
 

COMMITTEE POLICY DATE ADOPTED STAFF 

FINANCE 
CITY OF STOUGHTON POLICY FOR THE SOLICIATION, ACCEPTANCE, AND DISTRIBUTION OF 

MONETARY CONTRIBUTIONS AND REAL OR PERSONAL PROPERTY 
3/13/2007 FINANCE 

FINANCE CITY OF STOUGHTON VEHICLE AND EQUIPMENT REPLACEMENT AND DEPRECIATION 8/22/2006 FINANCE 
FINANCE CITY OF STOUGHTON POLICY ON CITY-OWNED INFRASTRUCTURE 12/14/1999 FINANCE 
FINANCE INTEREST ON DONATED FUNDS POLICY 12/14/1999 FINANCE 
FINANCE CITY OF STOUGHTON INVESTMENT POLICY RESOLUTION #R-21-00 7/25/2000 FINANCE 
FINANCE PURCHASING POLICY 6/24/2008 FINANCE 
FINANCE POLICY REGARDING THE REPORTING OUT OF AUDITS, REPORTS AND STUDIES 5/24/2005 FINANCE 
FINANCE SAFETY AWARD POLICY 9/27/2005 FINANCE 
FINANCE STOUGHTON AREA SENIOR CENTER SPECIAL GIFT FUND POLICY 6/27/2006 SENIOR CENTER 
FINANCE POLICY REGARDING SIGNAGE ALLOWED FOR CITY RENTAL PROPERTIES 11/23/2004 FINANCE 

FINANCE 
POLICIES AND PROCEDURES RELATING TO SPECIAL ASSESSMENTS OF PUBLIC WORKS 

PROJECTS INSTALLED BY DEVELOPERS R-09-1983 
8/9/1983 FINANCE 

FINANCE SPECIAL ASSESSMENTS PROCEDURES 8/9/1983 FINANCE 

FINANCE 
RESOLUTUIB NO. R-18-2005 ESTABLISHING POLICIES FOR THE USE OF TAX INCREMENTAL 

FINANCING (TIF) 8/9/2005 FINANCE 

FINANCE POLICY REGARDING NEW VENDORS 1/13/2009 FINANCE 
FINANCE ASSESSMENTS: SANITARY SEWER, STORMWATER MANAGMENT, SEWER & PARK 7/31/2002 FINANCE 
FINANCE ASSESSMENTS: SANITARY SEWER, STORMWATER MANAGMENT, SEWER & PARK 7/31/2002 FINANCE 
FINANCE BUILDING PROJECT CHANGE ORDER POLICY 3/24/1998 FINANCE 
FINANCE POLICY REGARDING CIP AND BUDGET 7/26/2005 FINANCE 
FINANCE CITY OF STOUGHTON CIP POLICY 1/24/2006 FINANCE 
FINANCE CITY OF STOUGHTON CITY ATTORNEY CONTACT POLICY 6/23/2009 FINANCE 
FINANCE CITY ATTORNEY RESPONSIBILITY 11/20/1991 FINANCE 
FINANCE CITY OF STOUGHTON DEBT MANAGEMENT POLICY 6/8/1999 FINANCE 
FINANCE DISPOSAL OF CITY PROPERTY 1/11/2005 FINANCE 
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CITY OF STOUGHTON POLICY FOR THE SOLICITATION, 


ACCEPTANCE, AND DISTRIBUTION OF MONETARY CONTRIBUTIONS AND 


REAL OR PERSONAL PROPERTY 
 


 


The Common Council of the City of Stoughton recognizes the value of encouraging 


contributions for the use of City departments in order to defer the need to raise taxes to provide 


necessary City services. Private contributions also allow individuals and organizations to take an 


active role in improving the quality of life and promoting wider enjoyment of community 


activities and resources. To promote consistent and best practices by all City employees and 


departments, and to ensure compliance with applicable laws and accounting procedures, the 


Common Council establishes the following policy and guidelines related to the solicitation, 


acceptance, and distribution of donated monetary gifts and real or personal property for use by 


the City and its Departments: 


 


1. Solicitation of voluntary contributions shall not violate the Code of Ethics for local officials 


under Wisconsin Statutes and Stoughton Ordinances. In addition, no solicitation shall state or 


imply that a donation will influence or affect how the party is treated by City officers and 


employees. 


 


2. All fundraising and solicitation efforts shall be consistent with the missions, goals and 


mandates of the City. Solicitation for business, commercial, or personal reasons by City 


employees not directly related to City operations is prohibited. All donated funds or property 


become public property upon acceptance and shall be used or expended for public purposes. 


 


3. All fundraising and solicitation efforts to support City programs and projects shall be 


authorized by the Common Council after prior review and recommendation by the 


appropriate oversight Committee, Commission, or Board. Council authorization may include 


continuing authorization or authorization for a one-time only project. 


 


4. Following Council authorization, the department shall obtain the written approval of the 


Finance Director/Treasurer regarding procedures for the fundraising project. Said approval 


shall include proper accounting protocols for fundraising revenues and expenditures to be 


coordinated through the office of the Finance Director/Treasurer. No department shall be 


allowed to maintain a checking or savings account for fundraising activities that is separate 


from the City accounting system. 


 


ADOPTED BY THE COMMON COUNCIL: March 13, 2007 
S:\Clerks Office\Policies Procedures and Emergency Plans\DONATION.docx 


S:\Clerks Office\Policies Procedures and Emergency Plans\DONATION.pdf 


LASERFICHE:\Stoughton\Policies Procedures and Emergency Plans\Donation 








POLICY REGARDING SIGNAGE ALLOWED 


FOR CITY RENTAL PROPERTIES 


 


 


Re: City Rental Property at 


 248 West Main Street 


 Stoughton, WI  53589 


 (Senior Center and Annex) 


 


It is the policy of the City that the only signage allowed at the above referenced rental 


property shall be as follows: 


 


1. Renters/lessees shall be assigned one space of approximately one foot by 


three feet on each side of the main building sign provided by the City. 


2. Appropriate lettering or logo, approved by the Finance Director, is 


allowed on the glass portion of the front entrance door. 


3. All costs of signage are the responsibility of renter/lessee. 


4. No other signage is allowed. 


 


JDN/jaa 


 


APPROVED BY THE COMMON COUNCIL: November 23, 2004 
S:\Clerks Office\Policies Procedures and Emergency Plans\SIGNAGE ALLOWED.docx 
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LASERFICHE:\Stoughton\Policies Procedures and Emergency Plans\Signage Allowed 


 








POLICIES AND PROCEDURES RELATING TO SPECIAL ASSESSMENTS OF 


PUBLIC WORKS PROJECTS INSTALLED BY DEVELOPERS 


R-09-1983 


 


 


WHEREAS there have been some problems and confusion relating to special 


assessments policies and procedures in public works projects installed by developers; and  


 WHEREAS it is in the best interest of the City of Stoughton to have these policies and 


procedures set forth; 


 NOW, THEREFORE, BE IT RESOLVED that the following policies and procedures be 


adopted and utilized in the administration of special assessments of public works projects 


installed by developers. 


 


POLICIES: 
 


I. The City of Stoughton will not finance such projects nor act as "banker" for developers or 


individuals. 


II. The only exception would be where the City makes certain public improvements which 


by necessity benefit properties not within its territorial jurisdiction. Then the statutory 


assessment procedure shall be used to determine benefit to the property outside the City. 


The City shall pay that portion of the assessment retaining the right to collect that amount 


together, with interest at the rate set forth in the final assessment resolution, at the time 


the property may be annexed. 


III. All public works project improvements shall be done pursuant to any existing plans, 


specifications and ordinances under the direction and supervision of the City Engineer. 


IV. All public works project improvements must receive prior approval from the Planning 


Commission, the Public Works Committee and when required, by the Common Council. 


 


PROCEDURES 
 


I. The City Clerk is to be notified in writing when public works projects are proposed by a 


developer or an individual. 


II. The City Engineer is to be notified by the Clerk and referred to the Planning Commission 


and to the Public Works Committee by the Clerk and they are to report their 


recommendations to the City Council. 


III. If it is determined that the public works project improvement involves the installation of 


oversized facilities for future development, then the normal statutory assessment 


procedure should be followed. 


IV. The property being developed directly as a result of this improvement shall be required to 


pay the assessment as set forth in these procedures while the other benefited properties 


may be allowed to defer the assessment for the period allowed for by law and provided 


for in the final assessment resolution. 


V. Collection of deferred special assessments (whether project is paid for by City or 


individuals) will take place as follows: 


 


A. At annexation, dollar amounts to be included in annexation ordinance. 







B. Proposed plat, prior to Council approval of the final plat. 


C. At sale of property—the resolution to be recorded and ultimately noticed during 


title search since we are not always aware of sales. 


D. Prior to issuing building permits for new construction (ordinance required). 


E. Invoicing and legal action for property not in tax roll, such as owned by railroads. 


 


VI. Penalties shall be assessed to those individuals who hook on the City mains illegally, and 


payments of special assessments to be made within thirty (30) days (or other agreement 


made) or face disconnection. 


 


APPROVED BY THE COMMON COUNCIL: August 9, 1983 
S:\Clerks Office\Policies Procedures and Emergency Plans\SPECIAL ASSESSMENTS.docx 


S:\Clerks Office\Policies Procedures and Emergency Plans\SPECIAL ASSESSMENTs.pdf 
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Same Date 


SPECIAL ASSESSMENTS 


PROCEDURES 


 


 


I. Preliminary resolution, declaring intent to exercise such powers. 


 


A. Resolution shall describe purpose, limits of district, number of installments to pay 


and direct engineer to prepare report. 


 


 B. May limit portion of cost to be assessed. 


 


II. Class I Notice, 10 days before hearing. Council must act 10-40 days after publication and 


notice to property owners. 


 


III. Public Hearing.  


 


IV. Final Resolution 


 


V. Final Resolution published as a Class I Notice and a copy mailed to each property owner. 


 


VI. Bills sent after completion of construction. Bills shall include all construction, 


engineering and City Administration costs. 


 


undated 
S:\Clerks Office\Policies Procedures and Emergency Plans\SPECIAL ASSESSMENTS-PROCEDURES.docx 
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RESOLUTION NO. R-18-2005 


ESTABLISHING POLICIES FOR THE USE OF TAX INCREMENTAL FINANCING (TIF) 


 


Introduction 


 


During the year 2005, the CITY OF STOUGHTON embarked on a comprehensive planning 


process and established a Redevelopment District. The impetus for these activities is a strong 


desire to understand what the community can be and to put the tools in place to make it happen. 


The CITY will be assigning responsibility to a Committee or Commission to take the lead on 


redevelopment activities and the implementing of TIF districts. The policies that follow are 


intended to provide guidance to developers and the community regarding the types of projects 


the CITY would like to consider, the potential amount of assistance that can be expected for 


eligible projects and the performance expectations for projects which receive TIF assistance. 


 


Important Notice and Disclaimer 


The attached policies and guidelines have been prepared by the CITY for the purpose of guiding 


recommendations regarding Tax Incremental Financing (TIF) assistance to projects within CITY 


designated redevelopment areas. The authority to make decisions regarding the use of TIF funds 


is vested solely in the City Council of the CITY OF STOUGHTON. Projects requesting TIF 


assistance are cautioned that the attached information has been prepared primarily for internal 


use by the CITY and to inform applicants of the types of projects the CITY would consider 


recommending for TIF assistance. The CITY  reserves the right to reject any and all projects, 


even those which satisfy all of the attached criteria for the use of TIF for any reason whatsoever, 


without regard for the viability of the project. Furthermore, the CITY reserves the right to waive, 


amend or adjust these policies, and recommend any project the CITY deems to be in the best 


interests of the CITY OF STOUGHTON. 


 


Policy for the Use of Tax Increment Financing 


 


WHEREAS, Tax Incremental Financing (TIF) is an important tool and resource for 


improving the community by funding public improvements and Fostering development and 


redevelopment projects which the City finds and determines are desirable and in the public 


interest; and, 


 


WHEREAS, the CITY OF STOUGHTON finds it in the best interest of the public to 


establish certain policies and guidelines for the consideration of proposals that may be presented 


to the CITY by private developers requesting TIF assistance; and, 


 


WHEREAS, by adopting this policy the CITY has determined that the use of TIF should 


be reserved for projects which further an important and clearly definable public interest of the 


City; and, 


 


WHEREAS, the CITY desires to use TIF for those projects which demonstrate the 


highest public benefit by eliminating blight, financing desirable public improvements, 


strengthening the employment and economic base, increasing property values, creating economic 


stability, and implementing the Comprehensive Plan, Redevelopment Plans and economic 







  


development strategy of the City; and, 


 


WHEREAS, by adopting this policy the CITY intends to set forth a flexible framework 


for evaluating private applications for TIF assistance; and, 


 


WHEREAS, all applications for TIF assistance submitted to the CITY will be evaluated 


on their own merits, and an evaluation of the proposals will be performed by City Staff and 


forwarded to Finance Committee with recommendations; and, 


 


WHEREAS, all projects must demonstrate financial and economic reasons such that they 


would not otherwise go forward and be viable, 


 


NOW, THEREFORE, BE IT RESOLVED after due consideration, the CITY OF 


STOUGHTON hereby approves the following as its official TIF policy; and 


 


BE IT FURTHER RESOLVED: that the Tax Increment Financing (TIF) Policies and 


Guidelines are hereby adopted as fully set out herein and CITY staff is hereby authorized to 


implement the following policies and to make such additional changes and clarifications, (as 


approved by the City Council), as shall be deemed advisable and in the best interest of the City: 


 


A. General Policy 


 


It is the policy of the CITY to consider the judicious use of TIF for those projects which 


demonstrate a substantial and significant public benefit by constructing public improvements or 


offering other financial assistance in support of developments that will: 


·     eliminate blight 


·     strengthen the employment and economic base of the City 


·     increase property values and tax revenues 


.     Create economic stability 


·     upgrade older neighborhoods 


· implement plans and development strategies adopted by the City 


.     provide affordable housing opportunities per City Comprehensive Plan 


definitions 


 


Care will be exercised in the use of TIF to thoroughly evaluate each project to ensure that the 


benefits which will accrue from the approval of the project are appropriate for the costs which 


will result, and that they are equitable to the City as a whole. 


 


B. Policy Guidelines. 


 


The following criteria are to be used by the CITY to evaluate requests for TIF assistance: 


 


1. TIF assistance will not be considered for new residential development projects unless 


those projects:                                                                                                                        


a. occur on parcels which were platted prior to September 30, 1995; and  


b. causes the redevelopment of blighted or underutilized parcels in conformance 







  


with the City's Comprehensive Plan and any Project Area Redevelopment Plans. 


 


2 Each request for TIF assistance must demonstrate that "but for" the use of TIF assistance, 


the project is not feasible on the proposed site and that the public benefits described 


above would not be achieved. 


 


3. All requests for TIF assistance will be required to demonstrate: 


 


a. That the property tax payments expected to be generated by the project will be 


sufficient to service any tax increment debt, or other City incurred costs, in 


support of the project, within a period of no more than 10-15 years. (Developer 


agreements incorporating guarantees to this effect will be required.)  


b. The CITY may amend or adjust this requirement for projects which, in the City’s 


determination provide extraordinary public benefit. 


 


4. The actual amount of TIF assistance provided to a project will be determined at the 


discretion of the CITY on the basis of need, risk, project characteristics, developer 


qualifications and the degree to which the project meets the public objectives of the CITY 


described in Section A.  General Policies. The CITY is not obligated to provide TIF 


assistance to any project and may reject requests for TIF assistance for any reason, even 


if the project meets all criteria described herein. 


 


5. The total amount of TIF assistance in support of a project should not exceed fifteen 


percent (15%) of the total project costs. This limitation shall not apply to public 


improvements in support of the project. 


 


6. Each request for TIF assistance must include evidence that the applicant: 


 


a. Has the financial ability to complete and operate the project. 


b. Will be liable for, or contribute equity of at least fifteen percent (15%) of the total 


cost of the project or provide a performance bond for the completion of the 


project. Projects with equity contributions from the developer in excess of fifteen 


percent (15%) will be viewed more favorably. 


c. Has thoroughly explored alternative financing methods. 


 


7. The CITY will enter into a Development Agreement with the private developer on all 


projects which have been approved for TIF assistance. The Development Agreement will 


describe the obligations of both the CITY and the developer, and the terms and 


conditions of TIF assistance. Development Agreements will be secured by Developer 


personal guarantee, Bank Letter of Credit, Performance Bond, or other security 


mechanisms as deemed appropriate by the CITY. 


 


8. The City will maintain a retainage account, require a performance bond, or require other 


forms of security until each project is completed and satisfies all conditions and 


performance standards described in the Development Agreement. 


 







  


9. Requests for TIF assistance for retail and service/commercial projects should be limited 


to those projects that will promote the upgrading, expansion or retention of existing retail, 


service or commercial businesses, encourage an inflow of customers from outside the 


City or will provide services or fill retail markets that are currently unavailable or in short 


supply in the City. 


 


10. Requests for TIF assistance which include the establishment of a multi-tenant retail, 


commercial or service center, or the redevelopment of existing centers, should include 


information as to the business type of the major tenants of the project. In addition, a 


thorough market analysis should be completed which identifies: 


 


a. the population areas that will be drawn from; and,  


b. the businesses of similar types which would be competing with other City 


businesses. 


 


11. If businesses are to be relocated from other areas of the City into a TIF district, sufficient 


justification will be included to indicate why this relocation should be considered. Such 


justification shall include an analysis of the impact the relocation will have upon the 


neighborhood in which the business is currently located. 


 


12. The CITY may use TIF revenue from a project for public improvements anywhere within 


the TIF district. 


 


13. All requests for TIF assistance must clearly comply with the requirements of the TIF 


Statute and the City's adopted TIF Project Plan. 


 


 


This Resolution is being adopted by the CITY OF STOUGHTON at a duly scheduled meeting 


on August 9, 2005. 


 


APPROVED: Helen J. Johnson, Mayor 


ATTEST: Luann J. Alme, City Clerk 







  


PROCEDURES FOR REQUESTING TIF ASSISSTANCE 


 


 


I. OVERVIEW OF THE TIF REQUEST PROCESS 
 


A. Upon initial contact of a TIF request, a notification shall be forwarded to the 


Mayor of the City of Stoughton. 


B. An application for TIF assistance on a project is submitted by a private developer 


to the FINANCE DIRECTOR of the CITY OF STOUGHTON, who will notify 


the MAYOR of the application. 


C. The FINANCE DIRECTOR will review the application and determine whether 


the application is complete and whether the proposed project is eligible under the 


City’s policy, and will then forward said application along with a 


recommendation to the FINANCE COMMITTEE for consideration. 


D. The COMMITTEE reviews and discusses the application with consideration 


given to any additional material provided by City Staff. A public hearing to hear 


testimony from concerned citizens, may be held. 


E. The COMMITTEE recommends approval, denies or tables the application. 


F. The CITY COUNCIL considers the recommendation of the COMMITTEE. 


G. If approved by the CITY COUNCIL, a Development Agreement will be executed 


between the CITY and the Developer applicant. 


 


II. APPLICATION PROCEDURES 
 


A. Submission 


Submit two copies of the application to: 


City of Stoughton Finance Department 


C/o FINANCE DIRECTOR 


381 EAST MAIN STREET 


STOUGHTON, WI. 53589 


 


B. Application Fee 


A $100 processing fee must be submitted with the application. 


 


C. Preliminary Determination of Completeness 
Upon submission, the application will be reviewed to determine if it is complete. If the 


application is incomplete or if additional information is needed the applicant will be 


notified in writing that the application is not complete, and the reasons will be stated 


referring to the specific criteria that are not met, additional information required, or 


financial, legal or planning and development concerns. 


 


D. Staff Review 


Review of the application will be conducted by the Finance Director, and when deemed 


appropriate, by the City Attorney, the City's Financial Advisor and/or other advisors. 


Review time will be approximately 30 days from the date the completed application is 


submitted to the City. However, more or less time may be required for particular 







  


applications. Applications which are determined to be complete, consistent with all 


elements of the City's Comprehensive Plan, the Redevelopment Plan for the area in 


which the project will occur and in conformance with the City’s TIF policy will then be 


forwarded to the FINANCE COMMITTEE for consideration. Applicants will be notified 


in writing of the application being forwarded to the COMMITTEE.                                   


 


E. COMMITTEE Consideration 


The COMMITTEE may desire to hold one or more discussion sessions or a public 


hearing. During this period the applicant may be required to submit additional 


information. The applicant is expected to make a presentation to the COMMITTEE 


followed by the presentation of any material the City's staff desires to report. Public 


comment will then be heard, if invited, followed by a response from the applicant. After 


COMMITTEE discussion, action may be taken to approve, deny or to continue the case 


to a date certain for further consideration. 


 


If the application is approved by the COMMITTEE, the COMMITTEE will forward a 


recommendation for approval to the CITY COUNCIL 


 


City staff may require an independent feasibility study. The cost of such study shall be 


paid by the applicant and shall be prepared by a professional consultant having a 


favorable reputation for the preparation of such studies. This study would be submitted to 


the COMMITTEE for consideration. 


 


F. City Council Consideration 


The City Council may have a discussion session on the application. The recommendation 


of the COMMITTEE may be approved, denied or amended by the City Council. 


 


APPROVED BY THE COMMON COUNCIL: August 9, 2005 
S:\Clerks Office\Policies Procedures and Emergency Plans\TIF.docx 
S:\Clerks Office\Policies Procedures and Emergency Plans\TIF.pdf 


LASERFICHE:\Stoughton\Policies Procedures and Emergency Plans\TIF







  


APPLICATION FOR TAX INCREMENT FINANCING ("TIF") ASSISTANCE 


 


 


APPLICANT:__________________________________________________________________ 


ADDRESS:____________________________________________________________________ 


PHONE#:_____________________________________________________________________ 


FAX #:_______________________________________________________________________ 


CONTACT PERSON:___________________________________________________________ 


PROJECT NAME:______________________________________________________________ 


 


On a separate sheet of paper please answer the following questions: 


 


1. In no more than three pages provide relevant information on the Applicant's background 


and development experience. Include resumes of key individuals assigned to the project. 


 


2. Identify the Applicant's consultants involved or proposed to be involved in the project 


noting relevant experience on similar projects (i.e., civil engineer, land use planner, 


Applicant's legal counsel, Applicant's financial advisor). 


 


3. Describe the proposed project, including the size, scope, phasing, construction materials, 


and impact on parking, traffic and adjoining property. Discuss any development, 


planning, engineering, architectural or legal issues which may impact the City or 


adjoining property. Specifically outline residential development, if any, to be included in 


the project. Include any plans prepared for the project, if available. At a minimum, a 


concept plan shall be submitted with the application. 


 


4. Define the boundaries of the proposed project by address and on a map. 


 


5. Identify the property which is currently in the control of the Applicant via ownership or 


option. If under option note the option expiration date. 


 


6. Is the property currently zoned for the proposed use? If not, what zoning change will be 


required? 


 


7. Will the proposed project result in the relocation of economic activity from another 


location within the City? If so, discuss the nature of any anticipated relocations and the 


impact the relocation would have on the neighborhood where such activity is currently 


located. 


 


8. State the need and justification for TIF assistance. Explain how the applicant intends to 


demonstrate compliance with the "but for" test. Substantiate that other alternative 


methods of financing have been thoroughly explored. 


 


9. Identify sources, amounts, and status of all debt financing and/or equity funding available 


to complete the Project. Does the applicant anticipate the debt to be privately financed by 


the construction lender or developer or publicly sold? Please prepare information in the 







  


following table format: 


 


Source 


Contact Person & Phone # 


Amount  


Term  


Status  


 


10. Provide an outline of the costs associated with the development of the proposed project(s) 


and related parcel(s) located within the TIF district. Identify in the outline those costs you 


would propose to fund with TIF and the proposed payback time frame. 


 


11. In one page or less, discuss and document information used to describe the market 


feasibility of each element of the proposed project. If a formal feasibility or comparable 


studies have been prepared, attach such reports as an appendix to this application. 


 


12. Estimate the incremental property taxes to be generated by the project. 


 


13. Provide an estimate of the market value of all fixtures and equipment to be used by all 


owners or tenants of the proposed project which will be taxed as personal property. 


 


14. Identify any proposed tenants of the project. Have leases been negotiated or signed? 


What type of lease is contemplated? 


 


15. Who will own and operate the developed property? 


 


16. Briefly describe the benefits of the proposed project to the City, particularly in economic 


and quality of life terms. 


 


17. Attach a letter from a financial institution indicating that the applicant has sufficient 


financial resources to obtain the private financing for the project. 


 


18. Describe the project schedule: 


 


Preliminary Construction Start Date: 


Preliminary Construction Completion Date: 


Phasing Anticipated: 


Date Occupied or Opened: 








POLICY REGARDING NEW VENDORS 


 


 


Departments wishing to use a vendor that is not currently on the approved vendor list will submit 


a new vendor request form to the Finance Department for approval. The Finance Department 


will verify the vendor information and will obtain the vendor tax information. When the vendor 


verification is complete, the requesting department will receive notification and the new vendor 


will be added to the approved vendor list.  


 


APPROVED BY THE COMMON COUNCIL: January 13, 2009 
S:\Clerks Office\Policies Procedures and Emergency Plans\VENDORS.docx 
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ASSESSMENTS: 


SANITARY SEWER, STORMWATER MANAGMENT, SEWER & PARK 


 


 


As of 1/1/02 
 


 Sanitary sewer:  $734.38 per acre 


  


 Storm sewer:   $1,438.11 per acre 


 


Adjusted annually per Construction Cost Index 


 


As of 6/6/02 
  


Park:    $408.00 for each residential dwelling unit for 


    Park acquisition costs.  Adjusted annually based on 


    CPI-U for the Midwest Region. 


 


Park Improvements Costs: $855.00 for each residential dwelling unit. Adjusted 


    annually based on CPI-U for the Midwest Region. 


 


REVISED: July 31, 2002 
S:\Clerks Office\Policies Procedures and Emergency Plans\ASSESSMENTS.docx 
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BUILDING PROJECT CHANGE ORDER POLICY 


 


  


A committee consisting of the Mayor, Finance Director, and Planning Director may unanimously 


approve all building project change orders less than $1,500.00.  A report of the change orders 


authorized are to be reported at each Council Meeting. 


 


ADOPTED BY THE COMMON COUNCIL: March 24, 1998 
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POLICY REGARDING CIP AND BUDGET 


 


 


The departmental proposed Capital Improvement Plans (CIP) and budget shall go first to their 


oversight committee for review and approval before being submitted to the Finance Director.  If 


timing is critical, the department head will ask the chair of the oversight committee to set a 


special meeting so action will not be delayed while waiting for their regular meeting.  The 


oversight committee chair and department head shall be invited to subsequent Finance 


Committee review.   


 


ADOPTED BY THE COMMON COUNCIL: July 26, 2005 
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CITY OF STOUGHTON CIP POLICY 


                                        


 


PURPOSE 


 


The CIP (Capital Improvement Plan) is to be used as a guide for future capital 


improvements and will incorporate the following elements: 


 


1. A CIP is for large non-reoccurring expenditures. 


a. Large: $15,000 or more for a single item or group of similar items. 


b. Non-reoccurring: Not budgeted every year. 


2. The CIP will cover the next six years.  


3. CIP projects will be coordinated between departments of the City. 


4. Because a CIP is referenced when putting together the City’s Debt Plan, a high 


degree of confidence in the accuracy of the CIP is required ( i.e., the first year's 


items should remain pretty much unchanged from the most recent CIP approval, 


the second year could have minor changes with an expectation of total amounts 


not varying more than 15% from the prior approval, third year changes in total 


should not vary more than 25% from the prior approval, and the fourth through 


sixth years allowed a little more flexibility.)  


5. The CIP is a tool to help eliminate property tax "spikes," and an effort is made to 


"level out" debt service resulting from the implementation of Capital Budget 


items. 


 


CALENDAR 


 


April – May: Department Heads prepare CIP updates and review with Oversight 


Committees 


 


By the end of June: CIP Team meets and reviews the prepared updates 


 


July – August: CIP Team passes on their recommendations to the Finance Committee. 


(CC to the Oversight Committees and Department Heads) (Department Heads include 


subsequent year CIP items in their initial Budget requests.) 


 


September: Finance Committee reviews CIP 


 


Early October: COW on CIP 


 


End of October: Council approves final CIP. 


 


RESPONSIBILITIES 


 


Finance Director: Overall coordination of the CIP process is vested with the Finance 


Director. Each year the Finance Director will identify funding sources for CIP items, i.e., 


Debt, Levy, or Fund Balance, and include these in the Departmental Summary Report. 







 


The Finance Director will also update an estimate of what percentage of the annual 


budget is represented by debt service for each of the next three years.  


 


Department Heads: Will prepare a CIP Summary detailing any requested changes to the 


previously approved CIP. This summary will accompany the CIP as it moves through the 


Update approval process.  


 


Oversight Committees: Will meet to review departmental updates assigned to them. 


 


ADOPTED BY THE COMMON COUNCIL: January 24, 2006 
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CITY OF STOUGHTON 


CITY ATTORNEY CONTACT POLICY 


 


 


There are times when the City, City officials, and City staff need legal advice or legal services 


from the City Attorney. Because legal services are costly, because the City may already have 


legal opinions available, and because requests for legal services should be coordinated to avoid 


unnecessary expense, the City adopts this CITY ATTORNEY CONTACT POLICY.   


1. Any person seeking legal services from the City Attorney should first determine whether 


the City already has a legal opinion on file that addresses the question. The City Clerk 


will update the list of attorney opinions on a bi-annual basis and place them on a website 


with a hard copy available in the Clerk’s office at City Hall. Changes in the law or 


different circumstances may make it advisable to obtain legal advice even where the City 


has an existing opinion.  


2. The City Council, Mayor, City Clerk, Police Chief, Planning Director, and Finance 


Director are each authorized to request legal services from the City Attorney, on the 


City's behalf, as they deem necessary. 


3. Any elected City official is authorized to directly request legal advice from the City 


Attorney on matters related to his or her individual compliance with the open meetings 


law, ethics laws, and open records law. Any elected City official or appointed member of 


any City committee or commission is authorized to request an advisory ethics opinion 


from the City Attorney pursuant to Wis. Stat. § 19.59(5)(a). 


4. Individual alderpersons, department heads, and others who wish to request legal services 


may make such request through the City Council, Mayor, or City Clerk.   


5. Except as provided in Sections 3 and 4, individual alderpersons, department heads, and 


others who wish to request legal services directly from the City Attorney shall do so as 


follows: 


A. The person requesting legal services shall inform the Mayor or City Clerk that 


he or she will be contacting the City Attorney. 


B. The person requesting legal services shall ask the City Attorney for an 


estimate of the amount of time required to provide the legal services. If the 


estimated time is more than one (1) hour, the City Council, Mayor, or City 


Clerk must approve the request for legal services.  


 


6. Legal services requests relating to personnel, employment or labor law related matters 


shall be directed to the City Clerk/Personnel Director, unless such request pertains to the 


City Clerk/Personnel Director, in which case such request shall be directed to the Mayor. 


 


7. Written legal opinions from the City Attorney shall generally be provided to the Mayor, 


Alderpersons, and Department Heads, as deemed appropriate by the City Attorney, 







 2 


Mayor, and requestor. In some cases, such as ethics opinions under Wis. Stat. 


§19.59(5)(a), confidentiality rules may apply to legal opinions. In some cases, 


distribution of communications with legal council may need to be restricted to protect the 


City's interests, as determined by the Mayor and/or City Council, in consultation with the 


City Attorney. Written and verbal communications between City officials and the City 


Attorney may also be privileged. No person may disclose privileged communications 


without prior approval from the City Council or the Mayor.   


 


ADOPTED BY THE COMMON COUNCIL: June 23, 2009 
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CITY OF STOUGHTON 


VEHICLE AND EQUIPMENT REPLACEMENT AND DEPRECIATION  


 


 


Purpose: 


To establish a fiscally responsible Vehicle and Equipment Replacement policy to insure 


that the full service life of each City vehicle or item of equipment is achieved and that 


uniform guidelines are implemented among all departments. The purpose of this policy is 


to establish a funding mechanism to provide reserves for the systematic replacement of 


capital equipment, and reduce long term debt and borrowing, by committing the funds to 


reserve, and by setting guidelines for the use of the reserve fund. 


 


Reserve Fund Commitment: 


The Equipment Replacement Reserve Fund is not available for expenditure for any other 


purpose than is laid out in this polity. By resolution of the Council and adoption of this 


policy, the Equipment Replacement Reserve will be classified as "Committed Fund 


Balance" in the City's Financial Statements. 


 


The City shall commit $250,000 of its Annual Tax Levy and increase the Levy and 


additional $50,000 per year for years 2013 to 2017, to the Vehicle and Equipment 


Replacement Reserve Fund. Future additional revenue will be considered by the Council 


to stabilize this fund. 


 


GASB 54 Fund balance Definition: 


Committed fund balance – amounts constrained to specific purposes by a government 


itself, using its highest level of decision-making authority; to be reported as committed, 


amounts cannot be used for any other purpose unless the government takes the highest-


level action (3/4 vote of the Council) to remove or change the constraint. 


 


Objective: 


Setting aside equipment and vehicle reserves from current funds promotes prudent 


financial management by: 


 


 Increasing awareness of the ongoing need for equipment replacement 


 Segregating dollars reserved for future vehicle and equipment purchases. 


 Reduce long term debt from borrowing for equipment needs. 


 Preventing inadvertent use of equipment reserves for non-equipment expenditures 


 Encouraging departments to do more long-term planning and decrease the cyclical 


tendencies inherent when budgeting and funding for the equipment only in the year 


of the intended purchase 


 


The Vehicle and Equipment Replacement Plan (ERP) is a twenty-year forecast and a five-


year plan of equipment needs within the City. It is intended to inform the Council and 


citizens of the major equipment needs on the horizon. The first year of the plan becomes 


an adopted equipment budget and relates to the operating budget of the equipment 


replacement fund, which is approved on an annual basis. The remaining nineteen years 


represent an estimate of equipment needs and funding capabilities of the City. 


 


Funding requirements vary from year to year. Equipment needs are evaluated each year 


and the schedule modified to account for changes in the condition of the equipment. Some 







items may need replacement sooner than expected due to high maintenance costs and other 


items lives may be extended thus delaying their replacement. The City's Fleet Maintenance 


Manager will evaluate each piece of equipment each year and update the maintenance 


records and condition of the equipment so as to maximize the life of each piece of 


equipment. 


 


Funding Goals: 


 Maintain Minimum Cash Surpluses - avoid excessive "cash reserve" surpluses 


being accumulated to be spent in future years. 


 Maintain Level Income Sources - provide for even annual contributions and 


income sources to be more readily budgeted. 


 Base Income Sources on the Twenty-Year Expenditures 


 


Annual Review and Appropriation: 


The CIP committee will review scheduled Vehicle and Equipment replacement 


recommendations and Fund Balance annually, starting in the month of June, and adjust the 


schedule as is necessary. The CIP committee will recommend approval of projects to be 


funded in compliance with the Vehicle and Equipment Replacement Fund policy annually 


during the budget process. 


 


Replacement Policy: 


The City Fleet Maintenance Manager is responsible for recommending replacement based 


on scoring methods with the input from Department Heads as to replacement due to 


technology changes or changes in the standards. 


 


Replacement criteria for City-owned vehicles/Equipment will depend primarily on a 


point system, which is based upon: 


 


1. Age 


2. Miles/Hour Usage 


3. Type of Service 


4. Reliability 


5. Maintenance and Repair Costs 


6. Condition 


7. Regulations 


 


Point Range Chart Note: The City may decide to retain a vehicle beyond the stated 


criteria after evaluation of anticipated usage, repairs and operating costs, or sell before 


stated criteria. 


 


Each City Vehicle has been placed in a category, as listed below, so a replacement 


standard can be followed: 


 


Category "A-1" 


This category consists of the Police Department's Patrol Car Program, which is used 


primarily in dealing with the public. Because these cars are assigned for daily patrol officer 


duties, the targeted cycle is 3 years or 80,000 miles. This group uses a fleet of six vehicles 


that are rotated to keep mileages low and to spread mileage across the vehicle group. 


 


Category "A-2"  







This category consists of the Police Department's Administrative and Detective vehicles, 


which are used primarily in dealing with the public. Because these vehicles are normally 


assigned to perform different types of activity such as administrative support, investigative 


follow, and surveillance work they may be pooled, rotated and replaced at the discretion of 


the operating department. The target replacement period for this group is eight years or 


100,000 miles. The department will formulate the replacement based on indicated factors. 


The department may also, from time to time, decide to retain or replace a vehicle outside 


this service consideration based on anticipated or need of a "clean" vehicle for needs of 


surveillance. This determination shall not compromise any vehicle operating requirements.  


 


Category "B"  


This category consists of all other cars and pickups, which use does not significantly affect 


the public image of the City of Stoughton. These vehicles should not be replaced earlier than 


100,000 miles, 10,000 operating hours, or provided the maintenance cost is considerably 


higher than vehicles of the same type. Pickup trucks are cycled down to Parks Department 


after 10 years. 


 


Category "C"  


This category consists of one ton dump trucks that are used to serve the public on a day-to-


day basis. These vehicles should not be replaced earlier than 75,000 miles, 8,000 operating 


hours, or provided the maintenance cost is considerably higher than vehicles of the same 


type. One ton dump trucks are cycled down to Parks Department after 10 years. 


 


Category "D"  


This category consists of all patrol trucks with a GVRW above 26,000 lbs. that are used to 


serve the public on a day-to-day basis. Replacement of this category may be made after 


60,000 miles, 5,000 operating hours, or provided the maintenance cost is considerably higher 


than vehicles of the same type. 


 


Category "E"  


This category consists of Street Sweepers, Leaf Vacuums, and Bucket Truck that are 


used to serve the public on a day-to-day basis. Replacement of this category may be 


made after 5,000 operating hours, or provided the maintenance cost is considerably 


higher than vehicles of the same type. 


 


Category "F"  


This category consists of heavy off-road equipment (loaders, backhoes, graders) that is used 


to serve the public on an "as needed" basis. Replacement of this category may be made after 


3,500 operating hours, or provided the maintenance cost is considerably higher than vehicles 


of the same type. 


 


Category "G"  


This category consists of other small off-road equipment (tractors, mowers, bobcat, stump 


grinder, and other small riding equipment or attachments) that are used to serve the public on 


an "as needed" basis. Replacement of this category may be made after 2,500 operating hours, 


or provided the maintenance cost is considerably higher than vehicles of the same type. 


 


Category "H"  


This category consists of First Line and Reserve Automotive Fire Apparatus, Engines. 


Apparatus that is greater than 15 years old will be replaced by apparatus that meets the most 







up to date NFPA standards. The Apparatus that is greater than 15 years old, that has been 


properly maintained and that is still in serviceable condition may be place in reserve status. 


Apparatus that were not manufacture to the applicable NFPA Standards or that are over 25 


years old may be taken out of service. 


 


Category "I"  


This category consists of First Line Automotive Fire Apparatus consisting of Ladders, 


Tenders and Squads. Ladder and tender apparatus that is greater than 20 years of age may be 


replaced. Squad apparatus that is 15 years old may be replaced by apparatus that meets the 


applicable NFPA Standards. Generally the apparatus in this category are not moved to 


reserve status. 


 


Category "J"  - Specialized Fire Department Equipment 


This category consists of specialized, generally non vehicle fire department equipment. This 


equipment is used at different types of emergency incidents as well as for training of first 


responders. 


 


Category "K"  - Park Equipment 


This category consists of park equipment consisting of playground structures, fence lines 


and backstops, dugouts, scoreboards, court surfaces etc. Replacement schedules are based 


on manufacturer's recommendations but should be open to change based on the actual 


condition and need. 


 


 


Adopted ____2012 
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ATTACHMENT "A" 


 


Guide for Early Replacement of City-Owned Vehicles 


 


The consideration of early replacement of a vehicle often arises when major expenditures 


are necessary to restore it to a safe operating condition (e.g., major component failure or 


incident damage). The economic effect of such repairs cannot be avoided because the cost 


to the City is normally about the same whether the vehicle is sold in un-repaired condition 


or restored to repaired condition. 


 


However, replacement prior to the normal criteria for vehicles will result in an acceleration 


of all future replacement cost cycles required to satisfy a continuing vehicle need. This 


acceleration of cost cycles causes a sizable increase in total present value cost of all future 


cycles and should be avoided whenever possible. Major vehicle repairs should always be 


made, with two exceptions: 


 


1. Major expenditures for repair should not be made when the cost of the repair plus 


the vehicle salvage in un-repaired condition exceeds its wholesale value in 


repaired condition. 


2. Major deferrable expenditures should not be made when a vehicle is in the final year 


of its retention cycle. During this period the penalty for early replacement is small 


and, therefore, the vehicle should be replaced rather than repaired. 







ATTACHMENT "B" 


 


Depreciation Formula 


 


Current acquisition price of each vehicle divided by the utilization cycle (mileage, hours or 


total maintenance cost) will provide the yearly depreciation allowance. 


 


EXAMPLE A 


Engine Hours: $300,000.00 truck divided by the target replacement cycle of 6,000 engine 


hours will give a depreciation cost of $50.00 per engine hour. 


 


Taking the $50.00 times the number of engine hours (560) the vehicle was operated the 


previous year will give you the yearly depreciation amount of $28,000.00. 


 


EXAMPLE B 


Mileage: $24,000.00 police vehicle divided by the target replacement cycle of 80,000 miles 


will give you a depreciation cost of $.30 per mile. 


 


$0.30 times the number of miles (20,000) the vehicle was driven the previous year will give 


you the yearly depreciation amount of $6,000.00. 


 


EXAMPLE C 


Maintenance Cost: depreciate the original purchase price by 15% per year, for power hand 


tools, trailers, etc. 


 


Replace item only when the maintenance cost reaches the original purchase price. 







ATTACHMENT "C" 


Point Ranges for Replacement Consideration 


Point Scale Condition Description  


20 points and under I. Excellent Do not replace 


21 to 28 points II. Good Re-evaluate for the following years budget 


29 to 35 points III. Fair Qualifies for replacement if budget allows or M/R cost exceed 


60 % of replacement cost 


Above 36 points IV. Poor Needs priority replacement 







ATTACHMENT "D" 


Point Ranges Detail for Sedans, SUV's, Trucks (1 Ton and Less)  


(Used for Categories A-1, A-2, B, C) 


Factor Points Description 


Age 
Hours/Usage 
Type of Service 


1 Each Year of Chronological Age 


1 Each 8,000 miles or 250 hours of usage 


1 Standard Sedans, SUV's, pickups 


2 Standard vehicles with occasional off-road use 


3 Any vehicle that pulls trailers, hauls heavy loads and has continued off-road usage 


4 Any vehicle involved in snow removal 


5 Police units 


Reliability 
PM Work Not 
Included 


1 In shop one time within three month time period, no major breakdowns or road calls 


2 In shop one time within three month time period, 1 breakdown/road call within same period 


3 In shop more than once within 3 month time period, 1 breakdown/road call in same time period 


4 In shop more than twice within one month time period, 1 or more breakdown/road call in same time period 


5 In shop more than twice monthly, two or more breakdowns within one month time period 


M & R Costs 
Incident Repair 
Not Included 


1 Maintenance costs are less than or equal to 20% of replacement cost 


2 Maintenance costs are 21-40% of replacement cost 


3 Maintenance costs are 41-60% of replacement cost 


4 Maintenance costs are 61-80% of replacement cost 


5 Maintenance costs are greater than or equal to 81% of replacement costs 


Condition 


1 No visual damage or rust, good drive train 


2 Minor imperfections in body and paint surface, (no rips, tears, burns), good drive train 


3 
Noticeable imperfections in body and paint surface, minor rust, minor damage for add-on equipment, 
worn interior (one or more rips, tears, burns) and weak or noisy drive train 


4 
Previous accident damage, poor paint and body condition, rust (holes), bad interior (rips, tears, cracked 
dash) major damage for add-one equipment and on drive train component bad 


 cracked dash) major damage for add-on equipment and on drive train component bad 


5 
Previous accident damage, poor paint and body condition, rust (holes), bad interior (rips, tears, cracked 
dash) major damage for add-on equipment and on drive train component bad 


Point Ranges Condition Description 


0-20 Excellent Do not replace 


21-28 Good Re-evaluate for replacement for next year's budget 


29-35 Fair Qualifies for replacement this year or if M/R cost exceed 60% of cost 


36+ Poor Needs priority replacement 


   







ATTACHMENT "E" 


Point Ranges Detail for Heavy Equipment and Vehicles  


(Used for Categories D, E, F) 


Factor Points Description 


Age  
Hours/Usage  


Type of  
Service 


1 Each Year of Chronological Age 


1 Each 8,000 miles or 250 hours of usage 


1 Standards duties as equipped 


2 Standards duties when used with attachments 


3 Multiple duties on seasons 


4 Extreme duties in harmful atmosphere(dust, salt, water, waste solids) 


5 Heavy construction work including snow removal 


Reliability PM  
Work Not  
Included 


1 In shop one time within three month time period, no major breakdowns or road calls 


2 In shop one time within three month time period, 1 breakdown/road call within 3 month period 


3 In shop more than once within 3 month time period, 1 breakdown /road call in same time period 


4 


In shop more than twice within one month time period, 1 or more breakdown/road call in same time 
period 


5 In shop more than twice monthly, two or more breakdowns within one month time period 


M & R Costs  
Incident  


Repair Not  
Included 


1 Maintenance costs are less than or equal to 20% of replacement cost 


2 Maintenance costs are 21-40% of replacement cost 


3 Maintenance costs are 41-60% of replacement cost 


4 Maintenance costs are 61-80% of replacement cost 


5 Maintenance costs are greater than or equal to 81% of replacement costs 


Condition 


1 Good condition, fully functional 


2 Fair body, functional 


3 Minor body damage, weak operating system 


4 Severe damage, components not functional 


5 Extreme damage, inoperable 


Point Ranges Condition Description 


0-20 Excellent Do not replace 


21-28 Good Re-evaluate for replacement for next year's budget 


29-35 Fair Qualifies for replacement this year if budget allows or if M/R cost exceed 60% of cost 


36+ Poor Needs priority replacement 


   







ATTACHMENT "F" 


Point Ranges Detail for Specialty Equipment and Vehicles 


Category G 


Factor Points Description 
Age 


Hours/Usa 
ge 


1 Each Year of Chronological Age 
1 Each 200 hours of operation 


2 Standard Duties 
3 Standard Duties Reserve Status  


Reliability 1 In Shop one time within three month time period, no major breakdowns or road calls 


 2 In Shop one time within three month time period, 1 breakdown/ road call within three 
PM work 3 In 


month
 shop


 period
 more than once within three month time period, one breakdown/road call within 


Not 4 In 
same


 shop
 tie


 mor
 period


 than twice within one month time period, one or more breakdown/road call 
Included 5 Inwitinsho


psame
 more


 time
 than


period
 twice monthly, two or more breakdownss within one month time period  


M & R 1 Maintenance Costs are less than or equal to 20% of replacement cost 
Costs  Incident 2 Maintenance Costs are 21-40% of replacement cost 


Repair 3 Maintenance Costs are 41-60% of replacement cost 
Not 4 Maintenance Costs are 61-80% of replacement cost 
Ildd 5 Maintenance Costs are greater than or equal to 81% of replacement cost  


Condition 
0 Good Condition 


2 Fair body, functional 
3 Minor Body Damage, week operating system 
4 Severe damage, compoants not functional 
5 Extreme damage, inoperable  


Safety 
0 Meets Current NFPA Standards 


4 Generaly meets current NFPA Standards 
8 Does Not meet current NFPA Standards  


Point Condition Description 
Range 


0-23 Excellent Do not Replace 
24-28 Very Good Re-evaluate for next year's budget 
29-33 Good Qualifies for replacement this year if M?R cost exceed 60% of cost to replace 
34-38 Fair Qualifies fir replacement this year if budget allows 


39+ Poor Needs priority replacement 







Reliability 2 


ATTACHMENT "G" 


Point Ranges Automotive Fire Apparatus 


(Used for Categories H, I) 


Replcement Guidelines 


Factor Points Description 


Age 1 Each Year of Chronological Age 


10 Equipment is outside the manufactureres Recommended Life  


0 Equipment performs as required 
Equipment does not always 


1 0 perform as required Equipment 


Technology 


0 Equipment technlogically performs as required 


5 Equipment has been technlogically outdated by advancements 
10 Equipment does not meet technological requirements of the department  


Condition 


0 Good Condition 


2 Fair condition 
5 Poor condition 


20 Inoperable condition  


Safety 


0 Meets current NFPA and other regulatory standards 


2 Generally meets current NFPA and other regulatory standards 


10 Does Not meet current NFPA and other regulatory standards 
20 Equipment Not Safe to Operate - Remove From Service  


Point Condition Replacement Recommendation 
Range 
0 -9 Good Do not Replace 


10 - 14 Fair Watch condition - Evaluate replacement schedule 
15 - 19 Poor Evaluate for replacement ASAP 


20 + Non 
A bl 


Needs priority replacement - Remove From Service 







ATTACHMENT "H" 


Point Ranges Parks Equipment 


 Points Description 


Condition 


0 Good condition, fully functional 


2 Fair, functional 


4 Minor damage 


6 Severe damage 


8 Unusable 


   


Reliability 


PM Work 
Factor Not 


Included 


0 Requires maintenance less than one time within three month time period, 


1 Requires maintenance one time within three month time period, 


2 Requires maintenance more than once within 3 month time period, 


3 Requires maintenance more than twice within one month time period, 


4 Requires maintenance more than twice monthly. 


   


Safety 


0 Meets Current CVMIC Standards 


2 Acceptable by Current CVMIC Standards 


10 Does NOT meet Current CVMIC Standards 


   
Point Ranges Condition Description 


0 Excellent Do not replace 


1-5 Very Good Do not replace 


6-7 Good Do not replace 


8-9 Fair Evaluate for future replacement 


10+ Poor Needs priority replacement or elimination 


 








CITY ATTORNEY RESPONSIBILITY 


 


 


As of November 20, 1991, the following are items discussed with the Finance Committee and 


the City Attorney. Some of these items are already in practice; some reflect an increased 


management of the City Attorney's time by the City. 


 


1. It is the City's wish to properly "spec-out" routine City Attorney duties, and to compensate 


these via a set retainer. 


 


2. Requests for legal opinions or service are to be routed through the Mayor, City Clerk, or 


Finance Director. The Utilities Director and his designees shall maintain direct contact with 


the City Attorney on Utilities issues. In many cases, staff already has an answer due to prior 


research. An exception to this policy would be Police Department contact in conjunction with 


Municipal Court matters. 


 


3. Where appropriate, City Hall staff will prepare ordinances and letters, using the City 


Attorney in a review capacity only. 


 


4. The City Attorney will only attend meetings upon the Mayor's request. If a Department Head 


or Committee Chair feels the need for the Attorney's presence at a meeting, they should make 


the request through the Finance Director or Clerk, or directly to the Mayor. 


 


5. Special litigation will be handled on a case by case basis, and not necessarily assigned to the 


City Attorney. Specialists may be employed as the City deems appropriate. 


 


In conclusion, it is the City's intent to actively manage legal matters in an attempt to increase our 


effectiveness and efficiency, while hopefully controlling expenses to the greatest extent possible. 


 


Any special litigation, whether assigned to the City Attorney, or a contracted specialist, would 


require a litigation budget, with goals and objectives, and benchmarks for reporting and billing. 


 


If there are further questions regarding the City Attorney responsibilities, please see the 


Mayor. 
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CITY OF STOUGHTON DEBT MANAGEMENT POLICY 


 


 


The following debt management policies should be used to provide the general framework for 


planning and reviewing debt proposals. The Common Council recognizes that there are no abso-


lute rules or easy formulas that can substitute for a thorough review of all information affecting 


the City's debt position. Debt decisions should be the result of deliberative consideration of all 


factors involved. The City's financial management policies should be oriented to maintain a 


balanced relationship between issuing debt and pay-as-you-go financing. Proceeds from long-


term debt should not be used to fund current operating costs. The scheduled maturities of long-


term obligations should not exceed the expected useful life of the capital project or asset(s) fi-


nanced. 


 


General Debt Policies 


 


The City may seek to obtain a bond rating so any future borrowing costs are minimized and 


access to credit is preserved. Every future bond issue proposal will be accompanied by an analy-


sis provided by the proposing department, board or commission and the City Finance Director 


showing how it conforms with the debt policies adopted by the Common Council. The City's 


auditing firm and/or financial advisor will review and comment on each bond issue proposal, 


especially in regard to conformance with existing debt policies and how the financial package 


impacts on the City's credit worthiness. 


 


The City will not use short-term borrowing to finance operating needs except in the case of an 


extreme financial emergency which is beyond the City's control or reasonable ability to forecast. 


However, interim financing in anticipation of a definite fixed source of revenue such as an au-


thorized, but unsold bond issue, or a grant is acceptable. Such bonds or grant anticipation notes 


and warrants should not: 


 


  - Have maturities greater than two years; 


 


  - Be rolled over for a period greater than one year; or 


 


  - Be issued solely on the expectations that interest rates will decline from current levels. 


 


Bond proceeds should be limited to financing the costs of planning, design, land acquisition, 


buildings, permanent structures, attached fixtures or equipment, and movable pieces of large 


equipment such as fire engines. Bond proceeds should only be used for the following: construc-


tion project costs, acquisition of other fixed assets, bond issue costs, debt service reserve re-


quirements, and refunding of outstanding bond issues. Non-capital furnishings and supplies will 


not be financed from bond proceeds. Refunding bond issues designed to restructure outstanding 


debt is an acceptable use of bond proceeds. 


 


To provide for unanticipated expenditures and to permit orderly adjustment to changes resulting 


from termination of revenue sources or unanticipated fluctuations in revenues, the City should 


strive to maintain an undesignated General Fund balance which is ten to fifteen percent of Gen-







  


eral Fund expenditures. The City may want to create a Debt Amortization fund balance which is 


at least 25% of average annual debt service of the succeeding year. Annual debt payments should 


remain in the range of 8 - 15 percent of total budgeted expenditures.  


 


 


The City will seek to maintain certain debt ratios within the medians of cities our size as reported 


by Moody's Investors Service.  For example in 1997, the comparable comparisons were as fol-


lows: 


 


 Stoughton Moody’s Median 


Per Capita 


Direct Debt 


 


$720 


 


$811 


 


Ratio of Net Debt to  


Equalized Value 


 


1.65% 


 


2.1% 


 


Additionally, the City will endeavor to maintain debt ratios which compare favorably to cities of 


our size in the Dane County area. 


 


The City should pursue all available cash management techniques which will limit the need for 


outside interim cash flow borrowing such as tax and grant anticipation notes. The City should 


actively monitor its investment practices to ensure maximum returns on its invested bond funds 


while complying with Federal arbitrage guidelines. 


 


Whenever the City is contemplating a possible debt issue, information will be developed con-


cerning the following four categories commonly used by rating agencies to assess credit worthi-


ness.  The utilization of the following criteria may be selective and not all criteria may apply to a 


specific financing. 


 


Debt Analysis Criteria 


 


1. Debt Analysis 


 


 - Debt capacity analysis 


 - Purposes for which debt is issued 


 - Debt structure 


 - Debt burden and magnitude indicators and ratios as compared to other communities 


 - Debt history and trends 


 - Adequacy of debt and capital planning 


 - Obsolescence of capital plant 


 


2. Financial Analysis 


 - Stability, diversity, and growth rates of tax sources 


 - Trend in assessed valuation and collections 


 - Current budget trends 


 - Appraisals of past revenue and expenditure estimates 







  


 - Evidences of financial planning 


 - History and long-term trends of revenues and expenditures 


 - Adherence to generally accepted accounting principles 


 - Fund balance status and trends 


 - Financial monitoring systems and capabilities 


 


3.  Governmental and Administrative Analysis 


 - Adequacy of basic service provision 


 - Intergovernmental cooperation/conflict and extent of duplication 


 - Overall city planning efforts 


 


4. Economic Analysis 


 - Population and demographic characteristics 


 - Level of new construction and development 


 - Types of employment, industry, and occupation 


 - Trend of the economy 


 


Debt Planning Policies 


 


To allow sufficient time for review and analysis, bond issues should be submitted to the City 


Council at least two months prior to the meetings at which Common Council approval will be 


requested. General obligation bond borrowing and especially revenue bonds must be planned and 


the details of the plan must be incorporated in the multi year CIP program. It is imperative that 


the City demonstrates to the rating agencies, investment bankers, our creditors, and City of 


Stoughton taxpayers that City officials are following a prescribed financial plan. 


 


Communication and Disclosure Policies 
 


The City will maintain good communications with bond rating agencies to inform them about the 


City's financial condition. The City will follow a policy of full disclosure. Significant financial 


reports affecting or commenting on the City will be forwarded to the rating agencies. Each bond 


prospectus will follow Federal Security and Exchange Commission, State and the Government 


Finance Officers Association disclosure guidelines. 


 


The City should attempt to develop coordinated communication processes with all other jurisdic-


tions that share a common property tax base concerning collective plans for future debt issues. 


Reciprocally shared information on debt plans including amounts, purposes, timing, and types of 


debt would aid each jurisdiction in its debt planning decisions. 


 


General Obligation Bond Policies 


 


A significantly large proportion of Stoughton's property taxpayers and citizens should benefit 


from projects financed by general obligation bonds. This principle of taxpayer equity should be a 


primary consideration in determining the type of projects selected for financing by general obli-


gation debt. General obligation property tax-supported bonds should be used only after consider-







  


ing alternative funding sources, such as project revenues, Federal and State grants, and special 


assessments. 


 


Every project proposed for financing through general obligation debt should be accompanied by 


a full analysis of the future operating and maintenance costs associated with the project. Bonds 


cannot be issued for a longer maturity schedule than a conservative estimate of the useful life of 


the asset to be financed.  


 


Revenue Bond Policies 
 


Revenue supported bonds should be used to limit potential dependence on property taxes for 


those projects with available revenue sources, whether self-generated or dedicated from other 


sources. Whenever possible, the City will finance utility or enterprise projects by using self-


supporting revenue bonds. Revenue bonds assure the greatest degree of equity because those 


who benefit from a project and those who pay for a project are most closely matched. 


 


Every project proposed for financing through revenue bond debt should be accompanied by a full 


analysis of the future operating and maintenance costs associated with the project. Bonds cannot 


be issued for a longer maturity schedule than a conservative estimate of the useful life of the 


asset to be financed. In order to bring the City's current maturity structure more in line with 


existing credit evaluation criteria, the City should attempt to gradually shorten the average ma-


turity of our currently outstanding revenue bond debt. 


 


Long Term Leases 


 


Adequate financial feasibility studies should be performed for all innovative financing proposals 


such as lease and lease-purchase agreements. Lease financing is appropriate in the following 


situations: 


 


a) Whenever the introduction of leased equipment and/or a capital improvement results in 


verifiable operating savings that, properly discounted, outweigh the lease financing costs. 


 


b) To purchase important capital equipment or finance improvement projects for which 


lease financing costs can be paid for by: 1) existing non-general fund revenues; 2) new, 


earmarked revenues approved by the Council; or 3) incremental general fund revenues that 


can be specifically attributed to the introduction of the capital project. 


 


c) To finance projects deemed important enough (for safety, legal, efficiency, or other rea-


sons) to lead to a reallocation of existing revenues. 


 


Written justification is required for each proposed lease transaction. The project lease payments 


and a cash flow statement over the life of the transaction are required for every proposed lease 


agreement. This justification should include the following: 


 


a) Detailed explanation of the factors listed in the guidelines; 


 







  


b) Reasons for not recommending a “current payment” alternative; 


 


c) Explanation for not recommending financing through bond issuance. 


 


Other Types of Debt 


 


The City can act as a conduit for financing a variety of public/private partnerships where a pri-


vate enterprise uses the City as a means of obtaining lower cost financing. These issues in the 


past have included "B-Bonds" for subdivision development and Industrial Revenue Bonds 


(IRBs) for manufacturing plant expansions. The City has also used Tax Increment Financing 


District revenue to fund general obligation and revenue debt issues. Each type of debt issuance 


has a different type of concern or issue to deal with. 


 


B-Bonds potentially have the greater risk compared to Industrial Revenue Bonds for the City, 


and even though the B-Bond debt is not an obligation of the City, there may be an effect on the 


credit rating of the City if the bond issuer defaults. The City should require that the party seeking 


the bonds provide the City with a financial plan that demonstrates the need for the special debt 


and that the project can sustain the necessary debt payments. In particular the City should deter-


mine the likelihood of the special assessments not being paid off in a timely manner and how the 


developer could pay the installments in that case. The City should require the establishment of a 


reserve account equal to one year's principal and interest payment. The City should recover all 


administrative and issuance costs for the term of the bonds from the bond issuer by insuring that 


all of the administrative costs are included in the special assessments. The City will not issue any 


B-bond debt for any improvements coupled with a  housing development project until there is a 


shortage of single family housing as determined by the Dane County Regional Planning Com-


mission or some other recognized agency that can provide housing availability statistics. 


 


Industrial Revenue bond debt merely uses the City as a conduit for obtaining lower cost financ-


ing. Due to the nature of these types of projects, the City has no risk in the case of a default. The 


City should insure that the issuance of IRB provides benefit to the City through the creation of 


jobs or improvements to the manufacturing capabilities at the site and not for refinancing pur-


poses. The City should recover all administrative and issuance costs for the term of the bonds 


from the bond issuer. 


 


Tax Increment Financing District debt is really just another way to collect the funds necessary to 


pay for the construction of the infrastructure designed to serve the district. The revenue is from 


the differential of the original tax revenue collected from the district before it was created and the 


value of the growth. The  risk to using TIF debt financing is that the projections of growth may 


fail to materialize as quickly as expected and the shortfall which is a general obligation or reve-


nue obligation of the City will have to come from the general taxpayers and not the property 


owners that specially benefit from the project. State law was changed in 1995 and established 


new controls over the issuance of TIF debt. As a general guide the City should only undertake 


TIF projects if there is a committed project that will fund a substantial portion of the expected 


debt service. The TIF debt project should only be undertaken if the initial project plus the sched-


ule of improvements over a ten-year period will pay off in ten years or less. The same type of 







  


analysis identified in the Debt Analysis Criteria starting on page two should be done for TIF 


related debt as for normal general obligation debt. 


 


Summary of Long-term Obligations 


 


Legal Considerations 


 


General Obligation Bonds and Notes Chapter 67 of the State Statutes. The City is authorized to 


issue General Obligation Bonds payable from ad valorem taxes to finance capital improvements. 


The repayment term for bonds cannot exceed 20 years and notes cannot exceed 10 years. The 


Wisconsin State Statutes provide that the amount of bonds payable from tax receipts (including 


bonds payable from special assessments) will not exceed 5% of the total equalized valuation of 


the taxable property in the City. 


 


Revenue Bonds for Cities Section 66.51 of the State Statutes. The City is authorized to issue 


Industrial Revenue Bonds payable from revenues generated from the owner of the project. The 


repayment term cannot exceed 35 years. The Wisconsin State Statutes provide that the credit of 


the City will not be pledged to repay this form of debt. This type of debt will not count toward 


the 5% calculation discussed above. 


 


Revenue Bonds for Utility Purposes Section 66.066 of the State Statutes. The City is authorized 


to issue Revenue Bonds payable from revenues generated from the income of the utility systems 


like water, sanitary sewer, electric, transportation and other related types of capital improve-


ments. The repayment term cannot exceed 40 years. The Wisconsin State Statutes provide that 


the credit of the City will not be pledged to repay this form of debt. This type of debt will not 


count toward the 5% calculation discussed above. 


 


Special Assessment B-Bonds Section 66.54 of the State Statutes. The City is authorized to issue 


B-Bonds payable from special assessments levied against benefiting properties. The B-Bonds 


can be used to construct improvements like streets, water and sewer lines, sidewalks, street light-


ing, etc. The repayment schedule is complex because the repayment schedule must match that of 


the special assessment plan for the particular project. The term cannot exceed the length of time 


that the special assessment project is levied for in the adopting ordinance. The Wisconsin State 


Statutes provide that the credit of the City will not be pledged to repay this form of debt. This 


type of debt will not count toward the 5% calculation discussed above. 


 


Tax and Grant Anticipation Notes. The City is further empowered under the State law to borrow 


money to meet the cash requirements of any fund in anticipation of revenue receipts from the 


current fiscal year. All such tax and revenue anticipation notes must be repaid within nine 


months from the date borrowed and in no event beyond the end of the fiscal year in which the 


debt was incurred. 


 


The City has never utilized tax anticipation or grant anticipation notes, but could do so under the 


procedures outlined in the State Statues. Unlike tax and revenue anticipation notes which repre-


sent the full faith and credit obligations of the City payable from the General Fund revenues, 


grant anticipation notes are special obligations payable solely from, and secured by, federal 







  


highway grants. The taxing power of the City is not pledged to the payment of the notes, nor do 


the notes constitute an indebtedness of the City within the meaning of any constitutional, statuto-


ry or charter provision. 


 


Bonds, Notes, and Leases Outstanding 


As of January 1, 1999, the City has general obligation bonds totaling $10,971,551 outstanding.    
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DISPOSAL OF CITY PROPERTY 


 
 


1. The estimated value of the item to be disposed of must exceed $25.00.  Should the value exceed 


$500.00 the Finance Committee and Council action is required, or in the case of the Utilities, the 


Utilities Committee, or in the case of the Library, the Library Board. 


 


2. A notice of intent to dispose of the item should be mailed to all City department heads to ensure 


that there is not a use for the item by another City department.  (This is for department use only 


and not employee purchase for personal use. 


 


3. If it is possible to use the item as a "trade in" on a new like item, a value can be established in 


this manner and then the following steps may be followed. 


 


4. A classified ad should be run in the Shopper and Hub, describing the item and requesting sealed 


bids by a specified time and date. 


 


5. A notice as above should be placed on the bulletin board of all departments so that employees 


have an opportunity to bid. 


 


6. If an item with an estimated value greater than $500 is to be sold, a decision may be made to 


advertise it for sale in the "Municipality" or in trade journals. 


 


7. The check for the proceeds of this sale should be delivered to the Finance Director for deposit to 


the proper account for the appropriate department.  The Utilities Accountant will deposit the 


proceeds in the proper account for any Utilities sales. 


 


Sample  
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FOR SALE 


 
1978  f700 Ford Dump Truck, with 5-yard box.  


May be seen at the City of Stoughton Street 
Department Shop, 515 S. Fourth St., between 
7:00 a.m. and 4:00 p.m., Monday through 


Friday.  Sealed bids will be received.  Send 
bids to: 


City of Stoughton 


Attention:  Street Dept. BIDS 
381 E. Main Street 
Stoughton WI  53589 


 
Published February 14 &15, 1990 
  


 








CITY OF STOUGHTON 


POLICY ON CITY-OWNED INFRASTRUCTURE 


 


 


The following policy has been adopted by the City Council as of December 14, 1999: 


 


In order to preserve accessible public right-of-way for future City-owned infrastructure, 


the City: 


 


1. Reserves the north and west street traffic and parking lanes for watermain 


installation 


 


2. The street centerline for sanitary sewer installation 


 


3. The curb and gutter lines for storm sewer installation 


 


4. The south and east street traffic and parking lanes for future reinforcement water 


main, sanitary sewer mains and storm sewer mains. 
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INTEREST ON DONATED FUNDS POLICY 
 


 


1. Donations are routinely expected to be expended for the purpose designated, within the 


current budget year. 


 


2. Individual donation activities are tracked for amount donated, versus amount spent. 


 


3. Net donation balances at year end, exceeding $5,000 but less than $10,000, will have an 


appropriate estimated earnings amount calculated and applied, with the resultant balance 


recorded as a "reserved" portion of City over-all Fund Balance. 


 


4. Ongoing donation activities which have been approved for a multi year project, (i.e. 


Opera House), and exceed $10,000 in net balance, will be tracked monthly and have 


interest earnings calculated and applied monthly based on the month's net activity. 


 


5. Minor donation activities, less than $5,000 net, are expected to be expended and will not 


earn interest. 
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CITY OF STOUGHTON INVESTMENT POLICY 


RESOLUTION # R-21-00 


(A further clarification of Ordinance #3.12) 


 


 


1.0 Policy 


 


It is the policy of the City of Stoughton to invest public funds in a manner which will provide 


the highest investment return with the maximum security while meeting the daily cash flow 


demands of the city and conforming to all state and local statutes and any bond resolution 


restrictions governing the investment of public funds. 


 


2.0 Scope 


 


This investment policy applies to all financial assets of the City.  These funds are accounted for 


in the City’s Annual Financial Reports, including those of the Stoughton Electric, Water and 


Wastewater Utilities. 


 


3.0 Prudence 


 


Investments shall be made with judgement and care—under circumstances then prevailing—


which persons of prudence, discretion and intelligence exercise in the management of their own 


affairs, not for speculation, but for investment, considering the probable safety of their capital 


as well as the probable income to be derived.  The standard of prudence to be used by 


investment officials shall be the “prudent person” standard and shall be applied in the context 


of managing an overall portfolio. 


 


4.0 Objective 


 


The primary objectives, in priority order, of the City’s investment activities shall be: 


 


4.1 Safety:  Safety of principal is the foremost objective of the investment program.  


Investments of the city shall be undertaken in a manner that seeks to ensure the 


preservation of capital in the overall portfolio. 


 


4.2 Liquidity:  The city investment portfolio will remain sufficiently liquid to enable the 


city to meet all operating requirements which might be reasonably anticipated. 


 


4.3 Return on Investment: The city investment portfolio shall be designed with the 


objective of attaining a market rate of return throughout budgetary and economic 


cycles, taking into account the city’s investment risk constraints and the cash flow 


characteristics of the portfolio. 


 


 


 


 







5.0 Delegation of Authority 


 


Management responsibility for the investment program is delegated to the City of Stoughton 


Director of Finance, who shall establish written procedures for the operation of the investment 


program consistent with this investment policy.  Such procedures shall include explicit 


delegation of authority to persons responsible for investment transactions.  No person may 


engage in an investment transaction except as provided under the terms of this policy and the 


procedures established by the Director of Finance.  The Director of Finance shall be 


responsible for all transactions undertaken and shall establish a system of controls to regulate 


the activities of subordinate employees. 


 


6.0 Authorized Financial Dealers and Institutions 


 


The Director of Finance will maintain a list of financial institutions authorized to provide 


broker and investment services.  No public deposit shall be made except in a qualified public 


depository as established by state laws and as authorized by the city. 


 


Every two years the City will request bids for banking services (for two-year terms) from 


qualified local banks. 


 


A current audited financial statement is required to b e on file for each financial institution and 


broker/dealer in which the City invests. 


 


7.0 Authorized & Suitable Investments 


 


The City is empowered by Wisconsin State Statutes 66.04(2) & 25.50, to invest in the 


following types of securities: 


 


1. Time deposits in any credit union, bank savings bank, trust company or savings and loan 


association. 


2. Bonds or securities of any county, city, drainage district, VTAE district, village, town, or 


school district of the state. 


3. Bonds or securities issued or guaranteed by the federal government. 


4. The local government investment pool and Wisconsin Investment Trust. 


5. Any security maturing in seven years or less and having the highest or second highest rating 


category of a nationally recognized rating agency. 


6. Securities of an open-end management investment company or investment trust, subject to 


various conditions and investment options. 


7. Repurchase agreements with public depositories, with certain conditions. 


 


8.0 Collateralization 


 


Collateralization will be required on all demand deposits as well as certificates of deposit and 


repurchase agreements.  In order to anticipate market changes and provide a level of security 


for all funds, the collateralization level will be one hundred two percent (102%) of market 


value of principal and accrued interest. 







 


Collateral will always be held by an independent third party with whom the City has a current 


custodial agreement.  A clearly marked evidence of ownership (safekeeping receipt) must be 


supplied to the City and retained. 


 


The right of collateral substitution is granted. 


 


9.0 Diversification 


 


The City will diversify its investment by security type and institution.  With the exception of 


U.S. Treasury securities and authorized pools, no more than 50% of the City’s total investment 


portfolio will be invested in a single security type or with a single financial institution. 


 


10.0 Maximum Maturities 


 


To the extent possible, the City will attempt to match its investments with anticipated cash flow 


requirements.  Unless matched to a specific cash flow, the City will not directly invest in 


securities maturing more than 7 years from the date of purchase. 


 


11.0 Internal Control 


 


The Director of Finance shall establish an annual process of independent review by an external 


auditor.  This review will provide internal control by assuring compliance with policies and 


procedures. 


 


12.0 Reporting 


 


The Director of Finance is charged with the responsibility of including a report on cash and 


investment activity and returns monthly to the city council. 


 


13.0 Investment Policy Adoption 


 


This City investment policy shall be adopted by resolution of the City Council.  The policy may 


be reviewed periodically and any modifications made thereto must be approved by the city 


council. 
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CITY OF STOUGHTON 


PURCHASING POLICY 


 


 


I. PURPOSE 


The purpose of this Policy is to provide for the fair and equitable treatment of all persons 


involved in public purchasing by the City of Stoughton, to provide guidance and procedures to 


be followed for the procurement of goods and services for all departments, and to provide 


safeguards for maintaining a procurement system of quality and integrity which is deserved by 


City taxpayers. 


 


II. OBJECTIVES 


The objectives of the City's purchasing policy are: 


 


A. To ensure that materials, equipment, and services are purchased at the lowest 


prices consistent with quality and performance; 


B. To provide adequate controls over City expenditures and financial commitments 


with proper documentation; 


C. To obtain quality goods required by City Departments; and 


D. To provide a standardized system of purchasing for use by all City departments. 


 


III. APPLICATION 


This policy applies to all procurements of supplies, services, and construction, entered into by 


the City of Stoughton after the effective date of this Policy. It shall apply to all expenditures of 


public funds by a City employee for City purchasing irrespective of the source of funds. When 


the procurement involves the expenditure of federal assistance or contract funds, the 


procurement shall be conducted in accordance with any mandatory applicable federal law and 


regulations. Nothing in this Policy shall prevent any City employee from complying with the 


terms and conditions of any grant, gift, or bequest that is otherwise consistent with law. 


 


IV. VENDOR DISCOUNTS 


It is the policy of the City to take advantage of available vendor/trade discounts and government 


pricing when the available discount provides the lowest cost for the same quality. 


 


V. NON-BUDGETED ITEMS 


All requested expenditures should be provided for in the current budget. However, purchases that 


have not been provided for in the current budget will require City Council approval, and Council 


action will be taken to provide corresponding budget transfers. The Department Head should 


notify the committee Chairperson of their reporting committee and provide written 


documentation regarding the expenditure. The Committee will than make a recommendation and 


provide the information to the Finance Committee at their next meeting to review the request and 


recommend necessary transfers. 


 







 


 


 


VI. EMERGENCY PURCHASES OF NON-BUDGETED ITEMS 


Emergency purchases shall only be made to: 


 


A. Prevent delays in construction or delivery of essential services 


B. To stay an immediate threat to the health or safety of the public and employees. 


 


For emergency purchases of non-budgeted items or services, the appropriate Department Head 


shall make every effort to obtain three quotes for the item. The purchase shall be approved by the 


City Finance Director and the Mayor prior to ordering the item. In the absence of the Finance 


Director or the Mayor, the purchase shall also be approved by the Council President prior to 


ordering the item. 


 


VII. LOCAL MERCHANTS: For purchases up to $15,000: 


Taking price, quality, performance and service into account, the City will first give reasonable 


consideration to local merchants whose price quotes are within 5% of outside merchants. 


 


VIII. EMPLOYEE CONFLICT OF INTEREST 


It shall be unethical for any City employee to participate directly or indirectly in procurement 


contract if the City employee knows that: 


 


A. The City employee or any member of the City employee's immediate family has a 


financial interest pertaining to the procurement contract; or 


B. Any other person, business, or organization with whom the City employee or any 


member of the City employee's immediate family is negotiating or has an 


arrangement concerning prospective employment is involved in the procurement 


contract.  


 


IX. POLICY 


The provisions of Wis. Statute 62.15 take precedence over any portion of this policy that may 


conflict. Public construction over $15,000 shall be publicly bid. 


 


X. RESPONSIBILITY OF THE FINANCE DIRECTOR 


 


A. Ensure funds are available for purchases pursuant to the budget. 


B. Ensure the account is accurate in amount and a proper charge against the treasury. 


C. Ensure the goods or services were duly authorized by the designated responsible 


party. 


D.  Provide a report of all expenditures to the Finance committee monthly. 


E. Review Purchase Orders for accuracy and completeness before approval. 


 


XI. PURCHASING PROCEDURE 


 


A. Purchases made by the City of Stoughton are grouped under the following 


categories: 







 


 


1. Purchases up to $1000.00 


If the estimated price of an item is $1,000 or less and is budgeted, the appropriate 


Department Head is authorized to purchase said item. A Purchase Voucher must 


be attached to the invoice and turned into the City Finance Director. The City 


Finance Director will review the invoice for proper account coding and 


authorization before payment is made. 


 


2. Purchases over $1000.00 to $5,000.00 


Purchase Authorization is required. For the purchase of a budgeted item involving 


an estimated expenditure of more than $1,000 and less than $5,000, the 


appropriate Department Head must make every effort to solicit enough quotes in 


order to receive at least two oral or written. If the lowest quote is not 


recommended by the Department Head, a report must be submitted to the City 


Finance Director stating the reasons for the recommendation. The quotes shall be 


approved by the Finance Director prior to ordering the item. 


 


3. Purchases over $5,000 to $15,000 


A Purchase Order is required. For the purchase of a budgeted item involving an 


estimated expenditure of more than $5,000 and less than $15,000, the appropriate 


Department Head must make every effort to solicit enough quotes in order to 


receive at least three. If the lowest quote is not recommended by the Department 


Head, a report must be submitted to the City Finance Director stating the reasons 


for the recommendation. The quotes shall be approved by the Finance Director 


and the Mayor prior to ordering the item. 


 


4. Purchases of $15,000 or more not covered by section 62.15 or Wis. 


Statutes. 


Every effort must be made to send out enough bids or quotation requests in order 


to receive a minimum of three written quotes in order that the proper Council 


Committee can make a recommendation. Bids and quotations shall be opened and 


examined and a report shall be made to the appropriate Council Committee 


concerning the bids or quotations received. The report shall contain a 


recommendation concerning the bid to be accepted or rejected. If a bid other than 


the lowest bid or quotation is recommended, the report shall state the reasons for 


such a recommendation, which shall be forwarded to the City Council. Any 


project receiving only one bid shall be rebid unless it is approved by a three-


fourths (3/4) vote of the Standing Council Committee. The City has the right to 


reject any and all quotes and/or bids. 


 


5. Public Construction over $25,000.00 


All public construction in which the estimated cost exceeds $25,000 shall be let 


by contract to the lowest responsible bidders. The bidding process shall 


incorporate the requirements in Section 62.15 and 66.0901 Wisconsin Statutes. 


Any project receiving only one bid shall be rebid unless it is approved by a three-







 


fourths vote of the Council. The City has the right to reject any and all quotes 


and/or bids. 


 


6. Change orders in Public Construction Contracts 


Whenever it is reasonably possible, a proposed increase in the cost of a public 


construction contract resulting from a change in the scope of the project shall be 


presented to the Finance Committee for recommendation to the Common Council 


for approval provided it will not result in a costly delay to the construction 


project. If the cost of delaying the project is prohibitive, the appropriate 


Department Head, the City Finance Director, and the Mayor shall approve change 


orders that are a result of a change in the scope of the project. The Common 


Council prior to final payment on the contract must approve all change orders. 


 


B. A Purchase order is NOT REQUIRED for the following purchases: 


 


1. Professional contracted service such as legal, architectural, engineering, 


auditing, maintenance contracts, and janitorial contracts. These 


expenditures are contracted and must have prior Council approval. 


2. On-going Utility expenditures such as electricity, natural gas, and 


telephone services.  


3. Payroll and related expenses such as employee insurance payments, 


pension payments and mandatory state and federal employee withholding. 


The City Finance Director will automatically charge the appropriate 


budget accounts. 


4. Routine expenditures, such as insurance premiums, health claims and 


bond payments, which received prior Council approval and authorization. 


The City Finance Director will automatically charge the appropriate 


department budget account. 


5. Large supply orders that are quoted at least annually. An example would 


be Street Department salt/sand purchases. 


 


XII. EMPLOYEE REIMBURSEMENTS 


An employee reimbursement form with the corresponding receipts attached, and appropriate 


Department Head authorization will be presented to the City Finance director for approval. The 


City Finance Director will verify the appropriate budget account numbers and amounts prior to 


payment being made. 


 


APPROVED BY THE COMMON COUNCIL: June 24, 2008 
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POLICY REGARDING THE REPORTING OUT 


OF AUDITS, REPORTS AND STUDIES 


 


 


Audits, reports and studies will be reported out to the Common Council when: 


 


1. They have been initiated and authorized by the Council; or 


2. Recommendations have fiscal impacts; or 


3. Recommendations require or recommend policy changes; or 


4. Recommendations relate to oversight functions of Committees or Council. 


 


Timely reporting is important to the implementation of recommendations. Therefore, the 


Common Council will receive the final audit, report or study within 60 days of receipt, allowing 


30 day review by the Common Council before a vote is taken. 


 


Stoughton Utilities staff will keep the Stoughton Utilities Committee aware of all externally 


prepared studies, reports and audits, provide presentations, and complete documents and/or 


executive summaries as required by the Committee. Homeland Security information will be 


distributed confidentially, presented in close session, and retained by staff. The Utilities 


Committee will determine what information is to be provided to the Common Council. 


 


APPROVED BY THE COMMON COUNCIL: May 24, 2005 
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SAFETY AWARD POLICY 
Adopted by Council 9/27/05 


 


 


To reflect Council action of 9/15/04 which had the prior support of the Safety 


Committee, Wellness Committee, Utility Committee and Finance Committee. 


 


The City’s policy is to ear-mark 20% of any Workers Compensation Insurance Dividends 


for Employee Wellness programs.  In 2004 – 2005 the City Council approved Health 


Club memberships at the Southern Wisconsin Health Club, as well as various equipment 


upgrades and facility improvements to the in-house exercise room located in the Public 


Safety Building.  Club usage is available to all full time and permanent part time 


employees.  Costs of other Employee Wellness programs such as Health Fairs, organized 


walks and bike rides, health related publications, etc… are approved on an individual 


basis by the City Council. 








STOUGHTON AREA SENIOR CENTER 


SPECIAL GIFT FUND POLICY 


 


 


All monies deposited with the City in the Special Gift Fund are to be used to address needs of the 


Senior Center that can not be met by the yearly budget. City finance staff will be charged with 


investment of these funds per the existing City investment policy. Special gift monies may be 


designated or undesignated. Spending of undesignated funds shall be approved by the 


Commission on Aging. 


 


I. DESIGNATED 


Donations and grants with a specific purpose (memorials, gifts, bequeaths etc.) shall be 


classified as designated funds. Those funds shall be spent for those specific purposes. 


 


II. UNDESIGNATED 


Donations with no specific purpose other than general support of the Senior Center shall 


be classified as undesignated funds. The Senior Center director will submit for approval 


the recommendations for the distribution of these funds to the Commission on Aging.  


 


The Stoughton Area Senior Center reserves the right to refuse a gift of any kind due to the nature 


of the gift and the failure for the gift to fit the mission of the Senior Center. 


 


APPROVED BY THE COMMISSION ON AGING: May 2, 2006 


APPROVED BY THE COMMON COUNCIL: June 27, 2006 
S:\Clerks Office\Policies Procedures and Emergency Plans\SENIOR SPECIAL GIFT.docx 
S:\Clerks Office\Policies Procedures and Emergency Plans\SENIOR SPECIAL GIFT.pdf 


LASERFICHE:\Stoughton\Policies Procedures and Emergency Plans\Senior Special Gift 


 


 





