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CITY COUNCIL ACTION MEMO

To: Honorable Mayor and Members of City Council
From: Eden Freeman, City Manager
Date: May 12, 2015

Re: Resolution Amending Sections 3.1-3.8 (Pay Plan and Position Listing) within the City of
Winchester's Comprehensive Employee Management System (CEMS)

THE ISSUE: In addition to adopting a budget each fiscal year, the City of Winchester amends the
existing pay plan and position listing within CEMS (Sections 3.1-3.8) to reflect desired staffing and
compensation adjustments. This document provides a comprehensive listing of all positions and their
assigned pay grade within the City of Winchester’'s administration.

RELATIONSHIP TO STRATEGIC PLAN: Goal Four: Improve City Services and Advance the City’s
Strategic Plan Goals by Promoting a Culture of Transparency, Efficiency and Innovation

BACKGROUND: The Winchester Common Council amends the City of Winchester’s pay plan and
position listing within CEMS each fiscal year to account for the creation, deletion, reclassification or
pay grade adjustment for any position within the City’s administration.

A number of new positions titles are included in the proposed plan, many of which are reflected in the
Proposed FY2016 Budget. It is important to note that just because a position title is included in the
pay plan, it does not mean that the positions are proposed to be funded or filled. New position titles
include:
e Communications Manager
Program Manager
Financial Services Director
Chief Financial Officer
Executive Director — Service Authority
Community Recreations Specialist
Deputy Commissioner
Deputy City Clerk
Economic Development Assistant
Old Town Coordinator
Computer & Network Support Technician |l
Computer & Network Support Technician I
Assistant Water Treatment Plant Manager
Logistics Support Technician
Deputy Director of Zoning & Inspections
Executive Administrative Assistant
Radio Communications Manager
Communications Manager
Accounting Manager



In addition, the following titles are being removed:
e Secretary
e Executive Secretary
e Parks and Recreation Administrative Specialist

BUDGET IMPACT: Minimal. The pay plan provides salary grades for all positions within the City of
Winchester’s administration. Expected variations in employee compensation are accounted for in the
proposed FY2016 budget.

OPTIONS:
1. Approve the attached resolution
2. Modify and approve the attached resolution
3. Reject the attached resolution

RECOMMENDATIONS: Staff recommends the approval of the attached resolution.




RESOLUTION AMENDING SECTIONS 3.1-3.8 (PAY PLAN AND POSITION LISTING)
WITHIN THE CITY OF WINCHESTER’S COMPREHENSIVE EMPLOYEE MANAGEMENT
SYSTEM

WHEREAS, the pay plan and position listing within the City of Winchester's Comprehensive
Employee Management System (CEMS) provides a full listing of all positions and their assigned
pay grade within the City of Winchester's administration; and,

WHEREAS, the City of Winchester Common Council amends the existing pay plan and position
listing within CEMS each year to account for the creation, deletion, reclassification or pay grade
adjustment for any position within the City of Winchester’s annually adopted budget; and,

WHEREAS, City Staff has prepared a series of amendments to the City of Winchester's pay
plan and position listing within CEMS that reflects the desired workforce and compensation
adjustments within the City of Winchester’s proposed FY2016 budget.

NOW, therefore be it RESOLVED, the City of Winchester Common Council hereby adopts the
proposed series of amendments to the City of Winchester's pay plan and position listing within
CEMS that reflects the desired staffing and compensation changes within the proposed FY2016
budget.



PAY PLAN

3.1 Establishment of Pay Plan

There is hereby established a formal pay plan to be approved by the City Council
upon recommendation of the City Manager. The official pay plan for the City service
shall consist of a schedule showing established annual pay ranges for each pay grade
and the title of classes of all positions in each grade in the classified service (See
Appendix D). The procedure for securing needed amendments to the official salary

_plan shall involve investigation and recommendation by the City Manager on the <
appropriate action to be taken by the City Council.

3.2 Pay Rates

The rates of pay of City employees shall be in accordance with the scheduled
salary ranges as adopted and amended by appropriate action of the City Council. The
schedule shall be effective in all cases except as otherwise provided for in this section.

3.3 Pay Period, Pay Day. and Pay Week

The regular pay period for general government employees is a fourteen day
period commencing on Saturday and ending at the close of the workday on Friday, two
weeks later. Pay day is normally every other Friday. Pay week is defined as the week
in which pay day occurs.

3.4 Payroll Procedures
A.  Time SheetsRecords

Department Heads are responsible for the submission of correct
information on employees' time recordsshests. Every effort will be made
to have the employee sign the time sheet after its completion. No time
recordssheet shall be processed without Department Head or designee
approval signature. Final Ftime recordsshests shall be submitted to the
Finance Department electronically by 12 noon on the Monday of pay
week.

B.  Mandatory Direct Deposit

Employees are required to provide to the Administration Department
account information in order that the pay may be automatically deposited
every other Friday.
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3.5 General Increase

General increase is defined as an adjustment of the pay plan for all classes of
positions simuitaneously. Such action may be recommended by the City Manager and
must be approved by the City Councit.
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3.6 Incentive Pay

It will be at the City Manager’s discretion during the budget approval process with City { Formatted: Font: 12 pt, Not Bold )
Council to recommend incentive pay for some City staff who have exceeding

expectations in the fiscal performance appraisal. Departments Heads will be required

to justify in writing to the City Manager and Human Resources Director the reason an

employee should be considered for incentive pay. Incentive pay in the form of a bonus

will not added to base pay and applicable taxes will be withheld. Emplovess in

probationary status will not be eligible for incentive pay, - { Formatted: Font: 12pt, NotBold |
3.7 rit Incr
Merit increase is defined as an increase within the pay range of a class that is .- Eﬁﬂd:ﬁéhn 0.05", Space Before: 1.45 ]

awarded to an employee upon the completion of a prescribed period of successful job
performance. The amount of merit monies shall be within budgetary amounts
approved by City Council. Such increases are awarded on the basis of the degree of
satisfactory job performance and may become effective on or after the date of
eligibility. A merit increase may be delayed, lowered or denied because of
unsatisfactory job performance, disciplinary action, general pay plan increase, position Sl o8 bl w0
adjustment, and/or anniversary raise. (See CEMS Section 7.1 — Period of Evaluation { Formatted: Font color: Red _ )
for Probationary employees)

3.8 Salary Actions
A. Qriginal Employment

Original employment is defined as an employee's initial period of continuous
employment in a classified position with the City of Winchester. An individual
beginning employment with the City for the first time will usually be placed at the
minimum of the pay grade established for the class in which employed.
Occasionally, however, based on a new employee's prior experience and
proficiency in the same or related capacity, placement may be accelerated to a
higher leve! in the assigned grade upon approval of the City Manager within current
budget constraints.

B. Promotion

Promotion is defined as the advancement to a higher pay grade authorized for an
employee in conjunction with increased job duties and responsibilities. When an
employee is promoted, his salary shall be increased at least to the minimum for the
new class or 5% above present salary, whichever is greater. The City Manager
may authorize a higher salary within the pay grade when deemed appropriate. An
employee whose promotion is effective on his eligibility date for merit increase may
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receive a merit increase prior to the promotional increase.

Upon promotion, employees are placed in a promotion probationary status for a
minimum of sh{6}-nine (9) months. Employees in a promotion probationary status
maintain benefits and the use of the grievance procedure. A satisfactory
evaluation at the end of this period will provide for continuation in that position
subject to continued satisfactory performance. An unsatisfactory evaluation may
result in a return to the position held immediately prior to the promotion or other
disciplinary action may occur.

- Demotion

Demotion is defined as a reduction in the pay grade of an employee in
conjunction with a change in job duties and responsibilities or disciplinary action.
When an employee is reduced to a lower pay grade, his salary within the new
pay grade shall be approved by the City Manager.

pesLﬁen'Jerappgevedﬁay

witl-usually-be-placed-at-the-minimum-of-the-
0 () ala i ia nthao ro i

and-approval-ol-the-Gity- Manager—All-time-earned-in-previous-emplo shall
: iors.of

berstis.

). Transfer

Transfer is defined as the movement from one position to another in the same
pay grade.
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Resignati

Resignation is defined as a voluntary separation from employment through prior
notification to the employing authority initiated by the employee.

All classified employees desiring to-resign their employment with the City shall
submit written notification of such intent to their employing authority. This
notification shall include the reason for resignation and the actual date the
resignation is to become effective, and shall be signed by the employee. A copy
of the notification shall be forwarded to the City Manager along with a termination
form for inclusion in the official personnel file (See Appendix F).

In order to leave in good standing, employees are required to give at least fourteen
(14) calendar days-neticedays’ notice prior to the effective date of resignation,
except where specific circumstances prohibit such advance notification. Unifosmed
including-Deputy-Sherilfs.-and Department Heads-aro-oxpested-io provide thidy
{30)-calendar days-netice—The Administration-Human Resources Department
Direstor will conduct exit interviews with classified-employees leaving City service
as far as practical. Information received during an exit interview will not be made a
part of the employee's personnel file. Summary-of-findingsWritten Statements of
o Exit Interviews will be provided to the City Manager by the Human Resources
Director.

Discharge

Discharge is defined as an involuntary separation from employment
initiated by the employing authority as a result of an employee's
unsatisfactory work performance or misconduct.

I Beduction in the Work Force (Lavoffs)

From time to time various factors such as adverse economic conditions, City
or department reorganization, lack of sufficient work, abolishment of
positions, and other related incidents may result in the necessity to reduce

the work force of the City. The City Manager has the right and obligation to
manage the work force to the best interest of the City and may require
implementation of this reduction in work force procedure. Unless specific
instructions are received from the City Manager, the following will serve as
the general procedure for a reduction in work force for positions funded in
part or in total by the City.

1. Inthat the City has provided procedures for the removal of employees for
unsatisfactory performance and for disciplinary reasons, it will be
assumed that all employees, unless otherwise noted, are serving in a
satistactory manner. Therefore, in order to provide for a uniform, fair,
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equitable, and effective base for the determination of layoffs, the length of
continuous City service will provide the basis for determining the order of
layoff. Extraordinary circumstances may cause other considerations to
be the basis for determining order of layoff when approved by the City
Manager.

2. Inthe event of reduction in the work force, it will be managed on an
individual department basis. The Department Head, subject to approval
by the City Manager or his designee, will have the responsibility for the
identification of organizational sections, job classifications, positions,
and individuals affected. Additionally, the Director-of- Administration
Human Resources Director in consultation with the Department Head
will determine the order for layoff by classification. Once that order has
been determined, if there is more than one person in this classification,
the employee with the least amount of continuous City employment will
be the first to be laid off.

3. In all cases where a reduction in the work force necessitates the actual
removal of personnel, upon identifying classification(s) to be affected the
following order of priority will be strictly adhered to within the specified
classification unless a written exception is granted by the City Manager.

a. non-classified employees

b. probationary employees (employed less than six months)
c. classified part-time employees d.

classified full-time employees

4. Insofar as practical, all employees to be laid off will be provided with a
minimum of two weeks written notice.

5. Affected employees will be given -an opportunity to apply for open
positions which

he/she is aualmed for M%%M—ee;eeme!eymeﬂpshemd

- | Formatted: Indent: Hanging: 0.25", Right:
| 0.04", Space Before: 0 pt

The Federal and State Wage Garnishment laws prohibit an employer from
discharging any employee because earnings have been subjected to
garnishment for any one indebtedness. (Section 34-29f of the Code of
Virginia). The term "one indebtedness” means a single debt regardless of
the number of levies made or the number of proceedings brought to collect
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it. The law does not prohibit discharge if there are garnishment proceedings
pursuant to another debt. The garnishments may be from the same creditor,
but they must involve separate debts.

In order to assist the employee, but also minimize the effects of the
bookkeeping responsibilities required to process garnishments, the City of
Winchester has established the following procedures for garnishments:

Step I: Oral counseling at time of first indebtedness.

Step lI: Mandatory referral to the City's Employee Assistance Plan for
second indebtedness.

Provided no garnishments are received within three (3) years from the
receipt of the second garnishment, the employee's record shall be purged
of all information relating to past garnishments.

Career Development Program

The purpose of the Career Development Program is to provide employees
an opportunity for advancement in a career path. The City is committed to a
policy that increases the prestige and performance level of employees who
continue professional development efforts throughout their careers.

The Department Head may submit to the Administration-Human Resources
Director and City Manager a career development proposal indicating the
positions included in the program, the criteria for movement to each position
and the administrative procedures for the program. The Administration
Human Resources Director and City Manager shali review the program for
conformity and consistency with overall career development objectives, and
recommend such plans meeting these objectives to Council for approval.

Advancement under an approved career development program shall be
accompanied by an increase of 5% to the existing base salary or increase
to the minimum of the new pay grade, whichever is greater.

Administrative changes to an approved career development program shall be
submitted by the Department Head to the Administration-Human Resources
Director for recommendations and approval by the City Manager.

The following programs and positions are hereby authorized:

1. Fire and Rescue Department:
a. Probationary Firefighter
b. Firefighter /EMT
c. Firefighter Technician

2. Juvenile Detention Center:
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a. Detention Specialist |
b. Detention Specialist Ii
¢. Senior Detention Specialist

3. Police Department:
Police Officer |
Police Officer Il
Police Officer Il

. Master Police Officer

ao o

a. Communications Specialist |
b. Communications Specialist li
¢. Communications Specialist Il

4. Sheriff:
a. D eputy Sheriff |
b. Deputy Sheriff li
¢. Deputy Sheriff lll

5. Social Services Department:
Benefit Programs Screener
Benefit Programs Worker |
Benefit Programs Worker |l
Benefit Programs Worker 1li

aoow

Social Worker |
_Social Worker I
Social Worker 11|

oo

6. Utilities Department:

Water & Wastewater Treatment Plant Operator Trainee

Water & Wastewater Treatment Plant Operator |

Water & Wastewater Treatment Plant Operator |l

Water & Wastewater Treatment Plant Operator 1!

Employees receiving the Commonwealth of Virginia Water or
Wastewater Operators license at the Class |l or Class | level shall
receive a 5% increase to their existing base salary or the minimum of
the eligible new pay grade whichever is higherenly.

coo o

. Utility Service Mechanic
. Utility Service Mechanic Il
Senior Utility Service Mechanic

Qoo

7. Financial:
a. Account Clerk |
b. Account Clerk 1]
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c. Account Clerk Ili

d. Delinquent Accounts Clerk

e. Senior Account Clerk

f. Accounting Analyst and Deputy Treasurer

8. Clerical:
aa—GClerk

.- Office Assistant

be-—Seeretary

#.. Administrative Assistant |
cg. Administrative Assistant Il
dh. Executive Administrative Assistant

9. Maintenance:
a. Laborer and Custodian
b. Maintenance Technician |
¢. Maintenance Technician i
d. Maintenance Technician IlI
e. Crew Leader

10. Information Technology:
a. Computer & Network Support Technician |
b. Computer & Network Support Technician I
c._Computer & Network Support Technician Il
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City of Winchester
Position Title/Grade Listing

July 1, 2015
Grade Position Title Minimum Mid Maximum
1 19,385.60 932 1211 30,992.00 14.90
2 20,342.40 978 12.72 32,552.00 15.65
3 21,361.60 10.27  13.35 34,174.40 16.43
4 22,422.40 10.78  14.02 35,880.00 17.25
5 23,545.60 11.32 14.72 37,668.80 18.11
Custodian
6 24,731.20 11.89  15.46 39,561.60 19.02
Account Clerk |
Clerk
Receptionist
Recreation Center Attendant |
Tourism - Travel Counselor
7 25,958.40 1248  16.23 41,537.60 19.97
Laborer |
Lead Custodian
Recreation Center Attendant Il
8 27,268.80 13.11  17.04 43,617.60 20.97
Bus Driver
Customer Service Assistant
Laborer Il
Office Associate
Recreation Center Attendant Ill
Sanitation Worker
Utility Meter Attendant
9 28,641.60 13.77  17.90 45,801.60 22.02

Account Clerk Il

Maintenance Technician |
Recreation Program Specialist
Utility Service Mechanic |
Warrants Clerk

W/WTP Operator Trainee



Grade Position Title

City of Winchester
Position Title/Grade Listing
July 1, 2015

10

11

12

30,056.00
Economic Program Support Tech
Human Services Assistant
Office Assistant
Police Fleet Manager
Visitor and Community Relations Manager
W/WTP Lab Technician |
W/WTP Operator |

31,553.60
Account Clerk 1l
Aquatics Program Specialist
Benefit Programs Specialist |
Code Enforcement Technician
Communications Specialist |
Convention & Visitor Services Project Manager
Maintenance Technician Il
Parking Control Officer
Plant Mechanic
Records Analyst Clerk
Utility Service Mechanic Il

33,134.40
Athletics Program Specialist |
Benefit Programs Specialist Il
Community Recreation Specialist
Community Resource Officer
Crew Leader
Deputy Commissioner
Deputy Treasurer
Deputy Voter Registrar
Dewatering Operator
Equipment Parts Manager
Fiscal Assistant
Planning Technician
Senior Account Clerk
W/WTP Lab Technician Il
W/WTP Operator I

Minimum

14.45

15.17

15.93

18.78

19.72

20.71

Maximum

48,068.80 23.11

50,481.60 24.27

53,019.20 25.49



City of Winchester
Position Title/Grade Listing
July 1, 2015

Grade Position Title Minimum

13

14

15

34,798.40  16.73
Benefit Programs Specialist IlI
Communications Specialist Il
Detention Specialist |
Maintenance Technician IlI
Traffic Signal Technician

36,524.80  17.56
Accounting Analyst
AP and Payroll Specialist
Administrative Assistant |
Administrative Programs Assistant
Arborist
Athletics Program Specialist I
Automotive Mechanic
Benefit Programs Specialist IV
Construction Inspector
Deputy City Clerk
Economic Development Assistant
Emergency Management Technician
Environmental Program Coordinator
Housing Specialist
Legal Secretary
Old Town Coordinator
Probationary Firefighter Hours per year 2496
Hourly rate $14.6334
Property Evidence Clerk Specialist
Self-Sufficiency Specialist
Senior Utility Service Mechanic

38,355.20  18.44
Code Compliance Inspector
Communications Specialist 11l
Computer & Network Support Tech |
Deputy Sheriff |
Deputy Zoning Administrator
Detention Specialist I
GIS Technician
Licensed Practical Nurse
Planner |
Prevention Case Manager
Senior Laboratory Technician
Shop Foreman
System Project Manager

21.75

22.83

23.98

Maximum

55,660.80

58,448.00

61,380.80

26.76

28.10

29.51



City of Winchester
Position Title/Grade Listing
July 1, 2015

Grade Position Title Minimum

15

16

17

Continued 38,355.20 18.44
Transit Supervisor

Victim Witness Assistant Director

W/WTP Operator Il

40,268.80  19.36
Accountant
Administrative Assistant Il
Assistant Facility Manager
Benefit Programs - Fraud Investigator
Chief Deputy Treasurer
Computer & Network Support Tech Il
Crew Supervisor
Crime Prevention/Community Involvement Specialist
CRO/Community Outreach Coordinator
Deputy Sheriff 1l
EMS Billing Manager
Facilities Coordinator
Firefighter/EMT Hours per year 2496
Hourly rate $16.1334
Human Resources Analyst
Office Supervisor
Paralegal
Parks Administrative Coordinator
Parks Projects Coordinator
Parks Maintenance Coordinator
Police Officer I
Recreation Coordinator - Aquatics Services
Recreation Coordinator - Special Events
Recreation Coordinator - Sports & Athletics Services
Recreation Coordinator - Youth Services

42,286.40  20.33
Assessment Analyst
Benefit Programs Supervisor
Chief Environmental Program Coordinator
Computer & Network Support Tech Il
Deputy Sheriff 111
Engineering Inspector
Family Services Specialist |
Industrial Electrician
Laboratory Supervisor
Lead Communications Specialist

23.98

25.17

26.43

Maximum

61,380.80

64,438.40

67,662.40

29.51

30.98

32.53



City of Winchester
Position Title/Grade Listing
July 1, 2015

Grade Position Title Minimum

17

18

19

Continued 42,286.40  20.33
Planner Il

Police Officer Il

Senior Codes Compliance Inspector

Senior Detention Specialist

Tax Field Auditor

Utilization Management Coordinator

W/WTP Lead Operator

44,408.00  21.35
Assistant Water Treatment Plant Manager
Automotive Service Supervisor
CSA Coordinator
Detective |
Detention Specialist Supervisor
Family Services Specialist Il
Firefighter Technician Hours per year 2496
Hourly rate $17.7917
Logistics Support Technician
Marketing Coordinator/PIO/FOIA
Police Officer 11l
Refuse/Recycling Coordinator
Purchasing/Risk Manager
WWTP Chief Operator

46,633.60  22.42
Administrative Services Manager
Assistant Commonwealth Attorney |
Assistant Fire Marshal
Communications Operations Supervisor
Deputy Building Official
Deputy Director of Zoning & Inspections
Detective Il
Economic Development Program Coordinator
Engineer |
Executive Administrative Assistant
Master Police Officer
Radio Communications Manager
Senior Paralegal/Office Administrator
Senior Human Resources Analyst
Senior Planner
Sheriff Sergeant
Traffic Division Supervisor

26.43

27.75

29.14

Maximum

67,662.40

71,032.00

74,588.80

32.53

34.15

35.86



City of Winchester
Position Title/Grade Listing
July 1, 2015

Grade Position Title Minimum

20

21

22

23

48,942.40  23.53
Communications Manager
Facility Manager
Family Services Specialist Il
GIS Coordinator
Maintenance Supervisor
Police Sergeant
Program Manager
Real Estate Administrator
Superintendent of Parks
Victim Witness Director

51,396.80  24.71
Assistant Commonwealth Attorney Il
Chief Accountant
Family Services Specialist IV
Fire & Rescue Lieutenant
Network/System Administrator
Police Lieutenant

53,955.20  25.94
Accounting Manager
Building Official
Senior Computer Programmer
Senior Network Engineer
Family Services Supervisor
Transit Director
Webmaster

56,659.20  27.24
Assistant Commonwealth Attorney Il
Assistant Human Resources Director
Assistant Parks & Recreation Director
Director of Emergency Communications
Fire & Rescue Battalion Chief
Fire Marshall
Juvenile Detention Center Assistant Superintendent
Operations Superintendent
Police Captain
Family Services Manager

30.60

32.12

33.73

35.42

Maximum

78,332.80 37.66

82,222.40 39.53

86,340.80 4151

90,667.20 43.59



Grade Position Title

City of Winchester

Position Title/Grade Listing

July 1, 2015

24

25

26

27

28

29

30

59,508.80
Assistant Finance Director
Assistant Social Services Director
Executive Director Winchester Parking Authority
Executive Director WFCCVB
Downtown Manager

62,462.40
Assistant City Attorney
City Engineer
Deputy Commonwealth Attorney
Fire & Rescue Deputy Chief
Police Major

65,603.20

68,889.60
Assistant Public Services Director
Juvenile Detention Center Superintendent
Parks & Recreation Director
Planning Director
Public Works Director

72,321.60
Financial Services Director
Executive Director - Service Authority
Human Resources Director
Information Technology Director
Director of Zoning & Inspections

75,940.80
Finance Director
Fire & Rescue Chief
Economic Redevelopment Director
Police Chief
Public Services Director
Social Services Director

79,747.20

Minimum

28.61

30.03

31.54

33.12

34.77

36.51

38.34

Mid

37.20

39.05

41.00

43.05

45.21

47.46

49.84

Maximum

95,222.40

99,964.80

104,956.80

110,198.40

115,731.20

121,492.80

127,587.20

45.78

48.06

50.46

52.98

55.64

58.41

61.34



Grade Position Title

31

32

33

34

35

Assistant City Manager
Chief Financial Officer

City of Winchester
Position Title/Grade Listing
July 1, 2015

Minimum

83,720.00

87,921.60

92,310.40

96,928.00

101,753.60

40.25

42.27

44.38

46.60

48.92

Mid

52.33

54.95

57.70

61.08

63.61

Maximum

133,952.00

140,670.40

147,700.80

157,164.80

162,843.20

64.40

67.63

71.01

75.56

78.29



