
OFFICIAL NOTICE AND AGENDA

Posted: Tuesday, June 9, 2011 @ 10:30 am

Special Meeting
of the: Personnel Committee
Date/Time: Monday, June 13, 2011 @ 5:00 pm
Location: Stoughton City Hall (381 E. Main Street) - Hall of Fame Room
Members: Greg Jenson(ch), Sonny Swangstu, Paul Lawrence(vc), Larry Peterson, Donna Olson (ex-officio)

AGENDA ITEMS FOR CONSIDERATION

1) Call to order.

2) Minutes of Prior Meeting(s): 5/23/2011

3) Consider filling Administrative Ass't Position in the Police Department due to retirement.

4) Establish eligibility list to fill potential future vacancies in the Patrol Officer position.

5) Extension Deadline re: Residency Requirement for Police Chief.

8) Adjournment.

Donna Olson, Mayor
Kelly Michaels, CityClerk

It is possible that members of, and possibly a quorum of members of other committees of the Common Council of the City of Stoughton may be in

attendance at the above-mentioned meeting to gather information. No action will be taken by any such groups at the above-mentioned meeting

other than the committee specifically referred to in this notice.

Please note that, upon reasonable notice, efforts will be made to accommodate the needs of disabled individuals through appropriate aids &

services. For information or to request this service, contact the City Clerk at (608) 873-6692

Distribution List: Media, Council, Mayor, Leadership Team, Clerk/Personnel Director & staff, Attorney Matthew Dregne

of a meeting of a City Board, Commission, Department, Committee, Agency, Corporation, Quasi-
Municipal Corporation, or sub-unit thereof.

(All items listed may be acted upon unless noted specifically for communication only.)

IMPORTANT: THREE (3) MEMBERS NEEDED FOR A QUORUM: If you are unable to attend the meeting, please
notify the City Clerk by calling (608)873-6677 or via email kmichaels@ci.stoughton.wi.us
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MINUTES
MEETING OF THE PERSONNEL COMMITTEE
Date: Monday, May 23, 2011 – 5:30 p.m., in the Hall of Fame Room at City Hall.


Personnel: Members Present: Greg Jenson, Paul Lawrence, Larry Peterson, Mayor
Donna Olson. Members Excused: Sonny Swangstu.


Others Present: City Clerk Kelly Michaels, Pili Hougan, Tamarah Bader-Flores,
Debbie Blaney.


Call to Order: Chairperson Greg Jenson there was a quorum present and called the
meeting to order at 5:30 pm.


Minutes of the Prior Meeting:
Motion by Lawrence, second by Peterson to approve the minutes of the 4/28/2011
meeting. Motion carried 4-0.


Fitness Contract (Navitas & Anytime Fitness):
Clerk Kelly Michaels explained that the City currently has a contract with Navitas that
has recently expired. The renewal was considered by Finance along with a proposal
from Anytime to provide a similar service. It was referred to Personnel Committee for a
recommendation. In addition, the Finance Committee asked that Navitas take a
second look at their pricing structure to offer an alternative. The area of concern was
that the contract would charge 1 membership for every ten visits by a City
employee/family. Therefore if one employee visits 30 times, three memberships would
be charged. Michaels indicated Navitas charges $32 per 10 visits and Anytime charges
$25 per 10 visits.


Lawrence pointed out that the main difference between the two proposals was that
Anytime Fitness was available for use 24 hours a day un-manned and Navitas has set
hours but there is staff on premise. He indicated both services offer a benefit to
employees including staff working shifts who currently are excluded due to the limited
hours at Navitas.


Mike Wilk of Navitas was present to answer any questions about the proposed contract
renewal. He noted that in their analysis, the City was financially better off using the per
visit structure but he did offer an alternative for individual memberships.


Motion by Lawrence, second by Peterson to recommend the City offer both fitness
services on a per visit membership basis of 10 visits equals 1 membership. Motion
carried 4-0.


Hire Ass’t Director Position at the Senior Center:
Michaels explained that the Senior Center has received notice from the Assistant
Director of her intent to resign her position with the City of Stoughton effective July
22nd. Due to the critical nature of this position, the Director is asking for permission to
fill the position without change to the job description.
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Members reviewed the position description and need for replacing the vacancy of this
position at the Senior Center.


Motion by Lawrence, second by Peterson to hire an Ass’t Director at the Senior Center
as requested. Motion carried 4-0.


Review / Revision of Position Descriptions including possible addition of an HR
Generalist position in the Clerk/Personnel Office:
Michaels presented job position descriptions for the Receptionist and Deputy Clerk staff. She
highlighted changes noting staff members were asked to review their descriptions for accuracy
and to indicate duties they were regularly performing that were not currently included in their
position description.


Michaels reported that in her discussions with staff she learned that over the past several years
a full time administrative assistant in the Mayor’s Office was eliminated with many of the clerical
duties being shifted to the Clerk’s staff. In addition, a part time clerical was moved to Finance,
however many of the duties performed by this position was remained with Clerk’s staff. In
addition, dog licensing which is currently listed in the Deputy Treasurer’s job description is being
performed solely by the receptionist staff in the Clerk’s office. The loss of these clerical
positions coupled with many changes in laws and processes dealing with elections, health care
and benefits have really impacted the department’s ability to perform the present demands in
the clerical function for all staff members.


In reviewing her own job description, Michaels noted she is often put the position of having to
perform in a clerical role to accomplish the volume of work in a timely manner. She noted there
are several important city initiatives that need her attention including a formalized city wide
employee evaluation system, an effective EAP Program, an effective electronic records
retention process, the new Budgeting for Outcomes process, various council and mayoral
directives, training and administrative changes in elections and updates in processes related to
personnel and employment. These areas need planning but are failing to get the attention they
deserve because we are all putting out the fire in day to day clerical demands and deadlines.
Every day brings more demand than we are able to keep up with and the paperwork piles up.
She recommended adding a skilled clerical position with HR Generalist experience. She
explained the position would be a confidential clerical position to support the department’s
personnel services side and reviewed a standard job description in the industry.


Members discussed the descriptions and work load in the Clerk’s Office. It was the consensus
of members that adding an HR Generalist position made sense however in this budget climate
would be financially challenging to accomplish. Members requested the Clerk finalize
descriptions and return them to the committee along with a wage survey and mechanism for
funding as soon as possible. A special meeting was scheduled for Monday, June 13, 2011 at
5:00 pm.


Communications / Future Agenda items:
Members requested the Work Rules be emailed to them and that each monthly meeting, a
section of those rules be placed on the agenda for review and possible update until the entire
document has been considered. Members requested the City’s Health Insurance Plans be
reviewed and reported on in the coming months as well.
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The next regular meeting is June 27, 2011 at 5:30 pm. A special meeting was set for June 13,
2011 at 5:00 pm.


Motion by Lawrence, second by Peterson to adjourn the meeting. Motion carried 4-0.
Meeting adjourned at 8:25 pm.


Respectfully submitted,


Kelly Michaels, CMC, WCMC
City Clerk/Personnel Director








HIRING POLICY
CITY OF STOUGHTON


(OTHER THAN DEPARTMENT HEADS)


1. Filling a currently existing, but vacant position is initiated by the Department
Head by contacting the City Clerk/Personnel Director and Mayor that the
position is vacant and providing a recommendation to fill or not fill the
position.


2. Creating a new position requires the advice of the Mayor and the approval of
the appropriate oversight committee and the Council. Positions in the
Electric, Wastewater and Water Utilities also requires Utilities Committee
approval. The next step in the procedure is contact with the Personnel
Committee. The committee must be provided with a Job Title, Job
Description and recommended pay ranges as provided by the City
Clerk/Personnel Director. The union must be notified in writing upon the
creation of any new job titles for permanent part-time positions of at least 20
hours per week and for all full time positions within the Public Works
bargaining unit, excluding managerial, supervisory, confidential and
professional employees. (See Article 8, Section 2 of the Public Works
Contract).


3. Positions to be filled in the Police (excluding dispatchers) or Fire Departments
are done with the approval of the Police and Fire Commission. Positions to
be filled at the Library are done with the approval of the Library Board. There
is no Personnel Committee involvement, unless a new position is created.
The Personnel Director, or designee, will participate in the interview process.


4. Internal posting of the positions (new or replacement) is required for at least
five (5) working days, which days shall be in two (2) separate weeks before
the final date of acceptance of applications.


5. If position is not filled from within, outside advertisement will be initiated by
and managed by the City Clerk/Personnel Director’s staff for conformance to
Federal requirements.


6. All applications shall be submitted confidentially to the City Clerk/Personnel
Director. If driver license investigations are required, the City
Clerk/Personnel Director will have those provided to the Interview Panel. The
Interview Panel will consist of the Department Head or designee, a member
of the Common Council and other appropriate City employee(s) or non-city
employee(s) with the appropriate technical/professional background. The City
Clerk/Personnel Director, will participate in all interviews.
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7. The Interview Panel will help develop questions for the prospective
interviewees and develop benchmark answers for those questions. The City
Clerk/Personnel Director will provide the protocol and forms to be used by the
Interview Panel.


8. Applications are then paper screened by the Interview Panel. Testing may be
used, City Clerk/Personnel Director’s Staff will be available for support.


9. The Interview Panel should interview at least five (5) applicants if available
and certify the top applicant to the Department Head along with a list of the
remaining applicants in prioritized order. Choice by the Department Head
other than the top candidate requires a written response to the Mayor
documenting the reason(s) for not choosing the Interview Panel’s
recommendation. Reference checks will be the responsibility of the
Department Head.


10.A pre-employment physical is required after an offer of employment is made
to any candidate. The purpose of the requisite pre-employment physical is to
insure the candidate is capable of performing the essential functions of the
position offered. The physicians for the pre-employment physical will be
designated by the City. These physicians must be used if the applicant lives
in the area. If applicant does not live in the area, a physician other than
his/her personal physician must be used.


11.Orientation of the new employee will be done by the City Clerk/Personnel
Director’s staff, with insurance enrollment, retirement forms and other
necessary paperwork completed at that time. Benefits will be reviewed, work
and safety rules explained. The Local Government Handbook is given to new
employees. Department Heads and the employee’s immediate supervisor
will go over Work Rules and specify safety requirements in more detail. All
bargaining unit positions will also receive a copy of their union contract.


Approved by Council: 05/09/06







City of Stoughton
Position Description


Name: Department: Police


Position Title: Administrative Assistant Pay Grade: FLSA: E


Date: September 2005 Reports To: Chief of Police


Purpose of Classification


The purpose of positions in this classification is to supervise, plan, organize, and direct the duties of
civilian staff of the Police Department.


Essential Duties and Responsibilities


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


 Assigns non-sworn personnel to dispatch, clerical, and crossing guard tasks.


 Schedules non-sworn personnel for work shifts, vacation, court relief and training.


 Supervises and conducts functions related to Municipal and Circuit Court activities such as
reviewing reports and citations, swearing to and signing complaints, summons, and warrants;
receiving and accounting for monies.


 Operates department vehicles and equipment in performance with court duties and related tasks.


 Receives and processes complaints against civilian personnel. Implements discipline. Reviews
tasks of civilian personnel performance and prepares performance evaluations.


 Performs Dispatcher duties in time of need or relief of normally scheduled Dispatcher.


 Assists in decision making for civilian staff selection, hiring, promotion, termination and training.


 Develops and implements Department Policy and Procedures used for the efficient operation of
department resources.


 Coordinates overall program management to ensure alignment of programs and department
activities with strategic goals, defined initiatives and approved budget priorities.


 Coordinates dispatcher training and career development program, including identifying training
requirements and advising on appropriate training programs.







City of Stoughton Administrative Assistant
Position Description


 Prepares reports as required.


Training and Experience Required to Perform Essential Job Functions


Wisconsin TIME certification with four years dispatcher experience, or any combination of education
and experience that provide equivalent knowledge, skills, and abilities. High school Diploma required.
Experience in coordinating activity with criminal and municipal courts preferred. Maintain a valid
Wisconsin driver’s license with good driving record.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


 Ability to analyze data and information using established criteria, in order to determine
consequences and to identify and select alternatives. Ability to compare, count, differentiate,
measure and/or sort, as well as assemble, copy, record and transcribe data and information.
Ability to classify, compute, tabulate, and categorize data.


 Ability to counsel, treat and mediate, and/or provide supervision. Ability to persuade, convince,
and train others. Ability to advise and provide interpretation regarding the application of policies,
procedures and standards to specific situations.


 Ability to communicate orally and in writing with attorneys, Department personnel, other city
employees and elected officials, judges, prosecutors, news media personnel, and the general
public.


Mathematical Ability


 Ability to add, subtract, multiply and divide, and calculate percentages, fractions, and decimals,
and ratios.


Judgment and Situational Reasoning Ability


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


 Ability to exercise the judgment, decisiveness and creativity required in situations involving the
evaluation of information against sensory and/or judgmental criteria.


 Ability to use functional reasoning in performing influence functions such as supervision,
managing, leading, teaching, directing and controlling.


 Ability to exercise the judgment, decisiveness and creativity required in situations involving the
direction, control and planning of an entire program or multiple programs, as well as in
determining when and if to deviate from established protocol.







City of Stoughton Administrative Assistant
Position Description


Supervisory Skills


 Ability to assign, supervise and review the work of paid and volunteer staff.


 Ability to make decisions regarding the selection, training, discipline and discharge of employees.


Physical Requirements


 Ability to operate equipment and machinery requiring simple but continuous adjustments, such as
motor vehicle, typewriter/computer keyboard, two way radio, intoxilyzer, telephone, fax, alarms.


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


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


Environmental Adaptability


 Ability to work under moderately safe and comfortable conditions where exposure to
environmental factors such as potential violence and disease poses a minor risk of injury.


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


____________________________ _______________________________
Employee’s Signature Supervisor’s Signature


____________________________ _______________________________
Date Date


1-26-99


Council Approved 9-13-05








HIRING POLICY: CITY OF STOUGHTON POLICE (SWORN) AND FIRE DEPARTMENTS


1. Filling a present vacant position shall require the Police Chief and Fire Chief to follow the established
guidelines set by the City of Stoughton Hiring Policy and coordination with the City Clerk/Personnel
Director.


2. Creating a new position shall require the approval of the Personnel Committee and Council.


3. Upon Personnel Committee and Council approval of a new position, the Police and Fire Commission
must clearly identify the job description, the job title, and educational experience required by the
applicants, as approved by the City Council. In addition, salary ranges for the position(s) must be
clearly identified as approved by the City Council.


4. Public advertisement of the position(s) shall be checked with the City Clerk/Personnel Director in
order to be certain that ads are in conformity with Federal, state and local regulations.


5. Advertisements of the position(s) shall be included in the Stoughton Courier Hub, the Great Dane
and any other publications deemed appropriate.


6. All applications shall be submitted to the Police and Fire Commission President or his/her designee
through the City Clerks Office.


7. Applications shall be reviewed by the Commission president and/or the appropriate Department Chief
as directed by the Commission, in order to determine that applicants have met the requirements
established by the Police and Fire Commission.


8. Applicants who have met the position’s criteria shall be notified by the Commission president or
designee and informed of the appropriate tests which are required, and of the next steps in the hiring
process.


9. Based upon the number of positions to be filled, the Police and Fire Commission will, in advance of
required testing, determine the number of persons to be interviewed. Those to be interviewed will
come from those who score highest on the exams.


10. The Police and Fire Commission shall elect the top three candidates for each open position and
forward these names to the appropriate chief who shall choose from these candidates the person(s) for
further consideration which may include a background investigation.


11. An eligibility list from interviewed applicants shall be considered active for the period of 12 months
from the time it is established.


12. The candidate(s) of choice will be notified by the Commission president or his/her designee, through
a letter. Such a letter shall offer conditional employment.


(a) For a Police Officer, such a person will be informed that employment is conditioned upon
satisfactory completion of physical, psychological and drug testing.


(b) Chosen Firefighter applicant shall have satisfactory completion of a physical examination, a work
release form signed by their employer, and a commitment to enroll in the required Fire Fighter
Training Course(s)if necessary as identified by the Fire Chief.







Pre-employment physicals will be performed by a physician designated by the City. All testing to be
done at the expense of the city.


13. Orientation of new department staff employees will be the responsibility of the respective department
chief.


Approved by the Police and Fire Commission: 4/24/06
Approved by Council: 5/9/06







City of Stoughton
Position Description


Name: Department: Police


Position Title: Police Officer Pay Grade: FLSA: N


Date: December, 1998 Reports To: Officer in Charge


Purpose of Classification


The purpose of this position is to protect life and property through enforcement of Statutes and ordinances, investigating
incidents and complaints, and monitoring traffic for the City of Stoughton.


Essential Duties and Responsibilities


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


 Patrols City for illegal and dangerous activity.


 Monitors traffic and issues traffic code violation citations. Directs vehicular traffic and pedestrians.


 Responds to traffic collisions, rollovers and reported hazards. Gathers information from participants and witnesses at
scene regarding incidents. Clears road hazards. Assists emergency medical and rescue personnel at traffic collisions
with injured and extrications.


 Responds to citizen complaints. Evaluates situations and gathers information from participants and witnesses.
Detains and/or arrests suspects/participants and transports to appropriate agency. Provides aid to injured persons as
appropriate and within capabilities


 Prepares incident and accident reports.


 Assists in traffic collision and criminal investigations. Gathers evidence and interviews witnesses and suspects.
Participates in search and surveillance activities.


 Testifies in court as required.


 Logs patrol activity.


 Maintains knowledge of current police policy and procedures, traffic and criminal ordinances, State and Federal laws.
Participates in on-going professional training and development.


 Maintains communication with general regarding public safety issues. May make public presentations to community
groups and students regarding crime prevention and police activities.


 Serves warrants, summons, subpoena, court orders and other legal documents to City citizens.


 Transports subjects to other jurisdictions.


 Assists County, State and Federal emergency agency personnel as requested and needed.







City of Stoughton Police Officer
Position Description
 Performs animal control tasks.


 Responds to fire calls and provides traffic control assistance as needed.


Additional Tasks and Responsibilities


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


 Monitors squad car maintenance and reports need for repairs.


 Assists motorists with locked vehicles and persons locked from buildings. Directs lost motorists.


 Responds to utility and other emergencies such as gas leaks, chemical spills, road hazards, etc.


 Assists with Salvation Army vouchers.


 Cleans vehicles.


Minimum Training and Experience Required to Perform Essential Job Functions


High school diploma or equivalent and Wisconsin Police Officer certification with previous experience working with the
public, or any combination of education and experience that provides equivalent knowledge, skills, and abilities.
Certification/training in handgun, shotgun, CPR, OC spray, impact weapon required. A valid motor vehicle operator’s
license required.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


 Ability to analyze data and information using established criteria, in order to determine consequences and to identify
and select alternatives. Ability to compare, count, differentiate, measure and/or sort, as well as assemble, copy,
record and transcribe data and information. Ability to classify, compute, tabulate, and categorize data.


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


 Ability to utilize a variety of advisory data and information such as incident/accident reports, driver license and
motor vehicle registration records, warrant and commitment documents, photos, flow charts, worksheets, logs,
municipal and county ordinances, lab reports, Physician’s Desk Reference, school rosters, a variety of law
enforcement forms, directories, court orders, state statutes, lists, schedules, investigation manuals, TIME system
operating manuals and educational curricula.


 Ability to communicate orally and in writing with juveniles, parents, educators, attorneys, medical care providers,
suspects, witnesses, detainees, business owners, social workers, psychologists, insurance company representatives,
school personnel, District Attorney personnel, Judges, Department personnel, other law enforcement agency
personnel, probation and parole personnel and the general public.


Mathematical Ability


 Ability to add and subtract, multiply and divide, and calculate percentages, fractions, and decimals.


Judgment and Situational Reasoning Ability







City of Stoughton Police Officer
Position Description


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


 Ability to exercise the judgment, decisiveness and creativity required in situations involving the evaluation of
information against sensory and/or judgmental criteria.


Physical Requirements


 Ability to operate equipment and machinery with some requiring complex and rapid adjustments, such as computer
keyboard/typewriter, firearms, restraint devices, squad car, three-wheeler, binoculars, photocopier, intoxilyzer,
radios, tape recorder, fax machine, alarms, 35 mm camera, common mechanic’s tools and measuring devices.


 Ability to coordinate eyes, hands, feet and limbs in performing semi-skilled movements such as drawing, data entry
and appropriate use of firearms.


 Ability to exert moderate physical effort in sedentary to light work, typically involving some combination of climbing
and balancing, stooping, kneeling, crouching, crawling, lifting, carrying, pushing, and pulling. Ability to exert
necessary physical force to restrain or subdue individuals.


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


Environmental Adaptability


 Ability to work under mildly unsafe and uncomfortable conditions where exposure to environmental factors such as
temperature variations, odors, toxic agents, violence, noise, vibrations, wetness, machinery, disease and/or dust can
cause discomfort and where there is a risk of injury.


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


____________________________ _______________________________
Employee’s Signature Supervisor’s Signature


____________________________ _______________________________
Date Date


1-26-99
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Kelly Michaels


From: Dan Kittleson [dkittleson@oakbankonline.com]
Sent: Wednesday, June 08, 2011 8:46 AM
To: Greg Leck; Kelly Michaels
Cc: msbenson@charter.net
Subject: RE: Chief Leck


Yes, that approval was done Monday too.


Dan Kittleson
Senior Vice President & CFO
Oak Bank
P - 608.250.5531
F - 608.441.6001
www.oakbankonline.com
OAK BANK CONFIDENTIALITY NOTICE: The information in this email, including any attachments, is for the sole use of the intended recipient and may contain confidential and
legally privileged information. If you are not the intended recipient, any disclosure, copying, distribution or use of the contents of this information in any manner is strictly
prohibited and may be unlawful. If you received this in error, please contact the sender at (608) 441-6000 and delete the material from any computer.


From: GLeck@ci.stoughton.wi.us [mailto:GLeck@ci.stoughton.wi.us]
Sent: Wednesday, June 08, 2011 8:26 AM
To: Dan Kittleson; KMichaels@ci.stoughton.wi.us
Cc: msbenson@charter.net
Subject: RE: Chief Leck


Dan,


Can you add the PFC’s recommendation to begin the process to establish a hiring eligibility list for police officer as well.


Thanks


Gregory W. Leck
Chief of Police
Stoughton Police Department
321 S. Fourth Street
Stoughton, WI 53589
(608) 873-3374
gleck@ci.stoughton.wi.us


From: Dan Kittleson [mailto:dkittleson@oakbankonline.com]
Sent: Tuesday, June 07, 2011 8:12 AM
To: Kelly Michaels
Cc: msbenson@charter.net; Greg Leck
Subject: Chief Leck


Good Morning Kelly – As a follow up to our recent conversation, we did approve at our Police & Fire Commission
meeting last night a recommendation to the Personnel Committee that Police Chief Greg Leck be granted a 12 month
extension on his requirement to move within the Stoughton city limits. So, if you could please add it to the agenda of
your next meeting for consideration and possible approval, we would appreciate it.


Thanks and have a great day.
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Dan Kittleson
Senior Vice President & CFO
Oak Bank
P - 608.250.5531
F - 608.441.6001
www.oakbankonline.com
OAK BANK CONFIDENTIALITY NOTICE: The information in this email, including any attachments, is for the sole use of the intended recipient and may contain confidential and
legally privileged information. If you are not the intended recipient, any disclosure, copying, distribution or use of the contents of this information in any manner is strictly
prohibited and may be unlawful. If you received this in error, please contact the sender at (608) 441-6000 and delete the material from any computer.





