






















































Linn County Secondary Road Department
Engineer's Estimate

Project No.: L-SHELLSBURG RD(21) Completion Date:  August 6, 2021

Type of work:  PCC Paving Working Days: N/A

Location: On Shellsburg Road, Palo Marsh Road, and Blairs Ferry Road near Palo Liquidated Damages: $1,500/Day

Letting Date:  February 16, 2021 Proposal Guaranty: $75,000

Estimate Date: August 14, 2020 Project Length: 2.08 miles

DIV 1 DIV 2 DIV 3 TOTAL

1 2121-7425020 GRANULAR SHLD, TYPE B TON 4737.000 2126.000 2421.000 9,284.000 $18.00 167,112.00$           

2 2210-0475105 CHOKE STONE BASE TON 423.000 881.000 0.000 1,304.000 $20.00 26,080.00$             

3 2210-0475290 MACADAM STONE BASE TON 406.000 834.000 0.000 1,240.000 $20.00 24,800.00$             

4 2212-5070310 PATCH, FULL-DEPTH REPAIR SY 184.000 228.000 511.000 923.000 $70.00 64,610.00$             

5 2212-5070330 PATCH BY COUNT (REPAIR) EACH 3.000 3.000 6.000 12.000 $350.00 4,200.00$               

6 2214-5145150 PAV'T, SCARIFICATION SY 356.000 0.000 0.000 356.000 $13.00 4,628.00$               

7 2301-0685550 BRIDGE APPROACH PAV'T, AS PER PLAN SY 66.700 0.000 0.000 66.700 $75.00 5,002.50$               

8 2301-1033080 STD/S-F PCC PAV'T, CL C CL 3, 8" SY 1205.000 1664.000 0.000 2,869.000 $25.00 71,725.00$             

9 2303-1033500 HMA ST SURF, 1/2", NO FRIC TON 302.000 150.000 0.000 452.000 $70.00 31,640.00$             

10 2303-1258283 ASPH BINDER, PG 58-28S TON 18.100 9.000 0.000 27.100 $550.00 14,905.00$             

11 2310-5151040 PCC OVERLAY, FURN ONLY CY 4875.000 1860.000 1879.000 8,614.000 $75.00 646,050.00$           

12 2310-5151045 PCC OVERLAY, PLACE ONLY SY 20410.000 6559.000 7701.000 34,670.000 $4.25 147,347.50$           

13 2401-6745650 RMVL OF EXIST STRUCT LS 0.000 1.000 0.000 1.000 $3,500.00 3,500.00$               

14 2404-7775005 REINFORC STEEL, EPOXY COATED LB 2109.000 0.000 0.000 2,109.000 $2.50 5,272.50$               

15 2506-4984000 FLOWABLE MORTAR CY 0.000 1.500 0.000 1.500 $500.00 750.00$                  

16 2510-6745850 RMVL OF PAV'T SY 1007.000 2583.000 0.000 3,590.000 $4.00 14,360.00$             

17 2518-6910000 SAFETY CLOSURE EACH 5.000 4.000 1.000 10.000 $200.00 2,000.00$               

18 2527-9263117 PAINTED PAV'T MARK, DURABLE STA 171.350 101.990 71.480 344.820 $42.00 14,482.44$             

19 2527-9263143 PAINTED SYMBOL+LEGEND, DURABLE EACH 0.000 2.000 0.000 2.000 $350.00 700.00$                  

20 2528-8445110 TRAFFIC CONTROL LS 0.595 0.202 0.203 1.000 $8,000.00 8,000.00$               

21 2529-8201000 JOINT, ASS'Y, EF EACH 2.000 0.000 0.000 2.000 $750.00 1,500.00$               

22 2533-4980005 MOBILIZATION LS 0.595 0.202 0.203 1.000 $25,000.00 25,000.00$             

Linn County Seal Coat Bond Breaker Application LF 5842.000 1832.000 2222.000 9,896.000 $3.50 34,636.00$             

DIV 1 = Linn County Secondary Road Department (100%) Total 1,318,300.94$        

DIV 2 = City of Palo (100%)

DIV 3 = Linn County Secondary Road Department/City of Palo (50%/50%)

Linn County Estimate (Div 1 & 50% of Div 3): 834,463.41$           

Linn County Total Estimate: 834,463.41$           

Palo Estimate (Div 2 & 50% of Div 3): 483,837.54$           

Linn County Survey, Design, Inspection, and Adminitstration (7.5%): 36,287.82$             

Palo Total Estimate: 520,125.35$           

AMOUNT
ESTIMATED QUANTITY

REF. ITEM CODE ITEM UNIT UNIT PRICE
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I. PURPOSE & OBJECTIVES 
 
The purpose of this policy is to provide time reporting requirements for all employees of Linn 
County.  Accurately reporting time worked is the responsibility of every nonexempt employee. Linn 
County must keep an accurate record of time worked to calculate employee pay and benefits in 
accordance with the Fair Labor Standards Act (FLSA).  Employees are required to maintain their 
working hours utilizing the electronic timekeeping system purchased by Linn County for this 
purpose.   
 

II. SCOPE 
 
This policy is applicable to all regularly scheduled full-time and part-time Linn County 
employees responsible to the Board of Supervisors; employees responsible to an Elected 
Official, including the Elected Official and his/her deputies; County Assessor’s Office, Public 
Health and Conservation employees; and temporary, seasonal or on-call employees. 
 
III. EXCEPTIONS 
 
None 
 

IV. DEFINITIONS 
 
A “work hour” is any hour of the day that is worked and authorized to be worked and should be 
recorded to the nearest tenth of an hour.   

“Authorized hours” are work hours that a manager assigns to complete a task. 

The “workday” is defined as eight hours of authorized work for full-time employees typically, but not 
exclusively, between 8:00 a.m. and 5:00 pm, Monday through Friday.  Employees may also be 
assigned to alternative schedules with the authorization of their managers and according to 
applicable contract provisions.  For example, Secondary Road employees work four ten hour days 
during the summer months between Memorial Day and Labor Day.  Employees who work in 24/7 

 

BOARD OF SUPERVISORS 
LINN COUNTY, IOWA 



Time Reporting Policy                                                                                                                                   Page 2 of 4 
 
 

 

operations will have schedules that necessarily differ from standard work days and include 2 - 3 
shifts in any 24 hour period (i.e., 8 hours, 3 shifts; 12 hours, 2 shifts). 

The “workweek” covers seven consecutive days beginning on Saturday beginning at 12:00 a.m. and 
ending on Friday at 11:59 p.m.*  The usual workweek period is 40 hours except for certain positions 
in the Sheriff’s Office which may follow a different FLSA period.  All employees are paid bi-weekly 
on Friday and the pay covers the pay period through the Friday preceding payday. 

“Overtime” is defined as authorized hours worked by a non-exempt (or hourly) employee in excess 
of 40 hours in a workweek and should be recorded to the nearest tenth of an hour. No employee 
shall perform work outside their regularly scheduled shift without prior approval from their 
supervisor.   

“Auto Pay” is defined as a feature in an electronic timekeeping system that automatically generates 
a timesheet for an employee who works a standard 8-5 shift with an hour unpaid for lunch, for 
example.  This is typically used for salaried, exempt employees and may be allowed in certain, 
limited, circumstances for hourly employees after consultation with the HR Director.  It should not 
be widely used as County bargaining unit contracts require that hourly employees punch in and out 
for their shifts.   

*The final shift at the end of the workweek for certain positions in the Sheriff’s Office may cross over into the new 
workweek.  All hours worked during the cross over shift will be considered as part of the workweek ending on Friday.  For 
JDDS employees, all hours worked during the cross over shift will be considered as part of the new workweek starting on 
Saturday. 

 

V. PROVISIONS 
 
Timekeeping Procedures 

Employees will punch daily and submit their time records bi-weekly as directed by their managers, 
either online using a computer, County-issued iPad, tablet or mobile phone or by means of a time 
clock.  All hourly employees must punch in and out for their shifts and meal periods unless the 
employee has a shift where the meal period is paid.**  Paper timesheets will be discontinued as 
quickly as departments still using paper timesheets can be transitioned to the new electronic 
system.  Any time record submitted after the bi-weekly payroll deadline will result in those hours 
worked being included in the next regular pay cycle.  

Time records must show all hours worked using project codes, departmental codes, and labor 
distribution codes where applicable.  Time away from work (TAFW) must be recorded each week 
(i.e., vacation time, sick time). Time records should not be completed in advance.   

**Field staff should punch in and out for meal period if they are using a mobile application on a County-issued cell phone.  
Otherwise, employees should enter their meal periods into their electronic time record once they return to their work site. 

 
Time worked includes all time that an employee is required to be performing duties for the County. 
Time worked is used to determine overtime pay required for non-exempt employees.  Per Linn 
County’s collective bargaining agreements, paid time away from work goes above the requirements 
of the Fair Labor Standards Act and counts the following provisions as time worked: 
 

 Work away from premises or at home. If approved, work performed off the premises or job 
site or at home by a non-exempt employee will be counted as time worked. A nonexempt 
employee will not be permitted to perform work away from the premises, job site or at home 
unless approved in advance in writing by the department director. 
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 Unauthorized overtime.  If an employee works unauthorized overtime, they must be paid for 
the hours worked; however, they may be subject to discipline for violating the work 
rule/directive/policy. 

 Break time.  Rest periods of 15 minutes or less are counted as time worked. 
 Paid leave.  Approved paid leave absences, including but not limited to sick leave, vacation 

leave, personal days, holiday leave, military leave (up to 30 calendar days), jury duty, 
bereavement leave, compensatory time used, voting time off, and worker’s compensatory 
leave are counted towards reaching the overtime threshold of 40 hours in workweek. 

Time not worked includes all time that an employee is not “on the clock.”  Some examples would 
be as follows: 

 Lunch or dinner periods.  Uninterrupted time off for lunch or dinner is not counted as time 
worked unless the employee has a shift that includes meal periods (i.e., Direct Support Staff, 
Youth Counselor, etc.) 

 “J” time is not hours worked and therefore does not count towards overtime calculations. 
 Dock time (no pay) is not hours worked and therefore does not count towards overtime 

calculations. 
 
Non-exempt employees must accurately record the time they begin and end their work, as well as 
the beginning and ending time of each meal period. They must also record the beginning and 
ending time of any departure from work for personal reason (i.e., doctor’s appointment). 
 
Linn County has a 6 minute rounding rule when punching IN and OUT at time clocks or other 
electronic timekeeping devices.  The following chart shows how each 6 minutes within a 60 minute 
period rounds to the nearest 10th of an hour. 
 

Rounding Chart 
 

Punch Tenth Rounded  
Minutes 

 

.57 - .02 0.00 .00 7:57 to 8:02 would round to 8:00 

.03 - .08 0.10 .06 8:03 to 8:08 would show as 0.1 worked 

.09 - .14 0.20 .12  

.15 - .20 0.30 .18  

.21 - .26 0.40 .24  

.27 - .32 0.50 .30  

.33 - .38 0.60 .36  

.39 - .44 0.70 .42  

.45 - .50 0.80 .48  

.51 - .56 0.90 .54  
 
Exempt (or salaried) employees are management employees who do not qualify for overtime.  
Exempt employees do not punch in and out on a daily basis; however, they are expected to record 
all leave time taken.  Flexible time is allowed up to a certain threshold as outlined in the 
Management, Non-Bargaining and Confidential Manual. 
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A. Each employee will  
1. Maintain an accurate daily record on his or her time electronic record of hours 

worked.  

2. Request authorization for time away from work.  All absences from work 

schedules should be appropriately authorized, recorded and coded. 

3. Obtain correct project/departmental codes, overtime or premium codes and 

overhead codes, if applicable. 

4. Obtain approval for any overtime, compensatory time or premium pay 

adjustments to be made in the workweek. 

5. Sign his or her completed electronic time record to certify the accuracy of all time 

recorded. 

6. Submit the time record to the manager or timekeeper by the department payroll 

deadline.  The manager will review and then approve the time record before 

submitting it for payroll processing. 

7. Notify the department manager of any reporting time errors immediately. 

 
B.  Each Manager Will  

 
1. Ensure that all employees maintain accurate time records. 

2. Ensure that employees reporting to him or her have the correct 

project/departmental codes, overtime or premium codes and overhead codes for 

their assignments if applicable. 

3. Provide approval for overtime, compensatory time, premium pay or paid leave. 

4. Approve time records and submit them to payroll by the Auditor’s Office deadline 

for submittal. 

Note:  Timekeepers/payroll processors should assist the department managers for whom 

they process payroll in making sure that all time submitted has the appropriate 

authorizations and follows FLSA and contract requirements. 

 
C. Payroll staff will: 

1. Verify that employee time records have been properly authorized and follow labor 

contract provisions. 

2. Ensure that all employees are paid earned wages/salaries at appropriate rates on 

appropriate dates in accordance with federal and state regulations. 

3. Make available bi-weekly earnings statements via electronic means (except for 

those few grandfathered employees who still receive paper checks). 

4. Post all time and labor charges to the labor distribution and allocation journals. 

VI. ENFORCEMENT 
 
Employees who do not follow the procedures set forth in this policy may be subject to disciplinary 

action.  Altering, falsifying, tampering with your or others’ time records or recording time on 

another employee’s time record may result in disciplinary action, up to and including termination 

of employment. 
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