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OFFICIAL NOTICE AND AGENDA

Notice is hereby given that the Finance Committee of the City of Stoughton, Wisconsin will hold a
regular or special meeting as indicated on the date, time and location given below.

FINANCE COMMITTEE OF THE CITY OF STOUGHTON
Monday, December 12", 2011 @ 5:30pm.

Hall of Fame Room/City Hall (381 E Main St, Stoughton WI 53589)
Carl Chenoweth, Eric Hohol, Paul Lawrence, Tim Swadley and Mayor Donna Olson (ex-
officio)

CALL TO ORDER

Communications

REPORTS

Contingency

OLD BUSINESS

NEW BUSINESS

Finance Committee Minutes of November 22”d, 2011

Resolution Authorizing and Directing the Proper City Official(s) to Authorize and Execute an
Intergovernmental agreement between Dane County and other Municipalities within Dane County

Creating a County wide interoperable VHF Based Emergency Radio System Known as
“DaneCOM”.

Review Proposed Finance Department Job Descriptions
Future Agenda Items — Business License

ADJOURNMENT

“IF YOU ARE DISABLED AND IN NEED OF ASSISTANCE, PLEASE CALL 873-6677 PRIOR TO THIS MEETING.”

NOTE: AN EXPANDED MEETING MAY CONSTITUTE A QUORUM OF THE COUNCIL.

Note: For security reasons, the front door of the City Hall Building will be locked after 4:30 p.m. If you need to enter City Hall after that time,

please use the Fifth Street entrances.
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2011 CONTINGENCY ACCOUNT
100-59200-930

2011 BUDGET $80,000
AMENDMENT REASON
BALANCE @ 12/8/2011 $80,000

CONTINGENCY ACCOUNT EARMARKED

AMENDMENT REASON
4/12/2011 Training/Outside Assistance ($3,000)
9/27/2011 Library PSB Sidewalk Repair ($6,025)

AVAILABLE BALANCE @ 12/8/2011 $70,975







FINANCE COMMITTEE MEETING MINUTES
November 22, 2011 — 6:00 p.m.
City Hall, Hall of Fame Room

Present:
Alderpersons Paul Lawrence, Eric Hohol, Carl Chenoweth, Tim Swadley and Mayor Donna Olson.

Others Present:
Finance Director Laurie Sullivan, Library Director Richard MacDonald and Library Board President
Tricia Suess.

Absent and Excused:

Call to order:
Finance Chair Lawrence called the meeting to order at 6:00pm.

Communications:
None.

Reports (Contingency — October Claims — October Treasurer’s Report):
No action taken.

Finance Committee Minutes of November 8", 2011:
Moved by Chenoweth, seconded by Swadley to recommend approval of the Finance Committee
minutes of November 8", 2011 as presented. Motion carried unanimously with Mayor Olson voting.

Resolution Authorizing and Directing the Property City Officials to Pay the Claim of Nicole K.
Weissinger 408 W. South Street, Stoughton, WI 53589 in the Amount of $839.80:

CVMIC recommends denial of the claim. Moved by Chenoweth, seconded by Hohol to recommend
Council deny the Resolution authorizing and directing the property City officials to pay the claim of
Nicole K. Weissinger 408 W. South Street, Stoughton, Wl 53589 in the amount of $839.80. Motion
carried unanimously with Mayor Olson voting.

**The Meeting May Close Per State Statute 19.85(1)(e), Deliberating or Negotiating the
Purchasing of Public Properties, the Investing of Public Funds, or Conducting Other Specified
Public Business, Whenever Competitive or Bargaining Reasons Require a Closed Session,
and Then Reopen For the Regular Course of Business Re: Library property purchase:

Moved by Chenoweth, seconded by Hohol to close the meeting per State Statute 19.85(1)(e),
deliberating or negotiating the purchasing of public properties, the investing of public funds, or
conducting other specified public business, whenever competitive or bargaining reasons require a
closed session, and then reopen for the regular course of business. Motion carried unanimously with
Mayor Olson voting. Moved by Chenoweth, seconded by Swadley to reopen the meeting for the
regular course of business. Moved by Hohol, seconded by Chenoweth to recommend Council
approve the memorandum of understanding between the City of Stoughton and the Stoughton Library
Board. Motion carried unanimously with Mayor Olson voting.






Finance Committee Meeting Minutes
November 22", 2011
Page 2

Future agenda items:
Business License

Motion by Chenoweth, seconded by Swadley to adjourn at 6:12pm. Motion carried unanimously.

Respectfully submitted,
Laurie Sullivan
Finance Director






RESOLUTION OF THE PUBLIC SAFETY and FINANCE COMMITTEE

Authorizing and directing the proper city official(s) to authorize and execute an Intergovernmental
agreement between Dane County and other Municipalities within Dane County creating a county —
wide interoperable VHF-based emergency radio system known as “DaneCOM”.

Committee Action:  Public Safety 4-1 with Mayor voting Finance
Fiscal Impact: $5,006.00 for 2012 only

File Number: R-158 -2011 Date I ntroduced:
12-13-2011

WHEREAS, it is in the best interest of the City of Stoughton to approve the Intergovernmental
agreement for a County-wide interoperable VHF-based emergency radio system known as DaneCOM,
and

WHEREAS, your Public Safety Committee met on November 30, 2011, and your Finance Committee
met on December 13, 2011 to consider the terms of the Intergovernmental agreement between Dane
County and other Municipdities within the Dane County who are signatories to this agreement pursuant
to State Statute 66.0301, Wis. Stats, now therefore,

BE IT RESOLVED by the Common Council of the City of Stoughton that the proper city official(s) be
hereby directed and authorized to sign the Intergovernmenta agreement between Dane County and the
other Municipalities (City of Stoughton) within Dane County to create a county wide interoperable
emergency radio system known as DaneCOM. The agreement is attached hereto as part of this
Resolution.

Council Action: |:| Adopted |:| Failed Vote

Mayoral Action: |:| Accept |:| Veto

Donna Olson, Mayor Date

Council Action: |:| Override Vote






PUBLIC SAFETY COMMITTEE MEETING MINUTES
Wednesday, November 30, 2011
Hall of Fame room, City Hall

Review and approval of revised DaneCOM Intergovermental Agreement:

Chief Leck explained the new DaneCom agreement. There needs to be more work done
on the frequency issue. More information will be provided as it comes in. Peterson asked
what would happen if this offer was rejected? Chief Leck explained DaneCOM would fold.
They need 70% of all cities and villages outside of Madison to sign on, and it's based on
population. There could be a huge penalty regarding the previous signed contract,
Alderman Chenoweth stated the previous contract was signed based on the fiscal amount-
do we have that amount yet? The least costly solution would be to have 100%
participation.

Moved by Tone, seconded by Peterson, to recommend approval to Council. Further
discussion, he hopes Attorney Dregne is available at the December 13 Council meeting to
answer questions regarding the contract. Motion carries 4-1 with Christianson voting noe,
and Mayor Olson voting in favor.





DANE COUNTY

Joe Parisi
County Executive

November 17, 2011

Dear Prospective “DaneCom” Radio System Partner:

We are writing to you to follow up on our letter of October 18, 2011 regarding the
intergovernmental agreement (IGA) for the new countywide interoperable emergency radio
communications network known as “DaneCom.” Some of you, as members of the Cities and
Villages Association and the Towns Association, met with us to request changes to the IGA
that was forwarded with our previous letter. In an effort to be responsive to the request of our
local government partners, we have made many of the suggested modifications to a revised
version of the IGA that’s enclosed with this mailing.

Because the IGA is being sent anew, the deadline for signing and returning the enclosed
" has been extended until December 22, 2011.

The County continues to be committed to covéring the “fair share” of the operations and
maintenance (0&M) costs (30%, as prescribed by the DaneCom Governing Board) and, of
course, is still covering all capital costs for the system infrastructure (estxmated at around an
initial investment of $16.5 million).

Enclosed is the new IGA and the spreadsheet (unchanged from the October 18™ version)
showing a close estimate for each jurisdiction’s share of operations and maintenance cost based
on the cost-sharing formula approved by the DaneCom Governing Board. As you may recall,
that board includes three representatives of the Dane County Cities and Villages Assoctation
and two representatives from the Dane County Towns Association.

To epsure this important public safety improvement project is implemented in a timely fashion,
we respectfully ask comrmunities to please return the enclosed IGA by December 22, 2011.

If you have questions regarding the enclosed, please don’t hesitate to contact us at:
parisi@countyofdane.com or corrigan@countyofdane.com. You can also contact John Dejung, .
Dane County’s Director of Public Safety Communications, at dejung@countyofdane.com.

Sincerely, '
W Pﬂ ’ )%un_r ﬂu«
Joe Parisi Sharon Corrigan
Dane County Executive Chair, DaneCom Governing Board

Enclosurés: IGA (updated), spreadsheet showing O&M costs for each community (unchanged)

City-County Building, Room 421, 210 Martin Luther King, Jr. Boulevard, Madison, Wisconsin 53703
PH 608/266-4114  FAX 608/266-2643  TDD 608/266-9138






RECEIVED

NOV 18 2011
CITY OF STOUGHTON

INTERGOVERNMENTAL AGREEMENT BETWEEN

DANE COUNTY AND OTHER MUNICIPALITIES WITHIN DANE COUNTY CREATING A COUNTY-WIDE
INTEROPERABLE VHF-BASED EMERGENCY RADIO SYSTEM KNOWN AS “DANECOM”

This Intergovernmental Agreement {"Agreement”} is made by and between Dane County
(“County”), and the municipalities located within Dane County who are signatories to this
Agreement, pursuant to § 66.0301, Wis. Stats.

WHEREAS, the Dane County Board has adopted Resolution 88, 2010-2011, endorsing an
implementation of a trunked, digital, standards-based simulcast emergency radio system that
features narrow-banding of the county’s VHF system {“system”); that will include modernization
of the microwave hackbone of the system; and

WHEREAS, County has agreed to make an investment in the system infrastructure, not to
exceed $18 million; and

* WHEREAS, the Governing Board established by Dane Couhty Board of Supervisors
Resolution 88, 2010-2011 has the authority delineated therein; and

WHEREAS, the County and participating municipalities have agreed to pay a proportionate
share of the costs of the operating and maintenance costs of the system, with the annual total
cost to municipalities other than the County not to exceed $825,000.

NOW, THEREFORE, LET IT BE RESOLVED that the parties do mutually agree as follows:

1. PURPOSE. The parties find that it is in the interest of the residents of the County and of
their respective municipalities to create an improved, narrow-banded VHF system. The intent of
the parties is to provide fair use and adequate protection to their citizens through use of the
DaneCom system. ‘

2. AUTHORITY. This Agreement is entered into by the parties pursuant to Wis. Stats.
§66.0301.

3. EFFECTIVE DATE. This Agreement shall commence upon the execution by all parties,
which must include execution by Dane County’s cities, towns, and villages, not including the City
of Madison, that comprise 70% (seventy percent} of the combined population of all Dane County
cities, towns, and villages, excluding the City of Madison; and upon execution by 80% (eighty
percent, or 28) of the County’s 34 towns. In the event this Agreement is not executed by the
required number of municipalities or towns on or before December 22, 2011, it shall be void and
no party shall have any obligation hereunder.

4, RESPONSIBILITIES OF THE COUNTY. The County shall: ¢

A. Enter into a contract for design, construction and Implementation of the
infrastructure of the system, at a cost not to exceed $18 million ($18,000,000).






Provide or secure needed facilities and own the system infrastructure, except for
additions to the basic infrastructure constructed or installed in Fitchburg and any
future additions by any party pursuant to separate agreements.

Obtain and maintain all FCC licensing required for the system, provided, however,
that if the County is unable to secure all necessary FCC licensing, the County may
terminate this Agreement without implementing the system.

Manage, administer, and control the system, including the additions in Fitchburg
and in accordance with Public Safety Communications Center Board authority
over telecommunications matters, except that the DaneCom Governing Board
{hereinafter “Governing Board”} will continue to oversee the cost-sharing model
for recurring operations and maintenance expenses and related matters as set
forth in this agreement.

Bill municipal parties for their respective share of operating and maintenance
costs as determined by the Governing Board established by County Resolution 88,
2010-2011 and the provisions of this Agreement. Attachment A is an estimate of
anticipated charges. Exact charges will be determined and billed by the County no
later than January 15% (for the February 15™ payment) and July 15" (for the
August 15" payment) each year. The County shall only include the operational
and maintenance costs for goods and services that have been actually received by
the County when calculating the amount of each invoice that is billed to the
municipalities.

If any municipality chooses not to join and pay its respective share of operating
and maintenance costs, those costs will be re-distributed as follows:

a. If the municipality is a city or village, 70% of that municipality’s costs will be
re-distributed to the remaining cities and villages using the 50/50 formula
described in Section 7A herein. The County will pay 30% of the non-
participating municipality’s costs.

b. If the municipality is a town, and if 80% (eighty percent, or 28) of the County’s
34 towns have executed this agreement, 70% of that non-participating town’s
costs will be re-distributed to the remaining towns using the 50/50 formula
described in Section 7A herein. The County will pay 30% of the non-
participating town’s costs.

Allow eligible users in accordance with 47 C.F.R. §90.421.

To the extent practicable, provide full access to, and allocate capacity of, the
system to all parties to this Agreement for all communications needs of that party,
without providing any special consideration to County agencies. Nothing herein is
intended to prohibit the allocation of resources based on a reasonable
prioritization based on a case-by-case evaluation of the level of public safety risk,
or similar factors.






RESPONSIBILITIES OF MUNICIPAL PARTIES, The municipal parties shall:

A,

Cooperate with County efforts to license and use frequencies suitable for
DaneCom and already authorized for use by municipalities. A municipal party will
not, however, be required to cancel a current FCC license or sign a letter of
concurrence for County use of any frequency. :

Connect no local additions to the system by wire without a separate written
Intergovernmental Agreement (“IGA”) with the County. County shall not
unreasonably withhold its approval of such additions. Examples of additions
include, but are not limited to, transmitter or receiver sites, dispatch consoles or
interoperability gateways.

Operate only authorized equipment on the system in accordance with reasonably
established protocols and standard operating procedures.

Pay operating and maintenance costs on a semi-annual basis payable on February
15 and August 15 of each year.

RESPONSIBILITIES OF ALL PARTIES. All parties to the Agreement shall:

A

A,

Pay their proportionate share of the operating and maintenance cost of the
system as determined by the Governing Board on a semi-annual basis. All capital,
operational and maintenance costs related to any additions by Fitchburg or other
municipalities will be paid solely by that municipality.

Follow all operating and technical requirements established by the County.

Execute an amended agreement to reflect cost-sharing model changes reasonably
based on equalized value, population, actual or estimated usage and/for other
relevant and customary factors as established by the Governing Board if and when
they are made.

OPERATIONS AND MAINTENANCE COST ALLOCATION.

It is understood that annual operating and maintenance costs for municipalities
will be apportioned using a 50/50 (half equalized value, half per capita, adjusted
annually per Wisconsin Department of Revenue and Department of
Administration websites) through the year 2015,

The formula for allocating operation and maintenance costs will be reevaluated by
the Governing Board and may be changed by the Governing Board for the years
following 2015 to provide a more equitable allocation using the factors described
in Section 6C.

The annual total contribution by parties other than the County will not exceed
$825,000.






Thirty percent {30%) of the total operating and maintenance expenses shall be
allocated to the County each year through 2015 except as noted in Sections 4F (a)
and 4F (b). Thereafter, any reallocation to the County shall not exceed 50% of the
total operating cost.

3. GOVERNANCE.

A,

Except as provided in sub. B, the Governing Board shali, throughout the term of
this Agreement, consist of three members appointed jointly by the Dane County
Executive and County Board Chair, three members appointed by the Dane County
Cities and Villages Association, two members appointed by the Dane County
Towns Association, and one member each from the Dane County EMS Association,
the Dane County Fire Chiefs Association, and the Dane County Chiefs of Police
Association. Appointees must reside in entities that are participants in the
interoperable radio communications system. :

In the event the percentage of the total contribution to operation and
maintenance cost to be made by any of the three municipal groups having the
right to appoint members to the Governing Board increases above its initial
contribution percentage by fifteen (15) or more as a result of modifications to the
contribution formula approved by the Governing Board, the appointing authority

" for that group shall have the right to appoint one additional member to the

Governing Board for each 15% increase over the number of appointments
provided in sub. A. If the contribution percentage of any group shall decrease by
10 or more, the appointing authority for that group shall have one fewer
appointment for each 10% decrease from the number provided in sub. A, The
number of appointments made by the Dane County EMS Association, the Dane
County Fire Chiefs Association, and the Dane County Chiefs of Police Association
shall remain unchanged. Appointments shall take effect on January 1 in the year
the revised compensation formula takes effect.

For the initial capital investment, If the cost of the system is less than $18 million,
the Governing Board shall make binding decisions regarding whether to allocate
savings to purchase additional system elements or to expenditures designed to
keep the cost of the system as low as possible so that the cost to local users for
operating and maintenance would also be as low as possible. Further, the
Governing Board has the authority to make decisions defining the initial and on-
going operating and maintenance cost sharing methodology and payment
structure. Final approval of all capital improvements in excess of $18 million in
total capital costs shall remain with the County Board and County Executive.

The County will use operating, technical and equipment requirements established
by the existing Wisconsin System for Interoperable Communications (WISCOM}
wherever appropriate and possible.

9. WITHDRAWAL. A party may withdraw from this Agreement upon 18 months notice prior
to the beginning of the calendar year in which withdrawal takes place, except that:






A. The County may not withdraw from this Agreement; and

B. No party may give notice to withdraw until after December 1, 2015.

10.  LIABILITY. All parties, each and for itself, shall be responsible for any injuries, claims or
losses arising from or caused by the acts or omissions of it agents or employees acting within the
scope of their employment, in accordance with Wis. Stats. §§ 893.80 and 895.46(1).

11, DUTY TO COOPERATE. FEach party hereto shall commence, carry on and complete its
obligations under this Agreement with ail deliberate speed and in a sound, economical and
efficient manner, in accordance with this Agreement and all applicable laws.

12. NO WAIVER. In no event shall the making of any payment or acceptance of any service
required-by this Agreement constitute or be construed as a waiver by-either party of any breach of
the covenants of this Agreement or a waiver of any default of the other party and the making of
any such paymient or acceptance of any such service by the conforming party while any such
default or breach on the part of the other party shall exist, shall in no way impair or prejudice the
right of the conforming party with respect to recovery of damages or other remedy as a result of
such breach or defauit.

13. ENTIRE AGREEMENT and AMENDMENTS. The entire Agreement of the parties is
contained herein and this Agreement supersedes any and all oral agreements and negotiations
between the parties relating to the subject matter hereof. The parties expressly agree that this
Agreement shall not be amended by any fashion except in writing, executed by the parties. This
section does not apply to separate IGAs entered into between the County and any other party
with respect to additions made to the system by or for that party.

14, SEVERABILITY. The various provisions of this Agreement are declared to be severable and
the findings of any court that any particufar clause or clauses is or are unlawful or unenforceable
shall not operate to invalidate the remainder of this Agreement and the same shall continue in
effect unless modified by the parties.

15, NO THIRD PARTY RIGHTS. This is an Agreement between the parties, and nothing herein
creates any rights in any third person.

DANE COUNTY

Joseph Parisi Date
County Executive

Karen Peters Date
County Clerk






( ) OF

(Name/Title) {Date) (Type of muni) OF (name of municipality)
(and for co-signer from same municipality)

{ ) OF

(Name/Title) (Date) (Type of muni) OF (name of municipality}






ESTIMATED DANECOM OPERATIONS & MAINTENANCE CHARGES
$158,877 Tolal O&M

$111,214 Local OBRM
Operatlons & Malntenance Charges pald by communities olher than Madison {which paysTts own}
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COMMUNITY

ALBTON

BERRY

BLACK EARTH
BLODMING GROVE
BLUE MOUNDS
BRISTOL
BLRKE
CHRISTIANA
COTTAGE GROVE
CROSS PLAINS
DANE
DEERFIELD
DUNKIRK
DUNN
MADISON
MAZOMANIE
MEDINA
MIDDLETON
MONTROSE
OREGON
PERRY
PLEASANT SPR.
PRIMROSE
ROXBURY
RUTLAND
SPRINGDALE
SPRINGFIELD
SUN PRAIRIE
VERMONT
VERONA
VIENNA
WESTPORT
WINDSOR
YORK

TOWNS

BELLEVILLE
BLACK EARTH
BLUE MOUNDS
BRODKLYN
CAMBRIDGE
COTTAGE GROVE
CROSS PLAINS
DANE

PEERFIELD
DEFOREST
MAPLE BLUFF
MARSHALL
MAZOMANIE
MCFARLAND

MT HOREB
GREGON
ROCKDALE
SHOREWOOD HILLS
WAUNAKEE
VILLAGES

EDGERTON
FITCHBURG
MADISON
MIDDLETON
MONONA
STOUGHTON
SUN PRAIRIE
VERONA
CITIES

VE&C

T&VEC

2012

50/50
4882
4636
$256
5779
166
$1,569
$1,592
5567
51,679
5861
5463
5746
4840
$2,625
$2,200
5513
5583
$3,347
5516
$1,512
5322
$1,656
$338
5809
5948
51,015
$1,392
51,072
5476
$1,050
715
42,331
£2,548
534
537,626

5744
526
$292
§314
§556
$2,457
$1,470
5376
5885
$3,654
$1,060
51,278
$682
$3,277
$2,763
53,759
576
51,408
45,244
530,822

$62
410,531

$9,379°
$1,389
§4,929
511,034
45,440
542,764

473,586
$111,214

447,663
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50/50 Shift"
$1,904
%0
50
$1,681
50
50
50
50
50
40
50
50
$1,811
s0
44,7137
§1,107
$1,260
S0
50
40
5690
30
$730
61,745
52,049
50
50
%2315
20
50
%0
45,053
$5,499
50
530,589

§756
5534
5297
4319
5565
£2,496
50
5382
4899
53,713
51,076
$1,298
5693
$3,329
52,806
43,818
%0
$1431
85,326
$29,733

50
$10,696
50
$9,526
51,410
45,005
$11,206
55,525
$43,370

$73,103
$103,692

455,184

In?: ¥ = Affirmative 2018 letter of Intent, N = Negative 2030 letter of nt
'SOISD Shift=assumes 2010 letier of Intent sfigners only

SOUACE: TOWN, VILLAGE, AND CITY TAXES 2010, Wis. Dept. of Revenue
“MILL RATE:" 0.004015682570018

Per Capita: 5046

{Assumes 20 year bond at 3 percent)

Local OBM" assumes Dane Coirnty will pay 30%

ORIGINAL SPREADSHEET: DCTA/Hate [baker - 1/25/11
UPDATED 5PREADSHEET: DCPSC/McVicar - 10/1B/11






ESTIMATED DANECOM OPERATIONS & MAINTENANCE CHARGES
$316,247 Tolal Q&M

$221,443 Local O&M
Operations & Malntenance Charges pald by communlties other than Madlson {which pays lts own)
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COMMUNITY

ALBION

BERRY

BLACK EARTH
BLOQMING GROVE
BLUE MOUNDS
BRISTOL
BURKE
CHRISTIANA
COTTAGE GROVE
CROSS PLAINS
DANE
DEERFIELD
DUNRIAK
DURN
MADISON
MAZOMANIE
MEDINA
MIDDLETON
MONTROSE
OREGON
PERRY
PLEASANT 5PR.
PRIMROSE
ROXBURY
RUTLAND
SPRINGDALE
SPRINGFIELD
SUN PRAIRIE
VERMONT
VERCNA
VIENNA
WESTPCRT
WINDSOR
YORK

TOWNS

BELLEVILLE
BLACK EARTH
BLUE MOUNDS
BROOKLYN
CAMBRIDGE
COTTAGE GROVE
CROSS PLAINS
DANE

DEERFIELD
DEFOREST
MAPLE BLUFF
MARSHALL
MAZOMANIE
MCFARLAND

MT HORES
OREGON
ROCKDALE
SHOREWOOD HILLS
WAUNAKEE
VILLAGES

EDGERTON
FITCHBURG
MADISON
MIDDLETON
MONONA
STOUGHTON
SUN PRAIRIE
VERONA
CilES

V&C

T&VEC

2013

50/50
£1,755
51,267
$510
$1,550
$927
$3,124
43,169
51,128
53,344
$1,714
8921
$1,486
51,672
$5,227
$4,381
$1,022
$1,162
£6,665
$1,028
$3,011
4642
$3,298
5673
$1,610
$1,838
52,021
§2,711
$2,135
$948
$2.000
§1,424
54,642
55,074
$645
574,923

51,482
51,047
$582
5625
41,107
$4,893
$2,927
$748
$1,763
$7,275
$2,110
42,545
51,358
86,526
$5,501
47,485
5151
$2,804
410,441
561,371

$123
£20,570

518,675
$2,765
49,814
521,970
510,832
$85,150

5146,520
$221,443

§04,904
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50/50 Shif®
$3,791
50
S0
53347
0
S0
50
50
40
50,
40
50
$3,606
50
$9,432
$2,205
$2,508
$0
50
40
51,387
50
51,453
$3,478
44,081
50
50
54,609
50
S0
0
$10,062
$10,949
50
$60,907

$1,505
$1,063
5591
5635
51,924
54,969
50
5760
51,791
$1,389
52,143
52,584
%1379
46,628
45,587
47,602
50
$2,848
510,604
559,203

50
521,207
%0
518,968
$2,808
$9,967
522,313
$11,002
586,357

5145,560
$206,467

$109,580

Yin?-¥ = Affirmative 2010 fetter of Tntent, N = Negatlve 2010 [etler af Int
50/50 ShifL= assumes 2010 letter of Intent signers only

SOURCE: TOWN, VILLAGE, AND CITY TAXES 2016, Wis. Dept. of Revenue
"MILL RATE:™ 0.007955819234992
Per Caphta: $0.92
{Assumes 20 year band at 3 perceat)

Local OEM® assumes Dane County will pay 30%

ORIGINAL SPREADSHEET: DCTA/Hazetbaker - 1/25/11
UPDATED SPREADSHEET: DCPSC/McVicar - 10/18/11





ESTIMATED DANECOM OPERATIONS & MAINTENANCE CHARGES
$624,770 Total 0&M
Operations & Malntenance Charges pald by communities other than Madison (which pays Its ewn)

$437,330 Local D&M

COMMUNITY

3

ALBION
BERRY

BLACK EARTH
BLOOMING GROVE
BLUE MOUNDS
BRISTCL
BURKE
CHRISTIANA
COTTAGE GROVE
CROSS PLAINS
DANE
DEERFIELD
DUNKIRK
DUNN
MADISON
MAZOMANIE
MEDINA
MIDDLETON *
MONTRQSE
OREGON
PERRY
PLEASANT SPR.
PRIMROSE
ROXBLRY
AUTLAND
SPRINGDALE
SPRINGFIELD
SUN PRATRIE
VERMONT
VERONA
VIENNA
WESTPORT
WINDSOR
YORK

TOTAL TOWNS

R L R e e R e I ]

BELLEVILLE

. BLACK EARTH
BLUE MOUNDS
BROOKLYN
CAMBRIDGE
COTTAGE GROVE
CROSS PLAINS
DANE
DEERFIELD
DEFOQREST
MAPLEELUFF
MARSHALL
MAZOMANIE
MCFARLAND
MT HCREB
OREGON
ROCKDALE
SHOREWDOD HILLS
WAUNAKEE

TOTAL VILLAGES

LA A - - - A

C EDGERTON

C FITCHBURG

[ MADISON

C MIDDLETON

C MONDNA

C  STOUGHTON

c SUN PRAIRIE

c VERONA
TOTAL CIES
TOTAL V&C
TOTAL T&VE&C
TOTAL

2014

50/50
53466
$2,502
51,008
§3,062
$1,831
46,169
46,259
$2,228
56,604
43,384
$1,819
42,935
53,302
$10,323
58,652
52,018
52,294
413,164
52,030
55,946
51,268
$6,514
$1,329
53,180
3,729
$3,992
55473
54,216
$1872
44,128
52,812
9,167
$10,020
$1,273
$147,968

§2,926
$2,067
51,149
$1,234
52,186
$9,663
55,781
§1,478
53483
$14,36%
$4,168
$5,026
52,682
$12,888
$10,865
$14,783
5299
45,538
$20,620
$121,204

5243
$41,414

$36,883
5460
$19,383
43,390
21,393

$168,167

5288371
$437,339

$187.431

In'?

B e e i e e A T T T 2

-

- - = = =

L BT URE A V- - - T T - e T

50/50 Shif
57,487
50
50
46,610
50
50
50
50
30
%0
40
30
§7,122
50
$18,627
£4,355
£4,954
0
50
40
52,738
50
£2,870
56,868
$8,059
50
50
49,103
50
50
$0
519,872
521,624
$0
$120,289

$2,972
$2,100
$1,167
$1,254
$2,220
£9,814
30
$1,501
$3,537
514,593
$4,233
$5,104
52,724
513,089
$11,034
§15,014
$0
45,626
520,943
$116,923

50
$42,061
50
537,461
$5,546
$19,685
544,068
521,729
4170,550

$287,474
$407,763

$217,007

Yn?: ¥ = Affirmative 2010 fetter of Intent, N = Negative 2010 lettzr of Int
zSl:l,"SI:l Shift = assumes 2010 letter of ialent signers only

SOURCE: TOWN, VILLAGE, AND CITY TAXES 2010; Wis. Dept. of Revenue
"MILL RATE:" 0.01579135564252%
Per Capila: - $1.81
{Assumes 20 year bond at 3 percent)

Local G&M" assumes Dane County will pay 30%

ORIGINAL SPREADSHEET: DCTA/Hazelbaker - 1/25/11
UPDATED SPREADSHEET: DCPSC/McVicar - 10/18/11






ESTIMATED DANECOM OPERATIONS & MAINTENANCE CHARGES

$584,338 Local ORM
Operations & Maintenance Charges pald by communities other than Madlson {which pays [ts own)

-
a4 444444444444 dddd==Ad 444444344 4F

TOTAL

caeCdadaasaddaaageg < w<

TOTAL

OO0 Mmn

c
TOTAL

TOTAL

TATAL

TOTAL

COMMUNITY

ALBION

BERRY

BLACK EARTH
BLOCMING GROVE
BLUE MOUNDS
BRISTOL
BURKE
CHRISTIANA
COTTAGE GROVE
CROSS PLAINS
DANE
DEERFIELD
DUNKIRK
DUNN
MADISON
MAZOMANIE
MEDINA
MIDDLETON
MONTROSE
OREGOM
PERRY
PLEASANT SPR.
PRIMROSE
ROXBURY
RUTLAND
SPRINGDALE
SPRINGFIELD
SUN PRAIRE
VERMONT
VERONA
VIENNA
WESTPORT
WINDSOR
YORK

TOWNS

BELLEVILLE
BLACK EARTH
BLUE MOUNDS
BROOKLYN
CAMBRIDGE
COTTAGE GROVE
CROSS PLAINS
DANE

DEERFIELD
DEFOREST
MAPLE BLUFF
MARSHALL
MAZOMARNIE
MCFARLAND

T HCREB
OREGON
ROCKDALE
SHOREWOQD HILLS
WAUNAKEE
VILLAGES

EDGERTON
FITGHBURG
MADISON
MIDDLETON
MONCGNA
STOUGHTON
SUN PRAIRIE
VERONA
CITIES

V&C

TEAVEC

015

50/50
54,632
$3,343
51,346
44,001
$2,446
68,242
48,363
52,977
58,824
44,522
42430
43,921
94,012
513,793
511,560
£2,698
£3,065
$17,586
52,712
47,944
51,694
$8,703
$1,775
54,248
%4,982
§5,334
47,313
45,633
§2,501
65,516
$3,757
412,248
513,388
51,701
5197,704

$3,910
$2,762
51535
$1,649
$2,521
512,911
57,724
51,974
54,653
$18,198
45,568
$6,715
43,583
517,220
514,517
539,751
5399
$7,400
$27,551
5161,943

$325
55,334

$49,280

57,296

$25,898
452,975
$23,584
$224,691

$386,634
$584,338

$250,430

£834,768 Total O&M
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R e P R

B I R e

B T I R
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- = - =

50/50 Shift*

510,004
50
S0

48,832
50
50
50
L1
Hd
40
50
30

$9,516
50

524,888

$5,818

86,619
S0
$0
50

53,659
50

$3,835

$9,176

$10,768
50
40

512,162
$0
40
0

$26,552

$28,892
$0
$160,720

43,971
$2,805
51,559
$1,675
52,966
$13,113
50
$2,005
$0,726
$19,498
45,656
46,819
43,639
517,489
514,743
520,060
$0
57,517
$27,982
5156,214

50
$56,299
s0
450,053
57,410
426,301
$58,880
$20,032
$227,876

$384,100
544,820

5289,948

Yin:¥= AHirmatlve 2019 letter of intent, N = Negative 2610 letter of (nL

’SD,fSDS'hII't= assumes 2010 lelter of Intent sigaers only

SOURCE: TOWN, VILLAGE, AND CITY TAXES 2010, Wis, Dept. of Revenue
"MILL RATE:" D.021099153875825
Per CepHa: 5242
{Assumes 20 year bond at 3 percent)

Local O&M" assumes Dane County will pay 30%

ORIGLNAL SPREADSHEET: DCTA/Hazelbaker - 1/25/11
UPDATED SPREADSHEET: OCPSC/McVicar - 10/18/11
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Member of LEGUS International Network of Law Firms

Confidential Memorandum
Privileged Lawyer-Client Communication

To Mayor Donna Olson
Laurie Sullivan, Finance Director
City of Stoughton

From Matt Dregne 7 ” )
City Attorney °_

Date November 21, 2011

Re DaneCom Agreement

The City has asked me to review the draft agreement proposed to be made among Dane
County and the municipalities located within the County, relating to a County-wide
interoperable emergency radio system known as DaneCom. According to Dane County
Board Resolution 88, 2010-2011, “Dane County must make choices soon on an

alternative approach for an emergency radio system in order to meet federal requirements
by January 2013.”

It is beyond the scope of this memorandum to describe the federal requirements that may
bear on the development of an emergency radio system. Yet, a complete evaluation of
the proposed DaneCom agreement would likely require some understanding of the legal
obligations that apply to the parties, the practical need for the communications
technology, and the alternatives available to the parties.

It is also beyond the scope of this memorandum to address the extent to which the
agreement would meet the parties’ needs in the best manner. Instead, this memorandum
discusses certain aspects of the agreement that are unclear, or that may cause problems
for the parties in the future.

I have a number of big-picture concerns with the agreement: (1) the agreement is vague
regarding what capabilities and services DaneCom would provide to municipalities;
(2) the agreement is ambiguous regarding the ability of parties and non-parties to use the
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system; (3)the agreement includes incentives for parties to withdraw which could
undermine the viability of the agreement and the system; and (4) rather than specifying
how costs will be allocated, the agreement delegates broad discretionary authority, to an
appointed “Governing Board,” to allocate costs. These concerns, and my other
comments regarding the agreement, are discussed in greater detail, below.

1. SYSTEM SPECIFICATIONS ARE VAGUE AND UNCLEAR.

The agreement requires Dane County to contract for the design, construction and
implementation of “the system.” The recitals say that the “system” will be “a trunked,
digital, standards-based simulcast emergency radio system that features narrow-banding
of the county’s VHF system.”

This description of the “system” appears insufficient to answer many questions you may
have, now or in the future, about what the system will provide. One red-flag regarding
this problem is the inclusion of language indicating that Fitchburg may be adding “to the
basic infrastructure” of the system. I assume this language was added because Fitchburg
anticipates a need to add to the system, to meet its needs. Based on the draft agreement,
it is unclear how Fitchburg could have reached that conclusion. This is cause for concern
about whether the agreement adequately defines “the system.”

At a minimum, it would be prudent to describe the minimum types and levels of
technology, capabilities and services that the system would provide to municipalities.

2. ACCESS TO AND PARTICIPATION IN THE SYSTEM AND DISTRIBUTION OF BASE
COSTS.

A. Who May Use the System? 1 have heard that all communities in Dane
County will be allowed to use and/or benefit from the system, whether or
not they are parties to the agreement, contributing to the costs, or choose to
withdraw in the future. The agreement requires parties to pay the costs
attributed to non-parties, suggesting that non-parties may use the system.
However, some language in the agreement suggests that the system will
only be available to parties to the agreement. Section 4 H. requires the
County, to the extent practicable, to provide “full access to, and allocate
capacity of, the system to all parties to this Agreement for all
communications needs of that party.” Does that mean that communities
that are not “parties to” the agreement would not have access to the system?
If non-parties would have access, could that access be limited in any
respects? How would a party’s withdrawal from the agreement affect
access to the system? These are important issues to clarify.

HADOCS\005649\000695100664428. DOCX 2
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Threshold Level of Participation. The agreement does not become
effective unless, by December 22, 2011, it is signed by a number of cities,
villages and towns that contain 70 percent of the Dane County population,
excluding the City of Madison, and “80 percent, or 28" of the County’s
34 towns.! Including a threshold number of communities that must be
reached is a good idea, given that the cost of serving non-parties is to be
shared among the municipalities that are parties.

Issues Regarding Withdrawal. The agreement allows any party (other than
Dane County) to withdraw, by giving 18 months notice prior to the
beginning of the calendar year in which withdrawal takes place. No party
may give notice of withdrawal before December 1, 2015. The withdrawal
option presents the following issues:

(1) The agreement is ambiguous regarding who, if anyone, is
responsible for paying the share of operation and maintenance costs
of a withdrawing party. Section 4. F. says that if a municipality
“chooses not to join and pay its respective share of operating and
maintenance costs, those costs will be redistributed ....” What if a
municipality joins, pays its share of costs for a number of years, and
then withdraws? If the intent is to redistribute a withdrawing
member’s costs under Section 4. F., then the agreement should say
SO.

(2)  There appears to be no disincentive to withdraw, particularly if a
withdrawing party may continue to receive the full benefits of the
system. If parties begin to withdraw, there will be an increasing
financial burden on remaining parties, and therefore an increasing
incentive for remaining parties to withdraw. The County’s share of
the non-party costs is limited to 30 percent, and the County’s share
of the total operation and maintenance cost is limited to 50 percent.
If and when participation begins to unravel, won’t that leave the
County and municipalities with an agreement that is no longer
viable? It would be prudent to structure the agreement to avoid this
possibility. Effective disincentives to withdrawal would be one
option, if feasible.  Prohibiting withdrawal, perhaps for the
anticipated useful life of the system, would be another option.

! This should be revised to say 28 towns, rather than “80 percent, or 28.”
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ALLOCATION OF OPERATIONS AND MAINTENANCE COSTS.

The primary purpose of the agreement is to allocate responsibility for paying the
costs of operating and maintaining the DaneCom system. I have a number of
concerns, questions and suggestions about the cost-sharing language in the
agreement, as follows:

A.

Operations and Maintenance Not Defined. The agreement does not
describe what costs are included in “operations and maintenance.”

Weak Language Governing Costs Through 2015. The agreement provides
for the appointment of a “Governing Board” to allocate costs among the
parties. The agreement provides a formula for allocating costs through
2015. However, the language used in the agreement is very weak, in terms
of binding the Governing Body to follow the given formula, even through
2015.

Section 6.A. of the agreement requires all parties to the agreement to pay
“their proportionate share of the operating and maintenance cost of the
system as determined by the Governing Board.” This language is a direct
grant of authority to the Governing Board to decide how costs will be
allocated. Section 7.A states that “it is understood that annual operating
and maintenance costs for municipalities will be apportioned using a 50/50
(half equalized value, half per capita ....) through the year 2015.” Finally,
section 7.D requires the County to pay 30 percent of the operations and
maintenance costs through 2015.

If the parties intend for the Governing Board to be bound by the cost
allocation suggested in the agreement, at least through 2015, 1 would
modify the agreement to provide as follows:

“All parties to this Agreement shall pay their proportionate
share of the operating and maintenance cost of the system on
a semi-annual basis. Through 2015, 30 percent of the cost
shall be paid by Dane County, and the remaining cost shall be
allocated to all Cities, Villages and Towns in Dane County,
excepting the City of Madison, using a 50/50 formula (half
allocated on the basis of equalized value, half on the basis of
population, adjusted annually by the Wisconsin Department
of Revenue and Department of Administration). The costs
allocated to Cities, Villages and Towns that are not parties to
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this Agreement shall be re-allocated to the parties pursuant to
Section 4.F. of this Agreement.

C. Delegation of Authority to the Governing Board.

Beginning in the year 2016, Section 7.B. authorizes the Governing Board to
change the formula for allocating costs. Section 6. C. then obligates parties to the
agreement to execute an amended agreement to reflect the changes.” The changes
are to be “reasonably based on equalized value, population, actual or estimated
usage and/or other relevant and customary factors as established by the
Governing Board if and when they are made.” 1have the following comments and
concerns regarding authorizing the Governing Board to change the cost allocation
formula:

(1)  Vague Standards. Section 6. A indicates “factors” that the
Governing Board is supposed to use in changing the cost allocation.
However, these factors do not allow for any meaningful
determination of whether they have been followed. The inclusion of
“other relevant and customary factors as established by the
Governing Board,” as a standard for guiding the Governing Board’s
determination, illustrates the extent to which the Governing Board
would have very broad discretion.

(2)  No Costs Allocated to County After 2015. For years after 2015, it is
unclear whether the parties intend to allow the Governing Board to
allocate operations and maintenance costs to the County. Section
7.D. expressly states that 30 percent of the costs are to be allocated
to the County through 2015. That section also states that after 2015,
any reallocation to the County shall not exceed 50 percent of the
total operating cost. It is unclear how the Governing Board would
use the factors in Section 6.A. to allocate costs to the County. It is
also unclear whether the 50% limit in section 7.D. is intended to
recognize that the Governing Board may allocate costs to the
County, or is intended only as a limit on non-party costs the County
could be required to pay under Section 4.F. The agreement should
make it clear, one way or the other.

% It is unclear why the parties would need to execute an amendment to the agreement, given that
the proposed agreement authorizes the Governing Board to change the formula.
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4)

Political Process and Representation on Governing Board. Section
8.B. of the agreement states that if the “percentage of the total
contribution to operation and maintenance cost to be made by any of
the three municipal groups having the right to appoint members to
the Governing Board increases above its initial contribution
percentage by fifteen (15) or more..., the appointing authority for
that group shall have the right to appoint one additional member to
the Governing Board for each 15% increase over the number of
appointments provided in sub. A.”

This section appears to recognize that, ultimately, costs will not be
allocated based on a clear formula or standards provided in the
agreement, but rather by the Governing Board, through a political
process. This device may not effectively protect individual
municipalities. A particular municipality could see its costs raised
by more than 15 percent, while the increased cost to all members of
that municipality’s group remains below 15 percent, in which case
the group’s representation on the Governing Board would remain
unchanged.  Furthermore, individual municipalities may have
limited practical ability to influence the process through the Cities
and Villages Association, or through Governing Board members
appointed by the Association.

One risk resulting from allowing the Governing Board to allocate
costs is an increased likelihood that parties will withdraw from the
agreement, in reaction to a change they see as unfair. Given that
there may be no penalty or disincentive for an individual party to
withdraw, the agreement should be structured to avoid future
conflicts over cost-sharing that could lead to a municipality’s
withdrawal.

In my opinion, the parties would be served better by an agreement
that allocates costs, rather than an agreement that empowers a
separate political entity to allocate costs.

Ambiguity Regarding Allocation of Non-Party Town Costs. Section
4.F b of the agreement is ambiguous regarding allocation of costs of
non-party towns, if less than 28 towns are parties to the agreement.
It states: “If the municipality is a town, and if 80 % (eighty percent,
or 28) of the County’s towns have executed this agreement, 70 % of
that non-participating town’s costs will be re-distributed to the
remaining towns ....” Under section 3, however, the agreement will
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not take effect unless 80 percent of the towns have executed the
agreement. Therefore, it is unclear why a requirement that 80
percent of towns have executed the agreement is included in section
4. F.b. One possible interpretation is that towns are not responsible
for paying non-party town costs unless 80 percent of the towns
remain parties to the agreement. Under that interpretation if a
sufficient number of towns withdraw, there is no mechanism for
allocating their costs to remaining towns. This ambiguity should be
addressed.

Section 4. F. of the agreement includes references to section 6. b.,
that should be references to section 7.a.

In conclusion, I recommend modifying the agreement to provide a fixed cost sharing
approach, to better define the system, to clarify who may use the system, and to reduce
the potential for withdrawal. T also recommend modifying some of the language that
creates ambiguities regarding important issues.

I would be happy to discuss this matter with the City.
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City of Stoughton
Position Description

Name: Department: Finance

Position Title: Director of Finance and Economic Pay Grade: FLSA: E
Development

Date: Atigust-2009 ReportsTo:  Mayor

Pur pose of Position

The purpose of this position isto supervise, direct, and coordinate the financia activities of the City, serving as
comptroller with duties as outlined in 62.09(10) Wis. Statutes and City ordinances and as City Treasurer, with duties
required by State Statutes 62.09(9) and City ordinances. Other key functions include supervising, directing and
coordinating the Economic Development activitiesin the City . This position provides support to the Mayor, City
Council, and City departmentsin their financial management, budgeting, and reporting responsibilities, presentation of
issues and recommendations to the Mayor and City Council for strategic direction of fiscal policy matters to maintain and
enhance the financial health of the City, and performance of a variety of administrative functions as delegated by the
Mayor and City Council.

Essential Duties and Responsibilities

Thefollowing dutiesare normal for thisposition. These are not to be construed as exclusive or all-
inclusive. Other dutiesmay berequired and assigned.

Directs, coordinates, and supervises the financial activities of the City of Stoughton.
e Directs, coordinates, and supervises the Economic Development Activities of the City of Stoughton.

e Directs, coordinates, and supervises the Employee Benefit Administration, reconciling benefits to the general ledger
and periodic reporting. (From City Clerk)

e Directs, coordinates, and supervises Special Assessment procedures. (From Clerk’s Office)

e Overseesthe preparation of the tax roll special charges, delinquencies and assessments. (From City Clerk)

e Preparestax roll for submission to the County Treasurer. (From City Clerk)

e Prepares Statement of Taxes, Levy Limit worksheets and Expenditure Restraint reporting. (From City Clerk)

e Prepares salary and benefit data for the annual budget process. (From City Clerk)

e Performs Comptroller functions as required by State Statutes 62.09(10) and City ordinances.

e Performs City Treasurer functions as required by State Statutes 62.09(9) and City ordinances.

e Plans, installs, and maintains a central accounting system for the City government and its agencies in a manner
consistent with established and accepted municipa accounting principals and procedures, and in sufficient detail to
produce adeguate cost, financial, and statistical datafor City and department management purposes and to meet

statutory requirements.

e Directs, coordinates, and supervises processing of accounts payable and accounts receivable; auditing of purchase





City of Stoughton Finance Director/Treasurer
Position Description

orders, receipts, and disbursement; reconciling accounting records with various departments; and allocating payments
to various accounts.

o Directs, coordinates, and supervises processing of payroll; reviews salary and benefit datafor inclusion in the
development of the annual budget.

e Functions as aresource and support to enhance department’ s financial management capacity.

¢ Maintains a system of budgetary control to ensure that expenditures do not exceed appropriations, and that sufficient
revenues are available to meet anticipated needs.

o Directsthe preparation of the annual City budget, including advising the Mayor, City Council, and City department
heads in the review of estimates and the preparation of individual departmental budget requests.

¢ Directsthe development and update of a Five-Y ear Capital Improvement Plan, aFive-Year Financial/Operating
Budget Forecast, and accompanying financing plans.

e Providesthe Mayor and City Council with timely and informative financial reports, statements, financial analysis and
fiscal projections on magjor issues requiring policy direction.

o Analyzes City debt structure and prepares recommendations for restructuring thereof; advises the Mayor and Finance
Committee regarding debt management.

e Coordinates a variety of special administrative projects as assigned, which include but are not limited to the
negotiation of contracts, leases, purchases, land acquisitions, and others of asimilar nature.

o Initiates proactively, or participates collaboratively with department efforts to streamline operations, increase
operational efficiency and effectiveness, and address i ssues and opportunities of current concern.

¢ Proposes recommendations to streamline and consolidate budget and accounting functions in a continuous
improvement effort.

o Coordinates activities of City Assessor contract compliance.

e Provides or reviews necessary financial datafor collective bargaining and assists Personnel Committee as necessary.
¢ Administersthe CDBG program.

¢ Representsthe City in all fiscal matters, including issues associated with economic devel opment.

¢ Administersthe investment of surplus City funds and documentation relating to the sale or renegotiation of notes and
bonds.

o Reviews, audits, and certifies al claims against the City for payroll, goods and services, and reports to the Finance
Committee.

¢ Administers Firefighters' Pension Fund and serves on the Firefighters' Pension Board.
e Attendsall City Council meetings and committee meetings as necessary.

e Servesonthe Board of Trustees — Riverside and Wheeler Prairie Cemeteries.





City of Stoughton Finance Director/Treasurer
Position Description

e Provides administrative oversight and reviews financial activities of duly authorized volunteer organizations.
e Insures volunteer organizations follow prescribed city financia policies.

o Keepsinformed of new trends, devel opments, laws, and regulations impacting the activities of the finance and
treasury functions of the City.

Minimum Training and Experience Required to Perform Essential Job Functions

Graduation from an accredited four-year college or university with a degree in Business Administration,
Accounting, Financial Management, Public Administration or related field. Minimum of five to seven years of
progressively responsible supervisory or management position related experience in accounting and financial
management, preferably in amunicipal environment serving as a finance director or assistant finance director.
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

Physical Requirements

o Ability to operate a variety of office equipment including personal computer, calculator, telephone, etc.

o Ability to develop manual and computerized financial systems.

Supervisory Skills

o Knowledge of principles of supervision and management, including participative management.

o Ability to supervise the work of departmenta staff including; coordinating, assigning, monitoring, and eval uating
work; and hiring, training, counseling, and disciplining staff.

e Ability to positively motivate employees and create ateam-work oriented, effective, and efficient work environment.

e Ability to establish and maintain effective working rel ationships with the Mayor, City Council members, department
heads, staff, and the public.

Mathematical Ability

e Ability to add, subtract, multiply, divide, calculate decimals and percents, and make use of the principles of
descriptive statistics.

o Ability to design and produce graphical representations of complex financial and performance data.

o Ability to prepare accounting and financial data projections.

o Knowledge of municipal accounting and auditing including enterprise funds; considerable knowledge of Generally
Accepted Auditing Standards (GAAS); considerable knowledge of Generally Acceptable Accounting Principles
(GAAP).

L anguage Ability and Inter per sonal Communication

o Ability to act as a staff advisor to the Mayor, City Council, and department heads.
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e Skill in effective, clear, and objective oral and written communications about the City’ s finances to individuals and
groups.

e Ability to comprehend and interpret avariety of documentsincluding municipa and business financial statements,
invoices, contracts, insurance policies and claims, tax rolls, budget requests and amendments, audits, bank
statements, budget documents, service contracts, State statutes, City ordinances and policies, etc.

e Ability to prepare avariety of documents with clear, comprehensive explanatory narrative to accompany budget
documents, financial statements, fiscal analysis relating to special projects, letters and other correspondence with the
Mayor, City Council, department heads, or parties external to the City, etc. using prescribed format and conforming
to al rules of punctuation, grammar, diction, and style.

o Ability to record and deliver information, explain procedures, and follow instructions.

o Ability to use and interpret legal and accounting terminol ogy.

o Ability to communicate effectively with Mayor, City Council, Finance, Personnel, and Utility Committee members,
department heads, legal counsel, other City personnel, State and County personnel, insurance representatives, and
others verbally and in writing.

Environmental Adaptability

o Ability to work effectively in an office environment.

e Understanding of the City’ s political environment and sensitivities; ability to function effectively within that
environment.

The City of Stoughton isan Equal Opportunity Employer. In compliance with the American with Disabilities
Act, the City will provide reasonable accommodations to qualified individua s with disabilities and encourages
both prospective and current employees to discuss potential accommodations with the employer.

Employee's Signature Supervisor’s Signature

Date Date

Council Approved 5-24-2009





City of Stoughton
Position Description

Name: Department: Finance

Position Title: Director of Finance and Economic Pay Grade: FLSA: E
Development

Date: November 2011 ReportsTo: Mayor

Purpose of Position

The purpose of this position isto supervise, direct, and coordinate the financial activities of the City, serving as
comptroller with duties as outlined in 62.09(10) Wis. Statutes and City ordinances and as City Treasurer, with duties
required by State Statutes 62.09(9) and City ordinances. Other key functions include supervising, directing and
coordinating the Economic Development activitiesin the City . This position provides support to the Mayor, City
Council, and City departments in their financial management, budgeting, and reporting responsibilities, presentation of
issues and recommendations to the Mayor and City Council for strategic direction of fiscal policy matters to maintain and

enhance the financial health of the City, and performance of a variety of administrative functions as delegated by the
Mayor and City Council.

Essential Duties and Responsibilities

Thefollowing dutiesare normal for this position. These arenot to be construed as exclusive or all-
inclusive. Other dutiesmay be required and assigned.

o Directs, coordinates, and supervises the financial activities of the City of Stoughton.
¢ Directs, coordinates, and supervises the Economic Development Activities of the City of Stoughton.

o Directs, coordinates, and supervises the Employee Benefit Administration, reconciling benefits to the general ledger
and periodic reporting.

o Directs, coordinates, and supervises Special Assessment procedures.

o Overseesthe preparation of the tax roll specia charges, delinquencies and assessments.

o Preparestax roll for submission to the County Treasurer.

o Prepares Statement of Taxes, Levy Limit worksheets and Expenditure Restraint reporting.

o Prepares salary and benefit data for the annual budget process.

o Performs Comptroller functions as required by State Statutes 62.09(10) and City ordinances.

o Performs City Treasurer functions as required by State Statutes 62.09(9) and City ordinances.

¢ Plans, installs, and maintains a central accounting system for the City government and its agenciesin a manner
consistent with established and accepted municipal accounting principals and procedures, and in sufficient detail to
produce adequate cost, financial, and statistical datafor City and department management purposes and to meet

statutory requirements.

o Directs, coordinates, and supervises processing of accounts payable and accounts receivable; auditing of purchase





City of Stoughton Finance Director/Treasurer
Position Description

orders, receipts, and disbursement; reconciling accounting records with various departments; and allocating payments
to various accounts.

o Directs, coordinates, and supervises processing of payroll; reviews salary and benefit data for inclusion in the City
payroll database.

e Functions as aresource and support to enhance department’ s financial management capacity.

e Maintains a system of budgetary control to ensure that expenditures do not exceed appropriations, and that sufficient
revenues are available to meet anticipated needs.

o Directsthe preparation of the annual City budget, including advising the Mayor, City Council, and City department
heads in the review of estimates and the preparation of individual departmental budget requests.

o Directsthe development and update of a Five-Y ear Capital Improvement Plan, aFive-Year Financial/Operating
Budget Forecast, and accompanying financing plans.

e Providesthe Mayor and City Council with timely and informative financia reports, statements, financial analysis and
fiscal projections on major issues requiring policy direction.

o Analyzes City debt structure and prepares recommendations for restructuring thereof; advises the Mayor and Finance
Committee regarding debt management.

e Coordinates a variety of special administrative projects as assigned, which include but are not limited to the
negotiation of contracts, leases, purchases, land acquisitions, and others of a similar nature.

¢ Initiates proactively, or participates collaboratively with department efforts to streamline operations, increase
operational efficiency and effectiveness, and address issues and opportunities of current concern.

e  Proposes recommendations to streamline and consolidate budget and accounting functions in a continuous
improvement effort.

e Coordinates activities of City Assessor contract compliance.

e Provides or reviews necessary financial datafor collective bargaining and assists Personnel Committee as necessary.
o Administers the CDBG program.

o Representsthe City in all fiscal matters, including issues associated with economic devel opment.

o Administers the investment of surplus City funds and documentation relating to the sale or renegotiation of notes and
bonds.

¢ Reviews, audits, and certifies all claims against the City for payroll, goods and services, and reports to the Finance
Committee.

o Administers Firefighters' Pension Fund and serves on the Firefighters' Pension Board.
e Attendsall City Council meetings and committee meetings as necessary.

e Serveson the Board of Trustees — Riverside and Wheeler Prairie Cemeteries.
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e Provides administrative oversight and reviews financial activities of duly authorized volunteer organizations.
e Insuresvolunteer organizations follow prescribed city financia policies.

o Keepsinformed of new trends, developments, laws, and regulations impacting the activities of the finance and
treasury functions of the City.

Minimum Training and Experience Required to Perform Essential Job Functions

Graduation from an accredited four-year college or university with adegree in Business Administration,
Accounting, Financial Management, Public Administration or related field. Minimum of five to seven years of
progressively responsible supervisory or management position related experience in accounting and financial
management, preferably in amunicipal environment serving as a finance director or assistant finance director.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions
Physical Requirements

o Ability to operate a variety of office equipment including personal computer, calculator, telephone, etc.
o Ability to develop manual and computerized financial systems.

Supervisory Skills

o Knowledge of principles of supervision and management, including participative management.

o Ability to supervise the work of departmental staff including; coordinating, assigning, monitoring, and evaluating
work; and hiring, training, counseling, and disciplining staff.

o Ability to positively motivate employees and create ateam-work oriented, effective, and efficient work environment.

o Ability to establish and maintain effective working relationships with the Mayor, City Council members, department
heads, staff, and the public.

Mathematical Ability

o Ability to add, subtract, multiply, divide, calculate decimals and percents, and make use of the principles of
descriptive statistics.

o Ability to design and produce graphical representations of complex financial and performance data.
o Ability to prepare accounting and financial data projections.
e Knowledge of municipal accounting and auditing including enterprise funds; considerable knowledge of Generally

Accepted Auditing Standards (GAAS); considerable knowledge of Generally Acceptable Accounting Principles
(GAAP).
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L anguage Ability and Inter per sonal Communication

o Ability to act as a staff advisor to the Mayor, City Council, and department heads.

e Skill in effective, clear, and objective oral and written communications about the City’ s finances to individuals and
groups.

o Ability to comprehend and interpret avariety of documents including municipal and business financia statements,
invoices, contracts, insurance policies and claims, tax rolls, budget requests and amendments, audits, bank
statements, budget documents, service contracts, State statutes, City ordinances and palicies, etc.

o Ability to prepare avariety of documents with clear, comprehensive explanatory narrative to accompany budget
documents, financial statements, fiscal analysis relating to special projects, letters and other correspondence with the
Mayor, City Council, department heads, or parties external to the City, etc. using prescribed format and conforming
to al rules of punctuation, grammar, diction, and style.

e Ability to record and deliver information, explain procedures, and follow instructions.

o Ability to use and interpret legal and accounting terminology.

e Ability to communicate effectively with Mayor, City Council, Finance, Personnel, and Utility Committee members,
department heads, legal counsel, other City personnel, State and County personnel, insurance representatives, and
others verbally and in writing.

Environmental Adaptability

o Ability to work effectively in an office environment.

¢ Understanding of the City’ s political environment and sensitivities; ability to function effectively within that
environment.

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities
Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages
both prospective and current employees to discuss potential accommodations with the employer.

Employee' s Signature Supervisor’'s Signature

Date Date

Council Approved 5-24-2009
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Position Description

Name: Department: Finance
Position Title: Deputy Treasurer Pay Grade: FLSA: N
Date: Marech-2009 ReportsTo: Finance Director/Treasurer

Pur pose of Position

The purpose of this position, appointed under State Statute 63.09(a)(F) and according to City hiring policies, isto assist
the Finance Director/Treasurer by performing accounting tasks and providing seeretarial administrative support to the
Finance Director/Treasurer, performs Treasurer statutory dutiesin the absence of the Finance Director/Treasurer or as
directed by the Finance Director/Treasurer.

Essential Duties and Responsibilities

Thefollowing dutiesare normal for this position. These are not to be construed as exclusive or all-inclusive. Other
duties may berequired and assigned.

o Assiststhe Finance Director as support staff as directed. Attends City Council, committee and staff meetingsin the
absence of the Finance Director.

meeting dates, times and locations. Updates committee information on the web-site. Gathers perti nent information;
prepares, posts and distributes agendas, attends meetings; generates, maintains and di stributes meeting minutes;
assists with committee directives, prepares resolutions under the direction of the Finance Director, forwards
committee recommendations as appropriate for further action.

e Performs scheduling, typing, prepares memoranda, correspondence and other administrative support as directed.
o Preparesformsfor bid openings. Attends bid openings and records all information. (From City Clerk)

e Receivesall monies receipted to the City and verifies amounts. Prepares daily bank deposits, reconciles cash drawer
and receipts in-coming funds. Reviews and verifies and/or assigns account numbersto in-coming funds. Creates new
account numbers when appropriate.

¢ Reconciles monthly bank statements for the City and Opera House. Prepares and enters adjusting journal entriesto
bal ance monthly bank statements including all ACH and wire transactions. Transfer monies between funds to insure
adequate monthly balances. Monitor general fund checking account for appropriate deposits and withdrawal s.

e Maintains manual spreadsheets as requested by Finance Director.

o Processescity-employeepayrol—Compiestime-cards—Reviews payroll register for accuracy. Calculates tax
withholding and other payroll deductions; prepares required and requested payroll reportsincluding FICA, state and

federal income tax withholding, etc.; preparespayroH-checksfor-distribution; maintains and updates payroll records.
Completes monthly reporting for US Department of Labor regarding current employment statistics. Creates and edits

direct deposit information for current and new employees.

e Verify direct deposit information. Initiate batch upload to bank.
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e Provides backup to Finance Administrative Clerk by performing payroll dutiesin his/her absence.

e Calculates vacation accrual schedules and longevity payments for al eligible City employees. Calculates payouts for
employee terminations. (From Deputy Clerk)

o Prepares W2 s and year-end reporting including annual social security and state tax withholding reconciliation.

o Provides backup to the Finance Accounting Glerk Specialist by performing those responsibilitiesin his/her absence.

> s 3 : ested. Prepares monthly financial and leave time
reportsfor Department Heads. Prepares monthlyfmanual reports for multlplevolunteer organizations. Prepares
other reports as requested.

e Assistsin budget preparation, research and reporting to departments regarding accounting information. Creates
budget worksheets. Receives completed spreadsheets, enter budget information into computer system. Compiles
budget documents.

o Monitorsdebtservicepayments: Monitors|ong term debt service payment spreadsheets for principa and interest
amounts. Coordinatestimely debt service wire payments.

o PreparesRoom-Tax-correspondence |ssues quarterly payment reminders for room tax and monitors collections.

+ Answersinguiries from the public and others regarding property assessments, real estate and personal property tax
information and other City treasury information.

e Creates and maintains capital project spreadsheets including monthly balancing of all expenditures.
e Maintains fixed assets spreadsheets.

o lssuesdoghicenses: Prepares periodic reporting of dog licenses for County. Balances license sales and prepares
adjusting journal entries.

o Preparestax bill mailing. Collects tax payments, refunds overpayments of taxes, balances tax collections, and
prepares tax collection reports.

e Prepares delinquent personal property tax reports. Maintains delinquency information until collection. Reviews
delinquency information and reports to Finance Director. |nitiates and prepares Personal Property chargeback’s to
other taxing jurisdictions and collects payments for same.

e Compiles persona property deletion information. Assists assessor en+easens—for with personal property deletion
and supporting documentation. Relays deletion information to Finance Director.

e Provides Taxi Service with grant application materials. Receives completed spreadsheet and compiles necessary
information for submission of the taxi grant application.

—(Combined with another bullet

e Prepares monthly Wisconsin Retirement Fund System reports and submits to WRS. Reconciles retirement fund
annually. Keeps up to date on changing regulations. (From Deputy Clerk)
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Prepares monthly life and income continuation insurance reports and submitsto ETF. Prepares annual imputed
income report.

Collects, reviews and enters all new employee information into payroll system. (From Deputy Clerk)

Maintains, reconciles and prepares reports for al employee benefit information in payroll database.(From Deputy
Clerk)

Reviews and submits for payment monthly union dues billing. (From Deputy Clerk)
Reviews and submits for payment quarterly United Way billing. (From Deputy Clerk)
Prepares government payroll reports on a monthly and quarterly basis. (From Deputy Clerk)

Reconcile all payroll accountsin the general ledger.

Additional Tasksand Responsibilities

Whilethefollowing tasks are necessary for the work of the unit, they are not an essential part of the purpose of this
position and may also be performed by other unit members.

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma or equivalent, vocational/technical training in secretarial and accounting skills, threeto five years
secretarial/accounting experience, experience with website management, Microsoft office, software applications or any
combination of education and experience that provides egquivalent knowledge, skills, and abilities.

Physical and Mental Abilities Required to Perform Essential Job Functions

L anguage Ability and I nter per sonal Communication

Ability to analyze and categorize data and information in order to determine the rel ationship of the data with reference
to established criteria/standards. Ability to compare, count, differentiate, measure, assemble, copy and record and
transcribe data and information. Ability to classify, compute and tabulate data.

Ability to persuade, convince, and/or train others, including the ability to act in alead worker capacity. Ability to
advise and interpret how to apply policies, procedures and standards to specific situations.

Ability to utilize a variety of advisory data and information such as financia statements, tax bills, bank statements, tax
payment records, annual budget, budget reports, job applications, daily receipts, balance sheets, journal entries,
computer software operating manuals, tax collection manual, State statutes, procedures, guidelines and non-routine
correspondence.

Ability to communicate orally and in writing with Mayor, Finance Director/Treasurer, Assessors, tax payers, City
Council and City staff.

Mathematical Ability

Ability to calculate percentages, fractions, decimals, volumes, ratios, present values and spatial relationships. Ability
to interpret basic descriptive statistical reports.
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Judgment and Situational Reasoning Ability

o Ability to use functional reasoning and apply rational judgment in performing diversified work activities.

o Ability to exercise the judgment, decisiveness and creativity required in situations involving the eval uation of
information against sensory and/or judgmental criteria, as opposed to criteria which are clearly measurable.

Physical Requirements

e Ability to operate avariety of office equipment including computer terminal, typewriter, telephone, fax machine,
calculator/adding machine and photocopier.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as rapid keyboard use.

e Ability to exert light physical effort in sedentary to light work, but which may involve some lifting, carrying, pushing
and pulling. Ability to sustain prolonged visual concentration.

Environmental Adaptability

o Ability to work under generally safe and comfortable conditions where exposure to environmenta factors such as
repetitive computer keyboard use, irate individuals and intimidation may cause discomfort and poses alimited risk of
injury.

The City of Stoughton isan Equal Opportunity Employer. In compliance with the American with Disabilities Act, the
City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
and current employees to discuss potential accommodations with the employer.

Employee’s Signature Supervisor’s Signature

Date Date

Personnel approved 9-24-01January-8,-2008 Mareh-10,-2009





City of Stoughton
Position Description

Name: Department: Finance
Position Title: Deputy Treasurer Pay Grade: FLSA: N
Date: November 2011 ReportsTo: Finance Director/Treasurer

Pur pose of Position

The purpose of this position, appointed under State Statute 63.09(a)(F) and according to City hiring policies, isto assist
the Finance Director/Treasurer by performing accounting tasks and providing administrative support to the Finance
Director/Treasurer, performs Treasurer statutory duties in the absence of the Finance Director/Treasurer or as directed by
the Finance Director/Treasurer.

Essential Duties and Responsibilities

Thefollowing dutiesare normal for this position. These are not to be construed as exclusive or all-inclusive. Other
duties may berequired and assigned.

o Assiststhe Finance Director as support staff as directed. Attends City Council, committee and staff meetingsin the
absence of the Finance Director.

o Provides staff clerical servicesto the Finance Committee. Coordinates meeting dates, times and locations. Updates
committee information on the web-site. Gathers pertinent information; prepares, posts and distributes agendas,
attends meetings, generates, maintains and distributes meeting minutes; assists with committee directives, prepares
resolutions under the direction of the Finance Director, forwards committee recommendations as appropriate for
further action.

o Performs scheduling, typing, prepares memoranda, correspondence and other administrative support as directed.

o Receivesall monies receipted to the City and verifies amounts. Prepares daily bank deposits, reconciles cash drawer
and receipts in-coming funds. Reviews and verifies and/or assigns account numbers to in-coming funds. Creates new
account numbers when appropriate.

e Maintains manual spreadsheets as requested by Finance Director.

o Reconciles monthly bank statements for the City and OperaHouse. Prepares and enters adjusting journa entries to
balance monthly bank statements including all ACH and wire transactions. Transfer monies between funds to insure
adequate monthly balances. Monitor genera fund checking account for appropriate deposits and withdrawal s.

e Assgtsin budget preparation, research and reporting to departments regarding accounting information. Creates
budget worksheets. Receives completed spreadsheets, enter budget information into computer system. Compiles
budget documents.

e Monitorslong term debt service payment spreadsheets for principal and interest amounts. Coordinates timely debt
service wire payments.

Issues quarterly payment reminders for room tax and monitors collections.
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Creates and maintains capital project spreadsheets including monthly balancing of al expenditures.
Maintains fixed assets spreadsheets.

Prepares tax bill mailing. Collects tax payments, refunds overpayments of taxes, bal ances tax collections, and
prepares tax collection reports.

Answersinguiries from the public and others regarding property assessments, real estate and persona property tax
information and other City treasury information.

Prepares delinquent personal property tax reports. Maintains delinquency information until collection. Reviews
delinguency information and reports to Finance Director. Initiates and prepares Personal Property chargeback’ s to
other taxing jurisdictions and collects payments for same.

Compiles personal property deletion information. Assists assessor with personal property deletion and supporting
documentation. Relays deletion information to Finance Director.

Reviews payroll register for accuracy. Calculates tax withholding and other payroll deductions; prepares required and
requested payroll reportsincluding FICA, state and federa income tax withholding, etc.; maintains and updates
payroll records. Completes monthly reporting for US Department of Labor regarding current employment statistics.
Creates and edits direct deposit information for current and new employees.

Verify direct deposit information. Initiate batch upload to bank. Maintain Direct Deposit files in database.

Prepares W2' s and year-end reporting including annual socia security and state tax withholding reconciliation.

Prepares monthly Wisconsin Retirement Fund System reports and submits to WRS. Reconciles retirement fund
annually. Keeps up to date on changing regul ations.

Prepares monthly life and income continuation insurance reports and submitsto ETF. Prepares annual imputed
income report.

Collects, reviews and enters all new employee information into payroll system. Reviews withholding, retirement,
payroll deductions and benefits for accuracy.

Maintains, reconciles and prepares reports for al employee benefit information in payroll database.
Reviews and submits for payment monthly union dues billing.

Reviews and submits for payment quarterly United Way billing.

Prepares government payroll reports on a monthly and quarterly basis.

Reconcile all payroll accounts in the general ledger.

Calculates vacation accrual schedules and longevity payments for all eigible City employees. Calculates payouts for
employee terminations.

Prepares monthly financial and leave time reports for Department Heads. Prepares monthly financia reports for
multiple volunteer organizations. Prepares other reports as requested.

Prepares forms for bid openings. Attends bid openings and records al information.
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e Prepares periodic reporting of dog licenses for County. Balances license sales and prepares adjusting journal entries.

e Provides Taxi Service with grant application materials. Receives completed spreadsheet and compiles necessary
information for submission of the taxi grant application.

¢ Provides backup and assistance for payroll processing.

o Provides backup to the Finance Accounting Specialist by performing those responsibilitiesin his’her absence.

Minimum Training and Experience Required to Perform Essential Job Functions
High school diploma or equivalent, vocational/technical training in secretarial and accounting skills, threeto five years

secretarial/accounting experience, experience with website management, Microsoft office, software applications or any
combination of education and experience that provides egquivalent knowledge, skills, and abilities.

Physical and Mental Abilities Required to Perform Essential Job Functions

L anguage Ability and I nter per sonal Communication

¢ Ability to analyze and categorize data and information in order to determine the rel ationship of the data with reference
to established criteria/standards. Ability to compare, count, differentiate, measure, assemble, copy and record and

transcribe data and information. Ability to classify, compute and tabulate data.

o Ability to persuade, convince, and/or train others, including the ability to act in alead worker capacity. Ability to
advise and interpret how to apply policies, procedures and standards to specific situations.

o Ability to utilize a variety of advisory data and information such as financia statements, tax bills, bank statements, tax
payment records, annual budget, budget reports, job applications, daily receipts, balance sheets, journal entries,
computer software operating manuals, tax collection manual, State statutes, procedures, guidelines and non-routine
correspondence.

e Ability to communicate orally and in writing with Mayor, Finance Director/Treasurer, Assessors, tax payers, City
Council and City staff.

Mathematical Ability

¢ Ability to calculate percentages, fractions, decimals, volumes, ratios, present values and spatial relationships. Ability
to interpret basic descriptive statistical reports.

Judgment and Situational Reasoning Ability
o Ability to use functional reasoning and apply rational judgment in performing diversified work activities.

o Ability to exercise the judgment, decisiveness and creativity required in situations involving the eval uation of
information against sensory and/or judgmental criteria, as opposed to criteriawhich are clearly measurable.

Physical Requirements

e Ability to operate avariety of office equipment including computer terminal, typewriter, telephone, fax machine,
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cal culator/adding machine and phaotocopier.
o Ability to coordinate eyes, hands, feet and limbsin performing skilled movements such as rapid keyboard use.

e Ability to exert light physical effort in sedentary to light work, but which may involve some lifting, carrying, pushing
and pulling. Ability to sustain prolonged visual concentration.

Environmental Adaptability

e Ability to work under generally safe and comfortable conditions where exposure to environmental factors such as
repetitive computer keyboard use, irate individuals and intimidation may cause discomfort and poses alimited risk of
injury.

The City of Stoughton isan Equal Opportunity Employer. In compliance with the American with Disabilities Act, the
City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
and current employees to discuss potential accommodations with the employer.

Employee's Signature Supervisor’s Signature

Date Date

Personnel approved 9-24-01 January-8,-2008 March-10,-2009
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Position Description

Name: Department: Finance
Position Title: Finance Accounting Glerk Specialist  Pay Grade: FLSA: N
Date: March-2009 ReportsTo:  Finance Director

Purpose of Position

The purpose of this position is to process accounts payable, accounts receivable, journal entries, special assessments for
public work projects and other accounting functions and to perform customer service and assigned clerical tasks for the

City-of Stoughton-Finance Department.
Essential Duties and Responsibilities

Thefollowing duties are normal for thisposition. These are not to be construed as exclusive or all-inclusive.
Other duties may berequired and assigned.

e Compiles accounts payabl e invoices, code for payment, and process and produce a check for payment.

o Auditsinvoicesfor accuracy and to ensure that tax-exempt statusis correct; notifies vendors as necessary of tax-
exempt status and files Tax Exemption Certificates with vendors.

e Reviews expense reports for budget discrepancies. Prepares over-budget reports and distributes to Department
Heads.

e Process and reconcile weekly health, dental and prescription drug insurance claim billings, including Utilities.
Reconcile to genera ledger. (From Deputy Clerk)

o Answersinquiries from other departments regarding invoices, statements and payments made or pending; consults
with vendors regarding problems and questions.

e Maintain accurate vendor information in the accounts payable system.
e Determines which vendors require IRS reporting through a 1099.
e Balance monthly billing statements from vendors.

e Prepares City 1099’ sto vendors and related reports for Federal and State government. Sends out and tracks W-9
information.

e Administer the new purchase card program by setting up new cardhol ders in the system and provide training. Set up
new account numbers in the program. Troubleshoot problems for city purchase card users. Liaison between card
holders and bank. (New)

e Bi-weekly reconciliation of all purchase card charges by city departments by collecting receipts from all
departments, reviewing for account information and appropriate approvals. Review purchase card statement,
download charges, verifies account numbers and pay credit card bill by ACH. Upload all chargesinto accounting
system. Reconcile general ledger. Run reports and organize receipts for filing. (New)
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o Administer Fuel card program by setting up new fuel cards, monitoring fuel purchases, troubleshooting card usage
problems. Review monthly fuel bill and charge out departments for fuel expenses. Assist departments with issues
and run reports as requested. Liaison between city employee fuel card holder and company. (New)

e Process delinquent utilities for tax roll. (Came from City Clerk)

e Prepares correspondence and preliminary and final billing statements for special assessments. Maintains special
assessment program, i.e. new assessments, payments, etc. Reconcile general ledger to specia assessment program.
(Came from Deputy Clerk)

o Prepares Specia Assessment Worksheet for Tax Roll. (Came from City Clerk)

e Prepares delinquent Accounts Receivable charges for Tax Roll. (Came from City Clerk)

e Prepares Specia charges worksheet for upload to County. Reconcilesto general ledger. (Came from City Clerk)

e Provides staff clerical servicesto the RDA Committee. Coordinates meeting dates, times and |ocations for meetings.
Prepares, posts and distributes agendas, attends meetings; generates, maintains and distributes meeting minutes.
(New)

e Enter and post journal entries, related reports and account activity into computer database.

e Entersfinancial dataas requested by Finance Director and auditors into computer including monthly entries and end-
of —year auditor’s adjusting journal entries.

e Assist Finance Director with monthly account reconciliation, processing of journal entries, and annual audit
preparation.

« Process and review billings for accounts receivable.

« Prepare and send out new monthly invoices.

« Reconcile and identify late invoices and prepare and send out past due invoices and statements.

« Post accounts receivable to ledger, balance and run reports as necessary.

« Maintain accurate customer information in accounts receivable system.

« Coordinates CDBG home improvement |oan program.

« Typesreports, letters, forms and correspondence from written and oral instruction; prepares reports from account
data as requested; prepares and submits monthly Sales Tax reports. Performs other clerical tasks as directed by the

Finance Director.

« Reviews and verifies and/or assigns account numbers to in-coming funds.
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Inputs cash receipts and runs balancing reports.

Provides back-up for preparing daily bank deposits.

Collects and process tax payments and runs balancing reports.

Performs customer serviceto visitors asrequired. Providesinformation to questions or refers to appropriate person
or agency. Directsvisitors.

Answers inquiries from the public and others regarding property assessments, tax information and other City treasury
information.

Provides backup to Deputy Treasurer by performing payreH-duties in his/her absence.

Additional Tasksand Responsibilities

Whilethe following tasks are necessary for thework of the unit, they are not an essential part of the purpose of
this position and may also be performed by other unit members.

Serves as a Notary Public.

Performs related office tasks such as filing, faxing, photocopying and computer applications.

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma or equivalent with vocational/technical training in accounting with two years of
accounting/bookkeeping experience or any combination of education and experience that provides equival ent
knowledge, skills, and abilities. Position requires a Wisconsin Notary Public.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and I nter per sonal Communication

Requires the ability to perform basic level of data analysisincluding the ability to review, classify, categorize,
prioritize and/or reference data, statutes and/or guidelines and/or group, rank, investigate and diagnose. Requires
discretion in determining and referencing such to established standards to recognize interactive effects and
relationships.

Requires the ability to explain, demonstrate and clarify to others within well-established policies, procedures and
standards. Ability to follow specific instructions and respond to simple requests from others.
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¢ Requiresthe ability to utilize avariety of reference, descriptive and/or advisory data and information such as invoices
and purchase orders, financial statements and reports, budget comparison reports, technical operating manuals,
procedures, guidelines and routine correspondence.

¢ Ability to communicate effectively with supervisor, other departments, vendors, Mayor and Finance Director, co-
workers and the public.
Mathematical Ability

¢ Requires the ability to perform addition, subtraction, multiplication and division; and to calcul ate percentages and
decimals.

Judgment and Situational Reasoning Ability

o Requiresthe ability to apply principles of rational systems. Ability to interpret instructions furnished in written, oral,
diagrammatic or schedule form. Ability to exercise independent judgement to adopt or modify methods and
standards to meet variations in assigned objective. Requiresthe ability to exercise the judgement, decisiveness and
creativity required in situations involving the evaluation of information against measurable or verifiable criteria.

Physical Requirements

¢ Requiresthe ability to operate, maneuver and/or provide simple but continuous adjustment on equipment, machinery
and tools such as a computer and other office machines, and/or materials used in performing essential function.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as rapid keyboard use.

e Tasksinvolve ability to exert light physical effort in sedentary to light work, but which may involve some lifting,
carrying, pushing and pulling of objects weighing five to ten pounds.

o Requires the ability to recognize and identify similarities or differences between characteristics of colors, shapes and
sounds associated with job-related objects, materials and tasks.

Environmental Adaptability
e Ability to work under generally safe and comfortable conditions where exposure to environmental factors may cause

discomfort and poses alimited risk of injury.

The City of Stoughton isan Equal Opportunity Employer. In compliance with the American with Disabilities Act, the
City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
and current employees to discuss potential accommodations with the employer.

Employee’s Signature Supervisor's Signature

Date Date
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Name: Department: Finance
Position Title: Finance Accounting Specialist Pay Grade: FLSA: N
Date: November 2011 ReportsTo:  Finance Director

Purpose of Position

The purpose of this position isto process accounts payable, accounts receivable, journal entries, special assessments for
public work projects and other accounting functions and to perform customer service and assigned clerical tasksfor the
Finance Department.

Essential Duties and Responsibilities

Thefollowing duties are normal for thisposition. These are not to be construed as exclusive or all-inclusive.
Other duties may berequired and assigned.

Compiles accounts payable invoices, code for payment, and process and produce a check for payment.

Audits invoices for accuracy and to ensure that tax-exempt statusis correct; notifies vendors as necessary of tax-
exempt status and files Tax Exemption Certificates with vendors.

Reviews expense reports for budget discrepancies. Prepares over-budget reports and distributes to Department
Heads.

Process and reconcile weekly health, dental and prescription drug insurance claim billings, including Utilities.
Reconcile to general ledger.

Answers inquiries from other departments regarding invoices, statements and payments made or pending; consults
with vendors regarding problems and questions.

Maintain accurate vendor information in the accounts payable system.
Determines which vendors require IRS reporting through a 1099.
Balance monthly billing statements from vendors.

Prepares City 1099’ s to vendors and related reports for Federal and State government. Sends out and tracks W-9
information.

Administer the new purchase card program by setting up new cardholders in the system and provide training. Set up
new account numbers in the program. Troubleshoot problems for city purchase card users. Liaison between card
holders and bank.

Bi-weekly reconciliation of all purchase card charges by city departments by collecting receipts from all
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departments, reviewing for account information and appropriate approvals. Review purchase card statement,

download charges, verifies account numbers and pay credit card bill by ACH. Upload all charges into accounting
system. Reconcile genera ledger. Run reports and organize receipts for filing.

e Administer Fuel card program by setting up new fuel cards, monitoring fuel purchases, troubleshooting card usage
problems. Review monthly fuel bill and charge out departments for fuel expenses. Assist departments with issues
and run reports as requested. Liaison between city employee fuel card holder and company.

e Process delinquent utilities for tax roll.

e Prepares correspondence and preliminary and final billing statements for special assessments. Maintains special
assessment program, i.e. new assessments, payments, etc. Reconcile general ledger to special assessment program.

e Prepares Special Assessment Worksheet for Tax Roll.
e Prepares delinquent Accounts Receivable chargesfor Tax Roll.
e Prepares Special charges worksheet for upload to County. Reconcilesto general ledger.

e Provides staff clerical servicesto the RDA Committee. Coordinates meeting dates, times and |ocations for meetings.
Prepares, posts and distributes agendas, attends meetings; generates, maintains and distributes meeting minutes.

o Enter and post journal entries, related reports and account activity into computer database.

o Entersfinancial data asrequested by Finance Director and auditors into computer including monthly entries and end-
of —year auditor’ s adjusting journal entries.

e Assist Finance Director with monthly account reconciliation, processing of journal entries, and annual audit
preparation.

« Process and review hillings for accounts receivable.

« Prepare and send out new monthly invoices.

« Reconcile and identify late invoices and prepare and send out past due invoices and statements.

« Post accounts receivable to ledger, balance and run reports as necessary.

. Maintain accurate customer information in accounts receivabl e system.

« Coordinates CDBG home improvement loan program.

« Typesreports, letters, forms and correspondence from written and oral instruction; prepares reports from account
data as requested; prepares and submits monthly Sales Tax reports. Performs other clerical tasks as directed by the

Finance Director.

« Reviewsand verifies and/or assigns account numbers to in-coming funds.
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« Inputs cash receipts and runs balancing reports.
« Provides back-up for preparing daily bank deposits.
« Collects and process tax payments and runs balancing reports.

« Performs customer serviceto visitors asrequired. Provides information to questions or refersto appropriate person
or agency. Directsvisitors.

« Answersinguiries from the public and others regarding property assessments, tax information and other City treasury
information.

« Provides backup to Deputy Treasurer by performing duties in his/her absence.

Additional Tasksand Responsibilities

Whilethe following tasks are necessary for thework of the unit, they are not an essential part of the purpose of
this position and may also be performed by other unit members.

e SavesasaNaotary Public.

« Peaformsrelated office tasks such asfiling, faxing, photocopying and computer applications.

Minimum Training and Experience Required to Perform Essential Job Functions

e High school diploma or equivalent with vocational/technical training in accounting with two years of
accounti ng/bookkeeping experience or any combination of education and experience that provides equivalent
knowledge, skills, and abilities. Position requires a Wisconsin Notary Public.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Inter per sonal Communication

¢ Requiresthe ability to perform basic level of data analysisincluding the ability to review, classify, categorize,
prioritize and/or reference data, statutes and/or guidelines and/or group, rank, investigate and diagnose. Requires
discretion in determining and referencing such to established standards to recognize interactive effects and

relationships.

¢ Requiresthe ability to explain, demonstrate and clarify to others within well-established policies, procedures and
standards. Ability to follow specific instructions and respond to simple requests from others.

o Requiresthe ability to utilize a variety of reference, descriptive and/or advisory data and information such as invoices
and purchase orders, financial statements and reports, budget comparison reports, technical operating manuals,
procedures, guidelines and routine correspondence.

o Ability to communicate effectively with supervisor, other departments, vendors, Mayor and Finance Director, co-
workers and the public.

Mathematical Ability
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¢ Requiresthe ability to perform addition, subtraction, multiplication and division; and to calculate percentages and
decimals.

Judgment and Situational Reasoning Ability

¢ Requiresthe ability to apply principles of rational systems. Ability to interpret instructions furnished in written, oral,
diagrammatic or schedule form. Ability to exercise independent judgement to adopt or modify methods and
standards to meet variations in assigned objective. Requires the ability to exercise the judgement, decisiveness and
creativity required in situations involving the evaluation of information against measurable or verifiable criteria.

Physical Requirements

o Requires the ability to operate, maneuver and/or provide simple but continuous adjustment on equipment, machinery
and tools such as a computer and other office machines, and/or materials used in performing essential function.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as rapid keyboard use.

e Tasksinvolve ability to exert light physical effort in sedentary to light work, but which may involve some lifting,
carrying, pushing and pulling of objects weighing five to ten pounds.

¢ Requiresthe ability to recognize and identify similarities or differences between characteristics of colors, shapes and
sounds associated with job-related objects, materials and tasks.

Environmental Adaptability
o Ability to work under generally safe and comfortable conditions where exposure to environmental factors may cause

discomfort and poses a limited risk of injury.

The City of Stoughton isan Equal Opportunity Employer. In compliance with the American with Disabilities Act, the
City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
and current employees to discuss potential accommaodations with the employer.

Employee’s Signature Supervisor's Signature

Date Date

Council Approved 4-13-64-12-13-05 March 10, 2009
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Name: NEW Department: Finance
Position Title: Finance Administrative Clerk Pay Grade: FLSA: N
Date: November 2011 ReportsTo:  Finance Director

Pur pose of Position

The purpose of this position isto perform a variety of secretarial/clerical tasks, maintain related records and provide
organi zational support as requested by the Finance Director to assist in the day-to-day operations of the Finance
Department.

Essential Functions:

o Records and types a variety of reports, memos and other correspondence, interdepartmental reports, annual reports
and other financial data as assigned by the Finance Director.

e Assiststhe Finance Director with preparation of materials for monthly meetings, to include typing the agenda, filing
and distributing minutes of the Finance, Economic Development Committee, and RDA meetings and other specid
meetings as directed by the Finance Director.

¢ Prepare mailings and correspondence for the Finance department as directed by the Finance Director.

¢ Reviews, organizes and verifiesinvoices, prepares purchase orders with account numbers for bills and submits to the
Finance Director for signature prior to submission to the Finance Accounting Specialist.

e Collects and reviews all employee timesheets. Review for accuracy and completeness. Review for appropriate use of
leavetime.

o Input all timesheet information into the payroll system. Verify for accuracy.
e Process payroll and prepare payroll register, direct deposit register and payroll deduction transmittals.

o Assist Finance Director with monthly account reconciliation, processing of journal entries, and annual audit
preparation.

e Assist with accounts receivable processing.

e Organize, sort and file accounts payabl e checks, accounts receivable invoices and journal entries.
e Assist with accounts payabl e processing.

e Inputs cash receipts from various city departments and runs balancing reports.

e Prepares Special Assessment Certificate requests.

e Maintains and updates special assessment records and procedures/reports/print-outs as needed.
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e Assistsin the collection of tax receipts and balancing of collection reports.

e Responds to tax inquires from citizens and banking institutions.

e Maintain/update Finance Department web site.

o Provides back-up to the Finance Accounting Specialist in his’her absence.

e Provides back-up for issuing dog licenses.

o Answers City Hall phones; greets and assists residents and customers; provides information regarding departmental
services; refers callersto appropriate personnel/department; takes and relays messages, etc., as directed by the
Finance Director.

e Assistsin Election preparation and customer service as directed by the Finance Director.

o Performs other work as assigned the Finance Director.

Additional Tasksand Responsibilities

Whilethefollowing tasks are necessary for thework of the unit, they are not an essential part of the
purpose of this position and may also be performed by other unit members.

e Performs other related functions as assigned or required.

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma, or equivalent and two years responsible clerical experience including public contact, basic
bookkeeping, or any combination of education and experience that provides equivalent knowledge, skills, and abilities.

Microsoft office suite experience preferred.

Physical and Mental Abilities Required to Perform Essential Job Functions

L anguage Ability and I nter per sonal Communication

e Ability to classify, compute and tabulate data and information, following a prescribed plan requiring the exercise of
some judgment. Ability to compare, count, differentiate, measure and sort information. Ability to assemble, copy,

record and transcribe data and information.

o Ability to advise and provide interpretation to others how to apply policies, procedures and standards to specific
situations.

e Ability to utilize avariety of advisory data and information, such as excel reports and data, payment records and
accounts, graphs, annual and monthly financia reports, financial statements, computer software, procedure manuals,
statutes, procedures, guidelines and non-routine correspondence.

e Ability to communicate with City Hall personnel, Council members, Department Heads, and the general public.

Mathematical Ability
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e Ability to add and subtract, multiply and divide, and calculate percentages, fractions, and decimals.
Judgment and Situational Reasoning Ability

¢ Requiresthe ability to carry out instructions furnished in written, oral or diagram form. Involves semi-routine
standardized work, with some latitude for independent judgment regarding choices of action.

o Ability to use functional reasoning and apply rational judgment in performing diversified work activities.

o Requires the ability to exercise the judgment, decisiveness and creativity required in situations involving the
evaluation of information against measurable or verifiable criteria

Physical Requirements

e Ability to operate office equipment and machinery requiring simple but continuous adjustments, such as computer
keyboard/typewriter, calcul ator/adding machine, telephone, etc.

o Ability to coordinate eyes, hands, feet and limbsin performing skilled movements such as rapid keyboard use.

o Ability to exert light physical effort in sedentary to light work, typically associated with office work, occasionally
lifting, carrying, pushing and pulling up to 50 pounds to stock supplies.

e Ability to recognize and identify degrees of similarities or differences between characteristics of colors, forms,
sounds and odors associated with job-related objects, materials and tasks.

Environmental Adaptability

o Ability to work under safe and comfortable conditions where exposure to environmental factorsis minimal and poses
little to no risk of injury.

The City of Stoughton isan Equal Opportunity Employer. In compliance with the American with Disabilities Act, the
City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
and current employees to discuss potential accommodations with the employer.

Employee's Signature Supervisor's Signature

Date Date

Approved by the Common Council
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