
 

Administration Committee  
1:00 p.m., Tuesday, June 2, 2026 

City Hall Council Chambers 
1207 Palm Boulevard, Isle of Palms, SC 

Public Comment: 
Citizens who wish to speak during the meeting must email their first and last name, 

address and topic to Nicole DeNeane, City Clerk, at nicoled@iop.net no later than 3:00 
p.m. the day before the meeting. Citizens may also provide written public comment 

here: https://www.iop.net/public-comment-form  

Agenda  

1. Call to order and acknowledgement that the press and the public have been 
duly notified of the meeting in accordance with the Freedom of Information 
Act.  
 

2. Citizen’s Comments – All comments have a time limit of three (3) minutes.  
 

3. Approval of previous meeting’s minutes – May 5, 2026 (p2) 
  

4. Old Business  
a. Discussion and consideration of Code of Ethics ordinance (p5) 
b. Discussion of procurement/purchasing procedures (p13) 
c. Discussion and consideration of remote attendance policy (p26) 
d. Discussion of scope of work for City Code recodification (p28) 

 
5. New Business  

a. Discussion of Human Resources Manager job description and pay (p33) 
b. Discussion of scope of work for business license audit (p37) 

 
6. Miscellaneous Business – next meeting July 7, 2026, 1:00pm 

 
7. Adjournment  

1

https://www.iop.net/public-comment-form


 

 

Administration Committee Meeting 
1:00pm, Tuesday, May 5, 2026 

1207 Palm Boulevard, Isle of Palms, SC and  
broadcasted live on YouTube: https://www.youtube.com/user/cityofisleofpalms 

MINUTES 

1. Call to Order 

Present: Council members Miller, Pierce, and Ward 

Staff Present: Administrator Kerr, Deputy Administrator Kuester, Chief Cornett, Chief 
Oliverius,  

2. Citizen’s Comments – none  

3. Approval of Previous meeting’s minutes 

MOTION: Council Member Miller made a motion to approve the minutes of the April 6, 
2026 meeting. Council Member Ward seconded the motion. The motion passed 
unanimously. 

4. Old Business  

A. Discussion and consideration of Code of Ethics and Conduct proposed ordinance 

Council Member Miller reviewed some edits needed in the proposed Code of Ethics and 
Conduct. She said this ordinance is intended to apply to members of City Council as well as all 
City boards, commissions, and committees.  

Council Member Ward would like the dollar amount related to gifts received to match that in 
State law. 

Council Member Miller said this ordinance provides process and structure when dealing with an 
ethics complaint. She would like to increase the window for when a complainant cannot file a 
complaint against a political opponent from 50 days to 75 days prior to an election. She also 
intends to simplify the process of filing a complaint. Changes related to reporting to City 
Council, whether or not the accused can vote in the matter, and City Council’s time frame in 
which to act on the hearing officer’s recommendations will be offered for the City Attorney to 
include in the next draft of the ordinance. 

Discussion ensued about rates paid to a hearing officer. Council Member Pierce suggested 
securing a list of potential hearing officers from the City Attorney for the City Clerk to maintain. 
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B. Discussion on Procurement/purchasing procedures 

Administrator Kerr reviewed the exemptions to the procurement procedure and how frequently 
those exemptions are encountered. He noted that at any time City Council can instruct staff to go 
out for bid regardless of the listed exemptions. He said unused exemptions can be stricken from 
the ordinance. 

Council Member Pierce said staff should approach Council to make the case for not going out to 
bid rather than come to Council with a bid in hand. He would like to see more purchases go out 
for bid and for staff to pursue more aggressive shopping on non-employee related expenses. 
Administrator Kerr noted that staff normally secures multiple bids before bringing an expense to 
Council for consideration. 

Council Member Pierce asked the Committee to review the procedures and bring back 
suggestions to the June meeting. 

C. Discussion of recodification process for City Code 

Administrator Kerr said MuniCode can review and recodify City Code for approximately 
$15,000. He noted that such an expense is not in the current budget but can be done out of 
budget. 

Council Member Pierce would like to review the scope of work at the June meeting. 

5. New Business 

A. Discussion of Director of Building, Planning, and Zoning position 

Administrator Kerr reviewed the history of the Director of Building, Planning, and Zoning 
position. It is a position not currently on the City’s organizational chart as Administrator Kerr 
hold both positions. The position is also not included as an FTE in the budget. He noted that the 
workflow related to that specific job ebbs and flows and that acting in the two positions is not 
“terribly problematic” when the Zoning Administrator and Building Official positions are filled. 
He said he did not believe that there is enough work for a full time Director of Building, 
Planning, and Zoning. There is also no physical space within City Hall for such a person to have 
an office. 

Council Member Pierce would like the matter to be discussed at the May 12 Ways & Means 
Committee meeting for consideration to add in the budget. 

B. Discussion on remote attendance at meetings 

Council Member Miller would like to see the process for remote attendance notification to be 
clarified in this part of the City Code. Council Member Pierce does not want remote attendance 
looked upon unfavorably, nor does he want an onerous attendance policy to deter people from 
running for Council. 

Council Member Pierce will review that portion of City Code and offer some changes to be 
discussed at the June meeting. 
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6. Miscellaneous Business 

The next meeting of the Administration Committee will be held on Tuesday, June 2, 2026 at 
1pm. 

7. Adjournment 

Council Member Ward made a motion to adjourn, and Council Member Miller seconded the 
motion. The meeting was adjourned at approximately 2:56pm. 

Respectfully submitted, 

Nicole DeNeane 
City Clerk 
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 WHEREAS, the City Council of the City of Isle of Palms finds that public confidence in 
municipal government depends upon elected and appointed officials conducting themselves with 
integrity, civility, transparency, impartiality, and respect for the rule of law; and 
 

WHEREAS, members of City Council and members of City boards, committees, and 
commissions exercise important public responsibilities and should be guided by clear standards 
of conduct while serving in their respective offices; and 

 
WHEREAS, the City Council desires to adopt a uniform Code of Ethics Ordinance to 

promote public trust, encourage fair and equal treatment of all persons and matters coming 
before the City, and provide standards addressing conflicts of interest, gifts and favors, 
confidential information, use of public resources, representation of private interests, social 
media, and interactions with City staff and City boards, committees, and commissions; and 

 
WHEREAS, the City Council recognizes that the South Carolina Ethics, Government 

Accountability, and Campaign Reform Act, the South Carolina Freedom of Information Act, 
applicable election laws, and other federal and state laws govern certain conduct of public 
officials and public members; and 

 
WHEREAS, the City Council intends for this Ordinance to supplement, and not replace, 

limit, or conflict with, applicable federal law, state law, or the jurisdiction of the South Carolina 
State Ethics Commission, the Attorney General, a solicitor, a court, or any other appropriate 
authority; and 

 
WHEREAS, the City Council further desires to establish a fair and orderly local process for 

receiving, reviewing, and addressing complaints alleging violations of the City’s Code of Ethics 
Ordinance that do not require a determination of a state law violation; and 

 
WHEREAS, the City Council finds that the appointment of a qualified and independent 

hearing officer to review complaints, make findings, and provide recommendations will promote 
fairness, consistency, and public confidence in the complaint process; and 

 
WHEREAS, the City Council further finds that this Ordinance serves a valid public purpose 

by promoting ethical conduct, orderly governance, public accountability, and confidence in the 
fair operation and integrity of City government. 

 
NOW, THEREFORE, BE IT ORDAINED by the Mayor and City Council of the City of Isle of 

Palms, South Carolina, in duly assembled meeting, that the City Code is hereby amended to adopt 
a Code of Ethics Ordinance for members of City Council and appointed members of City boards, 
committees, and commissions, as set forth herein. 
 
 
PURPOSE AND AUTHORITY 
 
The City Council of the City of Isle of Palms adopts this Code of Ethics Ordinance to provide a 
uniform set of standards so that elected and appointed officials, while exercising their respective 
offices, shall conduct themselves in a manner that will instill public confidence and trust in the 
fair operation and integrity of the City’s government and provide enforceable ethical standards. 
The City adopts this Code of Ethics Ordinance to supplement, and not replace or limit, applicable 
federal law, state law, and rules of procedure, including but not limited to, the South Carolina 5



Ethics, Government Accountability, and Campaign Reform Act and the South Carolina Freedom 
of Information Act. To the extent any provisions contained in this Code of Conduct conflict with 
state law, state law shall control.  
 
ARTICLE E. CODE OF ETHICS  
 
Sec. 1-3-70. DEFINITIONS. 
 
For purposes of this Code: 

(1) Member means any member of Isle of Palms City Council, including the Mayor, and any 
appointed member of a City board, committee, or commission. 

(2) Economic Interest means an interest distinct from that of the general public in a 
purchase, sale, lease, contract, option, or other transaction or arrangement involving 
property or services in which a member may gain an economic benefit of fifty dollars or 
more. This definition does not prohibit a member from participating in, voting on, or 
influencing or attempting to influence an official decision if the only economic interest or 
reasonably foreseeable benefit that may accrue to the member is incidental to the 
member's position or which accrues to the member as a member of a profession, 
occupation, or large class to no greater extent than the economic interest or potential 
benefit could reasonably be foreseen to accrue to all other members of the profession, 
occupation, or large class. 

(3) Family Member means spouse, parent, child, brother, sister, mother-in-law, father-in-
law, son-in-law, daughter-in-law, brother-in-law, sister-in-law, grandparent, or grandchild 
of the member, or a member of the member’s immediate family. 

(4) Immediate Family means a child residing in a member’s household or an individual 
claimed by the member or the member’s spouse as a dependent for income purposes. 

(5) Substantial Monetary Value means a monetary value of fifty dollars or more.  
 
Sec. 1-3-71. GENERAL STANDARDS OF CONDUCT.  

 
Members shall conduct themselves in accordance with the following standards: 
 

(1) Act in the Public Interest.  
Members shall work for the common good of the residents and visitors of the City and 
not for any private or personal interest, and they will ensure fair and equal treatment of 
all persons, claims, and transactions coming before them. 
 

(2) Compliance with Law.  
Members shall comply with all applicable federal, state, and municipal laws including, but 
not limited to, the South Carolina Ethics, Government Accountability, and Campaign 
Reform Act, the South Carolina Freedom of Information Act, and other applicable election 
laws and financial disclosure requirements.  

 
(3) Conduct of Members.  

The professional and personal conduct of Members while exercising their office must be 
above reproach and avoid the appearance of impropriety. Members shall refrain from 
abusive conduct, personal charges, or verbal attacks upon the character or motives of 
other Members, the City Staff or public. Members shall practice civility and decorum 
during public debate. 
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(4) Respect for Process.  
Members shall perform their duties in accordance with the procedures, processes, and 
rules set forth in the City Code, Robert’s Rules of Order, and the rules of conduct 
contained in the South Carolina Ethics, Government Accountability, and Campaign 
Reform Act.  Members shall honor the role of the Mayor and Chairperson in maintaining 
order during public meetings. 
 

(5) Decisions Based on Merit.  
Members shall base their decisions on the merits and substance of the matter at hand. 
When making decisions, Members shall maintain an open mind until the conclusion of 
the hearing on the matter and shall base their decisions on the facts presented at the 
hearing and the law. 

 
(6) Conflict of Interest.  

Members shall comply with the South Carolina Ethics, Government Accountability, and 
Campaign Reform Act. Should a matter before the City affect the economic interest of the 
Member, family member, an individual with whom the Member is associated, or a 
business with which the Member is associated, the Member shall prepare a written 
statement describing the matter and the potential conflict, provide it to the presiding 
officer, and be excused from votes, deliberations, and other action on the matter. The 
written statement and the reason for disqualification shall be entered into the minutes. 
A recused Member should leave the dais during discussion and vote. 

 
(7) Gifts and Favors.  

Members shall not, directly or indirectly, solicit, accept, or receive any gift, favor, loan, 
promise, service, lodging, transportation, entertainment, payment, or other thing of value 
in violation of S.C. Code Ann. §§ 8-13-705, 8-13-710, 8-13-715, 8-13-1120, or any other 
applicable law.  A Member shall not knowingly accept a gift from a person or entity that 
is seeking or has recently sought official action, a contract, permit, license, zoning 
approval, funding, or other City action, except for lawful campaign contributions, gifts 
from family members, or other items permitted under state law. 
 

(8) Confidential Information.  
Members must maintain the confidentiality of all written materials and verbal 
information provided to Members which is confidential or privileged under South 
Carolina law, including information provided during executive session, legal advice 
provided by the City’s legal counsel, and any information otherwise protected by South 
Carolina law.  Members shall not use or disclose confidential or non-public information 
without proper authorization. 
 

(9) Use of Public Resources.  
Members shall not use City personnel, equipment, materials, supplies, facilities, email 
accounts, social-media accounts, vehicles, funds, insignia, or staff time for personal, 
private business, campaign, or political purposes except as expressly authorized by law 
and on terms equally available to similarly situated members of the public.  Members 
shall not order goods or bind the City without proper authorization. 
 

(10) Representation of Private Interests.  
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Members shall not appear on behalf of the private interests of third parties before the 
Council or any Board, Committee, Commission or proceeding of the City, except as 
permitted by S.C. Code Ann. § 8-13-740 or other applicable law. 
 

(11) Advocacy.  
Members shall represent the official policies or positions of the City to the best of their 
ability when designated as delegates for this purpose. When presenting their individual 
opinions and positions, Members shall explicitly state that said position is not endorsed 
by the City of Isle of Palms. 
 

(12) Policy Role of Members.  
Members shall respect and adhere to the council form of City government as provided in 
the City Code. In this structure, the City Council determines the policies of the City with 
the advice, information and analysis provided by City Staff, Boards, Committees and 
Commissions, and the public. Members shall not interfere with the administrative 
functions of the City or direct, supervise, discipline, assign work to, or interfere with City 
Staff, except as authorized by the City Code, adopted Council policy, or state law.  
 

(13) Independence of Boards, Committees and Commissions.  
Members shall respect the independent advisory, administrative, and quasi-judicial roles 
of City boards, committees, and commissions and shall not use their office to unduly 
influence members of City boards, committees, or commissions or lobby members 
regarding matters pending before them. This section does not prohibit Members from 
attending public meetings, responding to factual questions, making referrals through 
proper channels, or communicating official Council policy when authorized. In quasi-
judicial matters, Members shall not have ex parte communications and shall comply with 
all applicable due-process requirements.  

 
(14) Positive Workplace Environment.  

Members should make every effort to be cooperative and show mutual respect for the 
contributions made by each individual for the good of the community. Members shall not 
retaliate against City employees for truthful participation in ethics investigations. 

 
(15) Social Media. Members using social media (i.e., Facebook, Twitter, YouTube, 

blogs, message boards, chat rooms, electronic newsletters, online forums, social 
networking sites, etc.) in an official capacity, or in a manner reasonably likely to be 
understood as speaking for the City, shall do so in accordance with all applicable laws, 
City policies, public records requirements, confidentiality obligations, and anti-
harassment rules. While using social media, members shall not disclose confidential 
information, knowingly make false statements of official City action, use City resources 
for campaign purposes, threaten or harass City employees or members of the public, or 
represent personal views as official City positions.  

 
Sec. 1-3-71. JURISDICTION OF COUNCIL FOR VIOLATIONS UNDER THIS CODE. 
 
Allegations that a Member violated the South Carolina Ethics Reform Act, campaign finance law, 
lobbying law, statement of economic interests requirements, or other state ethics provisions may 
be referred to or filed with the South Carolina State Ethics Commission or other appropriate 
authority. Nothing in this Code limits the jurisdiction of the State Ethics Commission, the Attorney 
General, a solicitor, a court, or any other state authority. Further, nothing in this Code grants 
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authority or jurisdiction to Council over matters within the jurisdiction of the State Ethics 
Commission, the Attorney General, a solicitor, a court, or any other state authority. 
 
Allegations that a Member violated this Code of Ethics Ordinance, but that do not require 
determination of a state law violation, may be processed under the procedures set forth herein. 
 
Sec. 1-3-72. RECEIPT OF COMPLAINTS. 
 
Complaints against Members for violations of this Code of Ethics Ordinance, shall be filed with 
the City Clerk provided, however, to discourage the filing of ethics complaints solely for political 
purposes, complaints will not be accepted against a person seeking election as a Member, 
whether currently serving as a Member or not, during the 75-day period before an election in 
which the candidate is running, provided that nothing in this section limits the right to file a 
complaint with the State Ethics Commission, seek judicial relief, or report suspected criminal 
conduct to the appropriate authority.  The time for filing complaints will not run during this 
period.  Properly filed complaints will be accepted and processed after the 75-day period has 
expired.  
 

(a) No action may be taken on any complaint for violations under this Code of Ethics 
Ordinance that is filed later than one (1) year after a violation of this section is alleged to 
have occurred, and a complaint alleging a violation must be filed within six (6) months 
from the date the complainant knew or should have known of the action alleged to be a 
violation. No proceedings under this article shall be instituted or prosecuted after the 
earlier of: (i)  the expiration of the term of office of the person complained against; or 
(ii)   the resignation, death, vacancy, disqualification or withdrawal from office of the 
person against whom a complaint is filed. Nothing in this section limits the right to file a 
complaint with the State Ethics Commission, seek judicial relief, or report suspected 
criminal conduct to the appropriate authority. 

 
(b) A separate complaint shall be filed for each person alleged to have engaged in any activity 

violating this Ordinance even if the allegations arise from the same factual basis. Each 
complaint shall state: (i) a separate count for each alleged violation; (ii) the specific 
section of this Code of Ethics Ordinance alleged to be violated for each count; (iii) with 
specificity, the facts which are alleged to constitute the violation; and (iv) the 
documentary evidence which the charging party possesses. Copies of said documentary 
evidence shall be attached to the complaint as exhibits. 
 

(c) All complaints shall contain an oath that the facts set forth therein are true and correct 
to the best of the complainant’s knowledge in substantially the following form: 
 
STATE OF SOUTH CAROLINA 
COUNTY OF CHARLESTON 

 
AFFIDAVIT 

 
Personally appeared before the undersigned officer duly authorized to administer oaths, 
(Name of person filing complaint), who after being duly sworn states as follows: 
 

1. I have read the foregoing Ethics Complaint and the facts stated therein are  
true and correct to the best of my knowledge and belief. 
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2. I affirm that the allegations contained in the complaint are based upon 

personal knowledge, credible information, or documents reasonable believed 
to be authentic. 

 
Date of alleged violation: ___________ 

3.  
 
______________________________ 
(Signature of person filing complaint) 

 
Sworn to and subscribed before me this ____ day of _________, 20___. 
 
______________________________ 
Notary Public" 
 
 
 

(d) Upon receipt of a complaint, the City Clerk will deliver a copy of the complaint to the City 
Administrator. 

 
 
 
Sec. 1-3-73. APPOINTMENT OF HEARING OFFICER, SERVICE OF COMPLAINT, BURDEN OF 
PROOF. 
 

(a) All complaints filed hereunder shall be heard before a Hearing Officer who: (i) shall 
be a competent attorney at law of good standing in his or her profession, (ii) shall have 
at least five (5) years' experience in the practice of law, and (iii) shall not maintain an 
office within a ten (10) mile radius of the City of Isle of Palms, SC. The City Clerk shall 
maintain a listing, which shall be pre-authorized by City Council, of no less than five 
(5) qualified attorneys to serve as a Hearing Officer pursuant to this section.  Upon 
receipt of a properly verified complaint, the City Clerk shall draw names randomly 
from the listing of qualified Hearing Officers and appoint the first one who is available 
to serve in the matter. 
 
(b) Original pleadings shall be filed with the City Clerk and the City Clerk shall cause 

the complaint to be served on the member charged as soon as practicable but in 
no event later than seven (7) calendar days after receipt of a verified complaint. 
Service may be by personal service, by certified mail, return receipt requested or 
by overnight delivery. 
 

(c) In all proceedings under this section, the Hearing Officer shall determine whether 
a violation of this Code of Ethics Ordinance has been established by a 
preponderance of the evidence. Proceedings under this Code shall have no 
bearing on liability under the South Carolina Ethics, Government Accountability, 
and Campaign Reform Act, criminal liability, criminal penalties, or any other 
provision under state or federal law.  

 
Sec. 1-3-74. HEARING. 
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(a) The member charged in the Complaint shall have fifteen (15) calendar days to file 
an answer to the complaint provided, however, the member charged shall have 
no obligation to file an answer to any complaint. 

(b) Upon the expiration of the fifteen (15) calendar day answer period, the Hearing 
Officer shall review the complaint and answer, if any, to determine: (i) whether 
the complaint is in conformity of the requirements of Section 3 above, (ii) whether 
upon consideration of the complaint and answer, the complaint is unjustified, 
frivolous, patently unfounded, or (iii) whether upon consideration of the 
complaint and answer, the complaint demonstrates facts sufficient to invoke 
disciplinary jurisdiction as set forth in this Ordinance.  

(c) If the complaint fails based upon the requirements of the foregoing subsection 
(b), the Complaint shall be dismissed stating the basis for said dismissal. If the 
dismissal is based upon the failure to comply with Sections 3(d) or 3(e), the 
Complaining party shall have fifteen (15) calendar days to refile the complaint 
correcting the defect. If the corrected complaint is not filed within said fifteen (15) 
calendar day period, the Complaint shall be dismissed.  

(d) Upon a determination that the complaint should not be dismissed pursuant to the 
foregoing subsection (c), the Hearing Officer shall be empowered to collect 
evidence and information concerning any complaint and to add the findings and 
results of its investigations to the file containing such complaint. In furtherance of 
this investigation, the Hearing Officer may: 

(i) Seek such further information from the complainant or the 
member charged through inquiry or written questions, provided, 
however the member charged shall have no obligation to answer 
any inquiries, or  

(ii) Conduct a hearing regarding the allegations set forth in the 
complaint. At any hearing, the member who is the subject of 
inquiry shall have the right: (i) to representation by counsel at all 
stages of these proceedings, (ii) to written notice of the hearing at 
least ten (10) calendar days before the first hearing, (iii) to hear and 
examine the evidence and witnesses and, (iv) to submit evidence 
and call witnesses to oppose or mitigate the allegations. In all 
hearings held under this section, the procedures and rules of 
evidence applicable in civil cases shall apply. 

(e) All investigations under this section shall be completed within a reasonable time, 
but not to exceed sixty (60) calendar days of the filing of the complaint, unless 
otherwise agreed by the complainant or the member charged. Should the 
investigation not be completed in said period or in a period as otherwise agreed, 
the complaint will be deemed dismissed as a failure to state facts sufficient to 
invoke the disciplinary jurisdiction of the City Council. Within seven (7) calendar 
days of the completion of the investigation, the Hearing Officer shall: 

(i) dismiss the complaint on the grounds that it is unjustified, frivolous, 
patently unfounded, or that it fails to state facts sufficient to invoke 
the disciplinary jurisdiction of the City Council; or 

(ii) prepare a report of findings and recommendations to the Mayor and 
City Council.  

(iii) Should the Hearing Officer determine to submit a report in the matter, 
the report shall consist of: (1) a written finding of facts; (2) a 
determination as to whether the complaint establishes by a 
preponderance of evidence that a violation has been committed, and 
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if so, the specific violation and evidence supporting the same, and (3) 
a recommendation regarding the punishment for such violation (public 
or private reprimand or censure by City Council). 

(iv) The Hearing Officer’s written determination of findings and 
recommendations shall be delivered to the City Clerk who shall provide 
a copy to the City Administrator, the Mayor and Council and serve a 
copy on the complainant and member charged by personal service, 
email, by certified mail, return receipt requested, or by overnight 
delivery. 

Sec. 1-3-75. REPORT TO MAYOR AND COUNCIL. 

(a) Upon receipt of findings and recommendations from the Hearing Officer, the 
Mayor and Council shall, within 45 days after receipt of the Hearing Officer’s 
report: 
(i) by a majority, vote to accept the Findings and Recommendations of the 

Hearing Officer. 
(ii) by a majority, vote to accept the findings of fact and reject the 

recommended discipline instead substituting its own discipline. 
(iii) by a majority, vote to reject the findings and recommendations and  

dismiss the complaint.  
(b) If the subject of the complaint is the Mayor or any councilmember, he/she will 

not be allowed to vote.   
 
Sec. 1-3-76. IMPLEMENTATION. 
This Ordinance shall be included in the regular orientations for candidates elected to City Council 
and newly appointed members to Boards and Commissions.  

12



- CODE OF ORDINANCES 
Title 1 - GOVERNMENT AND ADMINISTRATION 

CHAPTER 10. PURCHASING PROCEDURES 
 
 

 
Isle of Palms, South Carolina, Code of Ordinances    Created: 2026-01-06 12:52:57 [EST] 
(Supp. No. 27) 

 
Page 1 of 13 

CHAPTER 10. PURCHASING PROCEDURES1 

Sec. 1-10-1. Purchasing agent; specified duties. 

The City Administrator or City Administrator's designee shall serve as the Purchasing Agent for the City. The 
Purchasing Agent shall be responsible for and supervise:  

(a) The purchase of supplies, materials and equipment and contractual services required by any office, 
department or agency of the City.  

(b) The storage and distribution of all supplies, materials and equipment required by any office, 
department or agency of the City.  

(c) Establishing written specifications, whenever practicable, for supplies, materials and equipment 
required by any office, department or agency of the City. Such specifications shall be definite and 
certain.  

(d) Maintaining, whenever practicable, a perpetual inventory record of all materials, supplies or 
equipment stored in storerooms or warehouses.  

(e) Obtaining as full and open competition as practical on all purchases, contracts and sales.  

(Ord. No. 2017-01, § 1, 2-28-2017) 

Sec. 1-10-2. Formal contract procedure. 

Except as otherwise provided herein, all expenditures exceeding $25,000.00 shall be made by formal written 
contract. Any expenditure not exceeding the amount of $25,000.00 may be made in accordance with small 
purchase procedures promulgated by the Purchasing Agent; provided, however, that no contract or purchase shall 
be subdivided to avoid the requirements of this section.  

(Ord. No. 2017-01, § 1, 2-28-2017) 

Sec. 1-10-3. Approval of expenditures, sales and contract assignments. 

(a) Council approval shall be required for the following expenditures, sales and contract assignments:  

(1) Unbudgeted expenditures in excess of $10,000.00;  

(2) All expenditures in excess of $25,000.00;  

(3) All sales of personal property when the estimated value exceeds $10,000.00; and  

(4) Assignments of contracts in excess of $10,000.00.  

 

1Editor's note(s)—Ord. No. 2017-01, § 1, adopted Feb. 28, 2017, repealed the former Ch. 10, §§ 1-10-1—1-10-15, 
and enacted a new Ch. 10 as set out herein. The former Ch. 10 pertained to similar subject matter and 
derived from Ord. No. 2004-2, § 1(1-10-1—1-10-15), adopted April 27, 2004; Ord. No. 2005-1, § 1, adopted 
March 22, 2005; and Ord. No. 2013-11, § 1, adopted Oct. 22, 2013.  
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(b) The Purchasing Agent may authorize the following expenditures, sales and contract assignments without 
Council approval:  

(1) All expenditures of $10,000.00 or less;  

(2) Purchases of gasoline, which otherwise comply with the terms of this chapter, in amounts not to 
exceed $25,000.00;  

(3) All sales of personal property when the estimated value is $10,000.00 or less; and  

(4) Assignments of contracts that are $10,000.00 or less.  

(c) The Purchasing Agent may also authorize any budgeted expenditure approved in the current fiscal year's 
budget, where the price does not exceed the budget estimate by more than ten percent (10%), if the total 
expenditure does not exceed $25,000.00. The Purchasing Agent shall submit a report of the expenditure to 
City Council which shall be entered in the minutes of Council.  

(Ord. No. 2017-01, § 1, 2-28-2017) 

Sec. 1-10-4. Competitive procurement requirements; exceptions. 

(a) When required. 

(1) Expenditures of $5,000.00 or less: Competitive procurement is not required for expenditures of 
$5,000.00 or less if prices are considered by the Purchasing Agent or Department Head to be fair and 
reasonable.  

(2) Expenditures exceeding $5,000.00: Before any purchases or contracts for supplies, materials, 
equipment or services exceeding $5,000.00 are made, the Purchasing Agent or Department Head shall 
give reasonable opportunity for competitive procurement.  

(i) For purchases or contracts in excess of $5,000.00 but not more than $10,000.00, the Purchasing 
Agent or Department Head shall obtain either verbal or written competitive price quotes from at 
least two (2) vendors, unless only one (1) vendor is available. Informal quotes may be accepted 
verbally or via email, provided that the Purchasing Agent or Department Head retains 
appropriate documentation consisting of the name of the vendor, price quote, name of vendor's 
representative providing the quote, and the date of quote.  

(ii) For purchases or contracts in excess of $10,000.00 but not more than $25,000.00, the Purchasing 
Agent or Department Head shall obtain at least three (3) informal written bids, unless three (3) 
vendors are not available. Informal written bids may be accepted via email.  

(iii) Purchases or contracts in excess of $25,000.00 shall be awarded pursuant to the formal 
competitive sealed bidding or competitive sealed proposals methods as provided in section 1-10-
5, unless otherwise provided in this chapter.  

(3) No contract or purchase shall be subdivided to avoid the competitive procurement requirements of 
this section.  

(4) The Purchasing Agent or City Council has the authority to cancel a request for bids or proposals or 
other solicitation, and to reject any or all bids or proposals in whole or in part, and to waive 
informalities or irregularities in bids or proposals received when it is determined to be in the best 
interest of the City.  

(b) Exceptions. 
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(1) In the event of any emergency affecting the public welfare, health or safety, the competitive 
procurement requirements of this section shall not apply. A full report of any emergency purchase shall 
be filed by the Purchasing Agent with City Council and shall be entered in the minutes of Council.  

(2) The competitive procurement requirements of this section shall not apply to the procurement of 
professional services where the person employed is customarily employed on a fee basis rather than by 
competitive bidding such as legal, medical, consulting, appraiser, auditor or accounting services. The 
Purchasing Agent may secure professional services by direct negotiation and selection, taking into 
account the type of services required, the proximity (location) of the professional providing the 
services, the capability of the professional to produce the required service within a reasonable time, 
past performance, and the ability to meet budget requirements. Nothing herein shall be deemed to 
prohibit the City from using competitive procurement procedures for professional services if City 
Council determines it is in the best interests of the City.  

(3) The following types of expenditures are exempt from the competitive procurement requirements of 
this section:  

(i) Utilities including gas, electric, water and sewer;  

(ii) Information technology;  

(iii) Maintenance and repairs to vehicles, machinery or equipment necessary in providing an essential 
City service;  

(iv) Maintenance or service contracts which are made with the manufacturer or authorized service 
agent;  

(v) Replacement parts of existing equipment supplied by the original equipment manufacturer or 
authorized dealer;  

(vi) Routine, recurring purchases (e.g., office supplies);  

(vii) Works of art and holiday decorations for public display;  

(viii) Competitive online bidding, including, but not limited to, reverse auctions.  

(ix) Corrective work necessary for repairing or replacing faulty or defective workmanship, design or 
materials, as determined by the Purchasing Agent.  

(4) An expenditure may be made without competitive procurement when the Purchasing Agent 
reasonably determines that there is only one (1) qualified source for the required goods or services, or 
that a particular source has a unique ability or knowledge with respect to the required goods or 
services, or when there is only one (1) source which is compatible with existing equipment, software, 
systems, or services and the Purchasing Agent sets forth such determination and the basis therefor in a 
written statement submitted to City Council and entered in the minutes of Council.  

(5) An expenditure may be made without competitive procurement when an item is required for trial use 
or testing. The Purchasing Agent shall set forth such determination and the basis therefor in a written 
statement submitted to City Council and entered in the minutes of Council.  

(6) The Purchasing Agent may obtain goods and services from an awarded bidder in a competitive bidding 
process utilized within the preceding twelve (12) months by another political subdivision of the state 
for substantially the same goods or services when the Purchasing Agent has good reason to believe 
that the awarded bidder is the lowest qualified bidder at the time the City obtains such goods and 
services.  

(7) Competitive procurement shall not be required for goods and services purchased through a state 
contract awarded by the purchasing division of the State of South Carolina, or when an item that is 
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equivalent or superior to a state contract item is purchased at a price equal to or less than the state 
contract price.  

(8) An expenditure may be made without competitive procurement when it is determined by the 
Purchasing Agent that the expenditure is critical to the City and time does not permit for solicitation or 
resolicitation in accordance with the procedures set forth in this chapter. The Purchasing Agent shall 
set forth such determination and the basis therefor in a written statement submitted to City Council 
and entered in the minutes of Council.  

(9) The approval requirements set forth in section 1-10-3 shall apply to the expenditures listed in each 
exception hereinabove; provided, however, that City Council approval shall not be required for 
emergency purchases pursuant to paragraph (b)(1) of this section.  

(Ord. No. 2017-01, § 1, 2-28-2017; Ord. No. 2018-12, §§ 1—3, 7-24-2018) 

Sec. 1-10-5. Methods of source selection. 

(a) Definitions. 

(1) Request for information (RFI) shall mean an informal request for information on potential vendors or 
service providers to determine what products and services are available and the capabilities of the 
vendors/providers in terms of offerings and strengths for the purpose of developing a future 
procurement process, developing strategy, and/or building a database. The RFI is not a procurement 
method and does not result directly in the award of a contract. In the event that sufficient information 
is received, the City may, but is not obligated to, initiate a competitive bidding opportunity. No 
contractual obligation whatsoever on behalf of the City shall arise from the RFI process.  

(2) Request for bids (RFB) shall mean a formal request to prospective vendors soliciting price quotations or 
bids.  

(3) Request for proposals (RFP) shall mean a formal solicitation for proposals based on a generalized scope 
of work with contract award to the responsible person(s) submitting the most advantageous and 
responsive proposal.  

(4) Request for qualifications (RFQ) shall mean a formal solicitation for professional/technical capabilities.  

(b) Request for information (RFI). A request for information may be used prior to the issuance of a request for 
bids (RFB), request for proposals (RFP), or request for qualifications (RFQ) for any contract for City 
improvements, materials, equipment, or services costing more than $25,000.00, if requested by City Council.  

(c) Competitive sealed bidding. 

(1) Conditions for use. Except as otherwise provided in this chapter, all contracts for City improvements, 
materials, equipment, or services costing more than $25,000.00 shall be awarded by competitive 
sealed bidding.  

(2) Request for bids (RFB). A request for bids shall be issued and shall include a purchase description, and 
all contractual terms and conditions applicable to the procurement.  

(3) Public notice. Public notice of the invitation for bids shall be published in a newspaper of general 
circulation in the City and on the City's website at least five (5) days before the last day set for receipt 
of bids. The newspaper notice required herein shall include a general description of the articles or 
services to be purchased, state where bid forms and specifications may be secured, and the time and 
place for opening of sealed bids. In the event that, after advertising as aforesaid, no bids are received, 
the Purchasing Agent shall, with approval of the City Council, solicit bids by mail, telephone, 
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newspaper, posting on the City's website, or by any other reasonable manner to secure responsible 
bidders.  

(4) Sealing. Bids shall be submitted to the Purchasing Agent securely sealed in an envelope, and shall be 
identified on the envelope in accordance with bid instructions.  

(5) Opening. Bids shall be opened in public in the presence of one (1) or more witnesses at the time and 
place stated in the public notices.  

(6) Tabulation. A tabulation of all bids received shall be available for public inspection.  

(7) Rejection of bids. The Purchasing Agent or City Council has the authority to reject all bids, parts of all 
bids, or all bids for any one (1) or more supplies or contractual services included in the proposed 
contract.  

(8) Bidders in default to City. The Purchasing Agent shall not accept the bid of a vendor or contractor who 
is delinquent in the payment of taxes, licenses, or other monies due to the City.  

(9) Right to waiver. The City has the right, but not the obligation, to waive informalities or irregularities in 
a bid received and allow the bid to be considered.  

(10) Bid instructions. Bid instructions shall be prepared or approved by the Purchasing Agent. In the event 
of a conflict between the bid instructions and this chapter, the provisions of this chapter shall control.  

(11) Pre-qualification. When it is considered impracticable to initially prepare a purchase description to 
support an award based on price, an invitation for proposals may be issued requesting the submission 
of unpriced offers to be followed by an invitation for bids complete with cost and pricing information 
limited to those bidders whose offers have been qualified under the criteria set forth in the first 
solicitation.  

(12) Award. Contracts shall be awarded to the lowest responsible bidder. In determining the lowest 
responsible bidder, in addition to price, the Purchasing Agent and City Council shall consider:  

(i) The ability, capacity and skill of the bidder to perform the contract or provide the service 
required;  

(ii) Whether the bidder can perform the contract or provide the service promptly, or within the time 
specified, without delay or interference;  

(iii) The character, integrity, reputation, judgment, experience and efficiency of the bidder;  

(iv) The quality of performance of previous contracts or services;  

(v) The previous and existing compliance by the bidder with laws and ordinances relating to the 
contracts or services;  

(vi) The sufficiency of the financial resources and ability of the bidder to perform the contract or 
provide the service;  

(vii) The quality, availability and adaptability of the supplies or contractual services to the particular 
use required;  

(viii) The ability of the bidder to provide future maintenance and service for the use of the subject of 
the contract;  

(ix) The number and scope of conditions attached to the bid;  

(x) The ability of the bidder to meet the specifications or to offer an acceptable alternative 
equivalent.  
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(13) Award to other than low bidder. When the award is not given to the lowest bidder, a full and complete 
statement of the reasons for same shall be prepared or approved by the Purchasing Agent, filed with 
the documents relating to the transaction, and held for a period of not less than three (3) years.  

(14) Tie bids. If two (2) or more bidders submit the low bid, quality and service being equal, the contract 
shall be awarded to the local bidder. If two (2) or more of such bids are submitted by local bidders, the 
contract shall be awarded to one (1) of the local bidders by drawing lots in public. If local bidders are 
not involved in the tie bids, the Purchasing Agent shall award the contract to one (1) of the outside tie 
bidders by drawing lots in public.  

(15) Bid deposits. The Purchasing Agent or City Council shall have the authority to require a bid deposit, 
which shall be prescribed in the public notices inviting sealed bids. Upon entering into a contract, 
bidders shall be entitled to return of a required bid deposit. The City shall retain a successful bidder's 
bid deposit upon failure of bidder to enter into a contract within thirty (30) days after the award; 
provided, however, that the City Council, in its sole discretion, may waive this forfeiture.  

(16) Performance bonds. The Purchasing Agent or City Council shall have the authority to require a 
performance bond before entering into a contract, in such form and amount as the Purchasing Agent 
or City Council deems reasonably necessary to protect the best interest of the City. The requirement of 
a performance bond shall be stated in any bid instructions.  

(17) Payment bond/labor and material bond. The Purchasing Agent or City Council may require a payment 
bond and labor and material bond, before entering into a contract, in such form and amount as the 
Purchasing Agent deems reasonably necessary to protect the best interest of the City. The 
requirements of such bonds shall be stated in any bid instructions.  

(18) Negotiations authorized. 

(i) Generally, sealed bids are not negotiated, but in the event that all bids are rejected because of 
the amount of the bid, the Purchasing Agent is authorized in situations where the City's best 
interest precludes resolicitation of bids of a reduced scope, to negotiate an adjustment in the bid 
price of the lowest responsible bidder, including changing the bid specifications, in order to bring 
the bid within the amount of funds deemed by the Purchasing Agent or City Council to be 
available for the contract. If such negotiations are unsuccessful, the Purchasing Agent is 
authorized to enter into new negotiations with the next lowest responsible bidder, and likewise 
the third and sequential bidders until a bid price acceptable to the City is obtained. If the 
Purchasing Agent is unsuccessful in the first round of negotiations, negotiations may be reopened 
with any bidder with whom negotiations have occurred. If a contract is still not able to be 
negotiated, the scope of the request for bids may be changed in an effort to reduce the cost to a 
fair, reasonable and acceptable amount and all responsive bidders must be allowed to submit 
their best and final offers/bids.  

(ii) When all bids received are rejected and are not successfully negotiated as provided by subsection 
(ii) of this section and it is determined by the Purchasing Agent or City Council that time or other 
circumstances will not permit the delay required to resolicit competitive sealed bids, a contract 
may be negotiated provided that:  

1. Each responsible bidder who submitted a bid under the original solicitation is notified of 
the determination and is given reasonable opportunity to negotiate;  

2. The negotiated price is lower than the lowest rejected bid by any responsible and 
responsive bidder under the original solicitation; and  

3. The negotiated price is the lowest negotiated price offered by any responsible and 
responsive bidder.  
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(d) Competitive sealed proposals. 

(1) Conditions for use. When the Purchasing Agent determines in writing that the use of competitive 
sealed bidding is either not practicable or not advantageous to the City, a contract for City 
improvements, materials, equipment, or services costing more than $25,000.00 may be awarded by 
competitive sealed proposals.  

(2) Request for proposals (RFP). Proposals shall be solicited through a formal request for proposals.  

(3) Public notice. Public notice of the request for proposals shall be given in the same manner as provided 
for competitive sealed bidding.  

(4) Sealing. Proposals shall be submitted to the Purchasing Agent securely sealed in an envelope, and shall 
be identified on the envelope in accordance with the instructions in the request for proposals.  

(5) Proposal opening. Proposals shall be publicly opened in the presence of one (1) or more witnesses at 
the time and place stated in the public notices. Only the names of the offerors shall be disclosed at the 
proposal opening. Contents of competing offerors shall not be disclosed during the process of review 
and discussions. Proposals shall be for public inspection after contract award. Proprietary or 
confidential information marked as such in each proposal shall not be disclosed without written 
consent of the offeror. Late proposals shall neither be opened nor considered for award; however, the 
name and address of the late offeror and the time of attempted delivery shall be recorded wherever 
practicable.  

(6) Rejection of bids. The Purchasing Agent or City Council has the authority to reject all proposals, parts of 
all proposals, or all proposals for any one (1) or more supplies or contractual services included in the 
proposed contract.  

(7) Bidders in default to City. The Purchasing Agent shall not accept the proposal of a vendor or contractor 
who is delinquent in the payment of taxes, licenses, or other monies due to the City.  

(8) Right to waiver. The City has the right, but not the obligation, to waive informalities or irregularities in 
a proposal received and allow the proposal to be considered.  

(9) Discussion with responsible offerors and revisions to proposals. As provided in the request for 
proposals, discussions may be conducted with responsible offerors who submit proposals determined 
to be reasonably susceptible of being selected for award for the purpose of clarification to assure full 
understanding of, and responsiveness to, the solicitation requirements. Offerors shall be accorded fair 
and equal treatment with respect to any opportunity for discussion and revision of proposals, and such 
revisions may be permitted after submissions and prior to award for the purpose of obtaining best and 
final offers. In conducting discussions, there shall be no disclosure of any information derived from 
proposals submitted by competing offerors.  

(10) Evaluation factors. The request for proposals shall state the evaluation factors and, if necessary, the 
relative importance of price and of each other evaluation factor.  

(11) Negotiations with preferred offeror. After proposals have been evaluated, negotiations may be held 
with the preferred offeror in an effort to reach terms advantageous to the City. Notwithstanding this 
provision, requests for proposals may incorporate contract terms to which all offerors shall be 
expected to adhere.  

(12) Award. Award shall be made to the responsible offeror whose proposal is determined in writing to be 
most advantageous to the City taking into consideration the evaluation factors set forth in the request 
for proposals and any addenda thereto. No other factors or criteria shall be used in the evaluation. The 
contract file shall contain the basis on which the award is made.  
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(13) Performance bonds. The Purchasing Agent or City Council shall have the authority to require a 
performance bond before entering into a contract, in such form and amount as the Purchasing Agent 
or City Council deems reasonably necessary to protect the best interest of the City. The requirement of 
a performance bond shall be stated in the request for proposal.  

(14) Payment bond/labor and material bond. The Purchasing Agent or City Council may require a payment 
bond and labor and material bond, before entering into a contract, in such form and amount as the 
Purchasing Agent deems reasonably necessary to protect the best interest of the City. The 
requirements of such bonds shall be stated in the request for proposal.  

(Ord. No. 2017-01, § 1, 2-28-2017) 

Sec. 1-10-6. Construction contracting. 

(a) The Purchasing Agent may recommend the appropriate method of construction contracting for a particular 
project. In determining which method to recommend, the Purchasing Agent shall consider the City's 
requirements, the scope of the project, its resources, and the potential contractor's capabilities.  

(b) City Council finds that certain non-traditional means of public construction project management, such as 
construction management services, design-build services, or turnkey management services, can be in the 
best interests of the City in certain circumstances. Such services allow for the selection of a single business to 
perform and manage the complete design and construction of a project. Therefore, the following methods 
may be employed under the following circumstances:  

(1) The Purchasing Agent shall have the discretion to use construction management services, design-build 
services, or turnkey management services as alternatives for construction contracting administration. 
In exercising such discretion, the Purchasing Agent shall consider the method which, in the Purchasing 
Agent's discretion, is the most advantageous to the City and will result in the most timely, economical, 
and successful completion of the construction project.  

(2) If the Purchasing Agent determines that the use of construction management services, design-build 
services or turnkey management services is the most advantageous means of securing the construction 
contracting administration as set forth in paragraph (b)(1) of this section, and the amount of services to 
be secured thereby is anticipated to exceed $500,000.00, the selection of the method of construction 
contracting administration shall be submitted for review to the Ways and Means Committee of City 
Council. Within fifteen (15) days after notice of such review, an interested party shall submit to the 
Ways and Means Committee written comments which set forth the position of the party with respect 
to the decision as to which construction contracting method to use. At the next meeting of the 
Committee, which shall not occur until after at least fifteen (15) days following notice of such review, 
those who submitted comments may address the Committee. Following the meeting of the 
Committee, if City Council does not reject the selection of this method, the construction contracting 
administration shall be secured in the manner set forth in paragraph (b)(3) of this section.  

(3) The City shall use the competitive sealed proposal method set forth in this chapter for the purposes of 
procuring construction management services, design build services, or turnkey management services 
or any other similar type of construction management contract. The Purchasing Agent may retain 
outside consulting services to prepare such requests for proposals. The request for proposals for any of 
these services shall set forth the criteria which the City will be using to select the successful proposal.  

(Ord. No. 2017-01, § 1, 2-28-2017) 
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Sec. 1-10-7. Architect-engineering services. 

(a) Definition. As used in this section "architect-engineering services" shall mean those professional services 
associated with the practice of architecture, professional engineering, landscape architecture, and interior 
design pertaining to construction, as defined by the laws of this State, as well as incidental services that 
members of these professions and those in their employ may logically or justifiably perform, including 
studies, investigations, surveys, evaluations, consultations, planning, programming conceptual designs, plans 
and specifications, cost estimates, inspections, shop drawing reviews, sample recommendations, preparation 
of operating and maintenance manuals, and other related services.  

(b) Request for qualifications (RFQ). Contracts shall be awarded by request for qualifications for architect-
engineering services.  

(c) Public announcement. It is the policy of the City to publicly announce all requirements for architect-
engineering services through a request for qualifications and to negotiate such contracts on the basis of 
demonstrated competence and qualification at fair and reasonable prices. In the procurement of such 
services, the Purchasing Agent shall request firms to submit a statement of qualifications and performance 
data.  

(d) Selection process. When practicable, the Purchasing Agent shall conduct discussions with no less than three 
(3) firms regarding the contract and shall select from among them no less than three (3) of the firms deemed 
most qualified to provide the required services. The selection shall be made in order of preference, based on 
criteria established by the Purchasing Agent.  

(e) Negotiation. The Purchasing Agent shall negotiate a contract with the highest qualified firm for architect-
engineering services at a compensation which is considered to be fair and reasonable to the City. In making 
this decision, the Purchasing Agent shall take into account the established value, the scope, the complexity, 
and the professional nature of the services to be rendered. If a satisfactory contract cannot be negotiated 
with the firm considered to be most qualified, negotiations with that firm shall be formally terminated. The 
Purchasing Agent shall then undertake negotiations with the second most qualified firm. Failing accord with 
the second most qualified firm, the Purchasing Agent shall formally terminate negotiations. The Purchasing 
Agent shall then undertake negotiations with the third most qualified firm. Should the Purchasing Agent be 
unable to negotiate a contract with any of the selected firms, the Purchasing Agent shall select additional 
firms in order of their competence and qualifications, and the Purchasing Agent shall continue negotiations 
in accordance with this section until an agreement is reached unless it is determined by the Purchasing Agent 
that in the best interests of the City, the process should be terminated or modified.  

(Ord. No. 2017-01, § 1, 2-28-2017) 

Sec. 1-10-8. Multi-term contracts. 

Unless otherwise provided by law, a contract for supplies or services may be entered into for any period of 
time deemed to be in the best interest of the City, provided the term of the contract and conditions of renewal or 
extension, if any, are included in the original solicitation and funds are available for the first fiscal period at the 
time of contracting. When funds are not appropriated or otherwise made available to support continuation of 
performance in a subsequent fiscal period, the contract shall be canceled with no penalty to the City and such 
condition shall be included as a provision of the multi-term contract.  

(Ord. No. 2017-01, § 1, 2-28-2017) 
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Sec. 1-10-9. Additional projects completed under existing contract terms. 

Contracts may be awarded on projects without additional open competition and formal solicitation when:  

(a) The Purchasing Agent determines that it is a like and similar project to a project under a current 
contract which was the subject of open competition and formal solicitation by competitive sealed 
bidding or request for proposals, or was entered into by sole source in accordance with this chapter; 
and  

(b) The Purchasing Agent determines that it is the method most practicable and advantageous to the City; 
and  

(c) The Purchasing Agent determines that the project and scope of the project were identified with 
reasonable certainty in previous open competition or formal solicitation to ensure fair notice of 
potential additional work being the subject of the competition or solicitation and that there was fair 
competition to potential contractors; and  

(d) The Purchasing Agent sets forth such determination and the basis therefor in a written statement 
submitted to City Council and entered in the minutes of Council.  

(Ord. No. 2017-01, § 1, 2-28-2017) 

Sec. 1-10-10. Appeals. 

Any actual or prospective bidder, offeror, contractor or subcontractor who is aggrieved in connection with 
the solicitation or award of a contract may appeal the award to the City Council. The appeal, setting forth the 
grievance, shall be submitted in writing to the Purchasing Agent within fifteen (15) days after such aggrieved 
person knew or should have known of the facts giving rise thereto.  

(a) Hearing. City Council shall convene and shall review and hear comments from the appellant and any 
other party intervening. The City Council's authority shall be rendered in a manner consistent with this 
chapter.  

(b) Decision. The Purchasing Agent shall give written notice of City Council's decision to the appellant 
within twenty (20) days of the rendering of the decision. City Council's decision shall state the reasons 
for the action taken.  

(c) Finality of decision. A decision rendered herein is considered final and conclusive. Such a decision is the 
final administrative review and the decision of the City which can be appealed to the County Court of 
Common Pleas.  

(d) Limitation of damages; reimbursement for reasonable costs. If an aggrieved bidder demonstrates to 
City Council, by a preponderance of the evidence, that such bidder should have been awarded a 
contract pursuant to this chapter, but was not, then such bidder may petition City Council for 
reimbursement of its actual costs, not to exceed $5,000.00, incurred in connection with the 
solicitation, including bid preparation, which shall be such bidder's sole remedy at law or in equity for 
City's failure to award the contract to the bidder. Upon receipt of such petition, City Council may order 
the computation of a reasonable reimbursement amount and make such reimbursement as it deems 
equitable, including reimbursement of bid preparation costs, not to exceed the sum of $5,000.00.  

(Ord. No. 2017-01, § 1, 2-28-2017) 
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Sec. 1-10-11. Materials testing. 

The Purchasing Agent shall have the authority to require chemical and physical tests of samples submitted 
with bids and samples of deliveries which are reasonably necessary to determine their quality and conformance 
with the specifications. In the performance of such tests, the Purchasing Agent shall have the authority to make 
use of laboratory facilities of any agency of the City or any outside laboratory.  

(Ord. No. 2017-01, § 1, 2-28-2017) 

Sec. 1-10-12. Financial interest of city officials and employees prohibited. 

No member of City Council or any officer or employee of the City shall have a financial interest in any 
contract or in the sale to the City or to a contractor supplying the City of any land, material, supplies or services. 
Strict compliance with S.C. Code 1976, §§ 5-7-130 and 5-21-30 is required of all City officials and employees. Any 
violation of this section with the knowledge express or implied of the person or corporation contracting with the 
City shall render the contract voidable by the Purchasing Agent or City Council. All Councilmembers and City 
officials shall also comply with all applicable state ethics laws regarding such contracts. This section is not intended 
to prohibit the award of contracts to City employees at public auction for the sale of City personal property or 
surplus supplies which have become obsolete, unusable or unsuitable for public use, provided that such sales are 
conducted in accordance with the conditions and requirements set forth in the City personnel manual and in 
conformance with the provisions of this chapter.  

(Ord. No. 2017-01, § 1, 2-28-2017) 

Sec. 1-10-13. Surplus property, materials and supplies. 

(a) All departments of the City shall submit to the Purchasing Agent, at such times and in such form as the 
Purchasing Agent deems appropriate, reports showing stocks of all supplies which are no longer used or 
which have become obsolete, worn out or scrapped.  

(b) Upon the approval of the Purchasing Agent, surplus stock may be transferred to other offices, departments 
or agencies of the City.  

(c) Upon the approval of the Purchasing Agent, all surplus property, materials, or supplies which have become 
obsolete, unusable, or unsuitable for public use may be sold, exchanged, or traded in on new supplies.  

(d) When the estimated value is $10,000.00 or less, sales may be accomplished by any method that serves the 
best interest of the City as determined by the Purchasing Agent.  

(e) When the estimated value exceeds $10,000.00, sales shall be made to the highest responsible bidder after a 
properly noticed solicitation of bids/proposals or public auction; provided, however, that property may be 
sold directly to another governmental agency without bids or public auction upon the approval of the 
Purchasing Agent.  

(f) All proceeds received from such sales shall be paid to the appropriate fund of the City.  

(g) Surplus property, materials, or supplies may be donated to another governmental agency or nonprofit entity 
upon the approval of the Purchasing Agent if the estimated value is $10,000.00 or less or upon the approval 
of City Council if the estimated value exceeds $10,000.00.  

(Ord. No. 2017-01, § 1, 2-28-2017) 
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Sec. 1-10-14. Seized assets and unclaimed properties. 

All seized assets and unclaimed properties, including, but not limited to, cars, bicycles, jewelry and other 
miscellaneous items, shall be disposed of in one (1) of the following procedures, subject to the approval of the 
Chief of Police or the Chief's designee, and in accordance with state law and the general orders and protocols 
established by the Police Department:  

(a) The City may place the property within the regular operating inventory of the City for use by the City.  

(b) When the estimated value is $10,000.00 or less, sales may be accomplished by any method that serves 
the best interest of the City as determined by the Purchasing Agent.  

(c) When the estimated value exceeds $10,000.00, sales shall be made to the highest responsible bidder 
after a properly noticed solicitation of bids/proposals or public auction; provided, however, that 
property may be sold directly to another governmental agency without bids or public auction upon the 
approval of the Purchasing Agent.  

(d) All proceeds from such sales shall be paid to the appropriate fund of the City.  

(e) The property may be donated to another governmental agency or nonprofit entity upon the approval 
of the Purchasing Agent if the estimated value is $10,000.00 or less or upon the approval of City 
Council if the estimated value exceeds $10,000.00.  

(Ord. No. 2017-01, § 1, 2-28-2017) 

Sec. 1-10-15. Gifts and rebates. 

The Purchasing Agent and every other officer and employee of the City are expressly prohibited from 
accepting, directly or indirectly, from any person to which any purchase order or contract is, or might be awarded, 
any rebate, gift, money, or anything of value whatsoever, except where given for the use and benefit of the City.  

(Ord. No. 2017-01, § 1, 2-28-2017) 

Sec. 1-10-16. Cooperative and intergovernmental purchasing. 

The Purchasing Agent shall have the authority to join with other governmental units in cooperative 
purchasing plans and to enter into purchase contracts with other governmental units without the formality of 
publication and receiving competitive bids as otherwise required in this chapter when the best interest of the City 
would be served thereby.  

(Ord. No. 2017-01, § 1, 2-28-2017; Ord. No. 2018-12, § 4, 7-24-2018) 

Sec. 1-10-17. Compliance with federal requirements; compliance with disbursement and 
management requirements of financing documents. 

Where a procurement involves the expenditure of federal assistance or contract funds, the Purchasing Agent 
shall comply with such federal law and authorized regulations which are mandatorily applicable, and which are not 
presently reflected in this chapter. Notwithstanding where requirements within this chapter are more restrictive, 
such federal requirements shall be followed.  

Where a procurement involves the expenditure of funds, which are the proceeds of bonds or certificates of 
participation, or other financing instruments or documents, the Purchasing Agent shall comply with the terms of 
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such financing as they relate to the disbursement of funds and/or management of projects, insofar as such terms 
are mandatorily applicable and which are not presently reflected in this article. Notwithstanding where 
requirements within this chapter are more restrictive, such financing requirements shall be followed.  

(Ord. No. 2017-01, § 1, 2-28-2017) 

Sec. 1-10-18. Real property transactions. 

(a) The following rules shall apply to the purchase and sale of City-owned real property:  

(1) The City shall sell, contract to sell, acquire by purchase, exchange or gift, real property only upon 
approval of City Council. At least one (1) appraisal by a certified appraiser shall be received.  

(2) A public hearing may be held at the discretion of City Council, after reasonable public notice, prior to 
final Council action being taken to sell or contract to sell real property owned by the City. Sale of real 
property may not occur until approval of an ordinance upon second reading.  

(3) Subject to paragraph (5) below, the sale or other disposal of real property owned by the City shall be 
made pursuant to the request for proposals method.  

(4) Notwithstanding paragraph (1) above, the exchange of real property is to be permitted only after 
appraisal of both properties by two (2) certified appraisers, unless both the parties agree in writing to 
accept the appraisal results of one (1) certified appraiser.  

(5) City Council shall retain the authority to determine an appropriate alternative method for offering any 
City-owned real property for sale.  

(b) The following rules shall apply to the lease of real property by the City:  

(1) Subject to paragraph (3) below, the City shall contract to lease or sublease real property, or contract to 
lease real property owned by the City, only upon approval of City Council.  

(2) The request for proposals method may be used for the lease of real property owned by the City if City 
Council determines it is in the best interests of the City; provided, however, that renewals or 
amendments of existing leases shall not be subject to the request for proposals method.  

(3) A public hearing may be held at the discretion of City Council, after reasonable public notice, prior to 
final Council action being taken to contract to lease real property owned by the City. Lease of City-
owned real property may not occur until approval of an ordinance upon second reading.  

(Ord. No. 2017-01, § 1, 2-28-2017) 
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Sec. 1-3-20. Remote attendance at meetings. 

Members of City Council, and members of any City board, committee, commission, or advisory 
body established by the City, including but not limited to the Planning Commission, 
Accommodations Tax Advisory Committee (ATAX), Board of Zoning Appeals, and similar 
appointed or standing bodies, may participate in meetings through remote communication 
technology, including video conferencing platforms and telephonic technology, when 
circumstances reasonably prevent physical attendance or when remote participation is otherwise 
necessary or appropriate. Remote participation may be utilized for reasons including, but not 
limited to, illness, personal or family matters, employment or professional obligations, military 
service, travel, emergencies, weather events, or other circumstances that make in-person 
attendance impractical.  

For elected officials, remote participation is intended to supplement, and not replace, in-person 
attendance at meetings.Councilmembers may attend Council or committee meetings by using remote 
communication technology, including virtual meetings utilizing computer programs and telephonic technology, 
only in cases of personal emergencies, illness, or due to other exigent circumstances, and when the remote 
attendance is approved by the Mayor or the committee chair. Remote attendance shall be limited to situations 
that prevent physical attendance at meetings and not used as the primary method of meeting attendance.  

No individual member, chairperson, presiding officer, or elected official shall have unilateral 
authority to prohibit a member from attending remotely if the requirements of this section are 
satisfied. 

When remote attendance occursis permitted in accordance with this section, the following rules and 
procedures shall apply:  

a) Notice of remote attendance shall be provided to the City Clerk's office and whenas soon as reasonably 
practicable, and when possible, not less thanat least twenty-four (24) hours before the scheduled start 
time for the meeting. The City Clerk shall advise the Mayor and committee chair of the request. The 
reason for attending the meeting remotely shall be recorded record the remote participation in the 
minutes of the meeting.  

b) A quorum of the Councilmembers meeting body is physically present at the meeting place, and remain 
physically present throughout the meeting.  

c) The individual presiding over the meeting is physically present during the meeting.  

d) MCouncilmembers attending both in person and remotely, and persons in attendance at the meeting 
can hear all discussion and participate in the meeting as appropriate.  

e) Other than establishing a quorum, a member attending remotely shall be considered present for all 
purposes and shall possess the same voting rights, privileges, duties, and authority as members 
attending physically. A Councilmember attending remotely shall be considered present at the meeting, 
shall possess the same authority as Councilmembers who are physically present at the meeting, and 
their votes shall be considered valid.  

f) Other than establishing electronic or telephonic connections necessary for remote attendance, there 
shall be no communications between the Councilmember(s) attending remotely and other members of 
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bodyCouncil, unless such communication is part of the meeting, and can be heard by the members of 
the public in attendance.  

g) All of the comments, motions, and votes of the Councilmember(s) attending remotely must be capable 
of being recorded in the minutes of the meeting.  

h) Any meeting where a mCouncilmember is attending remotely shall be conducted in accordance with 
the requirements of the South Carolina Freedom of Information Act.  

i) Any member participating remotely during an executive session shall affirm prior to the 
commencement of executive session that no unauthorized person is present or able to hear the 
proceedings. Such affirmation shall be reflected in the meeting minutes. 

Any Councilmember attending a meeting remotely where an executive session is held shall, after the vote to 
go into executive session is approved, but prior to the convening of the executive session, declare that 
no other person is on the phone or is within a range that would allow matters to be discussed or 
considered to be heard. The City Clerk shall enter such declaration into the minutes of the meeting.  

(Ord. No. 2021-12, § 3, 9-28-2021) 
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City of Isle of Palms 
Request for Proposals (RFP 2026-__)  

“Recodification of City Code” 
 

 
1. Requirement. The City of Isle of Palms (“City”) is soliciting proposals from qualified 
firms to provide professional municipal code codification, recodification, supplementation, 
indexing, editing, and electronic publishing services for the City’s Code of Ordinances. 
 
The City currently maintains its Code of Ordinances through Municode and seeks proposals 
from qualified vendors to review, update, reorganize, supplement, publish, and maintain the 
Code in both electronic and printable formats. 
 
The selected firm shall provide all labor, materials, software, technical expertise, editing, legal 
formatting, indexing, hosting, and related services necessary to produce a professionally 
recodified municipal code. 
 
2. Background. The City of Isle of Palms is a South Carolina municipality operating under 
the laws of the State of South Carolina and the City’s Procurement Code. The City’s Code of 
Ordinances is currently hosted online and includes ordinances adopted over multiple years. The 
City desires to modernize and comprehensively recodify the Code to improve organization, 
usability, consistency, legal clarity, public accessibility, and administrative efficiency. 
 
The City anticipates entering into an agreement with a qualified firm experienced in municipal 
codification services for South Carolina local governments. 
 
3. Objectives. The objectives of this project include: 
 

1. Comprehensive review of the City’s existing Code of Ordinances; 
2. Incorporation of all ordinances adopted since the last codification update; 
3. Elimination of obsolete, repealed, superseded, duplicative, or conflicting provisions; 
4. Reorganization and renumbering of provisions where appropriate; 
5. Standardization of formatting, definitions, style, and references; 
6. Creation of a user-friendly searchable electronic code; 
7. Creation of a user-friendly searchable database of all scanned copies of historical 

ordinances to expand and replace the page found here:  
https://www.isleofpalms.gov/ordinances  

8. Preparation of editorial notes, cross-references, tables, and indexes; 
9. Compliance with applicable South Carolina statutory requirements; 
10. Provision of ongoing supplementation services following completion of the recodification 

project. 
 
4. Scope of work and services. The selected contractor shall provide, at a minimum, the 
following services: 
 
A. Initial Review and Project Assessment 
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The contractor shall: 
1. Review the City’s existing Code of Ordinances; 
2. Review ordinances adopted but not yet codified; 
3. Identify inconsistencies, duplications, conflicts, and obsolete provisions; 
4. Identify provisions requiring clarification, renumbering, or reorganization; 
5. Meet with City staff and the City Attorney as necessary to establish project goals and 

schedule. 
 

B. Legal Editing and Recodification 
 
The contractor shall: 

1. Prepare a comprehensive recodification draft; 
2. Edit ordinances for format, grammar, numbering, consistency, punctuation, and style; 
3. Correct typographical and formatting errors; 
4. Standardize terminology and references; 
5. Prepare editor’s notes and statutory references where appropriate; 
6. Recommend organizational improvements; 
7. Identify apparent conflicts with state law or internal inconsistencies for City review. 

 
The contractor shall not make substantive legal changes without City authorization. 
 
C. Code Organization and Indexing 
 
The contractor shall: 

1. Reorganize titles, chapters, articles, and sections where necessary; 
2. Prepare updated tables of contents; 
3. Create comprehensive indexes and cross-references; 
4. Provide disposition and derivation tables; 
5. Provide a method for the reader to see scanned versions of all available historical 

ordinances. 
 

D. Electronic Publishing and Hosting 
 
The contractor shall provide: 

1. Internet hosting of the City’s Code of Ordinances; 
2. Searchable online access; 
3. Mobile-compatible access; 
4. Downloadable and printable formats; 
5. Hyperlinked cross-references and state law references; 
6. Accessibility compliance consistent with applicable standards. 

 
The contractor shall describe available software functionality, cybersecurity protections, hosting 
environment, uptime reliability, and public access features. 
 
E. Presentation of findings and deliverables 
 
The contractor shall: 
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1. Hold internal meetings with staff as necessary to compile information
2. Attend at least three City meetings (virtual attendance is acceptable) to provide updates,

gather information, and facilitate the code adoption process including public hearings
and ratification of new code

F. Supplementation Services

The contractor shall provide ongoing supplementation services including: 
1. Incorporation of newly adopted ordinances;
2. Periodic code updates;
3. Electronic posting updates;
4. Supplement history tracking;
5. Replacement pages or electronic equivalents as requested.

The proposal shall identify standard supplementation schedules and associated costs. 

G. Deliverables

Deliverables shall include: 
1. Draft recodified Code;
2. Redline or change-tracking version identifying revisions;
3. Final recodified Code in electronic format;
4. Searchable online publication;
5. Printable PDF version;
6. Indexes, cross-reference tables, and disposition tables;
7. Ongoing supplementation services.

5. Contractor Qualifications. Proposers shall demonstrate:
1. Experience in providing codification services for municipalities;
2. Experience with South Carolina municipal codes preferred;
3. Experience hosting online municipal code libraries;
4. Qualifications of personnel assigned to the project;
5. Ability to complete the project within the proposed timeline;
6. References from at least three municipal clients.

Preference may be given to firms with substantial experience recodifying coastal or similarly 
situated South Carolina municipalities. 

The selected contractor shall provide, at a minimum, the following services: 

6. Proposal contents and submittal instructions.

Consistent with Chapter 10 Purchasing Procedures, Section 1-10-5(3) Methods of Source 
Selection-Request for proposals (RFP) and Section 1-10-8 Multi-term Contracts, of the city 
code, the city is requesting proposals that speak to a firm’s track record of “professional and 
technical qualifications” and “demonstrated competence and qualification.”  
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By 2:00 PM on Wednesday, _________, 2026, please provide a hard copy proposal by courier 
or mail to:  
 
Douglas Kerr 
City Administrator 
City of Isle of Palms 
1207 Palm Boulevard 
Post Office Box 508 
Isle of Palms, South Carolina 29451 
 
The proposal should include: 
 

- A cover letter introducing the firm 
- A description of the firm’s qualifications to execute the proposal as written 
- Examples of similar projects including references 
- Description of methodology for conducting the project 
- A description of the key project personnel and their expertise 
- Detailed budget and cost breakdown; including initial recodification and cost to host the 

code if applicable 
- A proposed timeline to provide all of the items described in the scope of services section 

of this request 
- A description of proprietary issues the city should be aware of, such as data ownership, 

video retention, privacy factors, and cybersecurity concerns relevant to the system 
- No more than 15 pages 
 

EVALUATION PROCESS AND CRITERIA  
 
The primary intent regarding the procurement of these services is to obtain what the City would 
consider to be the best package of products and services. This includes overall proposal 
suitability, a clear and organized proposal, price competitiveness, quality and timeliness of 
previous work performed.  
 
Respondents will further be evaluated on their experience, qualifications, methodology and 
references. The City of Isle of Palms reserves the right to reject, in whole or in part, any 
proposal submitted which, in the judgment of the City, would not be in its best interest. The City 
also reserves the right to waive minor deficiencies or reject all proposals. Proposals will be 
evaluated based on the following criteria:  
 
A. Experience and Expertise:  
 -Demonstrated experience in providing the services described within this request.  
 -Qualified staff with relevant expertise and certifications.  
 
B. Methodology and Approach:  
 -Sound and appropriate methodology that provides a solution that meets the City’s needs. 
 -Clear understanding of the project requirements and objectives.  
 
C. Timeline and Deliverables:  
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 -Realistic timeline for completing requisite compilation of information, review, studies, 
analysis, delivering, and implementing the deliverables described herein.  

 -Ability to meet project deadlines.  
 
D. Cost:  
 -Competitive and reasonable pricing for the proposed recodification services. 
 - Competitive and reasonable pricing for the ordinance hosting services, if applicable.  
 -Value for money in terms of the quality and comprehensiveness of the deliverables.  
 
E. References:  
 -Positive feedback and recommendations from previous clients.  
 
Deadline for Submissions: The deadline for submission is 2:00 PM, Wednesday, _________, 
2026. Proposals will be received by mail or courier at 1207 Palm Boulevard, Isle of Palms, 
South Carolina 29451 in a sealed envelope. Sealed envelopes must be clearly marked “RFP 
2026-___– Recodification of City Code” and include one (1) hard copy. 
 
It will be the responsibility of the proposers to verify receipt by the City. Proposals may be 
delivered by hand or by mail, but no proposal shall be considered which is not actually received 
by the City at the place, date and time appointed by the City and the City shall not be 
responsible for any failure, misdirection, delay or error resulting from the selection by any 
proposer of any means of delivery. All proposals submitted shall include a current e-mail 
address. 
 
Proprietary and/or Confidential Information: Your proposal is a public document under the South 
Carolina Freedom of Information Act (FOIA), except as to information that may be treated as 
confidential as an exception to disclosure under the FOIA. If you cannot agree to this standard, 
please do not submit your proposal. All information that is to be treated as confidential and/or 
proprietary must be clearly identified, and each page containing confidential and/or proprietary 
information, in whole or in part, must be stamped and/or denoted as CONFIDENTIAL, in bold, in 
a font of at least 12-point type, in the upper right-hand corner of the page. All information not so 
denoted and identified will be subject to disclosure by the City.  
 
Proposers acknowledge and agree that the City will not be liable for any costs, expenses, 
losses, damages (including damages for loss of anticipated profit) or liabilities incurred by the 
respondent or any member of the respondent’s organization as a result of, or arising out of, 
submitting a proposal, negotiating changes, or due to the City’s acceptance or non-acceptance 
of the proposal or the rejection of any and all proposals.  
 
Proposers are responsible for submission of accurate, adequate and clear descriptions of the 
information requests. Neither issuance of the RFP, preparation and submission of a response, 
nor the subsequent receipt and evaluation of any response by the City of Isle of Palms will 
commit the City to award a contract to any respondent even if all the requirements in the RFP 
have been met. Proposers must have or be able to procure an Isle of Palms Business License. 
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City of Isle of Palms HR Manager PD Review 

EXSUM: The salary range, once one looks past the midpoint ($86K), becomes competitive 
for a small city HR Manager.  In the main, the salary range and PD are well calibrated, but it 
must be noted payroll requirements go beyond strict HR disciplines and can be technical 
with high consequence outcomes if there are errors. The PD does not fully reflect the 
actual role and warrants consideration of at least four additions to job functions and skills. 

Background: An AI-enabled analysis was done comparing this PD to those of HR 
counterparts in the Tri-County area.  There is a substantial distinction made, which is 
reflected in salaries, between market expectations of a manager and a director.  

Key Points:  

-Stymied by high growth. Because the IOP is a small town near three major metropolitan 
areas in a high growth region, job seekers often target higher pay and higher profile roles 
first. 

-IOP recruiting challenges.  

o No career ladder such as one finds at Volvo, Roper, etc 
o Domicile to Duty commute given cost of living in IOP environs 
o Employers with hybrid work options 

- Single point of Failure. The City relies on a single position to administer HR, benefits, 
payroll, compliance, onboarding, workers' compensation, and personnel records. 

Recommendations:  

1. Reassess the wage range. In the short term, consider initiating offers at or slightly 
beyond the midpoint. In the long term conduct a holistic reassessment of the range. While 
the midpoint and maximum are workable, the minimum salary may limit the City's ability to 
attract candidates with municipal HR experience, PEBA expertise, payroll administration 
experience, and advanced HR certifications. The City should consider whether the current 
range provides sufficient upward mobility to retain a high-performing HR Manager over the 
long term. 
2. Update the PD. Reflect key duties and skills currently conducted by current HR 
Manager:  

a. Essential Job Function: Recruiting and Retention. 
b. Essential Job Function: Facilitate Employee Engagement Programs. 
c. Essential Job Function: Supervisor Coaching. 
d. Knowledge, Skills and Abilities: Family and Medical Leave Act.  
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Position Description  
 
To perform this job successfully, an individual must be able to perform the essential job functions satisfactorily.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the primary job functions 
herein described. Since every duty associated with this position may not be described herein, employees may be 
required to perform duties not specifically spelled out in the job description, but which may be reasonably considered 
to be incidental in the performing of their duties just as though they were actually written out in this job description.  
 

Job Title:  Human Resources Manager 
 
Department:  General Government 

Pay Grade:  G08     
FLSA Status:  Exempt 

 
JOB SUMMARY 
The purpose of this position is to plan, organize and execute the City's human resource system 
and payroll processes.  
 
ESSENTIAL JOB FUNCTIONS:  

• Coordinates all human resource activities of all departments. 
• Ensures legal compliance regarding actions taken by the City related to employment. 
• Assists employees in accessing the benefits available to them and their covered 

dependents including health insurance, long-term disability, retirement, employee 
counseling and grievance procedures. 

• Prepares new hire packets; works individually with new employees to ensure all 
employment and benefit paperwork is completed and submitted accurately; follows-up 
until all paperwork is submitted by employee; and sets up employee in the payroll 
system. 

• Prepares termination papers upon employee resignation or retirement and notifies 
appropriate agencies of such. 

• Coordinates the annual employee evaluation process; and collects completed and 
approved employee evaluations and recommended merit increases.  

• Calculates merit increases, changes in hourly rates and any retro pay adjustments. 
• Prepares wage change notifications for all employees and ensure they are properly 

approved and filed. 
• Receives applications from citizens for service on City boards, commissions and 

committees and prepares appropriate spreadsheets detailing terms and expirations and 
lists of committee membership.  

• Maintains pool of interested candidates for possible appointment to boards and 
commissions. 

• Works with Fire Chief to transition responsibilities for workers compensation 
documentation and reporting. 
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• Regularly analyzes existing wage and benefit policies among similar organizations to 
establish comparable programs. 

• Ensures City's employee handbook is updated regularly.  
• Processes bi-weekly payroll, including coordinating with departments and employees to 

receive accurate time and attendance data. 
• Transmits direct deposit file to the bank. 
• Prepares and submits all payroll taxes and quarterly State and Federal payroll tax 

reconciliations. 
• Coordinates proper disposition and reporting of other monies collected via employee 

payroll deduction. 
• Calculates retro pay as needed. 
• Updates payroll system as needed for individual and global changes in employee 

deductions such as health insurance premiums, retirement contributions and 
garnishments. 

• Prepares and distributes annual W-2s to employees, State and IRS. 
• Ensures the City is compliant with all Affordable Care Act (ACA) requirements and 

prepares and distributes annual1095-C and 1094-C forms to employees and the IRS. 
• Assists the Treasurer in preparing monthly reconciliations of payroll information to SC 

Public Employee Benefit Authority (PEBA) retirement and health insurance payments. 
• Assists the Treasurer in preparing schedules for the annual financial statement and 

workers' compensation audits. 
• Maintains all payroll and personnel files in a confidential manner. 
• Problem solves regarding any issues that develop during the payroll process. 
• Performs other related duties as assigned. 

 
 
MINIMUM REQUIREMENTS TO PERFORM WORK:  

• Bachelor’s Degree from accredited college or university; 
• Five (5) years of experience in accounting and human resources; 
• Or equivalent education and/or experience. 

 
Knowledge, Skills and Abilities:  

• Knowledge of policies and practices of public personnel administration and application of 
state and federal employment law. 

• Knowledge of city personnel policies and fringe benefits program. 
• Knowledge of city organization and department functions. 
• Knowledge of IRS and SC State personnel and payroll reporting requirements, rules and 

regulations. 
• Knowledge of office procedures, EXCEL and WORD software and accounting 

techniques. 
• Knowledge of and familiarity with automated payroll systems and the ability to learn new 

systems quickly. 
• Skills in filing and organization are of paramount importance. 
• Ability to communicate with employees, elected officials, tax officials and benefit 

providers effectively and appropriately; ability to communicate clearly, both orally and in 
writing. 

• Ability to maintain and protect confidential employee information and an appreciation for 
the importance of securing this data is critical. 
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• Ability to pay attention to detail and be proactive in identifying and correcting errors or 
omissions. 

 
 
PHYSICAL DEMANDS: 
The physical demands consist of sedentary work which requires exerting up to 10 pounds of 
force occasionally and/or negligible amount of force frequently or constantly to lift, carry, push, 
pull or otherwise move objects, including the human body. The incumbent must have the ability 
to balance while maintaining body equilibrium; and crouch by bending the body downward; use 
hands and fingers to feel, grasp, and handle; hear by perceiving the nature of sounds at normal 
speaking levels; mental acuity; use hands and arms to lift, pull, push, and reach; make repetitive 
motions; speak and talk, stand, walk, and stoop; and use visual acuity by viewing things 
including color, depth perception, and field vision. 
 
 
WORK ENVIRONMENT:  
Work is typically performed in an indoor environment. 
 
 
 

The City of Isle of Palms has the right to revise this position description at any time, and does 
not represent in any way a contract of employment. 

 
 
 
 
_____________________________________________   ____________________________________ 
Employee Signature                                                Date 
 
 
 
 
_______________________________   ________________________ 
Supervisor (or HR) Signature     Date  
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Douglas Kerr

Subject: FW: Isle of Palms business license auditing

 
From: Tami L. Fralick <TFralick@charlestoncounty.org>  
Sent: Tuesday, May 26, 2026 2:26 PM 
To: Douglas Kerr <dkerr@isleofpalms.gov> 
Cc: Debra Hamilton <dhamilton@isleofpalms.gov> 
Subject: Re: Isle of Palms business license auditing 
 
Yes, the in jurisdiction number sounds a lot closer to what we thought were your in jurisdiction licenses. 
We would be comfortable with that number. You can only audit your in jurisdiction licenses as you don’t 
have jurisdiction over those just coming in to do a job in the city.  
Tami 
 
Get Outlook for iOS 

From: Douglas Kerr <dkerr@isleofpalms.gov> 
Sent: Tuesday, May 26, 2026 1:46:50 PM 
To: Tami L. Fralick <TFralick@charlestoncounty.org> 
Cc: Debra Hamilton <dhamilton@isleofpalms.gov> 
Subject: RE: Isle of Palms business license auditing  
  

CAUTION:  This email originated outside of Charleston County.  Do not click links or open attachments 
from unknown senders or suspicious emails.  If you are not sure, please contact IT helpdesk.  

Tami- thank you for this feedback. You are correct that the number I gave you includes all licenses, including 
out of city. If we look only at in city, the number would be much smaller- maybe 2500 (with 1800 of those 
being short term rentals). 
  
Would it be your recommendation that we only audit those that are in city? Would you be comfortable with 
this lower number? 
  
We are also looking at what an outside auditor might be able to do. 
  
Thanks, Douglas 
  
Douglas Kerr 
City Administrator 
City of Isle of Palms 
P.O. Drawer 508 
Isle of Palms, SC 29451 
(p) 843-886-6428 
(c) 843-666-9326 
(f) 843-886-8005 
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To submit service requests or sign up for city text alerts: 
Text “Hello” to (877) 607-6467 
Connect with IOP! 

 
*** WARNING *** All e-mail correspondence to and from this address may be subject to public disclosure 
under the South Carolina Freedom of Information Act (FOIA). 
  
From: Tami L. Fralick <TFralick@charlestoncounty.org>  
Sent: Tuesday, May 26, 2026 12:42 PM 
To: Douglas Kerr <dkerr@isleofpalms.gov> 
Subject: RE: Isle of Palms business license auditing 
Importance: Low 
  
Good morning, 
After discussions with staff, the number of audits asked for per month is higher than we are comfortable with. You 
had stated that the goal was 10% of businesses audited annually and that you had 6,000 licenses. Are you 
including out of jurisdiction contractors in that total? The number seems high for in jurisdiction businesses. We 
don’t audit out of jurisdiction licenses.  
We are receptive to discussing a cap on the 50/50 split of funds recovered.  
Also, and not trying to talk you out of using the county, given that council wants so many businesses audited, have 
you considered hiring an auditor on staff? Given the number of businesses you would like audited, it sounds like it 
could be a full time position.     
Tami  
  
From: Douglas Kerr <dkerr@isleofpalms.gov>  
Sent: Wednesday, May 13, 2026 4:08 PM 
To: Tami L. Fralick <TFralick@charlestoncounty.org> 
Subject: RE: Isle of Palms business license auditing 
  

CAUTION:  This email originated outside of Charleston County.  Do not click links or open attachments 
from unknown senders or suspicious emails.  If you are not sure, please contact IT helpdesk.  

Thank you Tami- I would have a discussion about what we would need to do to get this underway. I have time 
available next Tuesday or Thursday, if you have any availability those days. 
  
Thanks, Douglas 
  
Douglas Kerr 
City Administrator 
City of Isle of Palms 
P.O. Drawer 508 
Isle of Palms, SC 29451 
(p) 843-886-6428 
(c) 843-666-9326 
(f) 843-886-8005 
  
To submit service requests or sign up for city text alerts: 
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Text “Hello” to (877) 607-6467 
Connect with IOP! 

 
*** WARNING *** All e-mail correspondence to and from this address may be subject to public disclosure 
under the South Carolina Freedom of Information Act (FOIA). 
  
From: Tami L. Fralick <TFralick@charlestoncounty.org>  
Sent: Wednesday, May 13, 2026 3:19 PM 
To: Douglas Kerr <dkerr@isleofpalms.gov> 
Subject: RE: Isle of Palms business license auditing 
Importance: Low 
  
Good afternoon Douglas,  
We would be happy to work with the Isle of Palms to audit businesses. We currently retain 50% of what we recover 
on audits. Let me know when/if you would like to discuss it further.  
Thanks, 
Tami   
  
From: Douglas Kerr <dkerr@isleofpalms.gov>  
Sent: Wednesday, May 13, 2026 2:37 PM 
To: Tami L. Fralick <TFralick@charlestoncounty.org> 
Cc: Debra Hamilton <dhamilton@isleofpalms.gov>; Sean Kuester <SKuester@isleofpalms.gov> 
Subject: Isle of Palms business license auditing 
  

CAUTION:  This email originated outside of Charleston County.  Do not click links or open attachments 
from unknown senders or suspicious emails.  If you are not sure, please contact IT helpdesk.  

Tami- I hope you are well. Years ago, the County made an offer to help audit Isle of Palms business license 
holders in exchange for a share of the revenue recovered. Does the County still provide this service for smaller 
municipalities? If not, are you aware of third-party auditors that may be able to help the Isle of Palms? Any 
information you can provide would be greatly appreciated. 
  
Thanks, Douglas 
  
Douglas Kerr 
City Administrator 
City of Isle of Palms 
P.O. Drawer 508 
Isle of Palms, SC 29451 
(p) 843-886-6428 
(c) 843-666-9326 
(f) 843-886-8005 
  
To submit service requests or sign up for city text alerts: 
Text “Hello” to (877) 607-6467 
Connect with IOP! 
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May 22, 2026 

For consideration of Business License and Hospitality Tax Audit 
 
Kiawah Island 

We hired an auditor to do an income verification audit for 10 biggest contributors to 
business license revenue.  Honestly, it was a waste of money, $10K. 

To minimize underreporting, two years ago, we started requiring income verification 
documents when they apply for a license, such as tax or sales returns, or CPA certified 
letter for those who work in different jurisdictions and since then I feel like they report 
accurate gross receipts. 

It was Mauldin & Jenkins.  We didn’t recoup much.  There were 2 construction companies 
that underreported by excluding contractor fees in the reported gross.  

 

Sullivan’s Island 

The two largest sectors for the Town are restaurants and contractors.  The restaurants have 
to produce income information for zoning purposes, and the contractors have to show us 
their contracts to obtain permits.  After the homes are built, we ask for a list of 
subcontractors before we issue the CO.  In past years, we have randomly chosen 
businesses to audit. 

 

Town of Mount Pleasant 

TOMP has not done this in the past…… but I am interested to hear what IOP decides to do, 
and what the outcome is. 
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