OFFICIAL NOTICE AND AGENDA

Noticeis hereby given that the Personnd Committee of the City of Stoughton, Wisconsinwill hold a
regular or specia meeting as indicated on the date, time and location given below.

Meseting of: PERSONNEL COMMITTEE
Dae/Time Tueday, December 3, 2013 @ 5:30 p.m.
Locetion: Mayor's Office a City Hall
381 E. Main St. Stoughton, WI
Members: Sonny Swangstu (Chair), Ron Christianson, Tricia Suess (Vice-chair), Thomas

Sdlsor and Mayor Donna Olson (ex-officio member)

ATTN COMMITTEE MEMBERS: THREE (3) MEMBERS NEEDED FOR A QUORUM. The
committee may only conduct businesswhen aquorum is present. If you are unableto attend the
mesting, please notify City Hall by cdling (608)873-6677 or viaemail mhougan@ci.stoughton.wi.us

CALL TO ORDER

1 Communications

OLD BUSINESS

NEW BUSINESS

3. Review and Approve Changesto the City of Stoughton Hedth Insurance Plan. (r.e: Retirees)

4. Review and gpprove position descriptions and posting for the Administrative Services
Department.

5. Review and Approve the Hedth Reimbursement Account Plan Document.

6. Future agendaitems.

ADJOURNMENT

IFYOU ARE DISABLED AND IN NEED OF ASSISTANCE TO ATTEND THISMEETING,
PLEASE CALL 873-6677 PRIOR TO THISMEETING.

By: Personnd Committee Chair Sonny Swangstu, Mayor Donna Olson




OFFICIAL NOTICE AND AGENDA

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

Meeting of: PERSONNEL COMMITTEE
Date /Time: Tuesday, December 3, 2013 @ 5:30 p.m.
Location: Mayor’s Office at City Hall
381 E. Main St. Stoughton, WI
Members: Sonny Swangstu (Chair), Ron Christianson, Tricia Suess (Vice-chair), Thomas

Selsor and Mayor Donna Olson (ex-officio member)

ATTN COMMITTEE MEMBERS: THREE (3) MEMBERS NEEDED FOR A QUORUM. The
committee may only conduct business when a quorum is present. If you are unable to attend the
meeting, please notify City Hall by calling (608)873-6677 or via email mhougan@ci.stoughton.wi.us

CALL TO ORDER

1. Communications

OLD BUSINESS

NEW BUSINESS

3. Review and Approve Changes to the City of Stoughton Health Insurance Plan. (r.e: Retirees)

4. Review and approve position descriptions and posting for the Administrative Services
Department.

5. Review and Approve the Health Reimbursement Account Plan Document.

6. Future agenda items.

ADJOURNMENT

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

By: Personnel Committee Chair Sonny Swangstu, Mayor Donna Olson
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City of Stoughton
Position Description

Name: Department: Clerk's Administrative Services

Position Title—Reeceptionist-City-Halt Pay Grade: FLSA: N

Admin Assist (Part-Time)

Date: Mareh-20090ct 2013 ReportsTo: City-Clerk/Personnet

Finance Director

Purpose of Position

The purpose of this position isto perform receptionist dutiesin City Hall, perform related clerical tasks as
time permits, and back-up to the other part-time receptionist.

Essential Duties and Responsibilities

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

Answers in-coming telephone calls and routes to appropriate persons or department. Takes and relays
messages. Determines when interruption of staff is required.

Director of first impressions. Greets, directs and provides customer service to the public.

Provides avariety of information to visitors and caller’s questions.

Performs clerical tasks as directed by-City-Clerk,—Mayor-Department- Heads-City-Staff-and
committeemembers: Tasksinclude: typing correspondence, memos, meeting minutes and agendas,

lists, forms, and special projects as directed.
Maintains miscellaneous city hall files, council packets, ordinances and resol utions.

Tracks the coming and going of City staff (including lunch time, vacations, sick time).

monthly postage & copler usage and Journal costs to approprl ate department

Prepares meeting notices and minutes for several city committees, maintains city meeting room
calendar and website calendar.

Assistsin posting job openings on the City website and providing clerical support in the hiring
process.

Processes incoming and outgoing mail for City offices.

Entersdatanto-spreadshest.
Receives complaints/concerns or requests for service and routes to the proper department

Requisitions office supplies, monitors inventory, and journals costs to appropriate departments.





City of Stoughton Receptionist
Position Description

o Actsasaliaison between city residents and garbage disposal company. Distributes recycling bins and
literature regarding recycling and garbage pickup.

¢ Maintains and updates recycling and rubbish information brochure.

o Preparesannual City directory and maintains and updates directory as needed.

e Maintains City Hall Notice Board and information for the public displayed on the front door of City
Hall.

o Assistswith the preparing of absentee ballots, registers voters and werks-at-thepelis-assists with
Election Day activities as directed.

o Assistswith updating policies and procedures manual.
o Assistswith the preparing of Public Hearings.

o Intheabsenceof the Depuby-Clerk, assists with Operator’ s License applicants.

o Answersinquiries from the public and others regarding property assessments, tax information and
other City Treasury information.

e Assistswith the preparation of tax bill mailing and collection.
Minimum Training and Experience Required to Perform Essential Job Functions
High School diploma or equivalent and two years responsible clerical experience including public

contact, or any combination of education and experience that provides equival ent knowledge, skills, and
abilities. Receptionist and word processing experience preferred.

Physical and Mental Abilities Required to Perform Essential Job Functions





City of Stoughton Receptionist
Position Description

L anguage Ability and I nter per sonal Communication

o 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.

e Ability to explain, demonstrate and clarify to others within well established policies, procedures and
standards, as well as the ability to follow specific instructions and respond to simple requests from
others.

o Ability to utilize awide variety of descriptive data and information, such as meeting minutes and
agendas, messages, computer software operating manuals, drafts of correspondence, memos, lists,
forms.

e Ability to communicate effectively with city employees, city hall visitors, Alderpersons, and the
general public.

e Ability to prepare a variety of documents including letters and other correspondence, meeting minutes
and notices, etc. using prescribed format and conforming to al rules of punctuation, grammar,
diction, and style.

Physical Requirements

e Ability to operate avariety of office equipment including personal computer, typewriter, Dictaphone,
photocopier, fax machine, multi-line telephone, postage meter, etc. requiring simple but continuous
adjustments.

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.
Mathematical Ability

e Ability to add, subtract, multiply, divide and calculate decimals and percents.
Judgment and Situational Reasoning Ability

e Ability to use functional reasoning in performing semi-routine functions involving standardized work
with some choice of action.

o Ability to exercise the judgment, decisiveness and creativity required in situations involving the
evaluation of information against measurable criteria.

Environmental Adaptability

e Ability to work under generally safe and comfortable conditions where exposure to environmental
factors poses little to no risk of injury.

The City of Stoughton isan Equal Opportunity Employer. In compliance with the American with
Disahilities Action, the City will provide reasonable accommaodations to qualified individual s with





City of Stoughton Receptionist
Position Description

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: 4-13-64 March 10, 2009





City of Stoughton
Position Description

Name: Department: Administrative Services
Position Title Admin Assist (Part-Time) Pay Grade: FLSA: N
Date: Oct 2013 Reports To:  Finance Director

Purpose of Position

The purpose of this position is to perform receptionist duties in City Hall, perform related clerical tasks as
time permits, and back-up to the other part-time receptionist.

Essential Duties and Responsibilities

The following duties are normal for this position. These are not to be construed as exclusive or all-
inclusive. Other duties may be required and assigned.

e Answers in-coming telephone calls and routes to appropriate persons or department. Takes and relays
messages. Determines when interruption of staff is required.

o Director of First Impressions. Greets, directs and provides customer service to the public.

e Records and types a variety of reports, memos and other correspondence, interdepartmental reports,
annual reports and other financial data as assigned .

e Provides a variety of information to visitors and caller’s questions.

e Performs clerical tasks as directed. Tasks include: typing correspondence, memos, meeting minutes
and agendas, lists, forms, and special projects as directed.

e Maintains miscellaneous city hall files, council packets, ordinances and resolutions.
e Tracks the coming and going of City staff (including lunch time, vacations, sick time).
e Tabulates monthly postage & copier usage and journal costs to appropriate department

e Prepares meeting notices and minutes for several city committees, maintains city meeting room
calendar and website calendar.

e Assists in posting job openings on the City website and providing clerical support in the hiring
process.

e Processes incoming and outgoing mail for City offices.
o Receives complaints/concerns or requests for service and routes to the proper department.
e Requisitions office supplies, monitors inventory, and journals costs to appropriate departments.

e Acts as a liaison between city residents and garbage disposal company. Distributes recycling bins and
literature regarding recycling and garbage pickup.





City of Stoughton Receptionist
Position Description

Maintains and updates recycling and rubbish information brochure.
Prepares annual City directory and maintains and updates directory as needed.

Maintains City Hall Notice Board and information for the public displayed on the front door of City
Hall.

Performs Notary Public duties.

Assists with the preparing of absentee ballots, registers voters and assists with Election Day activities.
Assists with updating policies and procedures manual.

Assists with the preparing of Public Hearings.

Assists with issuing City licenses.

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

Assists with the preparation of tax bill mailing and collection.

Provides backup to the Department as needed.

Minimum Training and Experience Required to Perform Essential Job Functions

High School diploma or equivalent and two years responsible clerical experience including public
contact, or any combination of education and experience that provides equivalent knowledge, skills, and
abilities. Receptionist and word processing experience preferred.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

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.

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

Ability to utilize a wide variety of descriptive data and information, such as meeting minutes and
agendas, messages, computer software operating manuals, drafts of correspondence, memos, lists,
forms.

Ability to communicate effectively with city employees, city hall visitors, Alderpersons, and the
general public.





City of Stoughton Receptionist
Position Description

o Ability to prepare a variety of documents including letters and other correspondence, meeting minutes
and notices, etc. using prescribed format and conforming to all rules of punctuation, grammar,
diction, and style.

Physical Requirements

o Ability to operate a variety of office equipment including personal computer, typewriter, Dictaphone,
photocopier, fax machine, multi-line telephone, postage meter, etc. requiring simple but continuous
adjustments.

o 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.
Mathematical Ability

e Ability to add, subtract, multiply, divide and calculate decimals and percents.
Judgment and Situational Reasoning Ability

e Ability to use functional reasoning in performing semi-routine functions involving standardized work
with some choice of action.

o Ability to exercise the judgment, decisiveness and creativity required in situations involving the
evaluation of information against measurable criteria.

Environmental Adaptability

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

The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with
Disabilities Action, 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: 4-13-64 March 10, 2009





City of Stoughton City Clerk/Persennel-Director
Position Description

City of Stoughton
Position Description
Name: Department; Clerk's Office Administrative
Services
Position Title: City Clerk/PersennelBirector ~ Pay Grade: FLSA: E
Date: November, 2041 October 2013 Reports To: Mayer-Finance Director

Purpose of Position

The purpose of this position is to supervisedirect-and-coordinate-City-Clerk's Office-activities, perform

the statutory duties of the Municipal Clerk; maintain public records, coordinate elections and
Ilcenses and record and mamtam the official mlnutes of the Clty Council. official-minutetaking, and

Essential Duties and Responsibilities

The following duties are normal for this position. These are not to be construed as exclusive or all-
inclusive. Other duties may be required and assigned.

ity Clork Duti

e Performs all statutory duties of the Municipal Clerk

e Maintains public records and ensures that records are properly preserved, filed, and disposed of;
maintains official records of licenses, permits, and bonds; coordinates publication of City legal
notices

e Prepares official City Council proceedings, minutes; prepares meeting agendas and other materials as
required; completes follow-up of City Council and Committee actions

e Coordinates and administers public hearing process for Council and Committee of the Whole and
other departments

e Coordinates and administers the processing of all required City licenses

e Records City documents with the County Register of Deeds

o Coordinates and administers City election process including voter registration, ballot preparation,

absentee voting; conducts Election Day process; pessesses—knowledge—and—abiity—to—perform
Shpesdetolos oo sinlon Soslon amellong

o Coordinates the Open Book and Board of Review process. Prepares Statement of Assessment.





City of Stoughton City Clerk/Persennel-Director
Position Description

e Prepares annual budget for Clerk and Election

locti line. iters. £ b

o Prepares tax roll special charges for submission to the City Treasurer.

e Prepares ordinances and resolutions and coordinates the codification process

e Performs Garbage pickup and Recycling Coordinator duties, and maintains database

e Maintains all contract files

o Staff person to Council and Committee of the Whole, CA/CP and Public Safety.

e Coordinates the activities of the Food Pantry






City of Stoughton City Clerk/Persennel-Director
Position Description

Minimum Training and Experience Required to Perform Essential Job Functions

A two- or four-year college degree in business, human—reseurees; public administration, or a
related field; educational, vocational, or technical training; three to five years municipal
government or related experiences; or any combination of education and experience that provides
equivalent knowledge, skills, and abilities is preferred.

Certified Municipal Clerk and/or Wisconsin Municipal Clerks Association designation is
preferred.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

Ability to decide the time, place, and sequence of operations within an organization, and the
ability to oversee operations.

Ability to analyze and categorize data and information using established criteria to determine
consequences and identify and select alternatives.

Ability to manage and direct a group of workers, including the ability to provide counseling and
mediation; to persuade, convince, and train others; to advise and interpret the application of
policies, procedures, and standards to specific situations.

Ability to utilize, prepare and/or interpret a variety of advisory and design data and information
such as meeting minutes/agendas, insurance—records; legal notices, public records, payroH





City of Stoughton City Clerk/Persennel-Director
Position Description

records; special assessments, election notices, licenses, accounts, State Statutes, City ordinances,
and tax rolls.

e Ability to provide excellent customer service internally and externally.
e Ability to lead a team effectively, and to participate as a team player.

e Ability to communicate effectively orally and in writing with Mayor, office staff, other City
personnel, City Council members, vendor representatives, attorneys, and the general public.

Mathematical Ability

e Ability to calculate and understand percentages, fractions, decimals, interest, discount, and ratios.
e Ability to interpret descriptive statistical reports.

Judgment and Situational Reasoning Ability

e Ability to use functional reasoning in performing synthesis functions and influence functions such
as supervising, managing, leading, directing, and controlling.

o Ability to exercise the judgment, decisiveness, and creativity required in situations involving the
direction, control, and planning of an entire program or multiple programs.

Physical Requirements

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

e Ability to exert light physical effort in sedentary to light work typically involving lifting,
carrying, pushing, and pulling.

e Ability to coordinate eyes, hands, feet, and limbs in performing moderately coordinated
movements such as typing.

Environmental Adaptability

e Ability to work under generally safe and comfortable office conditions where exposure to irate
individuals may cause discomfort and poses possible risk of injury.

The City of Stoughton is an Equal Opportunity Employer. In compliance with the Americans 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 SIGNATURE DATE





City of Stoughton City Clerk/Persennel-Director
Position Description

SUPERVISOR SIGNATURE DATE

Council Approved ?





City of Stoughton City Clerk
Position Description

City of Stoughton
Position Description
Name: Department: Administrative Services
Position Title: City Clerk Pay Grade: FLSA: N
Date: October 2013 Reports To: Finance Director

Purpose of Position

The purpose of this position is to perform the statutory duties of the Municipal Clerk; maintain public

records, coordinate elections and licenses, and maintain and record the official minutes of the City of

Stoughton.

Essential Duties and Responsibilities

The following duties are normal for this position. These are not to be construed as exclusive or all-

inclusive. Other duties may be required and assigned.

e Performs all statutory duties of the Municipal Clerk

e Maintains public records and ensures that records are properly preserved, filed, and disposed of;
maintains official records of licenses, permits, and bonds; coordinates publication of City legal

notices

e Prepares official City Council proceedings, minutes; prepares meeting agendas and other materials as
required; completes follow-up of City Council and Committee actions

e Coordinates and administers public hearing process for Council and Committee of the Whole and
other departments

e Coordinates and administers the processing of all required City licenses

e Records City documents with the County Register of Deeds

e Coordinates and administers City election process including voter registration, ballot preparation,
absentee voting; conducts Election Day process

e Coordinates the Open Book and Board of Review process. Prepares Statement of Assessment
o Prepares tax roll special charges for submission to the City Treasurer

o Prepares annual budget for Clerk and Election

e Prepares ordinances and resolutions and coordinates the codification process

e Performs Garbage pickup and Recycling Coordinator duties, and maintains database





City of Stoughton City Clerk
Position Description

e Maintains all contract files

L

Staff person to Council and Committee of the Whole, CA/CP and Public Safety.

Coordinates the activities of the Food Pantry

Provides backup to the Department as needed.

Minimum Training and Experience Required to Perform Essential Job Functions

A two- or four-year college degree in business, public administration, or a related field;
educational, vocational, or technical training; three to five years municipal government or related
experiences; or any combination of education and experience that provides equivalent knowledge,
skills, and abilities is preferred.

Certified Municipal Clerk and/or Wisconsin Municipal Clerks Association designation is
preferred.

Knowledge and ability to perform Statewide Voter Registration System functions.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

Ability to decide the time, place, and sequence of operations within an organization, and the
ability to oversee operations.

Ability to set goals and objectives for others and to perform periodic reviews.

Ability to analyze and categorize data and information using established criteria to determine
consequences and identify and select alternatives.

Ability to manage and direct a group of workers, including the ability to provide counseling and
mediation; to persuade, convince, and train others; to advise and interpret the application of
policies, procedures, and standards to specific situations.

Ability to utilize, prepare and/or interpret a variety of advisory and design data and information
such as meeting minutes/agendas, legal notices, public records, special assessments, election
notices, licenses, accounts, State Statutes, City ordinances, and tax rolls.

Ability to provide excellent customer service internally and externally.

Ability to lead a team effectively, and to participate as a team player.

Ability to communicate effectively orally and in writing with Mayor, office staff, other City
personnel, City Council members, vendor representatives, attorneys, and the general public.





City of Stoughton City Clerk
Position Description

Mathematical Ability

e Ability to calculate and understand percentages, fractions, decimals, interest, discount, and ratios.
e Ability to interpret descriptive statistical reports.

Judgment and Situational Reasoning Ability

e Ability to use functional reasoning in performing synthesis functions and influence functions such
as supervising, managing, leading, directing, and controlling.

o Ability to exercise the judgment, decisiveness, and creativity required in situations involving the
direction, control, and planning of an entire program or multiple programs.

Physical Requirements

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

e Ability to exert light physical effort in sedentary to light work typically involving lifting,
carrying, pushing, and pulling.

e Ability to coordinate eyes, hands, feet, and limbs in performing moderately coordinated
movements such as typing.

Environmental Adaptability

e Ability to work under generally safe and comfortable office conditions where exposure to irate
individuals may cause discomfort and poses possible risk of injury.

The City of Stoughton is an Equal Opportunity Employer. In compliance with the Americans 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 SIGNATURE DATE

SUPERVISOR SIGNATURE DATE

Council Approved





City of Stoughton Deputy Clerk/Cenfidential-Seeretary

Position Description

City of Stoughton
Position Description
Name: Department: Clerk's- Office-Administrative
Services
Position Title: Deputy City Clerk/ Pay Grade: FL SA: N
cclontial
Date: November, 2011/draft October 2013 Reports To:  Gity-Clerk/Rersonnel-Director

Finance Director

Purpose of Position

The purpose of this position is to perform various cenfidential secretarial-tasks; clerical, administrative and record
keeping tasks related to employee—benefits; City Council and related committee functions, elections, risk
management and City license regulation; and perform City Clerk/Persennel Director tasks in his/her absence.

Essential Duties and Responsibilities

The following duties are normal for this position. These are not to be construed as exclusive or all-
inclusive. Other duties may be required and assigned.

e Assists the City Clerk as support staff as directed.

. Mamtalns aII electlon mformatlon in the SVRS system Entets#eter—m#etmatten—eteetten##etmatlen

e Generates and publishes alt legal notices regarding elections. Coordinates cooperative notices with
area township clerks.

e Maintains campaign finance records. Sends-hetices-to-candidates—Audits-campaign-finance-repoerts.

o—PFepaFe&GW—heenses Assists vvlth Ilcensmg for Ilquor sales operators electrlcal contractors and others






City of Stoughton Deputy Clerk/Cenfidential-Seeretary

Position Description

e Assists in the preparation of bi-monthly Council meeting packets and distributes to Council members
and Department Heads. Prepares Council action follow-up correspondence and memoranda in City
Clerk/Rersonnel-Director's absence.

***x**Add something about assists with other Committee agendas, meetings and follow up as needed.

e Assists in processing legal notices, ordinances and resolutions for publication in City Clerk/Persennel
Direetor's absence.

e Attends Common Council, committee and Department Head meetings and performs other City Clerk
duties in his/her absence.

i on eF sl : _





City of Stoughton Deputy Clerk/Cenfidential-Seeretary

Position Description

e Produces the city newsletter, The Tower Times. Compiles information from committees, department
heads and staff, community groups, etc; and coordinates printing.

*****Provides backup to the Department as needed.

Additional Tasks and Responsibilities

While the following 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.

e Sorts and files documents ineluding-persennelrecords.
e Maintains contract—persenneland-regular and other City files.

e Serves as a Notary Public and assists visitors in this capacity as required.

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma or equivalent, vocational/technical training, three to four years experience in City
government. Experience with website management, Microsoft office, software applications, or any
combination of education and experience that provides equivalent knowledge, skills, and abilities.





City of Stoughton Deputy Clerk/Cenfidential-Seeretary

Position Description
Possess knowledge of the Statewide VVoter Registration System.
Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

e Ability to provide excellent customer service internally and externally and to effectively lead a team
and participate as a team player.

o Ability to analyze and categorize data and information in order to determine the relationship of the data
with reference to established criteria/standards. Ability to compare, count, differentiate, measure and/or
sort data, as well as assemble, copy and record and transcribe data and information. Ability to classify,
compute and tabulate data.

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

e Ability to utilize a variety of advisory data and information such as vouchers, invoices and instructions,

billing statements, purchase orders, schedules, retirement—reperts—employee—vacation/leave—records;
memos, state statutes, computer software operating manuals, dictionaries, union—eentracts—city

employment—peicies—payroll—administration—guides; procedures, guidelines, and non-routine

correspondence.

o Ability to communicate orally and in writing with City Clerk persennel, City employees, department
heads, and the general public.

Mathematical Ability

e Ability to calculate percentages, fractions, decimals. Ability to interpret basic descriptive statistical
reports.

Judgment and Situational Reasoning Ability

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

e Ability to exercise the judgment, decisiveness and creativity required in situations involving the
evaluation of information against measurable criteria.

Physical Requirements

o Ability to operate office equipment and machinery requiring simple but continuous adjustments such
as computer keyboard/typewriter, telephone, calculator/adding machine, photocopier and fax
machine.

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

o Ability to exert light physical effort in sedentary to light work.





City of Stoughton Deputy Clerk/Cenfidential-Seeretary

Position Description

e Ability to recognize and identify degrees of similarities or differences between characteristics of
forms, sounds.

Environmental Adaptability

e Ability to work under safe and comfortable conditions where exposure to environmental factors poses
little to no risk of injury.

The City of Stoughton is an Equal Opportunity Employer. In compliance with the Americans 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: -13-04-January-8F2008-Mareh-10,-2009-February 2012





City of Stoughton Deputy Clerk
Position Description

City of Stoughton
Position Description
Name: Department: Administrative Services
Position Title: Deputy City Clerk Pay Grade: FL SA: N
Date: /draft October 2013 Reports To: Finance Director
Purpose of Position

The purpose of this position is to perform various clerical tasks, administrative and record keeping tasks related to
City Council and related committee functions, elections, and City license regulation; and perform City Clerk
Director tasks in his/her absence.

Essential Duties and Responsibilities

The following duties are normal for this position. These are not to be construed as exclusive or all-
inclusive. Other duties may be required and assigned.

o Assists the City Clerk as support staff as directed.

e Assists with voter registration records.

e Maintains all election information in the SVRS system.

e Assists with the preparation and over site of the election process.

e Generates and publishes legal notices regarding elections. Coordinates cooperative notices with area
township clerks.

e Maintains campaign finance records.
e Assists with licensing for liquor sales, operators, electrical contractors and others.
e Prepares various committee meeting agendas and minutes as needed.

e Assists in the preparation of bi-monthly Council, and other Committee meeting packets, distributes
and provides follow up as needed.

e Assists in processing legal notices, ordinances and resolutions for publication in City Clerk's absence.
e Updates policies and procedures manual as needed.

e Attends Common Council, committee meetings, staff meetings, including evening meetings and
performs other City Clerk duties in his/her absence.

e Provides backup to other Department members as needed.





City of Stoughton Deputy Clerk
Position Description

e Produces the city newsletter, The Tower Times. Compiles information from committees, department
heads and staff, community groups, etc; and coordinates printing.

e Provides backup to the Department as needed.

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma or equivalent, vocational/technical training, three to four years experience in City
government. Experience with website management, Microsoft office, software applications, or any
combination of education and experience that provides equivalent knowledge, skills, and abilities.
Possess knowledge of the Statewide Voter Registration System.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

o Ability to provide excellent customer service internally and externally and to effectively lead a team
and participate as a team player.

e Ability to analyze and categorize data and information in order to determine the relationship of the data
with reference to established criteria/standards. Ability to compare, count, differentiate, measure and/or
sort data, as well as assemble, copy and record and transcribe data and information. Ability to classify,
compute and tabulate data.

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

e Ability to utilize a variety of advisory data and information such as vouchers, invoices and instructions,
billing statements, purchase orders, schedules, memos, state statutes, computer software operating
manuals, dictionaries, procedures, guidelines, and non-routine correspondence.

e Ability to communicate orally and in writing with city employees, department heads, and the general
public.

Mathematical Ability

e Ability to calculate percentages, fractions, decimals. Ability to interpret basic descriptive statistical
reports.

Judgment and Situational Reasoning Ability

e 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
evaluation of information against measurable criteria.

Physical Requirements






City of Stoughton Deputy Clerk
Position Description

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

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

o Ability to exert light physical effort in sedentary to light work.

e Ability to recognize and identify degrees of similarities or differences between characteristics of
forms and sounds.

Environmental Adaptability

e Ability to work under safe and comfortable conditions where exposure to environmental factors poses
little to no risk of injury.

The City of Stoughton is an Equal Opportunity Employer. In compliance with the Americans 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: -13-04-Januany-8F2008-Mareh-10,-2009-February 2012





City of Stoughton
Position Description

Name: Department: FiranceAdministrative Services
Position Title: Deputy Treasurer Pay Grade: FLSA: N
Date: November 2011 Reports To: Finance Director

Purpose of Position

The purpose of this position, appointed under State Statute 63.09(a)(F) and according to City hiring policies, is to 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

The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.

o Assists the Finance Director as support staff as directed. Attends City Council, committee and staff meetings in the
absence of the Finance Director.

o Prowdes staff clencal services to the Flnance Commlttee Geerdmates—meetmg—dates—trmesar%eaﬂens—updates

» Receives all 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-hew

aAccoHRtrmberswhen-appropriate
e Maintains manual spreadsheets as requested by Finance Director.

. Reconcﬂes monthly bank statements for the Clty accounts and—@eera—Heuse Preparesand-enters-adiustingfournal

- Transfer monies between funds
to insure adequate monthly balances Monitor general fund checklng account for appropriate deposits and
withdrawals.

e Assists in budget preparatlon research and reportlng to departments regardlng accountlng |nformat|on Creates
budget worksheets. F , 3 3 , N

budget-decuments:

¢  Monitors long 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.





City of Stoughton Deputy Treasurer
Position Description

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

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

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

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

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

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





City of Stoughton Deputy Treasurer
Position Description

e Prepares forms for bid openings. Attends bid openings and records all information.
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.

o Provides backup to the Department as needed. Finanee-Accounting-Speciakist-by performing-thoseresponsibilitiesin
hisfher-absence:

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

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

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

e Ability to analyze and categorize data and information in order to determine the relationship 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 a lead worker capacity. Ability to
advise and interpret how to apply policies, procedures and standards to specific situations.

e Ability to utilize a variety of advisory data and information such as financial 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

e 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
e 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 evaluation of
information against sensory and/or judgmental criteria, as opposed to criteria which are clearly measurable.

Physical Requirements





City of Stoughton Deputy Treasurer
Position Description

e Ability to operate a variety 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.

o 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 a limited risk of
injury.

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

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





City of Stoughton
Position Description

Name: Department: Administrative Services
Position Title: Deputy Treasurer Pay Grade: FLSA: N
Date: November 2011 Reports To: Finance Director

Purpose of Position

The purpose of this position, appointed under State Statute 63.09(a)(F) and according to City hiring policies, is to 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

The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other
duties may be required and assigned.

o Assists the Finance Director as support staff as directed. Attends City Council, committee and staff meetings in the
absence of the Finance Director.

e  Provides staff clerical services to the Finance Committee

o Receives all 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

e Maintains manual spreadsheets as requested by Finance Director.

e Reconciles monthly bank statements for the City. Transfer monies between funds to insure adequate monthly
balances. Monitor general fund checking account for appropriate deposits and withdrawals.

e Assists in budget preparation, research and reporting to departments regarding accounting information. Creates
budget worksheets.

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

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

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

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

o Prepares delinquent personal property tax reports. Maintains delinquency information until collection. Reviews





City of Stoughton Deputy Treasurer
Position Description

delinquency information and reports to Finance Director. Initiates and prepares Personal Property chargeback’s to
other taxing jurisdictions and collects payments for same.

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

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

e Prepares monthly financial reports for Department Heads. Prepares monthly financial reports for multiple volunteer
organizations. Prepares other reports as requested.

o Prepares forms for bid openings. Attends bid openings and records all information.
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.

o Provides backup to the Department as needed.
Minimum Training and Experience Required to Perform Essential Job Functions
High school diploma or equivalent, vocational/technical training in secretarial and accounting skills, three to five years

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

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

e Ability to analyze and categorize data and information in order to determine the relationship 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.

e Ability to persuade, convince, and/or train others, including the ability to act in a lead 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 financial 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

e 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





City of Stoughton Deputy Treasurer
Position Description

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

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

Physical Requirements

e Ability to operate a variety 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

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 a limited risk of
injury.

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

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





City of Stoughton
Position Description

Name: Department: Administrative Services

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

Date: Nevember2011 October 2013 Reports To:  Mayor

Purpose of Position

The purpose of this position is to supervise, direct, and coordinate the financial and administrative service 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 activities in 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

The following duties are normal for this position. These are not to be construed as exclusive or all-
inclusive. Other duties may be required and assigned.

¢ Directs, coordinates, and supervises the finance, clerk, and administrative activities of the City of Stoughton.

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

e Directs, coordinates, and supervises Special Assessment procedures.

e Oversees the preparation of the tax roll special charges, delinquencies and assessments.

e Prepares tax roll for submission to the County Treasurer.

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

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

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 municipal accounting principals and procedures, and in sufficient detail to
produce adequate cost, financial, and statistical data for 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 /Economic Development Director
Position Description

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

o Directs;coordinates—and-supervisesprocessing-of-payrel: reviews salary and benefit data for inclusion in the City

payroll database.
e Functions as a resource 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 Directs the 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 Directs the development and update of a Five-Year Capital Improvement Plan, a Five-Year Financial/Operating
Budget Forecast, and accompanying financing plans.

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

e 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.

e 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 data for collective bargaining and assists Personnel Committee as necessary.
e Administers the CDBG program.

o Represents the City in all fiscal matters, including issues associated with economic development.

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

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

e Administers Firefighters’ Pension Fund and serves on the Firefighters’ Pension Board.
e Attends all City Council meetings and committee meetings as necessary.

e Serves on the Board of Trustees — Riverside and Wheeler Prairie Cemeteries.





City of Stoughton Finance /Economic Development Director
Position Description

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

o Keeps informed 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 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 a municipal 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.
e 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 a team-work oriented, effective, and efficient work environment.

e Ability to establish and maintain effective working relationships 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.

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





City of Stoughton Finance /Economic Development Director
Position Description

Language Ability and Interpersonal Communication

e 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.

e Ability to comprehend and interpret a variety of documents including municipal 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 a variety 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 all rules of punctuation, grammar, diction, and style.

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

e 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

e 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 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





City of Stoughton
Position Description

Name: Department: Administrative Services

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

Date: Nevember2011 October 2013 Reports To:  Mayor

Purpose of Position

The purpose of this position is to supervise, direct, and coordinate the financial and administrative service 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 activities in 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

The following duties are normal for this position. These are not to be construed as exclusive or all-
inclusive. Other duties may be required and assigned.

¢ Directs, coordinates, and supervises the finance, clerk, and administrative activities of the City of Stoughton.

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

o Directs, coordinates, and supervises Special Assessment procedures.

e Oversees the preparation of the tax roll special charges, delinquencies and assessments.

e Prepares tax roll for submission to the County Treasurer.

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

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

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 municipal accounting principals and procedures, and in sufficient detail to
produce adequate cost, financial, and statistical data for 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

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





City of Stoughton Finance /Economic Development Director
Position Description

Reviews salary and benefit data for inclusion in the City payroll database.
Functions as a resource 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.

Directs the 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.

Directs the development and update of a Five-Year Capital Improvement Plan, a Five-Year Financial/Operating
Budget Forecast, and accompanying financing plans.

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

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

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.

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

Coordinates activities of City Assessor contract compliance.

Provides or reviews necessary financial data for collective bargaining and assists Personnel Committee as necessary.
Administers the CDBG program.

Represents the City in all fiscal matters, including issues associated with economic development.

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.

Administers Firefighters’ Pension Fund and serves on the Firefighters’ Pension Board.

Attends all City Council meetings and committee meetings as necessary.

Serves on the Board of Trustees — Riverside and Wheeler Prairie Cemeteries.

Provides administrative oversight and reviews financial activities of duly authorized volunteer organizations.

Insures volunteer organizations follow prescribed city financial policies.





City of Stoughton Finance /Economic Development Director
Position Description

o Keeps informed 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 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 a municipal 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.
e Ability to develop manual and computerized financial systems.

Supervisory Skills

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

e 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 a team-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

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.

e 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)

Language Ability and Interpersonal Communication

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

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





City of Stoughton Finance /Economic Development Director
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e Ability to comprehend and interpret a variety of documents including municipal 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 a variety 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 all rules of punctuation, grammar, diction, and style.

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

e 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

e 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 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





City of Stoughton
Position Description

Name: Department: Administrative Services
Position Title: Finance Accounting Specialist Pay Grade: FLSA: N
Date: November 2011 Reports To:  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
Finance Department.

Essential Duties and Responsibilities

The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive.
Other duties may be required and assigned.

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

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 general ledger.

e Answers inquiries 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.

o Determines which vendors require IRS reporting through a 1099.

. I e bl : .

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






City of Stoughton Finance Accounting Specialist
Position Description

[

Process delinguent utilities for tax roll.

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.

Prepares Special Assessment Worksheet for Tax Roll.
Prepares delinquent Accounts Receivable charges for Tax Roll.

Prepares Special charges worksheet for upload to County. Reconciles to general ledger.

Provides staff clerical services to the RDA Committee. Coerdinates-meeting-dates-times-and-locations-for-meetings:

Enters financial data as requested by Finance Director and auditors into computer including monthly entries and end-
of —year auditor’s adjusting journal entries.

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.

. Maintai information i iabl .

Coordinates CDBG home improvement loan program.

Types reports, 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.

Inputs cash receipts and runs balancing reports.





City of Stoughton Finance Accounting Specialist
Position Description

« Provides back-up for preparing daily bank deposits.
« Collects and process tax payments and runs balancing reports.

« Performs customer service to visitors as required. Provides information to questions or refers to appropriate person
or agency. Directs visitors.

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

« Provides backup to BeputyTreasurerby-performing-duties-in-his/herabsence-Department as needed.

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 equivalent
knowledge, skills, and abilities. Position requires a Wisconsin Notary Public.

Physical and Mental Abilities Required to Perform Essential Job Functions
Language Ability and Interpersonal Communication

¢ Requires the ability to perform basic level of data analysis including 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.

o 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.

o Requires the 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.

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





City of Stoughton Finance Accounting Specialist
Position Description

Mathematical Ability

o Requires the ability to perform addition, subtraction, multiplication and division; and to calculate percentages and
decimals.

Judgment and Situational Reasoning Ability

e Requires the 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

e 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 Tasks involve 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.

e 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 a limited risk of injury.

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 4-13-84-12-13-65 March 10, 2009





City of Stoughton
Position Description

Name: Department: Administrative Services
Position Title: Finance Accounting Specialist Pay Grade: FLSA: N
Date: October 2013 Reports To:  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

Administrative Services Department.
Essential Duties and Responsibilities

The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive.
Other duties may be required and assigned.

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

o 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 general ledger.

e Answers inquiries 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.
o Determines which vendors require IRS reporting through a 1099.

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

o Administer the rew purchase card program.
e Administer Fuel card program. 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.

o Prepares and reconciles Special and delinquent charges and assessments for Tax Roll.

e Provides staff clerical services to the RDA Committee.





City of Stoughton Finance Accounting Specialist
Position Description

Enters financial data as requested by Finance Director and auditors into computer including monthly entries and end-
of —year auditor’s adjusting journal entries.

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

Processes and reconciles accounts receivable.

Coordinates CDBG home improvement loan program.

Types reports, 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.

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 service to visitors as required. Provides information to questions or refers to appropriate person
or agency. Directs visitors.

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

Provides backup to the Department as needed.

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 equivalent
knowledge, skills, and abilities. Position requires a Wisconsin Notary Public.

Physical and Mental Abilities Required to Perform Essential Job Functions

Language Ability and Interpersonal Communication

Requires the ability to perform basic level of data analysis including 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.

Requires the 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,





City of Stoughton Finance Accounting Specialist
Position Description

procedures, guidelines and routine correspondence.

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

Mathematical Ability

o Requires the ability to perform addition, subtraction, multiplication and division; and to calculate percentages and
decimals.

Judgment and Situational Reasoning Ability

e Requires the 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

e 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 Tasks involve 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.

e 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 a limited risk of injury.

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 4-13-84-12-13-85 March 10, 2009





		Administrative Support - redline  Oct 2013.pdf

		Administrative Support -REVISED  Oct 2013.pdf

		Clerk-City Clerk-Redline Oct 2013.pdf

		Clerk-City Clerk-REVISED Oct 2013.pdf

		Clerk-Deputy Clerk-Redline Oct 2013.pdf

		Clerk-Deputy Clerk-REVISED Oct 2013.pdf

		Deputy Treasurer- Redline  Oct 2013.pdf

		Deputy Treasurer- REVISED  Oct 2013.pdf

		Director of Finance & Economic Development Redline Oct 2013.pdf

		Director of Finance & Economic Development REVISED Oct 2013.pdf

		Finance Accounting Specialist -Redlined  Oct 2013.pdf

		Finance Accounting Specialist -REVISED  Oct 2013.pdf




City of Stoughton
WISCONSIN

Retiree Healthcare

Reimbursement Arrangement
(HRA) Plan





TABLE OF CONTENTS

Page

City of Stoughton Retiree Health Reimbursement Arrangement (HRA) Plan
ARTICLE I. INTRODUCTION .....ocotiiiiiiieiieieseeie e sreeseessesseesse e seessesseesssssessens 1
1.1 Establishment Of Plan ......coccoveiiceeneseeeses st 1
1.2 008l SLAIUS.....ccviieierieieiieeiesiesieeee st stes e te s seesbeeseessestesseebesseeeestesseeneennennens 1
ARTICLE I1. DEFINITIONS. ... .ottt 1
2.1 DEfINITIONS....ccviiiiicee ettt e s s re e sae e e e enaesneenneas 1
ARTICLE I11. ELIGIBILITY AND PARTICIPATION ....ccccoeiiiieienieseeeeseennns 4
3.1  Eligibility tO PartiCipate.......c.coouierieieiieieerie et 4
3.2  Termination Of PartiCipation........cccooeieeiireninieses e 4
3.3  Participation Following Termination of Employment or Loss of

EHGIDIITY oo e e e 4
34  FMLA and USERRA Leaves of ADSENCE ........cccvvvreerienieneenie s 4
3.5 Non-FMLA and Non-USERRA Leaves of Absence........cccccceeevvciviineennnns 5
ARTICLE IV. METHOD AND TIMING OF ENROLLMENT ......ccceovnirierienen. 5
4.1  Enrollment When First Eligible........cooooveeiiiineeee e 5
ARTICLE V. BENEFITS OFFERED AND METHOD OF FUNDING.............. 5
51  BenefitS Offered.......ccooieiieiiie e 5
5.2  Employer and Participant Contributions............ccocerveevenesieenienieneenesennes 5
53  FUNdiNg TRISPlaN.......cooiiiiieiee e 6
54  Plan Procedures for Determination of Contribution of

Accumulated Unused Vacation and Sick Leave Upon Retirement. .......... 6
5.5  Plan Procedures for Determination of Contribution of Annual

Excess Vacation and SICK LEAVE. .........ccevvvevieeieeiececeesie e 6
ARTICLE VI. [RESERVED] ....coiiiiiiiiiisieiese ettt enens 7
ARTICLE VII. HEALTH REIMBURSEMENT BENEFITS.......cccconiniririenen. 7
5 R == 0 1 £ USRS 7
7.2  Eligible Medical Care EXPENSES......cccvvveiirieriirieneseenie et 7
7.3 MaXimum BenEfitS......ccocuviriiiiiiiie e e 7
7.4  Establishment of ACCOUNL........cccooieiiiiiirieiie et 8
7.5  Caryover Of ACCOUNLS........ccueiiieeriesiesteeeesiesieeiesseseeseessesseessessesseensessennes 9





TABLE OF CONTENTS

(continued)
Page
7.6  Reimbursement ProCEdUIE..........cceeiieieiciieie e 9
7.7  Reimbursements After Termination; COBRA.........cccooriiiiiinininenees 9
7.8  Named Fiduciary; Compliance With COBRA, HIPAA, €tC..........c....... 10
7.9  Coordination of Benefits, Health FSA to Reimburse First...................... 10
ARTICLE VIII. HIPAA PRIVACY AND SECURITY ..o 11
8.1  Employer’s Certification of Compliance...........ccoevvveieienieenesesieniennens 11
8.2  Permitted Disclosure of Enrollment/Disenrollment Information ............ 11
8.3  Permitted Uses and Disclosures of Summary Health Information.......... 11
84  Permitted and Required Uses and Disclosure of Protected Health
Information for Plan Administration PUrPOSES..........cceevverieiinnenieeseene 11
8.5  Restrictions on Employer’s Use and Disclosure of Protected Health
INFOrMIBLION ...t e 11
8.6  Adequate Separation Between Employer and the Plan...........ccceeenee. 12
8.7  Security Measures for Electronic Protected Health Information............. 13
8.8  Notification of Security INCIAENt ..........cceveviniriiiisere e 13
ARTICLE IX-XI1.[RESERVED] ....ccctitieriesierieieeese et 13
ARTICLE XI1l. APPEALS PROCEDURE..........ccccoitiiniiieieinenienesee e 13
13.1 Procedure If Benefits Are Denied Under ThisPlan..........ccccccceveveneeene. 13
ARTICLE XIV. RECORDKEEPING AND ADMINISTRATION.......ccceuenee. 13
141 AAMINISIEEION ....vveiveceeeie ettt s reesre e naesreeeraeas 13
14.2  Powers of the ADMINISIFator ...........ccoererieinereseresee s 13
14.3 Reiance on Participant, TabIes, EtC. .......cccocvierierreninieseceee e 14
14.4  Provision for Third-Party Plan Service Providers........ccccveeveieeieeene 14
145  Fduciary Liability ... 14
146  Compensation of Plan AdMINIiStrator.........ccovereenerenienenesee s 15
14.7  INSUraNCE CONLIACES. .......eeviiereiieeiie ettt ste e sree e sae s s 15
14.8 Inability t0 LOCALE PAYEE ........ooiuiieerieieeee e e 15
14.9  Effect Of MIStake.......ccoovieeieieeiise s 15
ARTICLE XV. GENERAL PROVISIONS........ccooierirenieieieieesresesee e 15
151 EXPENSES ..ottt ettt ettt e e sne e e enne s 15
15.2  No Contract of EMPIOYMENt.........cccoiiiririeieneeniesesese e 15





TABLE OF CONTENTS

(continued)

Page
153  Amendment and TerMINGLION .........ccueiereerereneeieeriesee e 16
154 GOVEMNING LAW ...oouviiiiiesiesie ettt sttt sne e 16
155 Codeand PHSA ComplianCe........ccoeiiierneiineesiesiesiee e 16
15.6 No Guarantee of Tax CONSEOUENCES........ccoeruereererrierieereeriesseeseesieeneeseenes 16
15.7  Indemnification Of EMPIOYES ........cccoviiiiiii e 16
15.8 Non-Assignability Of RIghtS........cccciiiiiiiii i 16
159 HEAOINGS ...ttt bbb ne e 17
15.10 Plan Provisions CONtrolliNg........coeeeerererneieneesieseeseese e 17
15.11 SeVEraDilitY ...oceeeereiieieeeee s 17
15.12 State Law LImMItatioNS. ........ccoceeiererierieseenie e s 17
APPENAIX AL et et e e e re e e 18
APPENGIX B e e e 19





City of Stoughton Retiree
Health Reimbursement Arrangement (HRA) Plan

As Adopted August 27, 2013

ARTICLEI. INTRODUCTION

1.1 Establishment of Plan

The City of Stoughton, Wisconsin, (the “Employer”) hereby establishes the Mukwonago Retiree
Health Reimbursement Arrangement (HRA) Plan to be hereafter known as the City of Stoughton
Retiree Health Reimbur sement Arrangement (HRA) (the “Plan”) effective January 1, 2014,
(the “Effective Date”). Capitalized terms used in this Plan that are not otherwise defined shall
have the meanings set forth in Article I1. This Plan isintended to permit an Eligible Employee to
obtain reimbursement of Medical Care Expenses on a nontaxable basis from the HRA Account.

1.2 Legal Status

This Planisintended to qualify as an employer-provided medical reimbursement plan under Code
Sections 105 and 106 and regulations issued thereunder, and as a health reimbursement
arrangement as defined under IRS Natice 2002-45, and shall be interpreted to accomplish that
objective. The Medical Care Expenses reimbursed under the Plan are intended to be eligible for
exclusion from participating Employees gross income under Code Section 105(b).

ARTICLEIl. DEFINITIONS

2.1 Definitions

“ Administrator” meansthe Committee established by the Employer. The contact person shal be
theindividual designated by the City Personnel/Human Resour ces Director (designated
official), who has the full authority to act on behaf of the Committee, except with respect to
apped s, for which the Committee has the full authority to act on behalf of the Administrator, as
described in Section 13.1.

“Benefits’ means the reimbursement benefits for Medical Care Expenses described under Article
VII.

“COBRA” means the Consolidated Omnibus Budget Reconciliation Act of 1985, as amended.
“Code’ meansthe Internal Revenue Code of 1986, as amended.

“Committee” means the Benefits Committee appointed by the Employer.

“Compensation” means the wages or salary paid to an Employee by the Employer.

“Covered Individual” means, for purposes of Article VI, a Participant, Spouse or Dependent.
“Dependent” means any individua who is atax dependent of the Participant as defined in Code
Section 105(b), with the following exception: any child to whom Code Section 152(e) applies
(regarding a child of divorced parents, etc., where one or both parents have custody of the child

for more than half of the calendar year and where the parents together provide more than half of
the child's support for the calendar year) is treated as a dependent of both parents.
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Notwithstanding the foregoing, the HRA Account will provide benefits in accordance with the
applicable reguirements of any QMCSO, even if the child does not meet the definition of
“Dependent.”

“ Effective Date” of this Plan has the meaning described in Section 1.1.

“Electronic Protected Health I nformation” has the meaning described in 45 C.F.R.
Section160.103 and generally includes Protected Health Information that is transmitted by
electronic media or maintained in el ectronic media. Unless otherwise specifically noted,
Electronic Protected Health Information shall not include enroll ment/disenrollment information
and summary health information.

“Eligible Employee” means an Employee eligible to participate in this Plan, as provided in
Section 3.1.

“Employee’” means anindividual that the Employer classifies as a common-law employee and
who is on the Employer’ s W-2 payroll, but does not include the following: (a) any leased
employee (including but not limited to those individuals defined as |eased employeesin Code
Section 414(n)) or an individual classified by the Employer as a contract worker, independent
contractor, temporary employee or casua employee for the period during which such individua
is so classified, whether or not any such individua is on the Employer’ s W-2 payroll or is
determined by the IRS or othersto be a common-law employee of the Employer; (b) any
individual who performs services for the Employer but who is paid by atemporary or other
employment or staffing agency for the period during which such individua is paid by such
agency, whether or not such individual is determined by the IRS or others to be a common-law
employee of the Employer; (c) any self-employed individua; (d) any partner in a partnership; and
(e) any more-than-2% shareholder in a Subchapter S corporation, including those deemed to be a
more-than-2% shareholder by virtue of the Code Section 318 ownership attribution rules. The
term “Employee” doesinclude “former Employees’ for the limited purpose of allowing continued
eligibility for benefitsin accordance with Section 3.2.

“Employer” meansthe City of Stoughton, and any Related Employer that adopts this Plan with
the approval of the City. Related Employers, if any, that have adopted this Plan are listed in
Appendix A to this Plan. However, for purposes of Article XIV and Section 15.3, “Employer”
means only the City of Stoughton.

“Employment Commencement Date” meansthe first regularly scheduled working day on
which the Employee first performs an hour of service for the Employer for Compensation, or, for
Employees employed on the effective date, the Effective Date.

“Enrollment Form” means the form provided by the Administrator for the purpose of allowing
an eligible Employee to participatein this Plan.

“ERISA” means the Employee Retirement Income Security Act of 1974, as amended.
“FMLA” meansthe Family and Medical Leave Act of 1993, as amended.

“Health FSA” means a health flexible spending arrangement as defined in Prop. Treas. Reg.
Section 1.125-2, Q/A-7(a).





“Health Insurance Plan” means the plan(s) that the Employer maintains for its Employees (and
for their Spouses and Dependents that may be eligible under the terms of such plan), providing
major medical type benefits through a group insurance policy or policies.

“Highly Compensated I ndividual” means an individual defined under Code Section 105(h), as
amended, as a“highly compensated individual” or “highly compensated employee.”

“HIPAA” means the Health Insurance Portability and Accountability Act of 1996, as amended.
“HRA” means a health reimbursement arrangement as defined in IRS Notice 2002-45.

“HRA Account” meansthe HRA Account described in Section 7.4.

“Medical Care Expenses’ has the meaning defined in Section 7.2.

“Open Enrollment Period” with respect to a Plan Y ear means the month of December in the
year preceding the Plan Y ear, or such other period as may be prescribed by the Administrator.

“Participant” means a person who is an Eligible Employee and who is participating in this Plan
in accordance with the provisions of Articlelll.

“Period of Coverage” meansany Plan Y ear following the Participant’ s Retirement Date, except,
for a Participant whose Retirement Date occurs during the Plan Y ear, it shall mean the portion of
the Plan Y ear following the Participant’s Retirement Date. A different Period of Coverage (e.g.,
monthly) may be established by the Administrator and communicated to Participants.

“Plan” meansthe Stoughton HRA Plan as set forth herein and as amended from time to time.

“Plan Year” means the calendar year (i.e., the 12-month period commencing January 1 and
ending on December 31), except in the case of ashort Plan Y ear representing theinitial Plan Y ear
or where the Plan Y ear is being changed, in which case the Plan Y ear shall be the entire short
Plan Y ear.

“Protected Health Information” shal have the meaning described in 45 C.F.R. Section160.103

and generally includes individually identifiable health information held by, or on behalf of, the
Plan.

“QMCSO” meansaqualified medical child support order, as defined in ERISA Section 609(a).
“Related Employer” means any employer affiliated with the City of Stoughton, that, under
Code Section 414(b), (c), or (m), istreated as a single employer with the City for purposes of
Code Section 105.

“Retirement Date” means the date on which the Employee no longer meets the definition of
Employee as determined by the City of Stoughton.

“Spouse” means an individual who islegally married to a Participant as determined under
applicable state law (and who is treated as a spouse under the Code).

“SPD” means the separate summary plan description describing the terms of this Plan.





“Trust” meansthe Stoughton Retiree HRA Trust established in conjunction with this Plan for
the funding of benefits payable hereunder.

“USERRA” means the Uniformed Services Employment and Reemployment Rights Act of 1994,
as amended.

ARTICLE III. ELIGIBILITY AND PARTICIPATION

31 Eligibility to Participate

Individual employees eligible to participate in this Plan shall be those City of Stoughton
employees AND as more clearly defined by the Plan Administrator if necessary.

Once an Employee has met the Plan’s eigibility requirements, the Employee will be eligible to be
credited with Employer contributions as determined by the City of Stoughton. Participation will
continue with respect to any and al Employer contributions to the Plan until such participation is
terminated in accordance with Sections 3.3, 3.4, or 3.5. Once an Employee has met the Plan’s
eligibility requirements, Participation with respect to the benefits under Article V11 shall continue
until participation in the Plan with respect to such benefits is terminated in accordance with
Section 3.2.

3.2 Termination of Participation

A Participant will cease to be a Participant in this Plan upon the earlier of: (1) the termination of
this Plan; or (2) the date on which the Employee’s HRA Account is depleted, provided that
eligibility may continue beyond such date for purposes of COBRA coverage, as may be permitted
by the Administrator on a uniform and consistent basis under Section 7.7. Reimbursements from
the HRA Account after termination of participation will be made pursuant to Section 7.7 (relating
to arun-out period for submitting claimsincurred prior to termination and relating to COBRA).

Notwithstanding the foregoing, a Participant will cease to be eligible for Employer Contributions
under the Plan (see Section 5.2) as of the Participant’ s Retirement Date (except as otherwise
required under COBRA).

3.3 Participation Following Termination of Employment or L oss of Eligibility

If aParticipant terminates his or her employment for any reason, including (but not limited to)
disability, retirement, layoff or voluntary resignation, and then is rehired within 30 days or less of
the date of atermination of employment, the Employee will be reinstated with the same HRA
Account balance that such individua had before termination. If an Employee (whether or not a
Participant) terminates employment and is not rehired within 30 days or ceases to be an Eligible
Employee for any other reason, including (but not limited to) a reduction in hours, and then
becomes an Eligible Employee again, the Employee must complete the waiting period described
in Section 3.1 before again becoming eligible to participate in the Plan.

34 FMLA and USERRA Leaves of Absence

Notwithstanding any provision to the contrary in this Plan, if a Participant goes on aqualifying
leave under the FMLA or USERRA, then to the extent required by the FMLA or USERRA, as
applicable, the Employer will continue to maintain the Participant’ s Benefits on the same terms
and conditions asif the Participant were still an active Employee.





35 Non-FMLA and Non-USERRA L eaves of Absence

If a Participant goes on aleave of absencethat is not subject to the FMLA or USERRA, the
Participant will be treated as having terminated participation, as described above under Section
3.2.

ARTICLEIV. METHOD AND TIMING OF ENROLLMENT

4.1 Enroliment When First Eligible

@ Employees Employed before the Effective Date of the Plan. An employee who meetsthe
eigibility requirements of Section 3.1 as of the Effective Date of the Plan shall commence
participation on the Effective Date of the Plan. The Employer shall, in its sole discretion,
establish a contribution amount applicable to any vacation and sick leave accrued prior to the
Effective Date of the Plan. The City of Stoughton shall establish the policy for Employer
contributionsto this Plan.

(b) Employees Employed on or after the Effective Date of the Plan. Employees first
employed on or after the Effective Date of the Plan shall commence participation on the first day
of the month after the eligibility requirements have been satisfied.

Once enrolled, the Employee’ s participation will continue from month-to-month and year-to-year
until the Employee’ s participation ceases pursuant to Section 3.2. The Participant shall file an
Enrollment Form with the Plan Administrator which shall identify the Spouse and Dependents
whose medical expenses may be submitted to the HRA (but the Participant’ s participation shall
not be contingent upon filing an Enrollment Form). The Employee must promptly notify the
Administrator if thisinformation changes.

ARTICLEYV. BENEFITSOFFERED AND METHOD OF FUNDING

51 Benefits Offered

When an Eligible Employee becomes a Participant in accordance with Articles 1l and IV, aHRA
Account will be established for such Participant to receive Benefits in the form of
reimbursements for Medical Care Expenses, as described in Article VII. In no event shall
Benefits be provided in the form of cash or any other taxable or nontaxabl e benefit other than
reimbursement for Medical Care Expenses.

5.2 Employer and Participant Contributions

@ Discretionary Employer Contributions. The Employer may fund the HRA Account of
each Participant through monthly contributions over the course of the Plan Y ear. Such
contribution amount must be established in the discretion of the Employer prior to the beginning
of each Plan Y ear, and must be reflected on Appendix C1.

(b) Employer Contribution of Accumulated Unused Vacation and Sick Leave. The Employer
may fund the HRA Account of each Participant through contributions of the Participant’s
accumulated unused vacation and sick leave upon the Participant’s Retirement Date. The amount
of such contribution will be made shall be determined under this Plan in accordance with the
procedures set forth in Section 5.4.





(©) Employer Contribution of Annual Excess Vacation and Sck Leave. On an annua basis,
the Employer may fund the HRA Accounts of Participants through contributions of Participant’s
annual excess vacation and sick leave. The amount of such contribution shall be determined
under this Plan in accordance with the procedures set forth in Section 5.5.

(d) Participant Contributions. T here are no Participant contributions per mitted under
the Plan.

(e No Funding Under Cafeteria Plan. Under no circumstances will the Benefits be funded
with salary reduction contributions, employer contributions (e.g., flex credits) or otherwise under
a cafeteria plan, nor will salary reduction contributions be treated as Employer contributionsto
the Plan.

53 Funding ThisPlan

All of the amounts payable under this Plan shall be paid from the general assets of the Employer
to the Trust. Benefits under this Plan shall be paid to the Participants from the Trust in
accordance with the terms of this Plan.

54 Plan Proceduresfor Deter mination of Contribution of Accumulated Unused
Vacation and Sick L eave upon Retirement.

The Employer shall determine a percentage or fixed amount of vacation and sick leave accrued
under an Applicable Accrued Vacation and Sick Leave Policy that will be contributed to the
Participant’s HRA Account as of the Participant’ s Retirement Date. At the time of establishment
of this Plan, the Employer has determined that 100% of the value of the predetermined amount
of Sick leave and/or accrued vacation, as further defined by the City of Stoughton, be
contributed to the Plan, however, the Employer may change this amount or percentage during
any Plan Y ear, but any such change shall only be applicable with respect to Retirement Datesin
subsequent Plan Years. This percentage or fixed amount shall be set forth in Appendix C2 on an
annual basis and shall be further limited by the maximum amount limitation described in Section
7.3(a) (2).

“Applicable Accrued Vacation and Sick L eave Policy” means an Employer’ s vacation or sick
leave palicy (or portion of such policy) if the policy allows Employees to accrue vacation and
sick leave over the course of the Employee’ s employment, and provides that the value of any
such accrued amounts not used (as vacation or sick leave) or contributed to the HRA Account
hereunder as of the Participant’s Retirement Date will be forfeited or payable to the Participant in
accordance with the terms of the policy.

55 Plan Proceduresfor Deter mination of Contribution of Annual ExcessVacation and
Sick L eave.

An Employer may establish prior to the beginning of each Plan Y ear a percentage or fixed
amount of excess vacation and sick leave under an Applicable Vacation and Sick Leave Policy
that will be contributed to the Participant’s HRA Account as of the last day of the calendar or
fiscal year of the Applicable Vacation and Sick Leave Policy. This percentage or fixed amount
shall be set forth in Appendix C3, or provided to Trustee on a alternate document prepared by
Plan Administrator, on an annual basis and shall be further limited by the maximum amount
limitation described in Section 7.3(8)(3).





“Applicable Vacation and Sick L eave Policy” means an Employer’ s vacation or sick leave
policy (or portion of such policy) if the policy allows Employees to accumulate vacation and sick
leave over the course of each calendar or fiscal year (as applicable under the policy), and provides
that the value of any such accrued amounts not used (as vacation or sick leave) or contributed to
the HRA Account hereunder by the end of the applicable calendar or fiscal year will be forfeited
or payable to the Participant in accordance with the terms of the policy (e.g., payable as severance
at arate of fifty cents on the dollar).

ARTICLE VI. [RESERVED]
ARTICLE VII. HEALTH REIMBURSEMENT BENEFITS
71 Benefits

Following the Participant’ s Retirement Date, the Plan will reimburse Participant (or, after the
Participant’ s death, the Participant’s Spouse or Dependents) for Medical Care Expenses up to the
unused amount in the Participant’s HRA Account, as set forth and adjusted under Section 7.4.

7.2 Eligible Medical Care Expenses

Under the HRA Account, a Participant may receive reimbursement for Medical Care Expenses
incurred during a Period of Coverage.

@ Incurred. A Medica Care Expenseisincurred at the time the medical care or service
giving rise to the expense is furnished, and not when the individual incurring the expenseis
formally billed for, is charged for, or pays for the medical care. Medical Care Expenses incurred
before a Participant first becomes covered by the Plan are not eligible.

(b) Medical Care Expenses Generally. “Medical Care Expenses’ means expenses incurred
by a Participant or his or her Spouse or Dependents for medical care, as defined in Code Section
213 (including, for example, amounts for certain hospital bills, doctor and denta bills and
prescription drugs), but shal not include expenses that are described in subsection (c).
Reimbursements due for Medical Care Expenses incurred by the Participant or the Participant’s
Spouse or Dependents shall be charged against the Participant’s HRA Account.

(©) Medical Care Expenses Exclusions. “Medical Care Expenses’ shall not include the
expenses listed as exclusions under Appendix B to this Plan. An HRA account may reimburse
COBRA premiums that a Participant pays on an after-tax basis under any other group health plan
sponsored by the Employer.

(d) Cannot Be Reimbursed or Reimbur sable from Another Source. Medical Care Expenses
can only be reimbursed to the extent that the Participant or other person incurring the expenseis
not reimbursed for the expense (nor is the expense reimbursable) through the Health Insurance
Plan, other insurance, or any other accident or heath plan (but see Section 7.9 if the other health
planisaHeath FSA). If only a portion of aMedical Care Expense has been reimbursed
elsewhere (e.g., because the Health Insurance Plan imposes co-payment or deductible
limitations), the HRA Account can reimburse the remaining portion of such Expense if it
otherwise meets the requirements of this Article VII.





7.3 Maximum Benefits
@ Maximum Benefits.

(D] Discretionary Employer Contributions. The maximum dollar amount that may be
credited to an HRA Account for a Participant through Employer Contributions shall be
the amount described on Appendix C1 for the applicable Plan Year. For subsequent Plan
Y ears, this maximum dollar limit described on Appendix C1 may be changed by the
Administrator and shall be communicated to Empl oyees through the Enrollment Form,
the SPD or another document. The Unused amounts may be carried over to subsequent
Periods of Coverage, as provided in Section 7.5.

2 Employer Contribution of Accumulated Unused Vacation and Sick Leave Upon
Retirement. The maximum dollar amount that may be credited to an HRA Account for a
Participant through an Employer Contribution of Accumulated Unused V acation and Sick
Leave shall be $75,000.00. For subsequent Plan Y ears, this maximum dollar limit may be
changed by the Administrator and shall be communicated to Employees through the
Enrollment Form, the SPD or ancther document. The Unused amounts may be carried
over to subsequent Periods of Coverage, as provided in Section 7.5.

3 Employer Contribution of Annual Excess Vacation and Sck Leave. The
maximum dollar amount that may be credited to an HRA Account for a Participant
through an Employer Contribution Annual Excess Vacation and Sick Leave shall be
$15,000.00 per Plan Y ear. For subsequent Plan Y ears, this maximum dollar limit may be
changed by the Administrator and shall be communicated to Employees through the
Enrollment Form, the SPD or ancther document. The Unused amounts may be carried
over to subsequent Periods of Coverage, as provided in Section 7.5.

(b) Nondiscrimination. Notwithstanding anything in the Plan to the contrary, reimbursements
to Highly Compensated Individuals may be limited or treated as taxable compensation to comply
with Code Section 105(h), as may be determined by the Administrator in its sole discretion.

7.4 Establishment of Account

The Trust will establish and maintain an HRA Account with respect to each Participant. The
HRA Account so established will hold on behalf of each Participant contributions and available
reimbursement amounts.

@ HRA Account Balance: Contributions, Carryover and Gains. At the beginning of each
month the Employer shall transfer to the Trust and the Trust shall credit to each Participant’s
HRA Account an amount equal to the Employer Contribution amounts described in Sections
5.2(a), (b), (c) and (d) for the Period of Coverage divided by the number of monthsin that Period
of Coverage (e.g., divided by 12 in a 12-month Plan Y ear). The Participant’s HRA Account
balance shall also beincreased by (i) any gains pursuant to Section 7.4(d) and (ii) the amount of
any contribution made pursuant the Section 7.3(a)(2) on the Participant’ s Retirement Date.

(b) HRA Account Balance: Benefit Payments, Losses and Administrative Expenses. The
amount in a Participant’s HRA Account will be reduced for any reimbursement of Medical Care
Expenses incurred during the Period of Coverage. The Participants HRA Account may also be
decreased for administrative expenses as described in Section 15.1 and decreased for losses as
described in Section 7.4(d).





(©) Available Amount. The amount available for reimbursement of Medical Care Expensesis
the amount in the Participant’s HRA Account.

(d) Earnings. The amount of any gains or |osses attributabl e to the amounts held in each
Participant’s HRA Account shall be applied to such account under the terms of the Trust.

7.5 Carryover of Accounts

If any balance remainsin the Participant’ s HRA Account for a Period of Coverage after all
reimbursements have been made for the Period of Coverage, such balance shall be carried over to
reimburse the Participant for Medical Care Expenses incurred during a subsequent Period of
Coverage. Following the Participant’s death, such amounts (if any) shall continue to Carryover
for the benefit of the Participant’ s Spouse and Dependents. Upon the death of the Participant,
the Participant’s Spouse and the Participant’ s Dependents, the amounts remaining in the HRA
Account shall revert equally to the Plan’s current plan participants. Any HRA benefit
payments that are unclaimed (e.g., uncashed benefit checks) by the close of the Plan Y ear
following the Period of Coverage in which the Medical Care Expense was incurred shall be
forfeited.

7.6 Reimbursement Procedure

(a) Timing. Within 45 days after receipt by the Administrator of areimbursement claim from a
Participant, the Employer will reimburse the Participant for the Participant’s Medica Care
Expenses (if the Administrator approves the claim), or the Administrator will notify the
Participant that his or her claim has been denied (see Section 13.1 regarding procedures for claim
denias and appeals procedures). This time period may be extended for an additional 15 days for
matters beyond the control of the Administrator, including in cases where a reimbursement claim
isincomplete. The Administrator will provide written notice of any extension, including the
reasons for the extension, and will allow the Participant 45 days in which to complete an
incomplete reimbursement claim.

(b) Claims Substantiation. A Participant who seeks Benefits may apply for reimbursement by
submitting an application in writing to the Administrator in such form as the Administrator may
prescribe, by no later than March 31 following the close of the Plan Y ear in which the Medica
Care Expense was incurred, setting forth:

* the person or persons on whose behalf Medical Care Expenses have been incurred;

« the nature and date of the Expenses so incurred;

» the amount of the requested reimbursement; and

« astatement that such Expenses have not otherwise been reimbursed and are not

reimbursable through any other source and that Health FSA coverage, if any, for such

Expenses has been exhausted.

The application shall be accompanied by bills, invoices, or other statements from an independent
third party showing that the Medical Care Expenses have been incurred and the amounts of such
Expenses, together with any additional documentation that the Administrator may request. Except
for the final reimbursement claim for a Period of Coverage, no claim for reimbursement may be
made unless and until the aggregate claims for reimbursement is at least $250.

(c) Claims Denied. For reimbursement claims that are denied, see the appeals procedurein Article
XIII.





77 Reimbur sements After Termination; COBRA

When a Participant ceases to be a Participant under Section 3.2, the Participant will not be ableto
receive reimbursements for Medical Care Expensesincurred after his or her participation
terminates. However, such Participant (or the Participant’ s estate) may claim reimbursement for
any Medical Care Expenses incurred during the Period of Coverage prior to termination of
participation, provided that the Participant (or the Participant’ s estate) files a claim by March 31
following the close of the Plan Y ear in which the Medical Care Expense arose.

Notwithstanding any provision to the contrary in this Plan, to the extent required by COBRA, the
Participant and his or her Spouse and Dependents (Qualified Beneficiaries), whose coverage
terminates under the HRA Account because of a COBRA qualifying event, shall be given the
opportunity to continue (on a self-pay basis) the same coverage that he or she had under the HRA
Account the day before the qualifying event for the periods prescribed by COBRA (subject to al
conditions and limitations under COBRA). However, in the event that such coverage is modified
for dl similarly-situated non-COBRA Participants prior to the date continuation coverageis
elected, Qualified Beneficiaries shall be eligible to continue the same coverage that is provided to
similarly-situated non-COBRA Participants. At the beginning of each month in the Plan Y ear,
Qualified Beneficiaries shall be credited with the monthly reimbursement accrud (i.e., the
maximum annual reimbursement amount, divided by the number of monthsin that Plan Y ear)
that is made available to similarly situated non-COBRA beneficiaries, and any unused
reimbursement amounts from the previous Coverage Period shall be carried over (provided that
the applicable premium ispaid). A premium for continuation coverage shall be charged to
Quadlified Beneficiaries in such amounts and shall be payable at such times as are

established by the Plan Administrator and permitted by COBRA.

7.8 Named Fiduciary; Compliance With COBRA, HIPAA, etc.

Benefits shal be provided in compliance with PHSA, COBRA, HIPAA, FMLA, USERRA, and
other group health plan laws to the extent required by such laws.

79 Coordination of Benefits, Health FSA to Reimburse First

Benefits under this Plan are intended to pay benefits solely for Medical Care Expenses not
previoudy reimbursed or reimbursable el sewhere. To the extent that an otherwise eligible
Medical Care Expenseis payable or reimbursable from another source, that other source shall pay
or reimburse prior to payment or reimbursement from this Plan. Without limiting the foregoing, if
the Participant’s Medical Care Expenses are covered by both this Plan and by a Health FSA, then
this Plan is not available for reimbursement of such Medical Care Expenses until after amounts
available for reimbursement under the Health FSA have been exhausted.

ARTICLE VIII. HIPAA PRIVACY AND SECURITY

8.1 Employer’s Certification of Compliance
The Plan shall not disclose Protected Health Information to the Employer unless the Employer

certifies that the Plan document incorporates the provisions of 45 CFR Section 164.504(f) (2) (ii),
and that Employer agrees to conditions of disclosure set forth inthis Article VIII.
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8.2 Permitted Disclosure of Enrollment/Disenrollment I nfor mation

The Plan may disclose to the Employer information on whether the individual is participating in
the Plan.

8.3 Permitted Uses and Disclosures of Summary Health Information

The Plan may disclose Summary Health Information to the Employer, provided that the Employer
requests the Summary Health Information for the purpose of modifying, amending, or terminating
the Plan. “ Summary Health Information” meansinformation (1) that summarizes the claims
history, claims expenses or type of claims experienced by individuals for whom a plan sponsor
had provided health benefits under a Health Plan; and (2) from which the information described
at 42 CFR Section 164.514(b)(2)(i) has been deleted, except that the geographic information
described in 42 CFR Section 164.514(b)(2)(i)(B) need only be aggregated to the level of afive-
digit ZIP code.

8.4 Permitted and Required Uses and Disclosure of Protected Health Information for
Plan Administration Purposes

Unless otherwise permitted by law, the Plan may disclose a Covered Individual’s Protected
Health Information to the Employer, provided that the Employer will use or disclose such
Protected Health Information only for Plan administration purposes. “Plan administration
purposes’ means administration functions performed by the Employer on behalf of the Plan, such
as quality assurance, claims processing (including appeals), auditing, and monitoring. Plan
administration functions do not include functions performed by the Employer in connection with
any other benefit or benefit plan of the Employer, and they do not include any employment-
related functions. Any disclosure to and use by Employer of a Covered Individua’s Protected
Health Information will be subject to and consistent with the provisions of this Article VIII
(including, but not limited to, the restrictions on Employer’ s use and disclosure described in 8.5)
and the specifications and requirements of the Administrative Simplification provisions of Title
I1, Subtitle F of the Health Insurance Portability and Accountability Act of 1996 (“HIPAA”) and
itsimplementing regulations at 45 Code of Federal Regulations (“C.F.R.”) Parts 160-64.

8.5 Restrictions on Employer’s Use and Disclosure of Protected Health I nfor mation

() Employer will neither use nor further disclose a Covered Individual’s Protected Health
Information, except as permitted or required by the Plan document, or as required by law.

(b) Employer will ensure that any agent, including any subcontractor, to which it providesa
Covered Individua’s Protected Health Information or Electronic Protected Health Information
received from the Plan, agrees to the restrictions, conditions, and security measures of the Plan
document that apply to Employer with respect to the Protected Health Information or Electronic
Protected Health Information, respectively.

(c) Employer will not use or disclose a Covered Individual’ s Protected Heath Information for
employment-related actions or decisions, or in connection with any other benefit or employee
benefit plan of Employer.

(d) Employer will report to the Plan any use or disclosure of a Covered Individua’s Protected

Health Information that isinconsistent with the uses and disclosures allowed under the Plan
document of which the Employer becomes aware.
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(e) Employer will make Protected Health Information available to the Plan or to the Covered
Individual who isthe subject of the information in accordance with 45 C.F.R. Section 164.524.

(f) Employer will make a Covered Individua’s Protected Health Information available for
amendment, and will on notice amend a Covered Individua’s Protected Heath Information, in
accordance with 45 C.F.R. Section 164.526.

(g) Employer will track disclosures it may make of a Covered Individual’s Protected Health
Information that are accountable under 45 C.F.R. Section 164.528 so that it can make available
the information required for the Plan to provide an accounting of disclosuresin accordance with
45 C.F.R. Section 164.528.

(h) Employer will make itsinternal practices, books, and records relating to its use and disclosure
of aCovered Individua’s Protected Health Information received from the Plan avail able to the
Plan and to the U.S. Department of Health and Human Servicesto determine compliance with the
HIPAA Privacy Rule at 45 C.F.R. Part 164, Subpart E.

(i) Employer will, if feasible, return or destroy all Protected Health Information of a Covered
Individual, in whatever form or medium, received from the Plan, including all copies thereof and
all data, compilations, or other works that allow identification of any Covered Individual who is
the subject of the Protected Health Information, when the Covered Individual’ s Protected Health
Information is no longer needed for the plan administration functions for which the disclosure
was made. If it is not feasible to return or destroy all such Protected Health Information,
Employer will limit the use or disclosure of any Covered Individual’s Protected Health
Information that cannot feasibly be returned or destroyed to those purposes that make the return
or destruction of the information infeasible.

(1) Employer will ensure that the adequate separation between Plan and Employer (i.e., the
“firewall”), required in 45 CFR Section 504(f)(2)(iii), is satisfied.

8.6 Adequate Separ ation Between Employer and the Plan

(a) Only the following employees or classes of employees or other workforce members under the
control of Employer may be given access to a Covered Individua’s Protected Health Information
or Electronic Protected Health Information received from the Plan or a business associate
servicing the Plan:

* Privacy Officidl;

» Employees in the Employer’ s Human Resources Department;

» Employees in the Employer’ s Office of General Counsel; and

* Any other class of employees designated in writing by the Privacy Official.

(b) The employees, classes of employees or other workforce members identified in Section 8.4,
above, will have access to a Covered Individual’ s Protected Health Information or Electronic
Protected Health Information only to perform the plan administration functions that Employer
provides for the Plan, as specified in Section 8.2(a), above.

(c) The employees, classes of employees or other workforce members identified in Section 8.4,
above, will be subject to disciplinary action and sanctions pursuant to the Employer’s employee
discipline and termination procedures, for any use or disclosure of a Covered Individual’s
Protected Health Information or Electronic Protected Health Information in breach or violation of
or noncompliance with the provisions of this Article VIII.
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8.7 Security Measuresfor Electronic Protected Health I nformation

The Employer will implement administrative, physical, and technical safeguards that reasonably
and appropriately protect the confidentiality, integrity, and availability of a Covered Individual’s
Electronic Protected Health Information that the Employer creates, receives, maintains, or
transmits on the Plan’ s behalf.

8.8 Notification of Security Incident
The Employer will report to the Plan any attempted or successful unauthorized access, use,
disclosure, modification, or destruction of information, or interference with system operationsin

the Employer’ s information systems, of which the Employer becomes aware.

ARTICLE I X-XII. [RESERVED]

ARTICLE XIII. APPEAL SPROCEDURE

13.1  Procedure If Benefits Are Denied Under ThisPlan

If aclaim for reimbursement under this Plan iswholly or partialy denied, claims shall be
administered in accordance with the claims procedure set forth in the SPD. The Committee acts
on behaf of the Administrator with respect to appeals.

ARTICLE XIV. RECORDKEEPING AND ADMINISTRATION

141  Administrator

The administration of this Plan shall be under the supervision of the Administrator. It isthe
principal duty of the Administrator to see that this Plan is carried out, in accordance with its
terms, for the exclusive benefit of persons entitled to participate in this Plan without
discrimination among them.

14.2 Powersof the Administrator

The Administrator shall have such duties and powers as it considers necessary or appropriate to
dischargeits duties. It shall have the exclusive right to interpret the Plan and to decide all matters
thereunder, and al determinations of the Administrator with respect to any matter hereunder shall
be conclusive and binding on all persons. Without limiting the generality of the foregoing, the
Administrator shall have the following discretionary authority:

(a) to construe and interpret this Plan, including al possible ambiguities, inconsistencies and
omissionsin the Plan and related documents, and to decide all questions of fact, questions
relating to eigibility and participation, and questions of benefits under this Plan (provided that,
notwithstanding the first paragraph in this Section 14.2, the Committee shall exercise such
exclusive power with respect to an appeal of aclaim under Section 13.1);

(b) to prescribe procedures to be followed and the forms to be used by Employees and
Participants to enroll in and submit claims pursuant to this Plan;
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(c) to prepare and distribute information explaining this Plan and the benefits under this Plan in
such manner as the Administrator determines to be appropriate;

(d) to request and receive from al Employees and Participants such information as the
Administrator shall from time to time determine to be necessary for the proper administration of
this Plan;

(e) to furnish each Employee and Participant with such reports with respect to the administration
of this Plan as the Administrator determines to be reasonabl e and appropriate;

(f) to receive, review and keep on file such reports and information concerning the benefits
covered by this Plan as the Administrator determines from time to time to be necessary and
proper;

(g) to appoint and employ such individuals or entities to assist in the administration of this Plan as
it determines to be necessary or advisable, including legal counsel and benefit consultants;

(h) to sign documents for the purposes of administering this Plan, or to designate an individual or
individuals to sign documents for the purposes of administering this Plan;

(i) to secure independent medical or other advice and require such evidence as it deems necessary
to decide any claim or appeal; and

(j) to maintain the books of accounts, records, and other data in the manner necessary for proper
administration of this Plan and to meet any applicable disclosure and reporting requirements.

14.3 Redianceon Participant, Tables, etc.

The Administrator may rely upon the information submitted by a Participant as being proper
under the Plan and shall not be responsible for any act or failure to act because of a direction or
lack of direction by a Participant. The Administrator will aso be entitled, to the extent permitted
by law, to rely conclusively on all tables, valuations, certificates, opinions and reportsthat are
furnished by accountants, attorneys, or other experts employed or engaged by the Administrator.

14.4  Provision for Third-Party Plan Service Providers
The Administrator, acting on behalf of the Employer appoints North Shore Bank to provide al
necessary and desirable services in connection with the operation of the Plan. Unless otherwise

provided in the service agreement, obligations under this Plan shall remain the obligation of the
Employer.

145 Fiduciary Liability

To the extent permitted by law, the Administrator shall not incur any liability for any acts or for
failure to act except for their own willful misconduct or willful breach of this Plan.

146  Compensation of Plan Administrator
Unless otherwise determined by the Employer and permitted by law, any Administrator who is
also an Employee of the Employer shall serve without compensation for services rendered in such

capacity, but al reasonable expensesincurred in the performance of their duties shall be paid by
the Employer.
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14.7 Insurance Contracts

The Employer shall have the right (@) to enter into a contract with one or more insurance
companies for the purposes of providing any Benefits under the Plan; and (b) to replace any of
such insurance companies or contracts. Any dividends, retroactive rate adjustments or other
refunds of any type that may become payable under any such insurance contract shall not be
assets of the Plan but shall be the property of, and be retained by, the Employer, to the extent that
such amounts are | ess than aggregate Employer contributions toward such insurance.

14.8 Inability to L ocate Payee

If the Administrator is unable to make payment to any Participant or other person to whom a
payment is due under the Plan because it cannot ascertain the identity or whereabouts of such
Participant or other person after reasonabl e efforts have been made to identify or locate such
person, then such payment and all subsequent payments otherwise due to such Participant or
other person shall be forfeited following a reasonable time after the date that any such payment
first became due.

149 Effect of Mistake

In the event of amistake as to the digibility or participation of an Employee, or the alocations
made to the account of any Participant, or the amount of benefits paid or to be paid to a
Participant or other person, the Administrator shall, to the extent that it deems administratively
possible and otherwise permissible under Code Section 105, the regulations issued thereunder or
other applicable law, cause to be allocated or cause to be withheld or accelerated, or otherwise
make adjustment of, such amounts as it will inits judgment accord to such Participant or other
person the credits to the HRA Account or distributions to which he or sheis properly entitled
under the Plan. Such action by the Administrator may include withholding of any amounts due to
the Plan or the Employer from Compensation paid by the Employer.

ARTICLE XV. GENERAL PROVISIONS

151  Expenses

Reasonabl e expenses incurred in administering the Plan may be paid and deducted from the HRA
accounts of the Participants.

15.2 No Contract of Employment

Nothing herein contained is intended to be or shall be construed as constituting a contract or other
arrangement between any Employee and the Employer to the effect that such Employee will be
employed for any specific period of time. All Employees are considered to be employed at the
will of the Employer.

153 Amendment and Termination

This Plan has been established with the intent of being maintained for an indefinite period of
time. Nonetheless, the Administrator may amend or terminate all or any part of this Plan upon the
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receipt of written consent of North Shore Bank and any such amendment or termination will
automatically apply to the Related Employers that are participating in this Plan.

154 Governing Law

This Plan shal be construed, administered and enforced according to the laws of the State of
Wisconsin, to the extent not superseded by the Code, PHSA (except to the extent that the non-
federal governmental employer has el ected exemption from the PHSA) or any other federal law.

155 Codeand PHSA Compliance

It isintended that this Plan meet al applicable requirements of the Code and the Public Health
Service Act (PHSA) , and of al regulationsissued thereunder (except to the extent that the non-
federal governmental employer has el ected exemption from the PHSA). This Plan shall be
construed, operated and administered accordingly. In the event of any conflict between any part,
clause or provision of this Plan and the Code and/or PHSA, the provisions of the Code and PHSA
shall be deemed controlling, and any conflicting part, clause or provision of this Plan shall be
deemed superseded to the extent of the conflict.

15.6 No Guarantee of Tax Consequences

Neither the Administrator nor the Employer makes any commitment or guarantee that any
amounts paid to or for the benefit of a Participant under this Plan will be excludable from the
Participant’ s gross income for federal, state or local income tax purposes. It shall be the
obligation of each Participant to determine whether each payment under this Plan is excludable
from the Participant’ s gross income for federal, state and local income tax purposes, and to notify
the Administrator if the Participant has any reason to believe that such payment is not so
excludable.

15.7 Indemnification of Employer

If any Participant receives one or more payments or reimbursements under this Plan on atax-free
basis, and such payments do not qualify for such treatment under the Code, such Participant shall
indemnify and reimburse the Employer for any liability it may incur for failure to withhold
federal income taxes, Socia Security taxes, or other taxes from such payments or
reimbursements.

15.8 Non-Assignability of Rights

Theright of any Participant to receive any reimbursement under this Plan shall not be alienable
by the Participant by assignment or any other method and shall not be subject to claims by the
Participant’s creditors by any process whatsoever. Any attempt to cause such right to be so
subjected will not be recognized, except to such extent as may be required by law.

15.9 Headings

The headings of the various Articles and Sections (but not subsections) areinserted for

convenience of reference and are not to be regarded as part of this Plan or asindicating or
controlling the meaning or construction of any provision.
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15.10 Plan Provisions Controlling

In the event that the terms or provisions of any summary or description of this Plan, or of any
other instrument, are in any construction interpreted as being in conflict with the provisions of
this Plan as set forth in this document, the provisions of this Plan shall be controlling.

15.11 Severability

Should any part of this Plan subsequently be invalidated by a court of competent jurisdiction, the
remainder of the Plan shall be given effect to the maximum extent possible.

15.12 StatelLaw Limitations.

Notwithstanding anything in the Plan to the contrary, no provision of this Plan shall be construed
to violate Wis. Stat. Section 49.493(3)(d). 631.89, 631.90, 631.93(2), 632.746(10)(a)2. and (b)2.,
632.747(3), 632.85, 632.853, 632.855, 632.87(4) and (5), 632.895(9) through (14), 632.896, and
767.25(4m)(d), to the extent such provisions are applicable to the Employer.

* * %

IN WITNESS WHEREOF, and as conclusive evidence of the adoption of the foregoing
instrument comprising the City of Stoughton Retiree HRA Plan, the City has caused this Plan
to be executed in its name and on its behalf, on this " day of , 2013.

CITY OF STOUGHTON

By:
Title:

Witness
Signature:
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Appendix A.
Related Employers That Have Adopted ThisPlan,
With the Approval of the City.
(No Related Employers have adopted this Plan)
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Appendix B
Exclusons—M edical Expenses That Are Not Reimbursable

The City Retiree HRA Plan document contains the genera rules governing what expenses are
reimbursable. This Appendix B, asreferenced in the Plan document, specifies certain expenses
that are not reimbursable, even if they meet the definition of “medical care” under Code Section
213 and may otherwise be reimbursable under IRS guidance pertaining to HRAS.

Exclusions:

The following expenses are not reimbursable, even if they meet the definition of “medical care”
under Code Section 213 and may otherwise be reimbursable under IRS guidance pertaining to
HRAs.

* Pregnancy testing kits.

* Long-term care services.

» Cosmetic surgery or other similar procedures, unless the surgery or procedure is necessary to
ameliorate a deformity arising from, or directly related to, a congenital abnormality, a personal
injury resulting from an accident or trauma, or a disfiguring disease. “ Cosmetic surgery” means
any procedure that is directed at improving the patient’ s appearance and does not meaningfully
promote the proper function of the body or prevent or treat illness or disease.

» The salary expense of anurseto care for a healthy newborn at home.

* Funera and buria expenses.

*» Household and domestic help (even though recommended by a qualified physician due to

an Employee’'s or Dependent’ sinability to perform physical housework).

» Massage therapy.

» Home or automobile improvements.

* Custodial care.

* Costs for sending a problem child to a special school for benefits that the child may receive
from the course of study and disciplinary methods.

» Health club or fitness program dues, even if the program is necessary to aleviate a specific
medical condition such as obesity.

» Socid activities, such as dance lessons (even though recommended by a physician for general
health improvement).

* Bottled water.

» Maternity clothes.

* Diaper service or diapers.

» Cosmetics, toiletries, toothpaste, etc.

« Vitamins and food supplements, even if prescribed by a physician.

» Uniforms or specia clothing, such as maternity clothing.

» Automobile insurance premiums.

» Transportation expenses of any sort, including transportation expenses to receive medical care.
» Psychotherapy (including psychoanalysis).

» Marijuanaand other controlled substances that are in violation of federal laws, even if
prescribed by a physician.

» Any item that does not constitute “medical care” as defined under Code Section 213.
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