employment with the Port will be paid any earned and unpaid 
wages then due for worked hours and earned vacation which the employee is eligible.  An 
employee who is involuntarily terminated will be paid no later than at the end of the first 
business day after a discharge or termination.  If an employee resigns and fails to give at least 
forty-eight (48) hours advance notice prior to quitting, pay upon separation shall be paid within 
five (5) working days or the next regular pay day, whichever comes first.  A terminating 
employee is entitled to their accrued PTO vacation and unused holidays benefits; however, they 
are not eligible for residual unused sick leave compensation. 
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OREGON INTERNATIONAL PORT OF COOS BAY 
BOARD OF COMMISSIONERS 
ACTION/DECISION REQUEST 

DATE: November 14, 2016 

PROJECT TITLE: 2016Res15- Amendments to Port Policy Manual Chapter 14: 
Personnel Policy Section 14.6: Performance Reviews 

ACTION REQUESTED: Approve Resolution 2016Res15 Authorizing the 
Amendments to Port Policy Manual Chapter 14: Personnel 
Policy Section 14.6: Performance Reviews 

BACKGROUND: 

Port of Coos Bay Staff is currently reviewing and revising all fourteen sections of Port Policy 
Manual Chapter 14: Personnel Policy to include updated best practices and changes in laws.   

Section 14.6: Performance Reviews has been compared to and revised with updates from the 
Special Districts Association of Oregon’s Personnel Policies and Procedures template, and has 
been reviewed and revised by HR Answers (the Port’s Human Resource’s consulting firm), 
appropriate Port Staff, and Port’s legal counsel before being presented to the Port Commission. 
The red lined tracked version of the changes, as well as a final version of the recommended 
revisions, are included within the packet following this backgrounder.   

The major revisions within Section 14.6 include outlined objectives of the performance review 
process, and expectations from employees seeking advancement.   

RECOMMENDED MOTION: 

Approve Resolution 2016Res15 authorizing the amendments to Port Policy Manual Chapter 14: 
Personnel Policy Section 14.6: Performance Reviews. 
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RESOLUTION 2016Res15 
 

A RESOLUTION OF THE BOARD OF COMMISSIONERS OF THE  
OREGON INTERNATIONAL PORT OF COOS BAY 

 
RESOLUTION AUTHORIZING THE AMENDMENTS TO  

PORT POLICY MANUAL CHAPTER 14: PERSONNEL POLICY  
SECTION 14.6: PERFORMANCE REVIEWS 

 
 

WHEREAS the Oregon International Port of Coos Bay, a Port District organized and 
operated under Oregon Revised Statutes (ORS) 777, has maintained a Personnel Policy as an 
ongoing component of the Port Policy Manual, and  

 
WHEREAS the Port Policy Manual Chapter 14: Personnel Policy Section 14.6: 

Performance Reviews shall be modified to reflect the changes in laws and best practices, and  
 
WHEREAS the policy has been compared to and revised with updates from the Special 

Districts Association of Oregon’s Personnel Policies and Procedures template, and has been 
reviewed and revised by HR Answers, the Port’s Human Resource’s consulting firm; Port Staff; and 
Port’s legal counsel before being presented to the Port Commission, and  

 
WHEREAS the major revisions within Section 14.6 include outlined objectives of the 

performance review process, and expectations from employees seeking advancement.   
 
THEREFORE BE IT RESOLVED by the Board of Commissioners of the Oregon 

International Port of Coos Bay approves and adopts the amendments to Chapter 14: Personnel Policy 
Section 14.6: Performance Reviews of the Port’s Policy Manual.  
 

APPROVED and ADOPTED by the Board of Commissioners of the Oregon International 
Port of Coos Bay this 21st day of November, 2016. 
 
 
 
                                                                                                                   
David Kronsteiner, President        Brianna Hanson, Treasurer 
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POLICY 14.6 PERFORMANCE REVIEWS  
 
A. PURPOSE – COMMUNICATION  
 
The formal performance review is an essential communication process between the employee 
and the immediate supervisor.   
 
The objectives of the formal performance review process are to: 

• Ensure each employee understands the essential functions as outlined within their job 
description; 

• Ensure each employee knows how they are performing against the essential functions as 
outlined within their job description; 

• Review and discuss progress of assigned projects;  

• Determine how well the Port is assisting with the employee’s work performance and 
objectives; 

• Ensure effective communication between the supervisor and employee; 

• Provide a consistent, objective, and fair method for compensation decisions; 

• Provide a formal setting for career planning; and, 

• Provide a permanent record of employee performance and organizational contributions. 
 

Employees should receive frequent informal feedback from their supervisor regarding their 
performance.  This is the most critical tool in managing day to day performance of Port staff and 
in guiding the Port’s overall performance of its mission. 
 
B. GOAL – FORM DESIRABLE BEHAVIORS  
 
The goal of the employee performance review process is to establish a pattern of expected work 
performance and habits.  The review process gives employees and supervisors an opportunity to 
identify and discuss outcomes, review and establish goals, reward or acknowledge good 
performance, create incentives, and to discuss and correct undesirable behavior or activity and/or 
substandard work performance.  
 
C. REVIEW PROCESS  
 
Human Resources administers the Performance Review process.  Formal reviews shall be 
completed at least annually around the employee’s anniversary date of hire.  Less formal 
quarterly updates should be completed in-between in accordance with the guidelines and 
instructions set forth below.  Employees and supervisors are required to sign the completed 
performance review forms.  All performance reviews will be approved by the supervisor of the 
one performing the review, then reviewed by the Chief Financial and Administrative Officer 
(CFAO) before being placed in the employee’s personnel file.  Employees will be provided with 
a copy of performance reviews.   
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The Chief Executive Officer (CEO) shall be evaluated by the Board of Commissioners based 
upon the consensus of the Board. 
 
In addition to all other duties assigned, managers and supervising personnel will also be 
evaluated by the extent to which quality performance reviews are performed in a timely manner. 
 
A supplemental performance review may be completed on any occasion deemed appropriate by a 
supervisor to clarify performance deficiencies and goals or plans for improvement. 
 
Both employees and supervisors are expected to equally participate in the employee’s 
performance review process.  Employees are encouraged to: 

• Inquire about their performance periodically; 

• Accept additional responsibilities and show initiative; 

• Review opportunities for advancement within the organization; 

• Ask for assistance in developing a goal-oriented path for advancement within the department 
or organization; and, 

• Learn about training available to assist in improving skills or qualifying for a promotion or 
lateral transfer. 

 
Performance reviews may serve as one factor in decisions related to employment such as 
training, merit pay increases, job assignments, employee development, promotions and retention. 
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POLICY 14.6 PERFORMANCE EVALUATIONSREVIEWS  
 
A. PURPOSE – COMMUNICATION  
 
The formal performance review is an essential communication process between the employee 
and the immediate supervisor.  Such reviews provide information relating to merit, identify areas 
of training needs, target the strengths and weaknesses of the employee’s work performance, and 
measure the relationship between goals and objectives and the individual employee’s job 
performance.  The purpose of evaluations is to let employees know how well they are performing 
their job and whether they have performance problems.  It also serves as a basis of personnel 
decisions – merit increases, promotion, and termination.  
 
The objectives of the formal performance reviews process are to: 

• Ensure each employee understands the essential functions as outlined within their job 
description; 

• Ensure each employee knows how they are performing against the essential functions as 
outlined within their job description; 

• Review and discuss progress of assigned projects;  

• Determine how well the Port is assisting with the employee’s work performance and 
objectives; 

• Ensure effective communication between the supervisor and employee; 

• Provide a consistent, objective, and fair method for compensation decisions; 

• Provide a formal setting for career planning; and, 

• Provide a permanent record of employee performance and organizational contributions. 
 

Employees should receive frequent informal feedback from their supervisors regarding their 
performance.  This is the most critical tool in managing day to day performance of Port staff and 
in guiding the Port’s overall performance of its mission. 
 
 
B. GOAL – FORM DESIRABLE BEHAVIORS  
 
The goal of the employee performance review process is to establish a pattern of expected work 
performance and habits.  The review process gives employees and supervisors an opportunity to 
measureidentify and discuss outcomes, review and establish goals, reward or acknowledge good 
performance, create incentives, and to discussetect and correct improperundesirable behavior or 
activity and/or substandard work performance.  
 
C. REVIEW PROCESS  
 
Human Resources administers the Performance Review process.  Formal Performance reviews 
shall be completed at least annually around the employee’s anniversary date of hire.  Less formal 
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quarterly updates should be completed in-between at least annually and in accordance with the 
guidelines and instructions set forth below.  Employees and supervisors are required to sign the 
completed performance review forms.  All performance reviews will be approved by the 
supervisor of the one performing the review, then reviewed by the Executive Director Chief 
Financial and Administrative Officer (CFAO) and before being placed in the employee’s 
personnel file.  Employees will be provided with a copy of performance reviews.   
 
The Executive Director Chief Executive Officer (CEO) shall be evaluated by the Board of 
Commissioners based upon the consensus of the Board. 

 
All regular Port employees will be evaluated under the above policy. 

All employees will be evaluated at least annually in the month in which they completed their 
probation. 
 
An acceptable performance review is required to participate in the pay plan CPI adjustment. 
 
In addition to all other duties assigned, managers and supervising personnel will also be 
evaluated by the extent to which quality performance reviews are performed in a timely manner. 
 
A supplemental performance evaluation review may be completed on any occasion deemed 
appropriate by a supervisor to clarify performance deficiencies and goals or plans for 
improvement. 
 
Both employees and supervisors are expected to equally participate in the employee’s 
performance review process.  Employees are encouraged to: 

• Inquire about their performance periodically; 

• Accept additional responsibilities and show initiative; 

• Review opportunities for advancement within the organization; 

• Ask for assistance in developing a goal-oriented path for advancement within the department 
or organization; and, 

• Learn about training available to assist in improving skills or qualifying for a promotion or 
lateral transfer. 

 
Performance reviews may serve as one factor in decisions related to employment such as 
training, merit pay increases, job assignments, employee development, promotions and retention. 
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OREGON INTERNATIONAL PORT OF COOS BAY 
BOARD OF COMMISSIONERS 

 

ACTION/DECISION REQUEST 
 

DATE:    November 14, 2016 
 
PROJECT TITLE: 2016Res16 - Amendments to Port Policy Manual Chapter 

14: Personnel Policy Section 14.7: Personnel Records 
 
ACTION REQUESTED: Approve Resolution 2016Res16 Authorizing the 

Amendments to Port Policy Manual Chapter 14: Personnel 
Policy Section 14.7: Personnel Records 

 
BACKGROUND: 

Port of Coos Bay Staff is currently reviewing and revising all fourteen sections of Port Policy 
Manual Chapter 14: Personnel Policy to include updated best practices and changes in laws.   
 
Section 14.7: Personnel Records, has been compared to and revised with updates from the Special 
Districts Association of Oregon’s Personnel Policies and Procedures template, and has been 
reviewed and revised by HR Answers (the Port’s Human Resource’s consulting firm), appropriate 
Port Staff, and Port’s legal counsel before being presented to the Port Commission.  The red lined 
tracked version of the changes, as well as a final version of the recommended revisions, are 
included within the packet following this backgrounder.   
 
The revisions within Section 14.7: Personnel Records mostly include minor changes to words and 
flow.  
 
RECOMMENDED MOTION: 

Approve Resolution 2016Res16 authorizing the amendments to Port Policy Manual Chapter 14: 
Personnel Policy Section 14.7: Personnel Records. 
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RESOLUTION 2016Res16 
 

A RESOLUTION OF THE BOARD OF COMMISSIONERS OF THE  
OREGON INTERNATIONAL PORT OF COOS BAY 

 
RESOLUTION AUTHORIZING THE AMENDMENTS TO  

PORT POLICY MANUAL CHAPTER 14: PERSONNEL POLICY  
SECTION 14.7: PERSONNEL RECORDS 

 
 

WHEREAS the Oregon International Port of Coos Bay, a Port District organized and 
operated under Oregon Revised Statutes (ORS) 777, has maintained a Personnel Policy as an 
ongoing component of the Port Policy Manual, and  

 
WHEREAS the Port Policy Manual Chapter 14: Personnel Policy Section 14.7: 

Personnel Records shall be modified to reflect the changes in laws and best practices, and  
 
WHEREAS the policy has been compared to and revised with updates from the Special 

Districts Association of Oregon’s Personnel Policies and Procedures template, and has been 
reviewed and revised by HR Answers, the Port’s Human Resource’s consulting firm; Port Staff; and 
Port’s legal counsel before being presented to the Port Commission, and  

 
WHEREAS the revisions within Section 14.7: Personnel Records mostly include minor 

changes to words and flow.  
  
THEREFORE BE IT RESOLVED by the Board of Commissioners of the Oregon 

International Port of Coos Bay approves and adopts the amendments to Chapter 14: Personnel Policy 
Section 14.7: Personnel Records of the Port’s Policy Manual.  
 

APPROVED and ADOPTED by the Board of Commissioners of the Oregon International 
Port of Coos Bay this 21st day of November, 2016. 
 
 
 
                                                                                                                   
David Kronsteiner, President        Brianna Hanson, Treasurer 
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14.7 PERSONNEL RECORDS  
 
A. MAINTENANCE OF PERSONNEL RECORDS  
 
Official personnel records and files of employees are maintained by Human Resources.  Human 
Resources should be notified of change of name, address, telephone number, marital status, 
dependents, beneficiaries, and emergency contacts, and provided appropriate employment related 
documentation in order to maintain current records.   
 
B. PERSONNEL RECORDS FILE CONTENTS 
 
Personnel record files may contain employment applications and resumes, performance 
evaluations, letters of commendation or reprimand, notice of disciplinary action, miscellaneous 
correspondence, change of status forms, training and certification records, tuition reimbursement 
records, and other information pertinent to employment.   
 
With approval from Human Resources, employees may add information to their personnel file 
which may be deemed relevant to their job qualifications or performance.   
 
A copy of any uncomplimentary or disciplinary material placed in an employee’s file must be 
provided to the employee.  Employees may protest, or comment upon in writing, any materials 
placed in their personnel file.  Such protest/comments will be included in the personnel file.  
 
Documents shall not be permanently removed from a personnel file, except pursuant to a 
determination by the Chief Financial and Administrative Officer that each particular document is 
not accurate, or is no longer relevant to any personnel or performance matter.  Any document 
which is removed shall be maintained in a separate file containing all such documents, not 
indexed under the name of any employee.  
 
Documents containing medical information shall be kept in a separate, confidential file that is 
not a part of the employee’s personnel file.  While these records shall be treated as confidential, 
managers may be informed regarding necessary work restrictions and necessary 
accommodations.  First aid and safety personnel may be informed, when appropriate, of an 
employee’s disability, if the disability might require emergency treatment. Government officials 
investigating compliance with discrimination laws shall be provided relevant information upon 
request.   
 
C. EMPLOYEE REVIEW OF PERSONNEL RECORDS FILE 
 
Employees may inspect and review their personnel records file, excluding confidential reports 
from previous employers and all other information gathered prior to the date of hire.  Employees 
wishing to inspect/review their personnel file shall make an appointment in advance with Human 
Resources. 

 
 Employees may receive a copy of the contents of their personnel file excluding any confidential 

information described above.   

51



 
D. PUBLIC DISCLOSURE OF PERSONNEL RECORDS 
 
Personnel files are exempt from public records disclosure under the provisions of ORS 192.502 
(2); disclosure would constitute an unreasonable invasion of privacy.   
 
Any person seeking disclosure of material that would constitute an unreasonable invasion of any 
employee’s privacy shall have the burden of showing that public disclosure would not constitute 
such an unreasonable invasion of privacy, by clear and convincing evidence.   
  
In any event, no information in any employee’s personnel file will be released until the employee 
is notified and has a reasonable opportunity to comment on the request, except as required by 
Oregon law.  In all cases, the Port must determine whether or not particular personnel records of 
any Port employee are subject to public disclosure.  An employee’s expectation of confidentiality 
and privacy is, in each case, subject to the requirements of Oregon’s Public Records Law.   
 
Personnel records are confidential and not available for public inspection, except as required by 
Oregon Public Records law.  Employees who believe that the release of information such as 
addresses and phone numbers would be an unreasonable invasion of their privacy should request 
in writing that such information be withheld, and they should state the reasons for their request. 
 
Verification of employment, requests for salary or other confidential information must be in 
writing, signed by the employee, authorizing release of specific information.   
 
Work reference requests, for both present and terminated employees must be submitted in 
writing and signed by the employee, authorizing release of information, and continuing an 
effective authorization to disclose and release of liability (as determined by the Port) for 
providing such information.   
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14.7 PERSONNEL RECORDS  
 
A. MAINTENANCE OF PERSONNEL RECORDS FILE 
 
Official personnel records and files of employees shall beare maintained by the Director of 
Finance and AdministrationHuman Resources.   Human Resources should be notified of If there 
is a change of name, address, telephone number, marital status, or number of dependents, 
beneficiaries, and emergency contacts, and provided appropriate employment related 
documentation the Director of Finance and Administration should be notified in order to keep 
applicablemaintain current records up to date.   
 
B. REMOVAL 
 
DB. PERSONNEL RECORDS FILE CONTENTS 
 
This policy defines circumstances under which an employee may examine his/her personnel 
records; as well as the circumstances under which an individual who is not an employee of the 
Port may examine an employee’s personnel record.  This policy and procedure applies to all Port 
employees.   
 
Personnel record files may contain employment applications and resumes, performance 
evaluations, letters of commendation or reprimand, notice of disciplinary action, miscellaneous 
correspondence, change of status forms, training and certification records, tuition reimbursement 
records, and other information pertinent to employment.   
 
2.  With approval from Human Resources, Eemployees may be allowed to include add in their 
personnel file information to their personnel file which may be deemed relevant to their job 
qualifications or performance in the judgment of the Port..  Employees may inspect and review 
their personnel files, excluding confidential reports from previous employers and all other 
information gathered prior to the date of hire.   
 
1.  A copy of No material ofany negative or derogatory uncomplimentary or disciplinary nature 
shall bematerial placed in an an employee’s file must be provided unless a copy is given to the 
employee.  
 
3.  Employees may protest, or comment upon in writing, any materials placed in their personnel 
file.  Such protest/comments shall be placedwill be included in the personnel file.  
 
 
Documents shall not be permanently removed from a personnel file, except pursuant to a 
determination by the Director of Finance and AdministrationChief Financial and Administrative 
Officer that each particular document is not accurate, or is no longer relevant to any personnel or 
performance matter.  Any document which is removed shall be maintained in a separate file 
containing all such documents, not indexed under the name of any employee.  
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Documents containing medical information shall be kept in a separate, confidential file that is 
not a part of the employee’s personnel file.  While these records shall be treated as confidential, 
managers may be informed regarding necessary work restrictions and necessary 
accommodations.  First aid and safety personnel may be informed, when appropriate, of an 
employee’s disability, if the disability might require emergency treatment. Government officials 
investigating compliance with discrimination laws shall be provided relevant information upon 
request.   
 
EC. PROCEDURE FOR ACCESS BY EMPLOYEEEMPLOYEE REVIEW OF 

PERSONNEL RECORDS FILE 
 
1.  Employees may inspect and review their personnel records file, excluding confidential reports 
from previous employers and all other information gathered prior to the date of hire.  Employees 
wishing to inspect/review their personnel file shall make an appointment in advance with the 
Director of Finance and AdministrationHuman Resources. 

 
 2.  An employee Employees may receive a copy of such recordsthe contents of their personnel 

file excluding any confidential information described above.   
 
FD. ACCESS TO PERSONNEL FILES – PERSONS OTHER THAN THE 

EMPLOYEEPUBLIC DISCLOSURE OF PERSONNEL RECORDS 
 
1.  Personnel files are exempt from public records disclosure under the provisions of ORS 
192.502 (2); disclosure would constitute an unreasonable invasion of privacy.  Records of 
discipline may be exempt from public disclosures. 
 
2.  Any person seeking disclosure of material that would constitute an unreasonable invasion of 
any employee’s privacy shall have the burden of showing that public disclosure would not 
constitute such an unreasonable invasion of privacy, by clear and convincing evidence.   
  
3.  In any event, no information in any employee’s personnel file will be released until the 
employee is notified and has a reasonable opportunity to comment on the request, except as 
required by Oregon law.  In all cases, the Port must determine whether or not particular 
personnel records of any Port employee are subject to public disclosure.  An employee’s 
expectation of confidentiality and privacy is, in each case, subject to the requirements of 
Oregon’s Public Records Law.   
 
4.  Personnel records are confidential and not available for public inspection, except as required 
by Oregon Public Records law.  Employees who believe that the release of information such as 
addresses and phone numbers would be an unreasonable invasion of their privacy should request 
in writing that such information be withheld, and they should state the reasons for their request. 
 
5.  Verification of employment, requests for salary or other confidential information must be in 
writing, signed by the employee, authorizing release of specific information.   
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6.  Work reference requests, for both present and terminated employees must be submitted in 
writing and signed by the employee, authorizing release of information, and continuing an 
effective authorization to disclose and release of liability (as determined by the Port) for 
providing such information.   
 
 
C. MEDICAL RECORD 
 
 
G. MANAGEMENT REVIEW OF PERSONNEL FILES 
 
1.  Upon the request of an employee, adverse material in the personnel files will be reviewed by 
the Director of Finance and Administration to determine the continued appropriateness of 
retention.   
 
2.  Materials deemed inappropriate or no longer relevant may be removed from the personnel file 
with the employee concerned so notified.  Criteria which may be used include age of material, 
seriousness of the infraction, and instances of repeated or similar infractions.  However, such 
information may be maintained by the Port in a separate file for purposes of forewarning and 
litigation defense, but generally not for human resource determinations. 
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OREGON INTERNATIONAL PORT OF COOS BAY 
BOARD OF COMMISSIONERS 
ACTION/DECISION REQUEST 

DATE: November 14, 2016 

PROJECT TITLE: 2016Res17 - Amendments to Port Policy Manual Chapter 
14: Personnel Policy Section 14.13: Travel/Hosting 
Authorization and Reimbursement 

ACTION REQUESTED: Approve Resolution 2016Res17 Authorizing the 
Amendments to Port Policy Manual Chapter 14: Personnel 
Policy Section 14.13: Travel/Hosting Authorization and 
Reimbursement 

BACKGROUND: 

Port of Coos Bay Staff is currently reviewing and revising all fourteen sections of Port Policy 
Manual Chapter 14: Personnel Policy to include updated best practices and changes in laws.   

Section 14.13: Travel/Hosting Authorization and Reimbursement, has been compared to and 
revised with updates from the Special Districts Association of Oregon’s Personnel Policies and 
Procedures template, and has been reviewed and revised by HR Answers (the Port’s Human 
Resource’s consulting firm), appropriate Port Staff, and Port’s legal counsel before being 
presented to the Port Commission.  The red lined tracked version of the changes, as well as a final 
version of the recommended revisions, are included within the packet following this backgrounder. 

The major revisions within Section 14.13, include: 
• 14.13.C – Clarification and guidelines of per diem reimbursement for meals and lodging has

been added.  A designated Travel Coordinator will arrange lodging, transportation, and 
conference registration accommodations for Port employees to ensure the accommodations are 
appropriate for the trip. Clarification and guidelines of personal vehicle use have also been 
added.  

• 14.13.D – Travel time for non-exempt employees will be paid based on the parameters
provided. 

• 14.13.E – Travel Rewards earned while traveling for the Port are property of the Port and may
not be collected or redeemed for personal use. 

• 14.13.G – The “Port Owned Vehicles” section was deleted and will be moved to the Section
14.3: What The Port Expects from You. 

• 14.13.H - The “Use of Port Credit Card” section was deleted and will be moved to the Section
14.3: What The Port Expects from You. 

RECOMMENDED MOTION: 

Approve Resolution 2016Res17 authorizing the amendments to Port Policy Manual Chapter 14: 
Personnel Policy Section 14.13: Travel/Hosting Authorization and Reimbursement. 



RESOLUTION 2016Res17 

A RESOLUTION OF THE BOARD OF COMMISSIONERS OF THE 
OREGON INTERNATIONAL PORT OF COOS BAY 

RESOLUTION AUTHORIZING THE AMENDMENTS TO  
PORT POLICY MANUAL CHAPTER 14: PERSONNEL POLICY  

SECTION 14.13: TRAVEL/HOSTING AUTHORIZATION AND REIMBURSEMENT 

WHEREAS the Oregon International Port of Coos Bay, a Port District organized and 
operated under Oregon Revised Statutes (ORS) 777, has maintained a Personnel Policy as an 
ongoing component of the Port Policy Manual, and  

WHEREAS the Port Policy Manual Chapter 14: Personnel Policy Section 14.13: 
Travel/Hosting Authorization and Reimbursement shall be modified to reflect the changes in laws 
and best practices, and  

WHEREAS the policy has been compared to and revised with updates from the Special 
Districts Association of Oregon’s Personnel Policies and Procedures template the Department of 
Administrative Services’ Oregon Accounting Manual Statewide Travel Policy, and has been 
reviewed and revised by HR Answers, the Port’s Human Resource’s consulting firm; Port Staff; and 
Port’s legal counsel before being presented to the Port Commission, and  

WHEREAS The major revisions within Section 14.13, include:  
• 14.13.C – Clarification and guidelines of per diem reimbursement for meals and lodging has

been added. A designated Travel Coordinator will arrange lodging, transportation, and 
conference registration accommodations to ensure the accommodations are appropriate for the 
trip. Clarification and guidelines of personal vehicle use have also been added.  

• 14.13.D – Travel time for non-exempt employees will be paid based on the parameters provided.
• 14.13.E – Travel Rewards earned while traveling for the Port are property of the Port and may

not be collected or redeemed for personal use.
• 14.13.G – The “Port Owned Vehicles” section was deleted and will be moved to the Section

14.3: What The Port Expects from You.
• 14.13.H - The “Use of Port Credit Card” section was deleted and will be moved to the Section

14.3: What The Port Expects from You.

THEREFORE BE IT RESOLVED by the Board of Commissioners of the Oregon 
International Port of Coos Bay approves and adopts the amendments to Chapter 14: Personnel Policy 
Section 14.13: Travel/Hosting Authorization and Reimbursement of the Port’s Policy Manual.  

APPROVED and ADOPTED by the Board of Commissioners of the Oregon International 
Port of Coos Bay this 21st day of November, 2016. 

David Kronsteiner, President Brianna Hanson, Treasurer 
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POLICY 14.13 TRAVEL/HOSTING AUTHORIZATION AND REIMBURSEMENT  
 
A. GENERAL EXPECTATIONS  
 
The purpose of this policy is to provide guidelines for payment of travel, long term work 
assignment, and hosting expenses.  The Oregon Accounting Manual and sections of ORS 
Chapter 292 Salaries and Expenses of State Officers and Employees, are resources for this 
policy.  
 
The Chief Executive Officer (CEO) authorizes registration, attendance, travel, and hosting 
expenditures within the budgeted amounts adopted by the Board.  Such approval is obtained by 
submitting an e-mail with the purpose, destination, duration and a cost estimate to the CEO.  
Prior to submittal to the CEO for authorization, travel requests must be approved by the 
department head. Travel and hosting policy exceptions may be made by the CEO on a case by 
case basis to meet business needs.   

 
All employees of the Port are expected to use good judgement regarding the expenditure of funds 
for travel expenses.   
 
Employees must submit actual itemized receipts for reimbursement in a timely manner to the 
Finance department.  A credit/debit card payment slip does not constitute a receipt.  A receipt 
should include the vendor, amount, date, and itemized description of the items purchased. If a 
Port credit card receipt is unavailable or lost, a written statement providing the reasons and 
signed by the employee, or completion of a Missing Receipt form, is required. 
 
Except as otherwise provided by law, members of the Board of Commissioners may receive 
reimbursement for actual and necessary travel expenses incurred in the performance of official 
duties.    
 
B. DOCUMENTATION OBJECTIVES  
 
The procedures for documenting the expenses involved with employee travel on Port related 
business activities are designed to provide public accountability in the following areas:  
 
1.   Pre-approval of all travel requests to ensure that it is appropriate to the needs of the Port and 

that budgeted funds are available for specific requests. 
 
2.   A complete accounting of the actual expenses to ensure the expenses reported for 

reimbursement are appropriate.  
 
3.   Provide written documentation on the receipts listing the project, reason and participants for 

hosting expenditures.  
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C. TRAVEL EXPENSES & REIMBURSEMENT 
 
Per Diem:  
Per Diem is the daily amount allowed for reimbursement of meals, lodging, and incidental 
expenses of employees on travel and long term work assignment status.   
 
Per diem reimbursement rates are published by the U.S. General Services Administration (GSA) 
for domestic travel within the United States; by the U.S. Department of Defense for travel in 
Alaska, Hawaii, and US Territories and Possessions; and the U.S. Department of State for 
international travel.    
 
Per Diem rates include all gratuities; therefore, employees are not separately reimbursed for 
gratuities or tips of any kind including, but not limited to, meals and transportation.   
 
Meals:  
Meals are paid for out-of-pocket by the employee and reimbursed at the fixed per diem meal 
allowance amount described above while on travel status.  Receipts are not required for per diem 
meal reimbursement.   

 
Meals consumed that are included as part of the registration fee of a conference or seminar, and 
consumed complimentary meals provided by a motel/hotel, must be deducted from the daily 
meal per diem.   
 
Occasionally, employees may be reimbursed for actual costs of a meal if the cost of the meal is 
beyond the control of the employee during an official Port business meeting.  Alcohol will not be 
reimbursed. An itemized receipt is required for actual cost reimbursement.  Gratuities up to 20% 
for meals are permissible if reasonable and need to be documented on the receipt.  
 
Meal per diems for the initial and final day of travel are calculated at 75 percent. 
 
During overnight travel, if the employee travels to more than one location in one day, the per 
diem rate for each day are the rates for the location in which the employee will spend the night.  
However, on the final day of travel, the per diem rates are the rates for the location in which the 
employee last stayed the night, prior to returning home.  
 
Meal per diem reimbursement that does not involve an overnight stay is taxable income and 
permitted for the following:  
• Breakfast Allowance: The employee must be on travel status for two or more hours before 

the beginning of their scheduled work shift.  
• Dinner Allowance: The employee must be on travel status for two or more hours beyond the 

end of their scheduled work shift. 
 
Lodging:  
Lodging accommodations for travel must be reserved by the Travel Coordinator and should be 
appropriate to the purpose of the trip.  The maximum lodging per diem rate shall be considered 
when selecting lodging accommodations, however, the Port may elect to choose 
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accommodations based on safety, comfort, and practicality, rather than be restricted by lodging 
per diem rates.  
 
Actual lodging expenses should be paid for with a Port issued credit card.  If a Port issued credit 
card has not been assigned to the employee, lodging expenses will be reimbursed to the 
employee.  All lodging expenses must be supported by actual receipts.  An e-mail confirmation 
does not constitute an actual receipt. Reimbursement for lodging is generally limited to the 
expense of a single room, except where employees are sharing a room.  Any cost not directly 
associated with lodging (i.e. movies, mini bar or outside entertainment, room service) must be 
paid by the employee’s personal funds.  
 
Employees on long term work assignment status receive the daily per diem amount allowed for 
lodging. 
 
The Port will reimburse employees using their personal travel trailer, motor home, a tent or 
staying with friends or family members, whether in or out of Oregon, at a rate of $25 per day. 
 
Transportation:  
The actual cost of transportation (airfare, taxi/shuttle/bus/ferry/subway fare, vehicle rental, 
parking, tolls, and other transportation expenses necessary to the performance of official business 
while traveling) must be paid for with a Port issued credit card.  If a Port issued credit card has 
not been assigned to the employee, transportation expenses will be reimbursed to the employee.  
All transportation expenses must be supported by actual receipts.   
 
Airline and vehicle rental accommodations must be reserved by the Travel Coordinator and 
should be appropriate to the purpose of the trip.  Employees traveling via air shall fly coach 
class. Flying in a higher class is permitted if the difference is paid from the employee’s personal 
funds.  
 
Personal Vehicle Use: 
Personal vehicle mileage reimbursement is based on the most direct route of travel, or the 
shortest distance to the destination from either the employee’s workstation or their residence (if 
traveling directly from the residence to the destination). 
 
If the employee receives a vehicle allowance, and if the employee’s personal vehicle is used to 
travel outside of a 30-mile radius of the employee’s normal workstation, the Port will reimburse 
the employee at GSA’s current mileage reimbursement rate for the actual mileage required for 
the trip.   
 
If the employee does not receive a vehicle allowance and the employee’s personal vehicle is used 
for Port business, regardless of the distance, the Port will reimburse the employee at GSA’s 
current mileage reimbursement rate for the actual mileage required for the trip. 
 
Accompanied Travel:  
Expenses for family members who accompany the employee on travel are not reimbursable. 
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Accommodations: 
The Port will provide reasonable accommodations for personnel with disabilities during travel on 
official Port business. 
 
D.  PAY FOR TRAVEL 
 
Travel time to/from a destination outside of a 30-mile radius of the employee’s normal 
workstation, which does not include an overnight stay, is considered hours worked for non-
exempt employees.   
 
When travel includes an overnight stay, non-exempt employees will be paid for time spent 
traveling during normal working hours (including the corresponding hours on regularly non-
scheduled working days).  Travel time outside of the employee’s regular work hours is not paid 
unless the employee is required to be a driver of a vehicle during this time.  
 
E.  TRAVEL REWARDS 
 
Port employees are expected to abide by the Oregon Government Ethics Law and may not use 
rewards earned during Port travel for personal use.   
 
 
F. GUIDELINES FOR HOSTING 
 
The CEO shall annually submit, as part of the Port’s budget, appropriate categories of proposed 
expenditures covering industrial development, trade promotion and promotional hosting.  
Reimbursement for promotional hosting shall be supported with appropriate receipts, which also 
record the name and business affiliation of person(s) hosted, and the purpose of the meeting or 
event.  
   
Approved promotional hosting is to afford the Port an opportunity to: 
• Sell individuals or an organization the use or continued/increased use of Port services, 

facilities and properties. 
• Persuade individuals or an organization to donate, supply/sell to the Port on the best available 

terms properties, facilities, services and information needed to achieve improvement of the 
Port’s existing operations. 

• Persuade individuals or an organization to purchase, lease, or contract from or with the Port 
on terms most favorable to the Port in order that the Port may enter into transactions for the 
development, improvement or use of its properties and facilities in a manner to serve the best 
interests of the Port. 

• Persuade individuals or an organization to assist the Port in fostering the use of its services 
and facilities by improving transportation schedules, adding to existing transportation 
services and facilities, adjusting rates, improving navigation and generally and improving the 
scope and efficiency of Port operations to contribute to the direct growth the Port’s business. 

• Persuade individuals or an organization to support the local community for the purpose of 
economic development. 
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All persons or organizations hosted by the Port shall be reasonably capable of influencing or 
controlling decisions with respect to the subject matters hereinabove mentioned. 

 
No reimbursement or other expenditure shall be made for the following: 
• Political purposes. 
• For purposes not reasonably related to acquiring additional business or otherwise increasing 

and improving the scope and efficiency of Port operations. 
• For promotion of transactions with a conflict of interest to Port activities. 
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POLICY 14.13 TRAVEL/HOSTING AUTHORIZATION AND REIMBURSEMENT  
 
A. GENERAL EXPECTATIONS  
 
The purpose of this policy is to provide guidelines for payment of travel, long term work 
assignment, and hosting expenses.  The Port is using tThe Oregon Accounting Manual and 
sections of ORS Chapter 292 – Salaries and Expenses of State Officers and Employees, as are 
resources for this policy.  
 
Policy Exceptions:  The Chief Executive Officer (CEO) authorizes registration, attendance, 
travel, and hosting expenditures within the budgeted amounts adopted by the Board.  Such 
approval is obtained by submitting an e-mail with the purpose, destination, duration and a cost 
estimate to the CEO.  Prior to submittal to the CEO for authorization, travel requests must be 
approved by the department head. Travel and hosting policy exceptions may be made by the 
CEO senior management on a case by case basis to meet agency business needs.  Senior 
management is required to obtain approval for policy exceptions from the Executive Director.  

 
Travel Expenses:  The Port will make every attempt to prepay any expenses for registrations, 
meals and related activities. 

All employees of the Port are expected to use good judgement regarding the expenditure of funds 
for travel expenses.   
 
Employees must submit actual itemized receipts for reimbursement in a timely manner to the 
Finance department.  A credit/debit card payment slip does not constitute a receipt.  A receipt 
should include the vendor, amount, date, and itemized description of the items purchased. If a 
Port credit card receipt is unavailable or lost, a written statement providing the reasons and 
signed by the employee, or completion of a Missing Receipt form, is required. 
 
Except as otherwise provided by law, members of the Board of Commissioners may receive 
reimbursement for actual and necessary travel expenses incurred in the performance of official 
duties.  Gratuities up to 15% for meals are permissible if reasonable and need to be documented 
on the receipt.  This is in addition to any per diem compensation that may be provided by statute 
that is not intended as a travel reimbursement.  This special provision applies to both in-state and 
out-of-state travel and is in addition to other applicable provisions of this policy.   
 
B. DOCUMENTATION OBJECTIVES  
 
The procedures for documenting the expenses involved with employee travel on Port related 
business activities are designed to provide public accountability in the following areas:  
 
1.   Pre-approval of all travel requests to ensure that it is appropriate to the needs of the Port and 

that budgeted funds are available for specific requests. 
 
2.   A complete accounting of the actual expenses to ensure that the expenses reported for 

reimbursement are appropriate.  
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3.   Provide written documentation on the receipts listing the project, reason and participants for 
hosting expenditures.  

 
 
C. APPROVAL TRAVEL EXPENSES & REIMBURSEMENT 
 
Per Diem:  
The Executive Director shall authorize registration, travel, hosting and attendance expenditures 
in advance within the budgeted amounts adopted by the Board.  Prior to submittal to the 
Executive Director for authorization, the request must be approved by the department head.   
Senior managers are encouraged to use state per diems for meals and lodging, but may opt to 
claim reimbursement for actual and necessary travel expenses incurred in the performance of 
official duties. Per Diem is the daily amount allowed for reimbursement of meals, lodging, and 
incidental expenses of employees on travel and long term work assignment status.   
 
Per diem reimbursement rates are Payments in advance to employees for daily travel status will 
be based on IRS Publication 1542.  Domestic per diem payments are established using 
thepublished by the U.S. General Services Administration (GSA) for Oregon and will change as 
the IRS rates change. for domestic travel within the United States; by the U.S. Department of 
Defense for travel in Alaska, Hawaii, and US Territories and Possessions; and the U.S. 
Department of State for international travel.The GSA provides listings of cities in Oregon and 
other states with rates, both for lodging and meals.  Until a rate is established specifically for the 
south coast counties, the Port will use the standard continental United States (CONUS) rate per 
day for meals.   
 
Per Diem rates include all gratuities; therefore, employees are not separately reimbursed for 
gratuities or tips of any kind including, but not limited to, meals and transportation.   
 
Meals:  
Employees will be allowed a per diem rate for meals.  As soon as the employee knows a travel 
check will be needed, the employee should submit a request for expenses form to their Finance  
Department.  Meals are paid for out-of-pocket by the employee and reimbursed at the fixed per 
diem meal allowance amount described above while on travel status.  Receipts are not necessary 
required for per diem paid meals reimbursement.  There may be occasions when meals will be 
over and above the per diem rate as described in “Policy Exceptions” noted above.  If a meal 
request is not submitted timely, a check will be issued at the next check run after submission of 
the request. 

 
The per diem will not be paid if meals are provided.Meals consumed that are included as part of 
the registration fee of a conference or seminar, and consumed complimentary meals provided by 
a motel/hotel, must be deducted from the daily meal per diem.   
 
When personnel attend an official state business meeting where the meal is an agenda item but 
not included in the fee and the selection and cost is beyond the control of the employee, the 
employee will be reimbursed for actual cost of that meal.  Occasionally, employees may be 
reimbursed for actual costs of a meal if the cost of the meal is beyond the control of the 
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employee during an official Port business meeting.  Alcohol will not be reimbursed. An itemized 
receipt must be providedis required for actual cost reimbursement.  Gratuities up to 20% for 
meals are permissible if reasonable and need to be documented on the receipt.  
 
Meal per diems for the initial and final day of travel are calculated at 75 percent. 
 
During overnight travel, if the employee travels to more than one location in one day, the per 
diem rate for each day are the rates for the location in which the employee will spend the night.  
However, on the final day of travel, the per diem rates are the rates for the location in which the 
employee last stayed the night, prior to returning home.  
 
Meal per diem reimbursement that does not involve an overnight stay is taxable income and 
permitted for the following:  
• Breakfast Allowance: The employee must be on travel status for two or more hours before 

the beginning of their scheduled work shift.  
• Dinner Allowance: The employee must be on travel status for two or more hours beyond the 

end of their scheduled work shift. 
 
Lodging:  
 
Hotel and MotelLodging accommodations for travel must be reserved by the Travel Coordinator 
and should be appropriate to the purpose of the trip.  The maximum lodging per diem rate shall 
be considered when selecting lodging accommodations, however, the Port may elect to choose 
accommodations based on safety, comfort, and practicality, rather than be restricted by lodging 
per diem rates.  
 
Actual lodging expenses should be paid for with a Port issued credit card.  If a Port issued credit 
card has not been assigned to the employee, lodging expenses will be reimbursed to the 
employee.  All Expenses for lodging expenses must be supported by actual receipts.  An e-mail 
confirmation does not constitute an actual receipt. Reimbursement for lodging is generally 
limited to the expense of a single room, except where employees are sharing a room.  Any cost 
not directly associated with lodging, (i.e. movies, mini bar or outside entertainment, room 
service) must be paid by the employee’s personal funds.  All exceptions must be authorized. 
 
Employees on long term work assignment status receive the daily per diem amount allowed for 
lodging. 
 
The Port will reimburse travelers employees using their personal travel trailer, motor home, a 
tent or staying with friends or family members, whether in or out of Oregon, at a rate of $25 per 
day. 
 
 
 
Transportation:  
The actual cost of transportation, (airfare, taxi/shuttle/bus/ferry/subway fares, vehicle rental, 
parking, tolls, telephone calls, and other transportation expensessimilar items necessary to the 
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performance of official business while on traveling status ) will must be paid for with a Port 
issued credit card.  If a Port issued credit card has not been assigned to the employee, 
transportation expenses will be reimbursed to the employee.  All transportation expenses must be 
supported by actual receipts.   
 
Airline and vehicle rental accommodations must be reserved by the Travel Coordinator and 
should be appropriate to the purpose of the trip.  Employees traveling via air shall fly coach 
class. Flying in a higher class is permitted if the difference is paid from the employee’s personal 
funds.  
 
Personal Vehicle Use: 
Personal vehicle mileage reimburse14.ment is based on the most direct route of travel, or the 
shortest distance to the destination from either the employee’s workstation or their residence (if 
traveling directly from the residence to the destination). 
 
If the employee receives a vehicle allowance, and Iif the employee’s personal vehicle is used to 
travel outside of a 30-mile radius of the employee’s normal workstation, the Port will reimburse 
the employee at the GSA’s current State’s mileage reimbursement rate for the actual mileage 
required for the trip.  Parking and other related expenses must be documented by receipt.   
 
If the employee does not receive a vehicle allowance and the employee’s personal vehicle is used 
for Port business, regardless of the distance, the Port will reimburse the employee at GSA’s 
current mileage reimbursement rate for the actual mileage required for the trip. 
 
Accompanied Travel:  
Expenses for family members who accompany the employee on a triptravel are not reimbursable. 
 
Accommodations: 
The Port will provide reasonable accommodations for personnel with disabilities during travel on 
official state Port business. 
 
Registration for Conferences/Seminars/Training:  
The Port will make every attempt to prepay any expenses for registration, meals and related 
activities 
Telephone and Facsimile:  
Expenses for telephone and/or facsimile communications are reimbursable only if they are 
directly related to Port business and are supported by actual receipts.  Excessive personal 
telephone calls charged to the Port or to your room and paid by the Port must be reimbursed.  
 
Registration and Tuition Fees:  
Expenses for conference registration, conference meals, and activities and/or tuition fees are 
allowable expenses. A copy of the registration must be attached to the expense report form. 
 
Traveling by Air: 
 
D.  PAY FOR TRAVEL 
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Employees will be paid their regular hourly rate of pay for additional time traveling outside 
normal working hours both going and returning to conferences and/or seminars outside the Coos 
Bay region. 
 
Travel time to/from a destination outside of a 30-mile radius of the employee’s normal 
workstation, which does not include an overnight stay, is considered hours worked for non-
exempt employees.   
 
When travel includes an overnight stay, non-exempt employees will be paid for time spent 
traveling during normal working hours (including the corresponding hours on regularly non-
scheduled working days).  Travel time outside of the employee’s regular work hours is not paid 
unless the employee is required to be a driver of a vehicle during this time.  
 
 
D. EXPENSE REPORT 
 
The employee must turn in receipts for lodging and all other expenses to be paid or reimbursed 
on an actual basis to the accounts payable department.   
 
E. GUIDELINES FOR TRAVEL 
 
The following general guidelines apply to the reimbursement of employee travel expenses: 

 
E.  TRAVEL REWARDS 
 
Port employees are expected to abide by the Oregon Government Ethics Law and may not use 
rewards earned during Port travel for personal use.   
 
 
F. GUIDELINES FOR HOSTING 
 
The purpose of this policy is to set specific rules and regulations governing the expenditures for 
trade promotion or promotional hosting of the Port district. 
 
The Executive DirectorCEO shall annually submit, as part of the Port’s budget, appropriate 
categories of proposed expenditures covering industrial development, trade promotion and 
promotional hosting.  These expenditures shall be governed as follows: 
The Executive Director is authorized to approve expenditures of promotional hosting for Senior 
Management. These activities are subject to all the provisions in this policy. 
Promotional Hosting purchase orders will be submitted with travel and other business expenses 
submitted by the Senior Managers. 
Reimbursement for promotional hosting shall be supported with appropriate receipts, which also 
record The receipts should have the name and business affiliation of person (s) hosted on it., and  
Tthe purpose of the meeting or event should be identified.  
   
Approved promotional hosting is to afford the Port an opportunity to: 
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• Sell individuals or an organization the use or continued/increased use of Port services, 
facilities and properties. 

• Persuade individuals or an organization to donate, supply/sell to the Port on the best available 
terms properties, facilities, services and information needed to achieve improvement of the 
Port’s existing operations. 

• Persuade individuals or an organization to purchase, lease, or contract from or with the Port 
on terms most favorable to the Port in order that the Port may enter into transactions for the 
development, improvement or use of its properties and facilities in a manner to serve the best 
interests of the Port. 

• Persuade individuals or an organization to assist the Port in fostering the use of its services 
and facilities by improving transportation schedules, adding to existing transportation 
services and facilities, adjusting rates, improving navigation and generally and improving the 
scope and efficiency of Port operations to contribute to the direct growth the Port’s business. 

• Persuade individuals or an organization to support the local community for the purpose of 
economic development. 

 
All persons or organizations hosted by the Port shall be reasonably capable of influencing or 
controlling decisions with respect to the subject matters hereinabove mentioned. 

 
4.  No reimbursement or other expenditure shall be made for the following: 
• Political purposes. 
• For purposes not reasonably related to acquiring additional business or otherwise increasing 

and improving the scope and efficiency of Port operations. 
• For promotion of transactions with a conflict of interest to Port activities. 

 
G PORT - OWNED VEHICLES (MOVE TO 14.3 – “WHAT THE PORT EXPECTS 
FROM YOU)  
 
The Port will provide vehicles whenever possible to employees to assist them in performing 
official duties.  These vehicles and equipment will be used only on official Port business and 
approval will be obtained in advance from their managers.  Vehicle operators must have a 
current, valid driver’s license.  Port vehicles will be operated only by Port employees.  No 
persons shall be transported in a Port vehicle except when engaged in official Port business.  
 
The Port vehicles shall be operated at all times in a reasonable and safe manner, in accordance 
with all state and local laws, ordinances and rules.  Traffic infractions shall be the financial 
responsibility of the driver of the vehicle at the time of the incident.  All persons driving or 
riding in Port-owned vehicles shall wear safety belts. 
 
Port employees will not use personal vehicles for any Port use with the single exception of 
transportation, and then only when the Port vehicle is unavailable and permission to use a 
personal vehicle has been obtained from their manager.  The Port will not be liable for any 
damages caused to a personal vehicle used for Port business without authorization. 
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In the event of an accident, employees should follow the steps listed in the Accident Report 
Checklist located in the vehicle. 
 
H. USE OF PORT CREDIT CARD (MOVE TO 14.3 – “WHAT THE PORT EXPECTS 
FROM YOU)  
 
 
Port staff who are issued credit cards are responsible for the security of such accounts, for the 
prompt reconciliation of account charges to the appropriate Port budgets, and to turn in receipts 
on a timely basis. 
 
Port issued credit cards may be used to charge legitimate Port business expenses.  The Port will 
not issue credit cards that earn frequent flyer miles or other benefits in exchange for purchases.   
The card shall not be used for personal purchases even if the employee intends to reimburse the 
Port.  If a card is used for personal purchases, the employee will be responsible for 
reimbursement of the charges and may be subject to disciplinary action as well as any 
administrative or audit costs incurred by the Port. 
 

1. Card Use: The card shall not be used for the purchase of any item costing more than 
$500, without an approved Purchase Order, excluding shipping and taxes, other than 
travel expenses.  Purchase orders are not required for purchases costing $500 or less.  The 
Director of Finance & Administration is authorized to approve exceptional uses of the 
card or purchases costing more than $500 provided an approved purchase order is 
submitted in advance of the card usage. 

 
2. Advance for Expenses of Travel:  An officer or employee of the Port, as a state agency, 

may receive an advance for approved necessary expenses of travel and subsistence 
arising out of official duties or employment (ORS 292.286) The Port has a prior claim 
against and a right to withhold any and all funds payable, or to become payable, to the 
Port up to the amount of such advance (ORS 292.288) 

 
Senior management will recommend which staff members should be issued cards: generally 
those who travel on Port business frequently, have hosting responsibilities, or are frequently 
required to make spot purchases.  For purchases using the internet, the cardholder shall at the 
time of purchase retain confirmation of the purchase for reference during the monthly 
reconciliation.  Electronic purchase should be made from sites offering appropriate encryption to 
ensure the cardholder’s security. The employee’s card privileges may be suspended if an 
employee fails to promptly reconcile the monthly statement and provide receipts, or otherwise 
violates this policy. 
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OREGON INTERNATIONAL PORT OF COOS BAY 
BOARD OF COMMISSIONERS 

 

ACTION/DECISION REQUEST 
 

DATE:    November 14, 2016 
 
PROJECT TITLE: 2016Res18 – Declaration of Emergency Repairs to Rail 

Timber Bridges 
 
ACTION REQUESTED:  Adoption of resolution 2016Res18 ratifying the Declaration 

of Emergency for necessary repairs to multiple timber bridge 
structures on the Coos Bay Rail Line in October, 2016. 

BACKGROUND: 
On Tuesday, October 18th, 2016 Coos Bay Rail Link (CBR) reported that conditions on 4 timber 
structures bridges on the Coos Bay Rail Line required urgent repairs.  The identified conditions 
caused a hazard to train operations as the train crossed the identified bridges, and could have caused 
a locomotive or car to leave the tracks.  CBR indicated an immediate repair of the identified 
conditions was necessary for further traffic to traverse the affected bridges. 
 
The identified bridges and conditions sited by CBR are listed in Table 1, shown here: 

Bridge Number Location Reported Condition: 
BR661.8 Near Veneta, OR Failed shim at bent 6 requiring replacement. 

BR731.65 Tahkenitch Lake, near 
Gardiner, OR 

Failed bent caps at Section 1, bents 43 and 51, requiring replacement. 
Section 1, failed stringers #2, #4, and #6 at span 48-49, requiring 

replacement. 
Failed bent caps at Section 3, bents 15 and 63, requiring replacement.  

BR739.14 Umpqua River, near 
Reedsport, OR 

Failed bent caps at Section 1, bents 18 and 21, requiring replacement. 

BR739.68 Umpqua River, near 
Reedsport, OR 

Failed shim at Section 1 bent 2 requiring replacement. 

Table 1:  Identified bridges and conditions – Emergency Repairs, October, 2016 
 
On Friday, October 21st, Port Director of Development, Fred Jacquot, acting as designee for Chief 
Executive Officer John Burns, declared an emergency existed and authorized CBR to select a 
contractor to effect immediate repairs for a total cost amount not to exceed $46,720. 
 
Under the authorization granted in the Declaration of Emergency, Port staff contracted through CBR 
with Scott Partney Construction to effect the required repairs to the identified bridges.  Partney 
Construction began repairs on October 22nd, and has continued to construct the repairs without 
interruption of rail service. 
 
Port Procurement Rule 6.4.6 allows the Chief Executive Officer or his designee to award emergency 
contracts up to $200,000 in value, and requires a Commission Resolution to ratify the Declaration of 
Emergency at its next regularly scheduled meeting or as soon as practical. 
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RECOMMENDED MOTION: 
Adopt Resolution 2016Res18 ratifying the Declaration of Emergency by CEO John Burns, including 
the execution of the contract with Scott Partney Construction, Inc. to effect emergency repairs to 
replace failed members on multiple bridges on the Coos Bay Rail Line. 
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RESOLUTION 2016Res18 
 

A RESOLUTION OF THE BOARD OF COMMISSIONERS OF THE OREGON 
INTERNATIONAL PORT OF COOS BAY ACTING IN ITS CAPACITY AS ITS OWN 

LOCAL CONTRACT REVIEW BOARD, 
 

RATIFYING THE DECLARATION OF AN EMERGENCY BY PORT STAFF FOR 
REPAIRS TO MULTIPLE TIMBER BRIDGES ON THE COOS BAY RAIL LINE, AND 

RATIFYING THE EXECUTION OF A CONTRACT WITH SCOTT PARTNEY 
CONSTRUCTION, INC. FOR THIS PROJECT 

    
WHEREAS, the Board of Commissioners of the Oregon International Port of Coos Bay 

(hereinafter “Port”), pursuant to ORS 279A.060 is the Local Contract Review Board (hereinafter 
LCRB) for the Oregon International Port of Coos Bay; and 
 

WHEREAS, the LCRB on June 16, 2005 adopted Permanent Public Contracting Rules and 
Rules of Procedure for Public Contracting for the Oregon International Port of Coos Bay; and 
 

WHEREAS, the Chief Executive Officer of the Port or his designee has authority under ORS 
279C.320, ORS 279B.080, and Sections 4.6 and 8.3 of its local public contracting rules to declare 
the existence of an emergency and authorize entry into emergency public improvement contracts in 
an amount up to $200,000.00; and 
 

WHEREAS, in making the findings required by ORS 279B.080 and OAR 137-049-0150  the 
Chief Executive Officer of the Port may consider the circumstances creating the Emergency and the 
anticipated harm from failure to enter into Emergency Repair Contracts and such other factors as 
may be deemed appropriate; and 
 

WHEREAS, the Board of Commissioners of the Oregon International Port of Coos Bay, 
acting in its capacity as its own LCRB, has determined that emergency circumstances   exist which 
required the Port to promptly execute a contract for immediate repairs to multiple timber bridges on 
the Coos Bay Rail Line. 
 

NOW, THEREFORE, BE IT RESOLVED AS FOLLOWS: 
 

1. The recitals above are true and accurate and are incorporated herein by this reference. 
 

2. The findings contained in the Declaration of Emergency by Port Chief Executive Officer 
John Burns, identified as Exhibit “A” to this resolution, attached hereto and incorporated herein by 
this reference, document the nature of the emergency and describe the methods used by the Port for 
the solicitation of a contractor for the repairs to the identified timber bridges on the Coos Bay Rail 
line are hereby adopted and ratified by the LCRB for the Oregon International Port of Coos Bay. 
 

3. Based upon the contents of Exhibit “A”, the LCRB hereby ratifies the declaration of an 
emergency by the Chief Executive Officer of the Port and further authorizes and/or ratifies the Chief 
Executive Officer’s award of a contract for emergency repairs to the identified bridges on the Coos 
Bay Rail Line to Scott Partney Construction, Inc. 
 

APPROVED and ADOPTED by the Board of Commissioners of the Oregon International 
Port of Coos Bay this 21st day of November, 2016. 
 
                                                                                                    
David Kronsteiner, President    Brianna Hanson, Treasurer 
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OREGON INTERNATIONAL PORT OF COOS BAY 
BOARD OF COMMISSIONERS 

 

ACTION/DECISION REQUEST 
 

DATE:    November 14, 2016 
 
PROJECT TITLE: Stantec Consulting Task Order 21 - Coos Bay Rail Line 

Timber Span Bridges Ratings  
 
ACTION REQUESTED: Authorization for Chief Executive Officer John Burns to 

execute Stantec Consulting Services, Inc. Task Order 21 for 
Timber Span Bridge Ratings under the existing Professional 
Services Agreement 

 
BACKGROUND: 
In July 2012, the Port completed a Professional Services Agreement with Stantec Consulting 
Services Inc. that included initial task orders in support of the rail line’s bridges.  Throughout the 
major rail and bridge rehabilitation projects, Port staff has utilized the expertise of Stantec 
Consulting Services as a resource for bridge and water crossing engineering, project management 
support services, and technical support services for development of the Coos Bay Rail Link Bridge 
Management plan. 
 
To comply with the Federal Rail Administrations (FRA) mandates for bridge management, load 
ratings of timber span water crossing structures must be performed.  Stantec Task order 21 
authorizes Stantec to review the current engineering and condition inspections for the timber span 
water crossings on the Coos Bay Rail Line and to complete engineered load rating calculations 
based on those inspections.  This scope covers 47 distinct water crossings comprised of 536 
separate timber spans of various types and lengths, and will be completed for a not to exceed fee 
of $88,290.  This effort represents the last of the mandated ratings necessary to complete this 
requirement for the bridge management plan. 
 
This task order will be funded by the $10 Million Oregon Department of Transportation grant 
awarded to the Port in 2013.  Funds for this grant were made available to the Port in February of 
2015. 
 
While this task order falls under the $250,000 threshold allowed for CEO authorization for 
budgeted personal services contracts under Port procurement rule 5.2.1, it has been staff practice 
to request commission authorization when total task order values for a single contractor exceed 
the $250,000 threshold.  With the previously authorized task orders and other projects planned 
with Stantec for this fiscal year, that threshold will be exceeded. 
 
RECOMMENDED MOTION: 
Authorize Chief Executive Officer John Burns to execute Stantec Consulting Services, Inc. Task 
Order 21 to complete engineered load ratings for timber span bridges on the Coos Bay Rail Line 
for the not to exceed fee of $88,290. 
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Stantec Consulting Services Inc. 

1110 Market Street Suite 214A, Chattanooga TN  37402-2863 

 

   

 

October 11, 2016 

File: 178209003 

Attention: Fred Jacquot   

Oregon International Port of Coos Bay 

125 Central Ave., Suite 300 / PO Box 1215 

Coos Bay, OR 97420-0311 

Dear Mr. Jacquot, 

Reference: 2016 Timber Bridge Span Ratings (Original Contract July 5, 2012), Task Order # 21    

Thank you for considering Stantec Consulting Services Inc. (Stantec) to continue providing 

professional engineering services for the 2016 Timber Bridge Span Rating Proposal in Coos, Douglas 

and Lane Counties, Oregon (OR) at various mileposts (MP) starting with 732.84 and increasing 

towards Coos Bay, OR. There are 47 bridge locations totaling 7,360 feet in length with 536 timber 

spans: 

 Milepost Bridge Length (ft) # Spans   

 MP 732.84-1           371      25 

 MP 732.84-3           221      19 

 MP 735.86             81        5 

 MP 736.06             80        5 

 MP 736.51             50        3 

 MP 737.33             89        6 

 MP 738.70            30        3 

 MP 738.94          390      28 

 MP 739.14-1          283      19 

 MP 739.14-3          165      11 

 MP 739.43-1          283      19 

 MP 739.43-3          117        8 

 MP 739.63-1           60        4 

 MP 739.63-3           80        4 

 MP 740.25 (M)           60        4 

 MP 740.25 (S)           60        4 

 MP 741.36          60        4 

 MP 741.74          44        3 

 MP 742.06           48        3 

 MP 742.24        124        8 

 MP 742.72        136        9 

 MP 742.96          60        4 

 MP 743.20          45        3 

 MP 743.73        135        9 
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October 11, 2016 

Fred Jacquot   

Page 2 of 4  

Reference: 2016 Timber Bridge Span Ratings (Original Contract July 5, 2012), Task Order # 21    

  

 

 MP 743.88        120        8 

 MP 743.97        105        7 

 MP 744.24         75         5 

 MP 744.44         75         5 

 MP 744.70         76         5 

 MP 744.83         75         5 

 MP 748.06         91         6 

 MP 748.44         30         2 

 MP 748.68         74         5 

 MP 750.46-1       941       63 

 MP 750.46-3       806       54 

 MP 751.02       300       39 

 MP 752.99         80       12 

 MP 753.48       105         7 

 MP 755.63         75         5 

 MP 756.13         73         5 

 MP 756.55         75         5 

 MP 756.99         75         5 

 MP 757.37         74         5 

 MP 761.13         45         3 

 MP 761.83         44         3 

 MP 763.55-1       319       36 

 MP 763.55-3       555       36 

   7,360     536    

We look forward to continuing to work with the Oregon International Port of Coos Bay (OIPCB or 

Port) in its drive for infrastructure improvements to the Coos Bay Rail Link (CBR) corridor.  

A. PROJECT UNDERSTANDING 

Stantec understands that the timber bridges must be rated in accordance with Federal 

Railroad Administration (FRA) guidelines to determine load bearing capacity. This rating is 

such that they would accommodate dead load, and live load of either E80 or alternate 

live loading with impact and all other loadings in accordance with the latest American 

Railway Engineering and Maintenance-of-Way Association (AREMA) Manual of Railway 

Engineering. To accomplish this rating, detailed inspections must be received from others.     

B. SCOPE OF SERVICES 

We propose to accomplish the following subtasks to complete the required load capacity 

ratings. 
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October 11, 2016 

Fred Jacquot   

Page 3 of 4  

Reference: 2016 Timber Bridge Span Ratings (Original Contract July 5, 2012), Task Order # 21    

  

 

1. Ratings (Task Order 21) 

Ratings will be performed to determine existing structural capacity to comply with the 

load rating requirements listed in the latest AREMA Manual of Railway Engineering: 

 Review bridge inspection findings (from others) for noted structural defects; 

 Analyze bridge inspections findings for changes to structural capacity;  

 Structural capacity of the timber superstructure of each bridge will be 

calculated based on common configurations and material sizes and 

 Provide rating findings for each bridge. 

2. Deliverables 

Stantec will follow its guidelines toward Project Management and Quality Assurance 

(QA) to ensure prompt delivery of a quality product. Our deliverables include: 

 Final Bridge Rating Reports. 

3. Assumptions 

The following stipulations are believed correct including: 

 Stantec will begin ratings after finalized bridge inspections are received from 

others and 

 Common configurations will be used throughout the bridge unless noted 

otherwise. 

C. PERIOD OF PERFORMANCE 

Rating will be initiated as soon as sufficient information has been received (2016 Bridge 

Inspections) and the rating process will continue until completed – target completion 

within three (3) months. 

D. CLIENT’S RESPONSIBILITIES 

The Port shall provide available pertinent data, documents, and other information to 

Stantec as necessary to complete the services outlined in Section B above.  
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Fred Jacquot   

Page 4 of 4  

Reference: 2016 Timber Bridge Span Ratings (Original Contract July 5, 2012), Task Order # 21 

E. COMPENSATION 

For services described in Section B (Scope of Services), Stantec shall be paid on a “Time 

and Expenses” basis using the rates indicated in Attachment 1. We estimate the Not to 

Exceed fee for these services to be $88,290 and will not exceed that amount without 

written approval from the Port.  

F. STANTEC STAFF 

Gene Davis will continue as the Project Manager (PM) for this project and we will be 

utilizing many of the same people who the Port is well familiar with to perform the ratings. 

G. NEXT STEPS 

We expect the next step would be to receive 2016 inspections ASAP. Once finalized bridge 

inspections are received, ratings will promptly begin on the bridges. 

We appreciate the opportunity to submit this proposed agreement and be of continued service 

to the Port. The terms of this Task Order agreement will become effective when confirmed by the 

appropriate Port Task Order or email authorization. We are prepared to initiate work right away 

and continue until completion. If you have any comments or questions, please feel free to 

contact me via any of the methods below.  

Regards, 

STANTEC CONSULTING SERVICES INC. 

Gene Davis, PE 

Senior Railway Engineer 
Phone: 7704930450  

Cell: 7708512364  

gene.davis@stantec.com 

Attachment: Attachment 1 

c. TH, TW, ED and RL
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 2016 Timber Span Bridge Rating

Task 21

Task Leader - Tom Westerman

Hours Rate Cost Subtotal Notes

21.1 Inspection Review Based off inspection by others.

Task Leader 0.00 173$     -$      

Project Manager/QA 0.00 253          - 

Senior Engineer 47.00 138          6,486 

Engineer / EIT 282.00 107          30,174            

329.00 36,660$  

21.2 Rating Sketches

Task Leader 0.00 173          - 

Project Manager/QA 0.00 253          - 

Senior Engineer 0.00 138          - 

Engineer / EIT 94.00 107          10,058            

CADD 47.00 101          4,747 

141.00 14,805     

21.3 PM Coordination / QA

Task Leader 70.50 173          12,197            

Project Manager/QA 23.50 253          5,946 

Senior Engineer 47.00 138          6,486 

Engineer / EIT 0.00 107          - 

141.00 24,628     

21.4 Rating Summary

Task Leader 70.50 173          12,197            

Project Manager/QA 0.00 253          - 

Senior Engineer 0.00 138          - 

Engineer / EIT 0.00 107          - 

70.50 12,197     

88,290$       Check

- 

88,290$       

Ratings of All Timber Span Bridges Between MP 732.84 and 763.55 (Inspection provided by Others)

Task 19 Wage Total (a) =

Task 19 Total (a+b) =

Task 19 Direct Expenses (b) =

   Attachment 1
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 2016 Timber Span Bridge Rating

Type MP Section GPS Coordinates

Total 

Length (ft)

Number of 

Spans

Typical Span 

Lengths (ft)*

Total Capacity 

Rating Fee

Timber 732.84 1 N43° 47.39' W124° 07.56' 371 25 15.0 1,878.50$              

732.84 3 N43° 47.33' W124° 07.54' 221 19 12.0 1,878.50$              

735.86 N43° 45.02' W124° 06.08' 81 5 16.0 1,878.50$              

736.06 N43° 45.09' W124° 05.94' 80 5 16.0 1,878.50$              

736.51 N43° 44.89' W124° 05.47' 50 3 17.0 1,878.50$              

737.33 N43° 44.31' W124° 04.93' 89 6 15.0 1,878.50$              

738.70 N43° 43.22' W124° 04.95' 30 3 10.0 1,878.50$              

738.94 N43° 57.68' W124° 06.36' 390 28 14.0 1,878.50$              

739.14 1 N43° 42.68' W124° 05.43' 283 19 15.0 1,878.50$              

739.14 3 N43° 42.87' W124° 05.30' 165 11 15.0 1,878.50$              

739.43 1 N43° 42.68' W124° 05.43' 283 19 15.0 1,878.50$              

739.43 3 N43° 42.68' W124° 05.60' 117 8 15.0 1,878.50$              

739.63 1 N43° 42.37' W124° 05.82' 60 4 15.0 1,878.50$              

739.63 3 N43° 42.37' W124° 05.82' 80 4 20.0 1,878.50$              

740.25 Main N43° 42.15' W124° 06.06' 60 4 15.0 1,878.50$              

740.25 Siding N43° 42.15' W124° 06.00' 60 4 15.0 1,878.50$              

741.36 N43° 41.56' W124° 05.35' 60 4 15.0 1,878.50$              

741.74 N43° 41.42' W124° 04.95' 44 3 15.0 1,878.50$              

742.06 N44° 41.25' W124° 04.66' 48 3 16.0 1,878.50$              

742.24 N44° 41.05' W124° 04.57' 124 8 16.0 1,878.50$              

742.72 N43° 40.75' W124° 04.86' 136 9 15.0 1,878.50$              

742.96 N44° 40.68' W124° 05.13' 60 4 15.0 1,878.50$              

743.20 N44° 40.61' W124° 05.39' 45 3 15.0 1,878.50$              

743.73 N44° 40.18' W124° 05.43' 135 9 15.0 1,878.50$              

743.88 N44° 40.05' W124° 05.40' 120 8 15.0 1,878.50$              

743.97 N44° 39.98' W124° 05.38' 105 7 15.0 1,878.50$              

744.24 N43° 39.75' W124° 05.39' 75 5 15.0 1,878.50$              

744.44 N43° 39.63' W124° 05.55' 75 5 15.0 1,878.50$              

744.70 N43° 39.47' W124° 05.78' 76 5 15.0 1,878.50$              

744.83 N43° 39.40' W124° 05.85' 75 5 15.0 1,878.50$              

748.06 N43° 37.30' W124° 08.09' 91 6 15.0 1,878.50$              

748.44 N43° 37.08' W124° 08.30' 30 2 15.0 1,878.50$              

746.68 N43° 36.94' W124° 08.33' 74 5 15.0 1,878.50$              

750.46 1 N43° 35.57' W124° 09.19' 941 63 15.0 1,878.50$              

750.46 3 N43° 35.44' W124° 09.33' 806 54 15.0 1,878.50$              

751.02 N43° 35.15' W124° 09.52' 300 39 8.0 1,878.50$              

752.99 N43° 34.58' W124° 11.54' 80 12 7.0 1,878.50$              

753.48 N43° 34.29' W124° 11.91' 105 7 15.0 1,878.50$              

755.63 N43° 32.59' W124° 12.79' 75 5 15.0 1,878.50$              

756.13 N43° 32.08' W124° 12.97' 73 5 15.0 1,878.50$              

756.55 N43° 31.81' W124° 13.08' 75 5 15.0 1,878.50$              

756.99 N43° 31.81' W124° 13.08' 75 5 15.0 1,878.50$              

757.37 N43° 31.17' W124° 13.47' 74 5 15.0 1,878.50$              

761.13 N43° 27.95' W124° 13.77' 45 3 15.0 1,878.50$              

761.83 N43° 27.61' W124° 13.83' 44 3 15.0 1,878.50$              

763.55 1 N43° 25.88' W124° 14.22' 319 36 9.0 1,878.50$              

763.55 3 N43° 25.38' W124° 14.10' 555 36 15.0 1,878.50$              

7,360 536 88,289.50$        

* - Rounded to the nearest even foot. Total = 88,289.50$        

Load Rate Timber Span = 1,878.50$          

Average Rating Cost per Span = 164.72$             

Average Rating Cost per Foot = 12.00$               
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    2016 Timber Span Bridge Rating

CBR Load Rating
Load Rating Standard Rates

Labor

& Direct TASK

Billing Rate $253 $173 $138 $107 $101 SUBTOTALS TOTAL

Task 21: Timber Span Ratings
Inspection Review (Report from others) / Rate 1 6 7
Rating Sketches 2 1 3
PM Coordination/QA 0.5 1.5 1 3
Rating Summary 1.5 1.5

Subtotal Hours 0.5 3 2 8 1 14.5
Subtotal Estimated Labor Cost $1,878.50

Subtotal Direct Costs $0 $1,878.50

Total Hours 0.5 3 2 8 1 14

Total Estimated Direct Labor Cost $127 $519 $276 $856 $101 $1,879
Direct Costs $0

PROJECT TOTAL $1,878.50

October 11, 2016

LABOR TASKS

Engineer / 

EIT

Project 

Manager

Task 

Leader

Senior 

Engineer

Engr. 

Technician
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  2016 

Timber Span Bridge Rating

Staff Classifications and Salaries

Billing

Rate

Project Manager 253$             

Task Leader 173$             

Senior Bridge Engineer 138$             

Senior Bridge Inspector (Team Leader) 129$             

Bridge Engineer 107$             

Bridge Inspector 106$             

Environmental (Senior) 132$             

CADD 101$             

Environmental (Junior) 97$                

Field (Survey) 85$                

Admin 58$                
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OREGON INTERNATIONAL PORT OF COOS BAY 
BOARD OF COMMISSIONERS 

 

ACTION/DECISION REQUEST 
 

DATE:    November 14, 2016 
 
PROJECT TITLE: Stantec Consulting Task Order 22 - General Engineering  
 
ACTION REQUESTED: Authorization for Chief Executive Officer John Burns to 

execute Stantec Consulting Services, Inc. Task Order 22 for 
miscellaneous General Engineering tasks for the 2016/2017 
fiscal year. 

 
BACKGROUND: 
In July 2012, the Port completed a Professional Services Agreement with Stantec Consulting 
Services Inc. that included initial task orders in support of the rail line’s bridges.  Throughout the 
major rail and bridge rehabilitation projects, Port staff has utilized the expertise of Stantec 
Consulting Services as a resource for bridge and water crossing engineering, project management 
support services, and technical support services for development of the Coos Bay Rail Link Bridge 
Management plan. 
 
In 2013, the Port Commission authorized Stantec Task Order 8 to include general tasks or requests 
to accomplish administrative assignments that did not warrant independent task orders.  
Additionally, this task order covered general calls and discussions that did not fall under existing 
Task Orders.  Previous examples of work conducted under Task Order 8 included various 
permitting and administrative questions associated with contract administration for the 2013 steel 
bridge repair and the 2014 timber bridge repair contracts; assisting Port staff with the 2016 
FASTLANE and TIGER VIII grant applications; and most recently the preparation of Department 
of State Lands (DSL) easement applications for some of the water crossings on the Coos Bay Line. 
 
Funds authorized by Task Order 8 were fully expended in fiscal year 2015/2016.  Port staff intends 
to utilize a general engineering task order specific to each fiscal year.  Each year’s general 
engineering task order will utilize funds budgeted for consulting services in the railroad operations 
budget unless they are specifically reimbursable under existing grants.  Work executed under the 
general engineering task order will be specifically authorized by Port staff prior to execution, and 
the task order for a specific fiscal year will remain in effect until authorized work has been 
completed.  Authorization for upcoming fiscal year task orders will be brought to the Commission 
prior to the start of that fiscal year. 
 
Staff requests the Port Commission authorize Stantec Task Order 22 for fiscal year 2016/2017 
general engineering to an amount not to exceed $50,000.  Currently, we anticipate using task order 
22 to complete the discussed DSL easement applications, to support staff efforts for any grant 
applications prepared in the 2016/2017 grant cycles, and to assist with the 2017 Bridge 
Management Plan update. 
 
Stantec Task Order 22 will be funded by the $50,000 currently budgeted for consulting services in 
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the 2016/2017 railroad operations budget, unless such work is specifically reimbursable under 
existing grants. 
 
While this task order falls under the $250,000 threshold allowed for CEO authorization for 
budgeted personal services contracts under Port procurement rule 5.2.1, it has been staff practice 
to request commission authorization when total task order values for a single contractor exceed 
the $250,000 threshold.  With the previously authorized task orders and other projects planned 
with Stantec for this fiscal year, that threshold will be exceeded. 
 
RECOMMENDED MOTION: 
Authorize Chief Executive Officer John Burns to execute Stantec Consulting Services, Inc. Task 
Order 22 for fiscal year 2016/2017 General Engineering tasks on the Coos Bay Rail Line for the 
not to exceed fee of $50,000. 
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Stantec Consulting Services Inc. 

1110 Market Street, Suite 214A, Chattanooga TN  37402-2863 

 

   

 

October 11, 2016 

File: 178209003 

Attention: Fred Jacquot   

Oregon International Port of Coos Bay 

125 Central Ave., Suite 300 / PO Box 1215 

Coos Bay, OR 97420-0311 

Dear Mr. Jacquot, 

Reference: On-Call General Engineering Services, FY 2016 – 2017 (Original Contract July 5, 2012), 

Task Order # 22     

Thank you for considering Stantec Consulting Services Inc. (Stantec) to provide professional 

engineering services.  General Engineering Services to be provided will be in accordance with: 

 Federal Railroad Administration (FRA) regulations; 

 American Railway Engineering and Maintenance-of-Way Association (AREMA) guidelines; 

 State of Oregon regulations (pertaining to the Coos Bay Rail Link) and 

 Bridge Engineering Best Practices. 

We look forward to continuing to work with the Oregon International Port of Coos Bay (OIPCB or 

Port) in its drive for infrastructure improvements to the Coos Bay Rail Link (CBR) corridor.  

A. PROJECT UNDERSTANDING 

Stantec understands that the OIPCB needs an avenue to task Stantec with work having 

quick turnaround times as well as being minor in scope without going through the entire 

Task Order proposal and approval process. General engineering services provided as an 

on-call type basis under Task Order #22 fulfills those criteria.       

B. SCOPE OF SERVICES 

Anticipated subtasks and others work as instructed by the Port include: 

1. Research/Consulting Services 

2. Engineering Design (Minor) 

3. Economic Analysis/Evaluation 

C. PERIOD OF PERFORMANCE 

Task Order # 22 will match fiscal year (FY) 2016 through 2017 with dates between July 1, 

2016 and June 30, 2017. Any work performed will be after instruction from the Port.  
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October 11, 2016 

Fred Jacquot   

Page 2 of 2  

Reference: On-Call General Engineering Services, FY 2016 – 2017 (Original Contract July 5, 2012), Task Order 

# 22 

  

 

D. CLIENT’S RESPONSIBILITIES 

The Port shall instruct Stantec to perform any desired work on an on-call, as needed basis. 

Work will be promptly accomplished meeting agreed upon schedule and budget.  

 

E. COMPENSATION 

Task Order # 22 has a “Time and Expenses” budget of up to $50,000.00 utilizing the rates 

which are the same as what we have been using since being engaged by the Port in 2012 

to assist in bridge engineering services.   

F. STANTEC STAFF 

Gene Davis will continue as the Project Manager (PM) for this project. Other staff will be 

determined as necessary. 

 

G. NEXT STEPS 

Expected next step is to be prepared to provide support as necessary to the Port.   

We appreciate the opportunity to submit this proposed agreement and be of continued service 

to the Port. The terms of this Task Order agreement will become effective when confirmed by the 

appropriate Port Task Order or representative’s email authorization. If you have any comments or 

questions, please feel free to contact me via any of the methods below.  

Regards, 

STANTEC CONSULTING SERVICES INC. 

 

Gene Davis, PE 

Senior Railway Engineer 
Phone: 423-800-5357  

Cell: 770-851-2364  

gene.davis@stantec.com 

Attachments: None 

c. TH, TW, ED and RL 
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OREGON INTERNATIONAL PORT OF COOS BAY 
BOARD OF COMMISSIONERS 

 

ACTION/DECISION REQUEST 
 

DATE:    November 14, 2016 
 
PROJECT TITLE: McMillen Jacobs Associates Task Order 3 - Coos Bay Rail 

Line Tunnel Rehabilitation National Environmental 
Protection Act Certification 

 
ACTION REQUESTED: Authorization for Chief Executive Officer John Burns to 

execute McMillen Jacobs Associates, Inc. Task Order 3 for 
Tunnel Rehabilitation National Environmental Protection 
Act (NEPA) Compliance Certification 

 
BACKGROUND: 
In March 2012, the Port completed a Professional Services Agreement with McMillen Jacobs 
Associates (Jacobs) for engineering services for tunnel design, construction, and rehabilitation 
projects on the Coos Bay Rail Line.  Under that agreement, Jacobs has provided engineering and 
project support for tunnel structural repairs and engineering assessments. 
 
The recent FASTLANE grant award from the US Department of Transportation to complete the 
tunnel rehabilitation project funding requires the work be certified as compliant with the National 
Environmental Protection Act (NEPA).  Compliance certification will require an additional level 
of environmental permit documentation beyond what is currently authorized in Jacobs task orders 
1 and 2.  NEPA compliance activities were specifically not addressed in those task orders as the 
initial work was state and Port funded, and did not trigger the federal NEPA requirement. 
 
Jacobs task order 3 will build upon the environmental compliance work begun in task orders 1 and 
2 by adding the additional activities and documentation required to meet NEPA compliance.  
Specifically, it is Port staff and our consultant’s belief that the work will fall within NEPA 
categorical exclusions granted to the Federal Rail Administration for railroad maintenance of way 
activities.  Similar to the NEPA certification efforts for the Port’s TIGER II grant, the planned 
strategy for Jacobs task order 3 is to augment the information generated in task orders 1 and 2 with 
additional documentation and research to demonstrate the planned project work meets the criteria 
necessary to qualify for the FRA categorical exclusions.  A major additional task not previously 
planned is the NEPA required historical and archeological research, which is the most significant 
field work anticipated in Jacobs task order 3. 
 
The proposed base fee for the archeological study and NEPA documentation will be time and 
materials not to exceed $88,455.  The task order 3 proposal also includes a contingency time and 
materials not to exceed amount of $68,340 to cover archeological shovel probes, if determined 
necessary during the initial archeological research.  Port staff and our consultant team feel it is 
unlikely that the contingency work will be necessary as the construction work for this project is 
planned in existing railroad right of way, but staff is asking the authorization to fund the 
contingency in case it does become necessary.  Contingency work will not be executed without 
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specific authorization from Port staff.  With the base fee and contingency, the NEPA Compliance 
Certification work will be completed for a not to exceed total fee of $156,795. 
 
This task order will be funded by the $10 Million Oregon Department of Transportation grant 
awarded to the Port in 2013.  Funds for this grant were made available to the Port in February of 
2015.  Full NEPA compliance certification is currently expected in second quarter 2017. 
 
Construction for the project will be funded by the combination of ConnectOregonV grant funds, 
ODOT lottery backed grants, and Port railroad revenues pledged as matching funds, and the $11 
million awarded as the 2016 FASTLANE grant.  Construction is currently planned to begin in 
second or third quarter of 2017. 
 
While this task order falls under the $250,000 threshold allowed for CEO authorization for 
personal services contracts under Port procurement rule 5.2.1, it has been staff practice to request 
commission authorization when total task order values for a single contractor exceed the $250,000 
threshold.  With the work in process under Jacobs Task Orders 1 and 2 and the project outlined in 
task order 3, that threshold will be exceeded. 
 
RECOMMENDED MOTION: 
Authorize Chief Executive Officer John Burns to execute McMillen Jacobs Associates, Inc. Task 
Order 3 for the not to exceed fee of $156,795. 
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1109 First Avenue, Suite 501, Seattle, WA 98101 | 206-588-8100 p 

 
September 6, 2016 
 
Mr. Fred Jacquot 
Director of Port Development 
Oregon International Port of Coos Bay 
PO Box 1215 
Coos Bay, Oregon 97420 
 
 
Subject: Proposal for NEPA Support 
Re: Tunnel Drainage and Structural Repairs 
 
Dear Mr. Jacquot: 

McMillen Jacobs Associates (McMillen Jacobs) is pleased to provide this proposal to the Oregon 
International Port of Coos Bay (Port) for environmental/regulatory compliance support, as part of the 
Coos Bay Rail Line (CBRL) Tunnel Drainage and Structural Repairs projects. The majority of the work 
provided under this proposal will be performed by David Evans and Associates (DEA) under subcontract 
to McMillen Jacobs, and by Archaeological Investigations Northwest, Inc. (AINW) under subcontract to 
DEA. The field studies described in this proposal will require hi-rail truck support, which will be 
provided by Rock Supremacy under subcontract to McMillen Jacobs. 

1. BACKGROUND 
Project Description 

The Port intends to repair and rehabilitate rail facilities associated with the CBRL to improve efficiency, 
access, and safety. The work will include drainage and structural repairs to all nine tunnels along the 
project corridor (i.e. Tunnels 13 through 21). The project will receive funding through the Federal 
Department of Transportation’s Fastlane Grant program with local and state matching funds.  

The following scope presents the planned effort to prepare the necessary National Environmental Policy 
Act (NEPA) documentation to meet the requirements of the Federal Department of Transportation and 
Federal Railroad Administration (FRA) standards as triggered by federal funding for this project. 
McMillen Jacobs anticipates that the project approach and tasks outlined below will occur concurrently 
with previously scoped environmental documentation and permitting activities for the CBRL tunnels. 

Project Approach 

The existing Task Order No.1 and subsequent change orders No. 1, 2, 3 and 4 outline eight tasks 
associated with six of the nine CBRL tunnels (i.e. Tunnels 15, 17, 18, 19, 20, and 21). These eight tasks 
focus on tunnel drainage repairs. McMillen Jacobs provided a fee proposal to the Port in August 2016 to 
address structural repairs in all nine CBRL tunnels. It is our understanding that the structural repairs will 
be handled under a new Task Order. Since NEPA compliance was triggered by the funding source, and 
the work includes evaluation of all nine tunnels, McMillen Jacobs proposes to handle the “NEPA 
Support” as a new Task Order as well. For accounting purposes, we propose to assign “Task 9” to this 
new task for NEPA support, but we welcome the Port’s preference on nomenclature. 

The approach to Task 9 builds upon wetland delineations, agency coordination, and team meetings 
previously conducted between the Port, McMillen Jacobs, and DEA staff as part of the tunnel drainage 
repair project. We assume the rehabilitation, maintenance, modernization, and repair activities outlined in 
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2  McMillen Jacobs Associates 

the grant application and award will fall within the parameters of an FRA NEPA Categorical Exclusion 
(CatEx). 

The categorical exclusion necessitates environmental documentation and compliance, but avoids the need 
to prepare an Environmental Assessment (EA) or Environmental Impact Statement (EIS) – thus saving 
costs, time, and lengthy public involvement processes. The CatEx NEPA documentation will be 
completed through utilization of the FRA Categorical Exclusion worksheet. This worksheet serves as an 
outline for providing the necessary documentation and supporting information to the FRA. 

All standard NEPA categories of human and environmental resources are included within the outline. 
These categories include the following: 

 air quality, 
 noise and vibration, 
 community impacts and environmental justice, 
 cultural resources, 
 parks and recreational facilities, 
 transportation, 
 water quality, 
 navigable waterways, 
 wetlands and waters, 
 floodplains, 
 property acquisition, 
 critical habitat and endangered species, 
 hazardous materials, 
 public safety, 
 coastal zones, 
 prime/unique farmland, and 
 cumulative and indirect impacts. 

CatEx documentation outlining a project’s impacts to these resources may include desktop evaluation of 
publicly available resources (i.e. maps, databases, and prior studies) as well as site specific field studies 
and surveys such as wetland delineations, fish and wildlife surveys, and archaeological site surveys. 

2. SCOPE OF WORK 
The following scope describes the planned effort to ensure NEPA compliance on the tunnel drainage and 
structural repair projects at all nine tunnels along the CBRL.  

Task 9 – NEPA Support 
Subtask 9.1: NEPA Documentation 
This subtask will include three primary activities, as outlined below. Key assumptions related to the 
proposed cost and schedule are provided as well. 

Project Management 

Includes subtask set-up, billing, progress reporting, team coordination, and conference calls. We 
anticipate regular conference calls with the Port to review the progress of this subtask. 
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3  McMillen Jacobs Associates 

Agency Coordination, Data Gathering, and Compliance Documentation 

Includes coordination and engagement with the lead agency – FRA – as well as communication with 
local, state, and federal regulators with oversight or regulatory jurisdiction in the project area. Additional 
coordination activities include responding to comments and revisions by the FRA reviewers and to other 
regulatory bodies as necessary. Additionally, this effort includes development of a complete CatEx 
Worksheet for project commencement approval by the FRA. 

Following the outline of the CatEx checklist as described above, we will document the resources 
potentially impacted or affected by the proposed project actions and within each major environmental 
category. Some of this documentation will be supported by environmental studies and permitting prepared 
by others or under separate and previous scopes of work. Cultural resources documentation will also be 
prepared, as detailed below. Generally, documentation will include the use of databases, publicly 
available resource mapping, wetland delineations previously prepared by others, permit applications, 
agency communications in the form of emails, permits, or letters, and resource reports publicly available 
or obtainable by request. 

Cultural Resources Documentation 

Cultural resource studies for this project will comply with the NEPA and Section 106 of the National 
Historic Preservation Act (NHPA) and its implementing regulations. The cultural resource studies will be 
conducted by AINW staff who meet the professional qualifications of the Secretary of the Interior’s 
Standards and Guidelines for Archaeology and Architectural History. 

Archaeologists will evaluate the CBRL from Eugene to Coos Bay for listing in the National Register of 
Historic Places (NRHP) on a Section 106 Documentation form, based on previous documentation and on 
historical research conducted for this project. The team will document and evaluate each tunnel/portal 
(i.e. Tunnel 13 through Tunnel 21) on the Section 106 Documentation form to determine if it is a 
contributing historic resource to the significance of the CBRL. A Section 106 Level of Effect form will 
then be prepared to assess the effect of the project on the rail line and on each tunnel/portal. 

To account for potential project impacts to archaeological resources, the team will conduct an 
archaeological survey within the drainage basin area approximately ¼ mile from each tunnel portal. The 
survey will include a corridor parallel to the railroad track that may extend beyond the study area/right-of-
way. If archaeological sites are found, site forms will be prepared. 

Subtask 9.1 Deliverables 

1. One electronic completed draft CatEx Worksheet. 

2. One final completed FRA CatEx Worksheet for approval by the Port and for submittal to FRA. 

3. One draft cultural resources summary report with applicable attachments (Section 106 
Documentation form) for review by the Port. 

4. One final cultural resources report for the Port’s files and for submittal to FRA if requested. 

Subtask 9.1 Assumptions 

1. A biological assessment documenting potential project affects to federally listed species is not 
included in this scope, but is covered under Task 8. 

2. The project will meet the requirements for CatEx documentation, and an EA or EIS will not be 
required. 

3. FRA is the lead agency. 
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4  McMillen Jacobs Associates 

4. Design activities are not included in this scope of work. 

5. Project permitting and associated fees are not included in this scope of work. 

6. The project team will not directly coordinate with the Tribes or Oregon SHPO. Tribal and SHPO 
coordination will be conducted by the FRA and/or by the Corps of Engineers during project 
permitting activities under other scopes of work.  

7. Cultural resources documentation prepared under this scope of work may be utilized by the Corps 
of Engineers for agency coordination during permitting efforts associated with the project’s 
potential impacts to wetlands and waters. 

8. Cultural resources team members will evaluate the CBRL from Eugene to Coos Bay for listing in 
the NRHP on a Section 106 Documentation form, based on previous documentation and on 
historical research conducted for this project. 

9. Cultural resources team members will document and evaluate each tunnel/portal on the Section 
106 Documentation form to determine if it is a contributing historic resource to the significance 
of the CBRL. 

10. A Section 106 Level of Effect form will be prepared to assess the effect of the project on the rail 
line and on each tunnel/portal. 

11. Archaeological survey will be conducted within the drainage basin area approximately ¼ mile 
from each tunnel portal. The survey will include a corridor parallel to the railroad track that may 
extend beyond the study area/right-of-way. If archaeological sites are found, site forms will be 
prepared. Estimated fee assumes no more than two site forms will be required. 

12. Archaeological survey will take a total of four full days plus travel to and from the site. 

13. One mobilization effort to complete the entire authorized scope of work. Additional mobilizations 
will be at McMillen Jacobs’ cost, unless pre-authorized by the Port. 

14. Site visit (archaeological survey) for this project will be in addition to site visits for the tunnel 
drainage and structural repair projects. 

15. McMillen Jacobs will provide its own hi-rail access to/from Tunnels 21, 20, 19, 18, 17, and 16. 
The project team will drive and hike to Tunnels 13, 14, and 15. 

16. Proposed budget includes time and expenses for one McMillen Jacobs engineer, one DEA 
environmental specialist, two archaeologists, and one hi-rail truck (with operator). 

17. Archaeological survey will be performed during the day, under live track conditions. The field 
team will coordinate by phone each day with the appropriate Port representatives, and provide 
notice before and after accessing the track. 

Subtask 9.2: Contingency – Archaeological Shovel Probes 
If the archaeological survey identifies any potential archaeological sites, then shovel probes will be 
required. McMillen Jacobs recommends handling this task as a contingency. 

The proposed contingency money includes a second mobilization to perform up to 35 shovel probes over 
two days. The second mobilization is required because an archaeological permit will have to be obtained 
for any work outside of the railroad right-of-way. This permit would only be obtained if necessary. 
Shovel probes would be placed in areas where archaeological deposits are suspected and visibility of 
native soils is inadequate to determine if an archaeological site is present. Stream crossings and areas of 
intact landforms will be the focus of the shovel probe testing for pre-contact resources.  
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5  McMillen Jacobs Associates 

Subtask 9.2 Contingency Deliverables 

1. None. 

Subtask 9.2 Contingency Assumptions 

1. Permit fees will be paid directly by the Port, and are excluded from this proposal. For the Port’s 
budgeting purposes, the estimated fee for an archaeological permit is approximately $2,000. 

2. Collected artifacts will be analyzed and processed by an approved laboratory. 

3. Proposed budget includes time and expenses for one McMillen Jacobs engineer, two 
archaeologists, and one hi-rail truck (with operator) for two full work days plus travel to and from 
the site. 

4. Proposed budget does not include the additional effort to delineate site boundaries and evaluate 
the cultural significance of an archaeological site. 

3. PROPOSED FEE ESTIMATE 
The proposed fee to provide NEPA support (Task 9) can be summarized as follows: 

 Task 9.1: NEPA Documentation = $ 88,455 
 

 Task 9.2: Archaeological Shovel Probes = $ 68,340 (contingency) 

 
A spreadsheet is attached with a more detailed breakdown of the above numbers. With contingency as 
defined above, the total proposed fee estimate is $ 156,795. This fee estimate would be subject to further 
review and negotiation if the project scope is modified. McMillen Jacobs will not exceed the agreed upon 
amounts without prior written authorization. 

4. SCHEDULE 
Work under this task order will start as soon as the Port authorizes McMillen Jacobs to proceed, and 
continue concurrently with the other permitting activities associated with this project. 

 

We appreciate the opportunity to provide this proposal. If you have any questions or need additional 
information, please contact me at your convenience at (206) 588-8124. 

Sincerely, 

 
Carol Ravano 
Senior Associate 
 
 
 
Attachment: Detailed Fee Estimate for Proposed NEPA Support 
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Oregon International Port of Coos Bay
Coos Bay Rail Line Tunnel Drainage and Structural Repairs

Detailed Fee Proposal for NEPA Support

Staff
Havekost
(Principal)

Ravano
(Sr. Assoc)

Bartlett
(Assoc)

Etulain
(Sr. Civil)

Steffan
(Proj Engr)

Nice
(Jr. Civil)

Rates 225$              210$              155$              130$              125$              95$                Hours Subcontractors Expenses Per Diem

 9.0  NEPA Support 1 8 106 0 0 0 115 18,335$             136,000$           1,260$           1,200$           138,460$       156,795$       

 9.1 - NEPA Documentation 12,025$             76,430$         88,455$         

    Project Management 1 6 16 3,965$               -$                   -$               -$               -$               3,965$           

    Agency Coordination, Documentation 4 620$                  19,000$             -$               -$               19,000$         19,620$         

    Cultural Resource Evaluations 48 7,440$               48,000$             630$              800$              49,430$         56,870$         

    Hi-Rail Truck Support -$                   8,000$               -$               -$               8,000$           8,000$           

 9.2 - Contingency - Archaeological Shovel Probes 6,310$               62,030$         68,340$         

    Project Management 2 6 1,350$               -$                   -$               -$               -$               1,350$           

    Archaeological Shovel Probes 32 4,960$               56,000$             630$              400$              57,030$         61,990$         

    Hi-Rail Truck Support -$                   5,000$               -$               -$               5,000$           5,000$           

TOTAL
Total
Labor

Total
Expenses

McMillen Jacobs Associates September 6, 201696



OREGON INTERNATIONAL PORT OF COOS BAY 
BOARD OF COMMISSIONERS 

 

ACTION/DECISION REQUEST 
 

DATE:    November 14, 2016 
 
PROJECT TITLE:   2016Res19 – RV Park Rate Changes 
 
ACTION REQUESTED:  Approval of Resolution 2016Res19 revising the Charleston 

Marina 2016/17 Rate & Discount Schedule adjusting rates 
at the RV Park 

BACKGROUND:   

As part of the annual budget process, the Marina Complex rates are reviewed each year and may be 
adjusted by the Consumer Price Index (CPI) and/or by market analysis.  Each year staff surveys the 
rates and schedules of comparable facilities for comparisons.   
 

RV Park rates are evaluated in December of each year to better serve our summer customers. This 
ensures that our long term summer customers do not experience an unknown rate adjustment mid-
season.   
 
Port Staff compared similar RV Parks in the region and found the Port’s daily and weekly rates are 
below the market average. Port Staff recommends a rate adjustment for CPI combined with a 
variable adjustment on the daily and weekly rates to bring the RV Park rates more in line with 
comparable facilities.  Additionally, with the acquisition of the new satellite television system 
procured last fiscal year; this will provide additional revenue to recover acquisition costs within 3 
years. The proposed changes are set forth in the table below: 
 

Rate Type 2016 Rates Recommended for 2017 

Daily -Back In $30.00 reg. / $32.00 deluxe $33.00 reg. / $35.00 deluxe 
Daily - Pull Thru $34.00 $37.00 
Weekly - Back In $180.00 reg. / $192.00 deluxe $198.00 reg. / $210.00 deluxe 
Weekly -  Pull Thru $204.00 $222.00 
Monthly - Back In $476.00 reg. / $517.00 deluxe $515.00 reg. / $545.00 deluxe 
Monthly - Pull Thru $564.00 $575.00 
Yurts-Daily $45.00 $48.00 
Yurts-Weekly $225.00 $240.00 
RV Storage – Daily* $3.50 $3.75 
RV Storage – Monthly* $101.00 $101.00 
RV Dry Storage -Monthly** - $50 
Dump Station $6.75 $7.00 
*Winter season only.  
** no electricity 
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Additionally, the proposed revised Charleston Marina 2016/17 Rate & Discount Schedule, effective 
January 1, 2017, is included within the packet.  Pursuant to Port Policy, the Rate & Discount 
Schedule must be modified by resolution of the Port Commission.  Upon Commission approval of 
the resolution, the revised Charleston Marina 2016/17 Rate & Discount Schedule will be republished 
with an effective date of January 1, 2017. 
 
RECOMMENDED MOTION: 

Approve Resolution 2016Res19 revising the Charleston Marina 2016/17 Rate & Discount Schedule 
adjusting rates at the RV Park as set forth above. 
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RESOLUTION 2016Res19 
 

A RESOLUTION OF THE BOARD OF COMMISSIONERS OF THE  
OREGON INTERNATIONAL PORT OF COOS BAY 

 
RESOLUTION AUTHORIZING RV PARK RATE CHANGES TO THE  
2016/17 CHARLESTON MARINA RATE AND DISCOUNT SCHEDULE 

 
 

WHEREAS Charleston Marina RV Park rates are reviewed each year, and  
 
WHEREAS Charleston Marina RV Park rates may be adjusted by the Consumer Price Index 

and/or by market analysis, and 
 
WHEREAS Charleston Marina RV Park rates are listed on the published Charleston Marina 

Rate & Discount Schedule, and  
 
WHEREAS users of Port services are responsible for the charges outlined in the Charleston 

Marina Rate and Discount Schedule, and  
 

WHEREAS the Charleston Marina Rate & Discount Schedule may be modified by, and must 
be reviewed and approved by, the Port’s Board of Commissioners.  

  
THEREFORE BE IT RESOLVED by the Board of Commissioners of the Oregon 

International Port of Coos Bay that, as authorized by Ordinance No. 143, the attached schedule of 
rates and discounts is hereby adopted for the Charleston Marina to be effective January 1, 2017.  
 

APPROVED and ADOPTED by the Board of Commissioners of the Oregon International 
Port of Coos Bay this 21st day of November, 2016. 
 
 
 
                                                                    
David Kronsteiner, President    Brianna Hanson, Treasurer 
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 63534 Kingfisher Rd, Charleston, Oregon 97420
 63402 Kingfisher Rd, Charleston, Oregon 97420 
 63131 Troller Rd, Charleston, Oregon 97420 

Transient Small Boat Moorage
15’ and under Monthly Moorage All sizes: $7.12 per foot; 

Daily $11.51 $114 minimum
Weekly $36.63
Monthly $60.71 Semiannual Moorage Vessels 30’ and under

(six month) $5.15 per foot per month
Transient Boat Daily Moorage

16’ – 19’ $13.60 Annual Moorage $4.10 or $4.27 per foot per month
20’ – 29’ $14.65
30’ – 39’ $15.70 Launch Ramp Fees $5.00 Daily Fee
40’ – 49’ $19.89 $65.00 Annual Permit
50’ – 59’ $23.03
60’ – 69’ $25.12 Ice Dock $71.00 per ton

70’+ $30.35 $45.00 minimum
After hour emergencies and no shows incur additional charges.

Short Term Work Area – Utility Services
Minimum $50.00 per month Concrete Work Dock $.63 per foot, up to 4 hours

1-30 Days: $.13 per foot, per day $1.05 per foot, per full day
31-90 Days: $.23 per foot, per day
91-180 Day: $.33 per foot, per day Floating Work Dock $.33  per foot, up to 4 hours
180+ Days: $.43 per foot, per day $.53  per foot, per full day

Long Term Work Area – No Utility Services Boat Wash $125.60 per boat 1st hour, 
$4.03 per foot per calendar month $62.80 each additional hour

with a minimum of $120.00
Forklift Service $78.50 per hour

Dustless Sanders $11.50 per day, $57.50 per week

Storage Unit Rates Marina & Shipyard Dry Storage Rates
  5’ x 10’ $52.34 Per Month Boat Trailers $20.94 per month
10’ x 15’ $110.95 Per Month
10’ x 20’ $130.77 Per Month Boat & Trailer $2.09 per foot per month,
10’ x 25’ $147.59 Per Month $62.70 minimum
10’ x 30’ $162.24 Per Month
10’ x 35’ $173.75 Per Month Crab Pots & Fishing Gear $12.55 per item, or

Dimensions Door - 9'2" x 10; $.15 per sq. ft. per month
Inside - 10' x 11'/15' $5.05 prepaid deposit for all ID tags

Service Daily Weekly Monthly Service Daily Weekly Monthly
RV Hook Up $33.00 $198.00 $515.00 Yurts $48.00 $240.00 -
A & D Rows $35.00 $210.00 $545.00 RV Storage 3.75* - $101.00*
Row C $37.00 $222.00 $575.00 RV Dry Storage - - $50.00*

Dump $7.00

$2.00 per day, per vehicle.

Monthly and annual moorage customers and monthly RV Park customers, who are current on their accounts will receive a 5% discount on all 
additional Charleston Harbor Services (excluding ice & propane) each year.  Additional services include: Storage unit rental, dry storage space 

rental, annual launch ramp permits, work dock moorage (half day or full day), short term or long term shipyard space rental, shipyard boat 
wash, and forklift service.

Discounts

(541) 888-2548

Vessel Moorage Rates / Launch Ramp Fees

Shipyard Services

Storage Units and Dry Storage

RV Park 

(541) 888-9512
Charleston Marina: 
Charleston Marina RV Park: 

(541) 888-3703

*Winter season only, subject to availability.
RV Dry Storage units must be unplugged with all slides in.

RV Storage units may be left plugged in when unoccuppied.*A 1.8% Lodging Tax and 2% Visitor Fee will be
 added to RV Park rates. Extra vehicles charged 

Charleston Marina 2016/17 Rate & Discount Schedule – January 1, 2017

Charleston Shipyard: 

*A 9% Environmental Service Charge will be added to all 
Charleston Shipyard invoices.
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OREGON INTERNATIONAL PORT OF COOS BAY 
BOARD OF COMMISSIONERS 

 

ACTION/DECISION REQUEST 
 

DATE:    November 14, 2016 
 
PROJECT TITLE:   Financial Pledge to the Southwest Oregon Community 

College Health & Science Technology Building Fund 
 
ACTION REQUESTED:  Authorization of a Financial Pledge to the Southwest Oregon 

Community College Health & Science Technology Building 
Fund 

  
BACKGROUND:   

This item will be presented by the Chief Executive Officer during the regular Commission meeting. 
 
 
RECOMMENDED MOTION: 

Authorize approval of a financial pledge to the Southwest Oregon Community College Health & 
Science Technology Building Fund as presented by the Chief Executive Officer 
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Other 
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Informational Items 
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Coos Bay Rail Line serving western Lane, western Douglas and Coos Counties in Southwest Oregon 
Owned by the Oregon International Port of Coos Bay / Operated as the Coos Bay Rail Link – CBR 

by Coos Bay Railroad Operating Co.; a business unit of ARG Transportation Services LLC. 
 

Monthly Revenue Car Loads and Equivalent Highway Truck Loads / 2013 ‐ 2016  
One (1) revenue car load = 3.3 highway truck loads 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Start up:  2011 4th Quarter / Oct – Dec:  194 railcar loads / 640.2 equivalent truck loads 
  2012 Full Year:  2,480 railcar loads / 8,184.0 equivalent truck loads. 
 
The Coos Bay rail line is operated by Coos Bay Railroad Operating Co. d/b/a Coos Bay Rail Link‐CBR, through a 
management agreement with the Oregon International Port of Coos Bay.  The management agreement requires CBR to 
provide freight rail service and routine rail line maintenance.  Coos Bay Railroad Operating Co. is a business unit of ARG 
Transportation Services, Inc.  The Port has responsibility for major rail infrastructure rehabilitation and repair. 

Coos Bay Rail Link‐CBR operates at the U.S. shortline railroad industry standard of 286,000 lbs/143 short tons (weight of 
car plus commodity weight) per loaded revenue car.  The majority of cars currently moving on the rail line weigh 66,000 
to 86,000 lbs/33 to 43 short tons, resulting in a carrying capacity of 200,000 to 220,000 lbs/100 to 110 short tons.  

Using 200,000 lbs/100 short tons as an average weight of commodity per rail car, the tonnage figures for the years 2011 

through year to date 2016 are as follows: 

  2011     194 revenue car loads =   19,400 short tons 

  2012  2,480 revenue car loads = 248,000 short tons 

  2013  4,845 revenue car loads = 484,500 short tons 

  2014  7,509 revenue car loads = 750,900 short tons 

  2015  7,341 revenue car loads = 734,100 short tons 

  2016   6,343 revenue car loads = 634,000 short tons (through October, 2016) 

 

*The Coos Bay rail line was embargoed by the previous owner/operator in September 2007.  The Port acquired the 

111‐miles of the line owned by RailAmerica, Inc. in spring 2009 through an order from the U.S. Surface Transportation Board at the completion of a 

Feeder Line Application process initiated in July 2008.  The Port acquired the Union Pacific (UP) Railroad owned 23‐mile section of the line through 

a negotiated agreement with UP in late December 2010.  

 

Coos Bay Rail Link‐CBR; Railway Age Short Line Railroad of the Year 2014! 
Coos Bay Rail Link‐CBR celebrated 1,400 days of injury‐free operations on July 18, 2016. 

  2013  (2013 cont)  2014  (2014 cont)  2015  (2015 cont)  2016  (2016 cont) 

 
Month 

railcar 
loads 

equivalent 
truck loads 

railcar 
loads 

equivalent 
truck loads 

railcar 
loads 

equivalent 
truck loads 

railcar 
loads 

equivalent 
truck loads 

Jan  247  815.1  630  2,079.0  633  2,088.9  594  1,960.2 

Feb  316  1,042.8  551  1,818.3  609  2,009.7  691  2,280.3 

March  355  1,171.5  645  2,128.5  685  2,260.5  678  2,237.4 

April  433  1,428.9  732  2,415.6  636  2,098.8  618  2,039.4 

May  373  1,230.9  641  2,115.3  446  1,471.8  646  2,131.8 

June  363  1,197.9  608  2,006.4  644  2,225.2  653  2,154.9 

July  411  1,356.3  612  2,019.6  693  2,286.9  529  1,745.7 

Aug  469  1,547.7  660  2,178.0  573  1,890.9  645  2,128.5 

Sept  386  1,273.8  569  1,877.7  555  1,831.5  607  2,003.1 

Oct  512  1,689.6  679  2,240.7  662  2,184.6  682  2,250.6 

Nov  530  1,749.0  521  1,719.3  530  1,749.0  ‐  ‐ 

Dec  450  1,485.0  661  2,181.3  675  2,227.5  ‐  ‐ 

Annual  4,845  15,988.5  7,509  24,779.7  7,341  24,225.3  6,343  20,931.9 
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