THE CITY OF
Va4 WATERTOWN
FINANCE COMMITTEE MEETING AGENDA
MONDAY, AUGUST 21, 2023 AT 5:30 PM

MUNICIPAL BUILDING COUNCIL CHAMBERS - 106 JONES STREET, WATERTOWN, WI 53094

By Phone or GoToMeeting: Members of the media and the public may attend by calling:
+1 (571) 317-3122 Access Code: 153-925-469 or https://www.gotomeet.me/EMcFarland
All public participants' phones will be muted during the meeting except during the public comment
period.

4.

CALL TO ORDER
REVIEW AND APPROVE MINUTES

A. Finance committee minutes of August 7, 2023

BUSINESS

A. Review and take action: EMS billing write offs

B. Review and take action: hire Shea Harrod for vacant Media Productions Manager position

C. Review and take possible action: water and wastewater job description and position review.

D. Update and Take Potential action: Job Description Evaluation and JDQ review by Carlson
Dettman for Police Records Specialist, Investigations Technician, Community Services Officer,
and Clerk/Typist

E. Review and Take Action: To modify Police Department budget for 911 system maintenance
contract

E. Update on status of Raze Order for 100 Western Avenue

G. Discuss: report of financial charges of 2022-23 special events

H. Convene into closed session per Wis. Stat. Sec. 19.85(1)(g) to confer with legal counsel of the
governmental body who is rendering oral or written advice concerning strategy to be adopted
by the body with respect to litigation in which it is or is likely to become involved. (Expenses for
Pride in the Park)

I.  Reconvene into open session

J. Take Action: Determine amount to invoice for Pride in the Park.

K. Convene into closed session per Wis. Stat. Sec. 19.85(1)(b) considering discipline of any
public employee or officer or any person licensed by governing body or investigation of
charges against such person. No formal action or evidentiary hearing will occur.

L. Reconvene into open session

ADJOURNMENT

Persons requiring other reasonable accommodations for any of the above meetings, may contact the

office of the City Clerk at mdunneisen@watertownwi.gov, phone 920-262-4006

A quorum of any City of Watertown Council, Committee, Board, Commission, or other body, may be

present at this meeting for observing and gathering of information only
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THE CITY OF

V&I WATERTOWN

FINANCE COMMITTEE MEETING MINUTES
MONDAY, AUGUST 7, 2023, AT 5:30 PM
MUNICIPAL BUILDING COUNCIL CHAMBERS - 106 JONES STREET, WATERTOWN, WI 53094

Members present: Mayor McFarland, Alderpersons Bartz, Davis, Lampe, and Moldenhauer

Others present: Finance Director Stevens, City Attorney Chesebro, Fire Chief Teesch, Police Chief
Kaminski, Public Works Director Holloway, Library Director Checkai, Ald Smith, Ald Board, Lisa
Schwartz, Andrew Beyer, Tony Rauterberg, Library board member Chris Koppes, Park/Rec Director
Butteris (video), Street Operations Manager Winkleman, Sheri Rohr

1. Call to order. Mayor McFarland called the meeting to order at 5:30 p.m.

2. Minutes from the meeting of July 24 were presented. Ald. Bartz, seconded by Ald. Davis, moved
to approve. Unanimous voice vote.

3. Finance Director Stevens provided three pages of various comments for discussion on the impact
of the 2023 WI Act 12’s provision of supplemental shared revenue. Watertown will receive
$712,000 additionally in 2024, and future amounts of all state shared revenue will increase each
year based upon the prior year’'s sales tax revenue growth.

Discussion comments:

» Find a way (via calculation formula or targeted accounts) to return to tax payers

= Use the Expenditure Restraint Program amount to reduce tax levy

» Place a freeze on the city portion of citizens’ taxes

= Fund increases in salary and benefits due to new contracts or increasing costs

= Determine the impact of the levy savings to taxpayers

= Be mindful of upcoming expenses- Main St bridge, fire station, FD/PD union contracts,
infrastructure

= Reduce reliance on property tax

= Anincrease to public safety should be included

= |nfrastructure needs a greater spending level so as to not get further behind

These comments are helpful to give direction to leadership team and the mayor as the 2024 budget
is built.

4. 2024 Budget Introduction: Mayor McFarland presented the 2024 operational goals to the
committee. These were agreed upon by consensus. Finance Director Stevens reviewed the
process of pay increases (both a cost-of-living-allowance and performance increase) and
assumptions on benefits increases. The direction given to department heads is to limit budget
proposals to 2% increases for the non-compensation portion of budgets.

5. Attorney Chesebro presented a recommended resolution to repeal out of classification pay
policy within the employee handbook of policies and procedures due to an overlap of two similar
policies. There is no impact upon employees within the unions. Ald. Davis moved, supported by
Ald. Lampe, to recommend this to the Council. The committee unanimously approved.

6. Chief Teesch explained the necessity of replacing the motor in the lead fire engine (4161).
Three quotes were secured. Initial diagnosis was accomplished by Fire Service Inc, and they
provided the low estimate for remaining services needed. The total exceeds the Apparatus
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Maintenance budget. The following adjustments to expense accounts will be requested in a budget
modification:

a. 01-52-31-59 Safety Equipment Testing- reduce $12,000
b. 01-52-31-22 Dues, Fees, Subscriptions- reduce $1,000
c. 01-52-31-41 Tires- reduce $2,000

A sale of portable radios should yield $20,000, and the recent additional services to Milford for EMS
is $2,660, both helping with the overage in the repairs budget. A motion was made by Ald. Davis,
seconded by Ald. Bartz, to approve the repair to be completed by Fire Service Inc and to present a
budget adjustment to Council. The committee unanimously approved.

7. Mayor McFarland introduced a desire to create a Memo of Understanding between City of
Watertown and Watertown Public Library to allow better understanding of the arrangements
between the City and the Library. The City would like to memorialize expectations of participation
on Leadership Team, use of the lobby bathrooms and community room, adherence to employee
handbook, and visibility of budget details, while the Library would like to protect limitations laid out
in state statutes and reduce unspoken expectations with consistent pathways of communication.
Ald. Davis moved, supported by Ald. Bartz, to direct Mayor McFarland and Attorney Chesebro to
work with Director Checkai and board member Chris Koppes to draft an acceptable MOU that
captures the shared inputs. Approved.

8. HR Generalist Schwartz presented a consideration of adding a long-term disability benefit to our
employee benefits offerings. The recommendation, after comparing two options, was to pursue a
product brokered through Cottingham Buttler that includes an EAP for participants at the net
expense (eliminates current standalone EAP) of approximately $20,000. After discussing what the
State’s income continuation insurance addition will be as of January 1, 2024, it was agreed to not
pursue the addition of this insurance product.

9. Ald. Moldenhauer moved, supported by Ald. Lampe, to convene into closed session per Wis. §
19.85(c) considering employment, promotion, compensation, or performance evaluation data of any
public employee over which the governmental body has jurisdiction or exercises responsibility
(union wage requests). The committee approved via roll call vote.

10. The committee reconvened into open session.

11. Adjournment. Ald. Davis moved to adjourn, seconded by Ald. Bartz, and carried by unanimous
voice vote.

Respectfully submitted,

Mark Stevens, Finance Director

Note: These minutes are uncorrected, and any corrections made thereto will be noted in the
proceedings at which these minutes are approved.
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. ‘ ‘ Main Office Fire Chief Travis Teesch

THE CITY OF 920-261-3610 920-206-4243

W AT E RTOWN Executive Assistant Andrea Peters
920-206-4242

MEMO

TO: Finance Committee

FROM: Andrea Peters

DATE: August 21, 2023

RE: Ambulance Billing Write Offs

Attached to this memo is a list of accounts that | am asking for approval to be written off. On all the
accounts listed, all collections efforts have been exhausted. This list explains the reason each account is
no longer collectable.

Writing off uncollectible debts is a normal business practice and is a requirement by the auditors.

106 Jones Street « P.O. Box 477 « Watertown, WI 53094-0477 « Phone 920.262.4060 « Fax: 920.262.4042

Opportunity Runs Through It
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Request for Write-Off  08.21.23
Call Number DOS Balance Write Off Reason
1700145 1/19/2017 S74.32 Deceased - No Estate
1700184 1/25/2017 $74.32 Deceased - No Estate
1702327 11/17/2017 $250.00 Deceased - No Estate
1702472 12/8/2017 $74.98 Deceased - No Estate
1800104 1/12/2018 $93.82 Deceased - No Estate
1801718 8/27/2018 $76.09 Deceased - No Estate
1801780 8/1/2018 $81.01 Deceased - No Estate
1801860 9/16/2018 $89.79 Deceased - No Estate
013-19-0184 1/25/2019 $599.80 Deceased - No Estate
013-19-0408 2/22/2019 $546.00 Deceased - No Estate
013-19-1296 6/27/2019 $275.00 Deceased - No Estate
013-19-1463 7/15/2019 $94.82 Deceased - No Estate
013-19-1570 7/30/2019 $907.99 Deceased - No Estate
013-20-0198 1/28/2020 $275.00 Deceased - No Estate
013-20-1973 10/6/2020 $150.00 Deceased - No Estate
013-20-2256 11/11/2020 $76.96 Deceased - No Estate
013-21-0492 3/9/2021 $275.00 Deceased - No Estate
013-21-0526 3/14/2021 $79.04 Deceased - No Estate
013-21-1366 7/13/2021 $80.89 Deceased - No Estate
013-21-1738 8/25/2021 $79.28 Deceased - No Estate
013-22-0276 2/5/2022 $275.00 Deceased - No Estate
013-22-1076 5/25/2022 $275.00 Deceased - No Estate
013-22-1099 5/28/2022 $744.20 Deceased - No Estate
013-22-1226 6/14/2022 $275.00 Deceased - No Estate
013-22-1519 7/20/2022 $1,049.63 Deceased - No Estate
013-22-1787 8/25/2022 $310.00 Deceased - No Estate
013-22-1844 8/31/2022 $310.00 Deceased - No Estate
013-22-1906 9/8/2022 $310.00 Deceased - No Estate
013-22-2164 10/12/2022 $275.00 Deceased - No Estate
013-22-2437 11/14/2022 $1,737.10 Deceased - No Estate
013-22-0445 3/1/2022 $933.38 Unable to Locate - No SSN available




Request for Write-Off

08.21.23

Section 3, Iltem A.

1401810 10/4/2014 $914.64 Department of Revenue Determined Uncollectible

1402336 12/26/2014 $200.54 Department of Revenue Determined Uncollectible

1602096 11/15/2016 $850.90 Department of Revenue Determined Uncollectible

1701870 9/17/2017 $768.53 Department of Revenue Determined Uncollectible

1702080 10/12/2017 $636.20 Department of Revenue Determined Uncollectible
013-18-2497 12/15/2018 $789.36 Department of Revenue Determined Uncollectible
013-18-2586 12/30/2018 $1,297.66 Department of Revenue Determined Uncollectible
013-19-0024 1/6/2019 S242.14 Department of Revenue Determined Uncollectible
013-19-0341 2/13/2019 $265.00 Department of Revenue Determined Uncollectible
013-19-0451 3/1/2019 $599.90 Department of Revenue Determined Uncollectible
013-19-0493 3/7/2019 $838.62 Department of Revenue Determined Uncollectible
013-19-0891 5/1/2019 $622.60 Department of Revenue Determined Uncollectible
013-19-1051 5/23/2019 $240.00 Department of Revenue Determined Uncollectible
013-19-1362 7/2/2019 $910.26 Department of Revenue Determined Uncollectible
013-19-1431 7/12/2019 $678.26 Department of Revenue Determined Uncollectible
013-19-1697 8/16/2019 $265.00 Department of Revenue Determined Uncollectible
013-19-1700 8/16/2019 $648.80 Department of Revenue Determined Uncollectible
013-19-1933 9/16/2019 $225.00 Department of Revenue Determined Uncollectible
013-19-1997 9/24/2019 $1,538.90 Department of Revenue Determined Uncollectible
013-19-2084 10/5/2019 $250.00 Department of Revenue Determined Uncollectible
013-19-2187 10/22/2019 $203.39 Department of Revenue Determined Uncollectible
013-19-2336 11/14/2019 $968.97 Department of Revenue Determined Uncollectible
013-20-0737 4/23/2020 $95.18 Department of Revenue Determined Uncollectible
013-20-1670 8/27/2020 $780.86 Department of Revenue Determined Uncollectible
013-21-1700 8/18/2021 $901.26 Department of Revenue Determined Uncollectible

Amount for Write Offs

$26,480.39
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Va4 WATERTOWN

Candidate Selection Form
POSITION TITLE _Media Productions Manager DEPARTMENT: Media & Communications____
NEW POSITION VACANCY X RECLASS # OF APPLICANTS: __ 5

FT_X_ PT EXEMPT _X___ NONEXEMPT

Reason for opening:
Previous employee obtained employment elsewhere.

Justification to fill:
This position is critical to Media and Communications operations.

Top three responsibilities for position:

1. Captures, packages, and features original programming for broadcast on Watertown cable
television channels, website, social media, or other media sources.

2. Oversees weekly update and scheduling of TV channels.

3. Manage the department's video production process. This includes production, videography, editing,
distribution, and archiving of video assets. Serve as lead technical producer, facilitating video
recordings, live streaming, and related production activities.

CANDIDATE NAME: ___ Shea Harrod
How this candidate had demonstrated skills to meet the needs of the position and requested step:

Our candidate was very knowledgeable in many different aspects of our operations. He has nine
years’ experience in local government communications and video production.

| Date Available to start: | 8/28/23 | Grade | G [step |2 | Hourly Rate | 22.12

Approved Yes No

Rev 110/19




THE CITY OF
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V&I WATERTOWN Water Systems

Aopartunity runs thrauah it 800 Hoffmann Drive « P.O. Box 477 » Watertown WI 53094-0477
POty ran van WASTEWATER (920) 262-4085 « WATER (920) 262-4075

To: Mayor McFarland & Members of the Finance Committee 08/18/2023
From: Peter Hartz — Water Systems Manager

Re: Water System agenda items for Finance committee meeting 08/21/2023

Dear Mayor McFarland & Committee Members:

Water Systems agenda item:

1. Review and take possible action — water and wastewater job description and position review.

The Assistant Utility Billing Clerk position was originally part of the larger administrative staff review by

Carlson Dettmann. Due to the nature of this position’s duties in comparison to the other administrative
staff the consultant recommended that this position be pulled out from the larger group evaluation. That
was also related to the recent review and change to the Utility Billing Clerk by the consultant.

The recommendation is to have this position returned to Carlson Dettmann for a review due to the removal
from the group review, coupled with the recent change to the Utility Billing Clerk. | am seeking approval for
this position to undergo a separate review with the consultant, and to have them take a closer look at other

jobs of similarity and current market rates.

Thank you for your consideration and if anyone has any questions, please feel free to contact me anytime.

Sincerely,

Peter Hauty
Watertown Water Systems




Job Description Questionnaire
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The purpose of the Job Description Questionnaire (JDQ) is to provide the information necessary to evaluate jobs for salary placement, classify jobs

for various legal requirements, and to compile appropriate job descriptions.

Please read this JDQ carefully before answering any of the questions and then complete it as accurately, completely, and briefly as possible. While it is
not necessary to describe each duty in great detail, it is important to provide sufficient information so the job can be accurately evaluated and classified.
Keep in mind that the purpose of the JDQ is to collect information about the job and is not designed to evaluate employee performance.

Consider the typical responsibilities of the job; even those that might only occur cyclically (e.g. annually, quarterly, etc.). The responses should be
based on duties and responsibilities that are part of the job under typical conditions, not special projects or temporary assignments. Further, unless
specifically directed by management, describe the job as it is today, not as you believe it should be or what it might be in the future.

SECTION 1 DEMOGRAPHIC INFORMATION
Employee Name Suzanne Fretzel Employer Name City of Watertown
Job Title (OLD) Assistant Utility Billing Clerk Work Location Water & Wastewater Business Office
Department Water & Wastewater Division Water & Wastewater Ultilities

Full-Time / Part-Time

Full-Time

Part-Time (Hrs per Wk)

40

Supervisor Name

Peter Hartz

Supervisor Title

Water Systems Manager

© Job Description Questionnaire (JDQ)

CARLSON
DETTMANN

CONSULTING

(Revised 04/20
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SECTION 2 DESCRIPTION OF ESSENTIAL DUTIES & RESPONSIBILITIES
Identify the essential duties / responsibilities of your job, which should be the most important aspects of the job. This section is focused on WHAT is
done rather than HOW it is done. Use wording that will provide as clear an understanding as possible for someone not familiar with your work. Avoid
terminology or acronyms that are not widely known outside of your line of work. Please list those duties that you feel are most important at the top of
the list, and list the estimated percentage of the total annual time that each item takes. (Remember, as a rule-of-thumb, that 10% equates to roughly 200 hours of a
work_year.) To the extent possible, try to identify those duties and responsibilities that account for as close to 100% of your work time as possible. While
catch-all categories are acceptable (e.g. misc. duties, other duties as assigned, etc.), those sections will likely NOT be evaluated.

Frequency Codes: Daily [D] / Weekly [W] / Bi-Weekly (B) / Monthly [M] / Quattetly [Q] / Annually [A] / As Needed [N]
0
Primary Duties (essential accountabilities) Frequency ?:;?;?;21
Financial Responsibilities:
e Tracking Revenue Income From Rates: Ensuring that revenues include user charges, utility liens added
to taxes, connection fees, betterment assessments, miscellaneous fees, interest earnings, and other
financing sources.
e Prepare and file reports and correspondence: Able to prepare and file various reports and
correspondence related to utility billing, such as monthly revenue reports, delinquent account notices,
collection letters, or refund requests. Able to communicate with other departments or agencies, such as
finance, public works, or regulators. D 32.5%,
e Create and manage an office budget: Able to plan and allocate funds for various office expenses, such as
utility bills, maintenance contracts, equipment purchases, and employee salaries. Track and report on the
actual spending and identify any variances or opportunities for savings.
e Monitor and reconcile utility budgets: Able to review and verify the invoices from utility providers and
vendors and ensure they match the agreed-upon rates and service levels. Resolve any discrepancies or
disputes in a timely manner and report on the monthly utility costs and usage.
e Manage service contracts: Materials inventory for the Department of Natural Resources for all utility and
privately owned service lines and the lead service line replacement contract support.
Water & Wastewater Utility Billing day to day jobs: Calculate, print, correct, burst, sort, prepare and mail city
utility bills which requires all of the following:
e Import reads into utility billing system & meter change out reads are entered and calculated correctly.
e Analyze consumption journals, send letters for high consumptions and create work orders for non-registering D 32.5
meters.
e Enter reads for manually read meters.
e Calculate bills for back billing if meters were not working or calculate refunds if needed for misreads.

CARLSON
DETTMANN

CONSULTING

© Job Description Questionnaire (JDQ)

(Revised 04/2
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Check and update zip+4 on customer accounts.
Change service rates at the correct time after rate increases are approved.
Provide usage information to Lab Manager and calculate and add sewer surcharge fees to bills
Make sure annual fees are billed at the correct time.
Add, change and delete customer records for water, sewer, fire protection, garbage and storm water utility
charges. Create and update spreadsheets for review and budget purposes for Street Department (garbage
and storm water utilities) and gather information for rate changes for our Auditors for water, sewer and fire
protection.
e Correct/adjust bills for refunding overpayments, calculating credits, etc.
e Maintain customer checking/savings account information for automatic withdrawals on the due date.
e Add penalties after the due date and reapply amounts due, fees and penalties for non-sufficient funds, closed
bank accounts, etc.
e Update and check payments made on-line through our third-party payment processor.
e Go through County Assessor changes for both Dodge and Jefferson Counties and make changes to maintain
customer addresses, ownership changes and parcel ID numbers.
e Set up new accounts and mail welcome letter of payment options, water, money and time saving tips
Serve as Administrator to maintain user ID, password, access and rights to Caselle Utility Billing program, Payment
Service Network web site, and Acuity Scheduling web site.

Section 3, Item C.

Business Office/ Customer Service: Assist billing clerk and administrative assistant | with all day-to-day
operations and functions of the water business office and customer service as it relates to all subsections of the
utility (operations, distribution, meter shop, and business office). Compose and track customer correspondence in
regard to cross connection control program, meter change outs, high water usage, private leak repairs, special utility
projects and programs, winter run allowance, and customer complaints. Must also follow-up in a timely manner as
necessary based on the notification time period. Answer customer phone calls, set up appointments, do final bills,
assist customers with making payments, picking up deduct meters and explain how to locate leaks within their
homes.

15%

Create and Delegate Meter Shop Work Orders: Create work orders and mail letters to customers for meter
change-outs/upgrades when needed (900 or more each year). Maintain meter testing schedule. Maintain customer
accounts with old and new meter reads and meter records, maintain meter inventory and test records for the Public
Service Commission (PSC). Order meters, meter transmitters and other meter parts when needed and maintain
physical inventory so that meters and parts are available when needed.

10%

Public Service Commission Water Utility Reporting: Create, route and process job orders, code them with PSC
account numbers and calculate truck and inventory expenses for City Hall, the PSC and auditors. Maintain water
loss, service, water main and hydrant inventory from these job orders. Calculate miscellaneous accounts receivable
charges from work orders (hydrant meter usage, turn-ons, etc.), code with PSC account numbers and add charges
to utility account or give to accounts receivable dept. for invoicing. Maintain customer class information and
continuing property records for the Public Service Commission. File work orders, cross connection reports and other
paperwork. Clean out files and create new files at the end of the year. Maintain record retention information and
decide when records can be destroyed.

5%

© Job Description Questionnaire (JDQ)

CONSULTING

(Revised 04/2
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City of Watertown Clerk Office related management: Assist with the processing and determination of if and what

C.

amounts need to be written off for bankruptcies and if they need to be sent to the City Attorney for filing. Maintain
impact fee records and mail letter of utility rules to builder/owner. Maintain petty cash for Water Utilities business
office. January: Create inventory count spreadsheet, update after count is complete and adjust inventory — email
adjustments to City Hall for General Ledger update. September-November: Create and check tax roll for delinquent N 5%
amounts to be sent to property taxes, create Excel files, print and mail letters to property owners, landlords and
tenants by October 15", Get reports ready for the Post Office and create daily reports for City Hall and Customer
Service Rep. Add the 10% penalty on November 1%, run reports and remove balances on November 15". Mail
certified list of utility lien to Dodge and Jefferson County as per Wis. Statute.

SECTION 3 TooLs AND TECHNOLOGY

Identify any software, technology, equipment or machinery utilized on a regular basis in order to perform the functions of the job:

Microsoft Suite (Office 365, Word, Excel, Access, Outlook, PowerPoint, Publisher, SharePoint Workspace, InfoPath Designer).
New Utility record keeping software. (in the process of researching and acquiring new software package)

Web Access Management System (WAMS): Switchboard, PWS Data Viewer

DNR'’s Natural Heritage Inventory (NHI) Public Portal, with Surface Water Data Viewer

Proprietary Advanced Meter Analytics software: Badger ReadCenter & Beacon AMA.

Geographic information system: ESRI's ArcGIS version 10.3.1., City of Watertown, Counties of Jefferson and Dodge GIS mapping & Ascent Land
Records Suite

Communication: CC&N communication software with telephone, smart phone, CB radios, fax machine
Miscellaneous office Equipment: laptop computer, printer, copier, scanner, automatic bill folder/stuffer, calculator
HydroSoft (HydroCorp online reporting software), Adobe, Skype

Civic Systems software package which includes: utility billing, ACH direct pay, electronic read interface, service orders, splitter, tax certification,
online bill pay and bill presentation, and cash receipting.

Public Service Commission web site access administrator for annual water report.

SECTION 4 JUDGMENTS / DECISION-MAKING

Identify at least five of the most typical judgments/decisions that you make in performing your job as well as the solutions to these problems. Please
also describe the resource, input or guidance others provide in arriving at your decision and who reviews, if anyone.

. . . Resources Available Job Title of Who
Typical Problems/Challenges Possible Solution(s) to Problem/Challenge and/or Used Reviews
Check consumption journals to determine | City Clerk-Treasurers Office when balancing, our Educational seminars,
if the meter reading looks accurate and if Auditors, the customer(s) and our Meter Service on the job experience, Utility Billing Clerk
the customer needs to be notified of a high | Technician. coworkers
© Job Description Questionnaire (JDQ) (Revised 04/2
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consumption or a non-registering meter.
Make sure that any back billing or crediting
done on a customer account is done per
the Public Service Commission rules.

Section 3, Item C.

Monitoring and managing 8,556 customer
accounts for abnormal water usage, or
water quality problems. Then determining
if that water usage or water quality is in
fact abnormal along with its priority. Then
deciding who and when to dispatch.

Institutional knowledge of standard water
consumption helps when prioritizing and
determining a course of action. Dispatching the
appropriate resources to handle the situation.

Distribution crew leader,
and water utility general
manager. AMA
software, HTE software,
phone, GIS mapping.

Utility Billing Clerk

Handling upset or irate customers
regarding an array of different problems.
Determining how to help and documenting
interactions.

Listening to the customer and being understanding
is most important. Investigate their claims to fully
understand the issue. Then make the best decision
to help based on all the factual information.

Dealing with Difficult
People and
Communication
seminars, past
experiences, computer
software, and coworkers

Water Systems
Manager

Maintaining meter changeout and testing
schedules and deadlines while providing
customer service and performing other
daily tasks.

Task need to be prioritized and delegated
appropriately in order to meet deadlines.

Calendar, prior training,
phone, coworkers,
software, utility staff

Water Systems
Manager

Work order inconsistencies with actual
field observations or notes involving water
infrastructure needed for inventory
records.

Modify / change work orders to reflect as-built
conditions

Interdepartmental
communication skills

Distribution crew
leader, assistant
manager,
manager

SECTION 5

WORKING RELATIONSHIPS / INTERACTIONS / CONTACTS

Please identify your typical work relationships with other persons inside or outside of your own organization.

Title of Individuals With
Whom You Typically Interact

Describe the Interaction

Why Was It Necessary?

Daily conversations, weekly staff meetings, and

Keep the Clerk informed of current utility status as it relates
to billing and customer service, discussing issues and

Utility Billing Clerk . . . . . . .
special project meetings as necessary. potential resolutions to those issues. Planning to progress
the utility.
Daily conversations (phone, person, email) Help to maintain the efficiency between interdivisions.
. regarding customer service issues and procedures Ensure equipment and materials are available on-time to
Water Utility Personnel 5 & p ’ qup

product procurement and how it relates to the
budget, work order status, coordinate work

accomplish the necessary work. Ensure high quality
customer service and resolve issues. Keep employees on

© Job Description Questionnaire (JDQ)
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schedules.

Section 3, ltem

task and performing satisfactory work. Monitd

C.

installation and testing progress completed by staff and
analyze the impact to schedule and adjust as necessary.

City Clerk’s Office

Share knowledge of customer accounts, assist with
answering questions regarding fees and payments, as
well as abnormal water consumption.

Provide excellent customer service and ensures customer
service continuity.

Administrative Assistant I

Daily discussions on missing / incotrect information
associated with customer accounts to include
personal information, meter serial numbers, reading
equipment and meter test circles. Conversation take
place every day regarding high/low reads or no
reads, duplicate bill requests, winter run allowance,
pool fills, processing off cycle bills, special
assessments, & initial / final account reads.

The Administrative Assistant I is an important integral part
of the day to day operations of the utility. Its extremely
important that information is transferred correctly and
timely to ensure customers are getting an accurate bill on
time. Accuracy is also extremely important to ensure the
proper meter reading is being applied to the correct
account, and the customer is getting billed the appropriate
amount, so the utility does not lose out on revenue.

City Inspections Department

Verify plumbers have permits for work they are
doing on new constructions and repairs. Answer
questions regarding water consumption at
properties. Coordinate turning off the service to
vacant or abandoned properties.

Ensure that plumbers, contractors, and home owners are
following building codes to the best of our knowledge,
water is not being stolen, and there are no issues when
razing a property. Eliminate any potential health hazards by
a building being occupied with no water service.

Landlords, homeownerts,
apartment managers, and
management companies.

Information regarding final bills and changes in
service for their tenants, they also monitor account
balances for their tenants to be sure they are paying
their bills.(unpaid utility bills rollover on to the
property taxes) Leak notifications, meter change out
letters, or other water related issues related to the
property. Questions pertaining to utility special
programs.

To keep the property owners informed of their property
status. Coordinate work on the property that needs to be
done by utility staff. Resolve issues with equipment, or
utility related issues with the property.

Homeowners and tenants

Change account information, transfer services,
billing issues and questions, account balances and
payments. Questions regarding water quality,
potential leaks, and special programs offered by the
utility. Notifications about water main failures in
their neighborhoods or water service disruptions.

Ensure accurate and up to date billing and account
information. Minimize private property damage and water
loss. Resolve any utility issues quickly. Assist the property
owner in saving money and improving their property by
taking advantage of special programs.

Plumbers, engineers, contractors
and excavators.

Coordinate shutting off water, locating facilities,
installation/removal of service meter as well as
rental meters. Answer questions and assist with
paper work submittal for special programs.

Enables new or repair work can be accomplished on private
property safely and easily. All water is being billed and
accounted for. Protection of the water distribution system.
Correct paperwork is submitted on time and to the correct

© Job Description Questionnaire (JDQ)
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Section 3, Item C.

person so homeowners can benefit.

Provide information about account status, and
outstanding balances. Obtain documentation to
provide to lenders. Answer questions regarding lead
Real estate agents, title service line replacement program. Transfer
companies, bank personnel accounts in between property sales. Activate or
deactivate water service to properties for property
sales or inspections. Coordinate the winterization of
vacant homes.

Guarantee accounts are paid in full prior to property sales.
Obtain the status of properties listed by the agent. Facilitate
smooth transaction of property sales. Protect private

property.

SECTION 6

SUPERVISION / MANAGEMENT

Please indicate the type of responsibility you have as it pertains to leading others.

Area of Action / Responsibility

Provides

Yes
Input

Z
o

Screen / Interview Applicants

Hire / Promote Employees

Provide Written/Verbal Warnings

Suspend Employees

Terminate Employees

Prepare Work Schedules For Others

Project Management

Provide Work Direction For Othets

Evaluate Performance Of Others

Counsel Employees

Train Employees (As Part Of The Normal Duties Of The Job)

Approve Overtime

Approve Time Off Request For Others

SRR AR AR AR AR AR R R RN Rl Rl

o ) . CARLSON
© Job Description Questionnaire (JDQ) DETTMANN
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Section 3, Item C.

Develop / Implement Policies X
Do you directly supervise any employees? X
Job Title # of FTEs
SECTION 7 WORK ENVIRONMENT / PHYSICAL REQUIREMENTS
Please indicate the amount of time typically spent in the following categories.
. . [Place an “X” in the appropriate cells]
Physical Requirements
N/A Rarely Occasionally Frequently
Carrying/Lifting 10 - 40 Pounds X
Carrying/Lifting > 40 Pounds X
Sitting X
Standing / Walking / Climbing X
Squatting/Crouching/Kneeling/Bending X
Pushing / Pulling / Reaching Above Shoulder X
Work Environment N/A Rarely Occasionally Frequently
Indoor/Office Work Environment X
Noise >85dB (e.g. mower, heavy traffic, milling machine, etc.) X
Extreme Hot/Cold Temperatures (>90 degrees / <40 degrees) X
Outdoor Weather Conditions X
Hazardous Fumes or Odors / Toxic Chemicals X
Confined Spaces (as identified by OSHA) X
Close Proximity to Moving Machinery / Equipment X
Bodily Fluids / Communicable Diseases X
Working Alongside Moving Traffic on Roads X
Electrical Hazards X
© Job Description Questionnaire (JDQ) Dcl;lTUM\ ol (Revised 04/2
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SECTION 8

Section 3, Item C.

ADDITIONAL EMPLOYEE CTONMMENTS

Please identify any other information that would help someone else understand your job more clearly:

Here is a detailed list of type of tasks this position needs to understand and complete and cross-train the assistant clerk and administrative assistants in the
departments. You should also have excellent communication, leadership, and problem-solving skills. You should be able to work under pressure and handle
multiple tasks in a fast-paced environment and knowledge of utility operations, equipment, and regulations.

Assessor Address Changes

Training on utility billing, read center, tax cert, etc.

Baker Tilly Audit (not PSC report)

Utility Billing (admin) change/add users, etc.

Bankruptcies

Utility Billing change/add service order forms

Billing, penalties, adding meter reads, etc.

Utility Billing report writer

Consumption journals - leak letters, no registers

Vacant property tracking (water off), cold weather letters

Continuing Property Records (Asset Mgmt)

Water loss tracking

Cross Connection (Residential/Sm. Comm)

Water Main Inventory

Distribution Inventory (Materials Mgmt)

Welcome Letters

Hydrant Inventory

Accounts Payable

Large meter test schedule

Payroll

Mail delivery to employees

Private Well Registration every 5 years

Meter replacement schedule & letters

Turner Hall Registration for June Seminar

Meter changes in utility billing

Cash Receipt stubs (check for addr chgs)

Meter inventory, ordering, etc.

Cross Connection (HydroCorp)

New construction letters / impact fees

Customer Phone Calls

PSC Report

Customer Assistance - in person

Payment Service Network (PSN) administrator

Deferred Payment Agreements

Rate Changes in Utility Billing & Tracking

Digger Hotline Tickets (printing/routing)

Read Center

Final Bills

Reapplying NSF payments

Landlord Notices

Server IT person

PSN payments

Service Inventory

Website changes

Stop box program record keeping

Closing & Filing work orders & Diggers Hotline tickets

Stormwater changes/additions to billing/tracking

Garbage changes/additions to billing/tracking

Tax Roll-over

Inventory & Truck Expensing

© Job Description Questionnaire (JDQ)
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Section 3, Item C.

To assist the billing clerk with all associated duties of that position. Will calculate, process and mail city utility bills correctly and in a timely
manner. This includes customer correspondences, continuing property records, meter and transmitter inventory, meter replacements,
tracking storm water ERU’s, water inventory orders and tax roll. Notify customers and property owners of past due amounts and transfer
balances to City Hall for collection on property taxes. Code work orders and add miscellaneous Accounts Receivable to customer accounts if
possible, to limit the amount of invoicing needed. Maintain billing, cross connection and other customer records, inventory and other
expenses for City Hall and our Auditors for the Public Service Commission Report. Will also handle phone calls for department and assist
with payroll and employee record fillings for water and wastewater personnel.

The most important impact of this position is maintaining cash flow by billing customers correctly and on-time by scheduling meter changes
in a timely manner to keep them working correctly and following timelines and procedures set up in State Statutes, City Municipal Code and
United States Post Office Rules and Regulations and maintaining records for Public Service Commission reports and rate increases.

To BE COMPLETED BY THE EMPLOYEE’S SUPERVISOR

SECTION 9 SUPERVISOR INFORMATION
Supervisor Name Peter Hartz Supervisor Title Water Systems Manager
SECTION 10 EbucAaTiON REQUIRED FOR HIRE
Level of Education .
(Select one with an “X”) Field(s) of Study
Less than High School Education
High School Education (or Equivalent)
One Year Certificate (or Equivalent)
X Associate’s Degree (or Equivalent & Experience) Administrative Professional, Accounting, or equivalent Financial experience
X Bachelor’s Degree Finance, Accounting, Business Administration

Master’s Degree

Professional Degree (Law, Medicine, etc.)
PhD w/ Dissertation
Other:

Provide Any Additional Information Regarding the Required Education (e.g. preferred vs. required, specific coursework, etc.):

CARLSON
© Job Description Questionnaire (JDQ) DET I\.\l ANN (Revised 04/2
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Complete working knowledge of Microsoft Office, bankruptcy case basics, certificate received for training on programming ang

C.

meter reading handhelds, and certificates received for training completed on the following software: Connect, Read Center/Galaxy,
Caselle Clarity billing, tax roll and meter management programs. Training required on the following websites: Payment Service Network
website, the United States Postal Service Postal One! website and Civic’s customer support portal. Training on Public Service
Commission, United States Post Office and City Municipal rules and regulations, training on using the bill burster and knowledge of
payroll, accounts payable/receivable and Badger Meter metering devices. First aid and CPR Certification. Position is cross-trained on
meter reading and changing remote registers and using the Trimble handheld for the Galaxy transmitters. Knowledge and ability to
transfer information between multiple computer programs is also necessary. Minimum of Associates degree. Bachelor degtee not required but
preferred.

SECTION 11 ToTAL EXPERIENCE REQUIRED UPON HIRE

[Place an “X” in the appropriate cells]

No Experience <2yr. 2 to 3 yrs. 4 to 5 yrs. 6 to 7 yrs. 8 to 9 yrs. 10 to 11 yrs. =12 yrs.

X

Describe Specific Experience Required for Hiring (e.g. 5 total years of customer service experience 2 of which were in a supervisory capacity):

2 years administrative professional experience with emphasis on customer service and accounting

SECTION 12 CERTIFICATION / LICENSURE / TRAINING TO PERFORM JOB

List Required Certification/Licensure/Training How Attained/Provided Required Upon Hire? | May Obtain After Hire?

Microsoft Office Suite Online No Yes (within 1 years)

Advanced Microsoft Office Suite Certification Technical Course (MATC) No Yes (within 2 years)

Professional certification provided by

. o Preferred Yes
a valid organization

CPR, First Aid, AED

Describe any current practices as it relates to licensure or certification (e.g. extra pay for certification, employer payment for obtaining or renewing, etc.):

Currently, the City covers costs associated with continued education as well as CPR, First Aid and AED training.

SECTION 13 SUPERVISOR’S COMMENTS / CORRECTIONS / ADDITIONS

CARLSON
© Job Description Questionnaire (JDQ) DET I\.\l ANN (Revised 04/2

CONSULTING

19




In lieu of altering an employee’s JDQ, please provide any corrections, clarifications, or additional information in the space provided below.

Section 3, Item C.

JDQ Section Comment / Clarification / Addition
This job began in 2018 as part time and was changed to full time in 2020 for utilities. The Utility Billing Clerk title changed for
ALL 2024 to the Utility Business Office Coordinator and this position should be compared to similar jobs that are related to the
position that oversees this one — their duties align and are in sync.
o ) . CARLSON )
© Job Description Questionnaire (JDQ) DETTMANN (Revised 04/2
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To BE COMPLETED BY ADMINISTRATIVE DESIGNEE |

SECTION 14 SUPERVISOR INFORMATION
Administrative Designee Name Administrative Designee Title
SECTION 15 ADMINISTRATIVE COMMENTS / CORRECTIONS / ADDITIONS

In lieu of altering an employee’s JDQ, please provide any corrections, clarifications, or additional information in the space provided below.

JDQ Section Comment / Clarification / Addition
o ) . CARLSON )
© Job Description Questionnaire (JDQ) DETTMANN (Revised 04/2
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WATERTOWN POLICE DEPARTMENT

Robert W Kaminski, Chief of Police

To: Finance Committee

From: Chief Robert Kaminski

Date: 08/17/2023

Subject: Job Description and JDQ review of Police Department Positions

Dear Committee Members,

The review of administrative assistant job positions brought to light that several of the
positions within the police department do not fall within that category of administrative
assistant or clerk. The positions were included in the review project but have been called

out for specific evaluation. The positions are:
Community Service Officer

Investigations Technician

Clerk Typist

Records Clerk

To move forward with budgeting for 2024 these positions would need to be evaluated by
Carlson Dettman. The cost of the review would be paid from the Police department budget.
The fee for a review is $275. Upon receiving the review, Finance Dept. will then build into
the appropriate department’s payroll numbers for the 2024 budget, the proposed change, if

any.

These positions have changed since their original development and job descriptions. Many
of the duties and responsibilities have changed as well over the years. The CSO and
Records clerk are stand alone positions, with some cross training backup duties. The
Investigations Technician and Clerk Typist are essentially both Investigations Technicians.

Thank you for your consideration,

Chief Robert Kaminski

106 Jones Street « Watertown, WI 53094-0477 « Phone: 920.261.6660 « FAX: 920.261.9710
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CITY OF
WATERTOWN  POSITION DESCRIPTION

This job description has been prepared to assist in the evaluation of various classes of responsibilities, skills, and working
conditions. It indicates the kinds of tasks and levels of work difficulty generally required of positions given this job. The principal
duties and responsibilities enumerated are all essential functions except for supplemental duties and responsibilities.
Supplemental duties are described beginning with the word "May." This job description is not intended to limit or modify the right
of any supervisor to assign, direct and control the work of employees. Nothing contained herein is intended or shall be
construed to create or constitute a contract of employment between any employee or group of employees and the City. The City
retains and reserves any and all rights to change, modify, amend, add to, or delete from any section of this description as it

deems, in its judgment, to be proper.

DATE: January 25, 1996

Revised: July 10, 1998
Reviewed: November 28, 2005
Reviewed: June 23, 2009
Reviewed: March 18, 2021

Reviewed: February 11, 2020
Revised: December 20, 2022

Revised: July 21, 2023
Title: Police Records-Clerk Specialist Department: Police FLSA Status: Nonexempt

General Summary:

The Police Records Clerk Specialist performs confidential work which involves receiving, filing,
maintaining, and releasing records related to criminal justice activities within the police department in
accordance with open record laws and department policy. Work involves substantial phone usage,
computer work, and front counter assistance to officers, the public, and other city staff.

Reporting Relationships:

The Police Records Slerk Specialist reports to the Assistant Chief of Police.

Specific Accountabilities:

1. Compiles, processes, and maintains accurate files of a variety of information including, but not limited
to police reports, juvenile records, traffic citations, correction notices, parking citations, and crash reports.
2. Professionally answers telephone calls, emails, and walk-ins requesting records information or refers
them to the appropriate individual.

3. Receives open records requests and works in coordination with the Assistant Chief of Police to
gather and prepare information in response to the requests.

4. Maintains the department’s court calendar by notifying officers of appearance and cancellation
requests for municipal and criminal court.

5. Effectively operates office equipment such as a computer, cash register, copier, and FAX, in addition
to familiarity with moderately complex software such as CIS, NexLog MediaWorks, and Axon to fulfil
digital media requests.

6. Acts as the TraCS administrator by accepting, transmitting, and archiving forms.

7. Assists in the preparation of special reports for licensing and other city functions as required.

8. Receives and documents monetary payment for open records, parking citations, warrants, and other
daily activities.

9. Assists with the duties of the Community Service Officer during his/her absence.

10. Schedules retention and destruction of files and documents in accordance with state statue.

11. Answers general questions from citizens and others that visit the police department, in addition to
fielding basic complaint information to assist dispatch with non-emergent complaints.

23




Section 3, Item D.

Required Knowledge, Skills and Abilities:

Graduation from high school or HSED equivalent, four years of clerical or administrative support
experience related to law enforcement/government or any combination of education and experience
which provides the following knowledge, skill, and ability:

Ability to maintain complex filing systems

Working knowledge of modern office practice and procedures

Ability to operate office equipment and word processing equipment

Ability to effectively utilize and operate department and city computer systems and programs

Ability to navigate and use the internet to access records and information as necessary

Ability to perform routine bookkeeping tasks

Ability to make minor decisions in accordance with department policy and procedure

Ability to understand and follow instructions

Ability to establish and maintain effective working relationships with coworkers and tactfully deal
with the public

Good working knowledge of business documents including grammar, spelling, and
correspondence formats

Ability to gain considerable knowledge of ordinances, statutes and laws pertaining to open
records

Physical Reguirements:

Continuously requires vision

Occasional exertion of up to 20 pounds

Work frequently sitting

Work occasionally standing, walking, stooping, kneeling, crouching, and lifting

Ability to hear, speak, and write English

Reasonable accommodations requested by qualified individuals with disabilities will be made in
accordance with the American with Disabilities Act of 1990 (as amended)

24




Section 3, Item D.

910Z/¥0 Pastaay)

25

(Oay smreuuonsand) vondmasa(y q

JRTYD) 27[O IULISISSY ap11, sosiazadng US| uag swep] sosiaradng
399\ /SINOH Of G 32d s3g) oW 13eg B ounlmg | WEL-Weq / WL
SpI029Yy UOISTAL(] Coomog | juoumsedaqg
T\ UMOIIIE N\ UOTIED0 S[T0OA 3sTe12adg Spr029Y 2210 oL aprL qof
yusunreda(q 9010 umoIrAIEA) JO L1 suwreN rohordwgg A1,1 ApuT)y] sureN d24ordurg
NOILVINYO4N] OIHdVYO0ON3J L NOILLO3S

9IM3NJ OY3 UT 9q IYSTW 31 IEYM JO 9q PROYS 3T 2A972q NOL SE 30U ‘Aepo3 ST 11 SE qOl o3 9qIIISIp “YyusweSeurwr £q paroarp
Aqeayroads ssoun ‘rotpimy] siuswuSisse £rezodwal 10 $199(01d erads J0u ‘suonipuod eardfs sapun qol oy 30 13ed oe 181} SORIIqISUOdsaT PUE SINNP VO
paseq 2q proys sasuodsar oy, *(-210 “Aperrenb ‘Aqrenuue 3+9) Aeara4d 1220 LU0 ySrur e sow vass ‘qof oy Jo sammiqrsuodsas eard oy ToprsUOn)

oupuofiad 2oydua agpnypas o1 paudisep gou sz puv qol gy noqv wonpuiofur 123109 01 sz O1[ 9g1 Jo asodund agz yveun purws ut doos]
"POYISSE] puE paren(ead £[23erndde oq ued qof oy 0s UOREWIOFUY JUAIGINS 9praosd 01 Jurrrodur st a1 [reIdp 189138 Ur Inp oL 9qUIISIP 01 ATESSIIOU 10U
STIraMYA -d[qrssod se Agarq pue ‘Ae3srdwios ‘Aeresnsse se 11 aroidwod uayy pue suonsanb oy jo Aue Surramsue 23039q A[ngared O)(I[ STY? pras 9seal

‘suondr1asap qof arerrdordde ardwons 01 pue ‘syuawasmbas €Sy snorrea
303 sqol Ayrsse quawaoed reres 705 sqof a1en[Eas 01 £1ess09U vORETWIOFUT oY dpracid o1 st (O)) smreuuonsang) vondmosa(] qof oy jo asodind oy,

alleuuonsanp uondiiosaqg qor




Section 3, Item D.

26

(9102/+0 pastasy) el (©ap ssrevuonsond) vondmsaq qdror

%G a Arep 3o pue ‘sueireas ‘spuoq ‘suonend Suryred ‘sprosor uado 10y 1wawsed Lrviduow s1UGWNIOP puE saAINY |
%G1 q ‘pormbar se suonouny L0 390 pue “ygHH[ Sursuoy 103 s1r0dor (eads jo vonvredard o wr SISISSV
‘Popoou toym SWIT0] WCSUHHO»/ pur SHEIT, Ul S9sLd O SI921JJO .mwﬂﬂﬂhﬁ&w,f,dvu %:ﬁQCMT,QUUO
‘dn mofjog wirogzad wed $31901330 08 ‘Owrery SWN UAIS O UIPIA DULIAWOD UT 10U 2TV TEY) SIIMOU UONILIOD
"G a 103 PUT SIUDPIDUT PAIL[AT [OYOI[E JOJ PIPIDU st SUTAIdIEUN swirogiod os[y “woy Sutarydie pue ‘Suniwsuen
Bundodow vay ‘vonrLWIOFuUT 1993700 J0§ STUTUILA PUL SUOREID [[¥ SUIMITADT £q JOILTISTUIUPL SOV, DY ST S19\7
"PIIUDP JO “UONIEPIT (PIA PISEI[DI ‘PISLI]DT 2 PNOYS 159nDaT SPIOIIT DU JT JUTWINIVP 01 1891 FULDUL[L(
e Surwrogaad pue ompadord puv Lonod susuniedop ‘sourepmd s1eas Suimoriog aprym sisonboz vIpow [LIIsIp
%SC a Y0y O3 VOXY UL ‘SYIOMEBIPI SO [XIN ‘YD) ‘SID St yans oreajos xo[dwiod jo a8papmousy Surppom poon
‘sautyorw Xey pue ‘s101dod opdnmu 0181301 ysed Tendwod ¢ se yons iuawdmba 25530 sorerado Apandagyi

quonboaig st yaIyA Burnpoyosar
o, i 10 mcoﬂuww:uucmu uo woay Supepdn pue ‘s3uaad aerrdordde oy 01 100150 Funiaut ‘(Md1AdT J03 ToqUING
9SED MO PUE “PUSNE O PIANPAYIS dIL $IIDLFO JLYA FINOD YITYA DUWIN “DIEP) PapN[OUT UONLWIOJUT 1UdUNIAd
YA FEPUD[ED 91 UO (SAIEP 1INOD) $IUDAD SUNLDTD SOPNIDUT DIYA TEPUD[ED 110D s Judumsedap oy sureiureyy
paTuUOp 10 ‘VONILPOI
[PIA PISEI[RT “PIsLI[RT 9| PINOYS 18anbax SP10031 I JT SUTWINAP 01 1891 Sumueeq € Sunuroyrad pue ‘9mpasord
2%4SZ a pue Lorod yuoumaedap ‘sourppms 23e1s BUIMOTIO) AIYA WAL SMOTADT PUE ‘Psonbos ST IBYA UO pastq sutaw
UDTOFFIP Sutsn sprodax parsonbar oy sopidwior) “sousone meand pue ‘soruedwod sourmsuT 9133 () 8 SouTONY
A1) /10D redprungy umorsne A ‘siduwnredop 1 1010 ‘suaznp woig s1sanbar spr03ar uado soaray
046 q ; a .u:ocbé%ﬁouo uoszad srerdordde o1 01 woy 19301 10 “VonTWIOUT EuE.u.:iuw sorod
[UIOUD0 JIYI0 "UOREWITOJUT $PI020T SuNsonbar sul-yjem pue ‘saxey ‘syrews ‘sjes suoydool s1omsuv A[[euorssajol
SIDqUINU TOREd NI pue syooq vonead edprunw ‘sirodas
%ST a ysed ‘suone Sunjred ‘saonou uonvaxiod ‘suonein edpunw ‘Suoned oryen sprodar suaan! ‘sirodar so1j0d 01
PRITWI] 10U Inq “SUIPN[OUT BORLWIOFUT JO AIaTrea € JO so[g xa[dwod sumiurew ApIemooe put ‘sassas0id ‘sopidwion)

SWLL [P30.L Kouanbaxg sann(y Arewrr g
IEOUUNAI0 %

[NI papaaN s / [v] A[eawuy / [D] &praazend) / [ Aiwpuory / (g) Apeemia / [a] £pam / [al &req :sepory Aousnbosg

"PaIEN[EAd 9 , LON A1 [[14s SUORDIS 3501 ‘(032 ‘pauBisse se sonnp I9o ‘sonnp “dsyu "8'9) a1qerdadoe are so1r0891e0 [re-yoIed

Y\ “S[qISSOd ST 5t SFOM JOA JO 0/,0()] O3 350[3 ST J0J 1UN0doE ey sonmqrsuodsar pue sapnp asoy Aypuopr o3 £ S[qrssod 1uaixa oyl o, (wwal yiom
v Jo sanoq (0 Gqsnos og sownba o0 ) g ‘Quungp-fo-gpns v sv Uoquusnuzy]) *sI3EI WA YOI IEY dwWn [enUUE [€101 9U3 JO 93e3uadrad PAIEWNS A IS PUL IST 93
30 do3y o 3¢ yuersodur 3sows 27w (995 nok U3 SORNP 9501 IST[ ISEI[ "YFOM JO SUT[ INOL JO IPISINO UMOUY A[PPIM 10U d3E 1y SwAU0IE 30 L3o[ouTurra)
PIOAY "JJOM INOA (I JEI[IUE] JOU 3U0dWOS 103 9[qissod se Surpuelszopun ue 7ed)d se apraoxd [ 1ey Surprom asp) "UOP ST 1 MOH UBY? JoyIes Juop
ST.LVH/A\ UO pasnd03 st uona9s siy [, “qol oy o s10adse juerroduwr 1sows oy aq pnoys yorym ‘qof moA jo sanmiqrsuodsas / sonnp [enussss oy AJnuspy

S3LLITIGISNOdSTY 'R S3ILNQ TVILNISST 40 NOILdINOS3g ¢ NOILD3S




Section 3, Item D.

910C/¥0 PasIaay)

27

(Oay) ssreuuonsand) wondussa(y q

JOTYD) 2070 J IUBISTSSY

-oampadoid pue Lorod
pue ‘oouanadxo ‘Sururery,

91 JO IBPIA[MOUY] "SUIZDID IYSNLRSIP
{euonown 10 Addequn qa Sureap uoym
Aqrepadso “rouuew peuorssajord e ur 1deINIUY

‘Mopua 9yl puv “:GﬁCo ,UCCﬂ_n_ LA SJoWOIsNd
[CUI9IXO pUL [LUIDIUT ITAN UOTIDLINUT L:wnH

JorgD) 2o1n0g 1UelsISSy

"22udmadxo pue ‘Gururen
‘SOUTOPINS 21e1S [LIOUIT

£394 ‘51891 SurdUE[Rq ‘soonovId
1sed ‘ursuodsI Jo 91E1g Al
UT $95LD 13N0D PI[NIT A[SNOTAII ]

0319 nmucwﬁcmﬁwﬂok/ﬂi Uﬂﬂ@»wzﬁ nmﬁ—oﬂummﬂumvkrﬁ:
Bu103U0 120103d 01 pEdU INO ‘SWNOTA

199103d 01 POaU IO DINILU IADISUIS YL 0
S0P SPIOIAI DWOS FUNILPIT JO /PUL SUISLI[OT
U0 UODEUTWIAN0P ¢ oyew 01 pammbar s11s0)
Supueeq v Jo 9s) SUONIEPaT ammbor (A 11
31 pUe ‘pa[[y[nJ 2q 10UUED JO ued Isonbar o
J1 9UTWIAIPP O SPI02T PAIsanbor oy MoTAdY

1sonbar sp1o2as
uodo ue 43snes 01 orqnd o) 01 paseapas
9 1J0UUED PUL TLD 1LY SUTUTWLINI(]

SMITAY
oy Jo aprY, qof

RIS
JO /pue J[qe[leAy S90IN0SAY

aduareyy) /wayqox ]
01 (s)uonnjog I[qISSOJ

saguajrey)) /sura[qorg TedrdA

"JUOLUE JT ‘SMITADT OUA PUE UOTSIIAP ok 18 Sutarire uf apraord szoypo souepms J0 1ndur 92IN0s93 9y 9qIIISIP OS[E
a5v9[( “swd[qoxd asay1 01 suonn[os Ay st [ st qof nok Surusoyzad ur oxyewr nok yey suorsap /s1uewpn| [eard4) 150U oY JO ATy 15E] 18 ANUP]

ONIMVIA-NOISIOAQ / SLNIWoanp

¥ NOILD3g

P12 *dV0OD "HINLLP ‘SD¥AL ‘WOXY ‘¢ ‘SYI0\EIPIN SOTXaN Tuat) worsiAboexs ‘qyD ‘SID ‘PoxH ‘pro
"239 ‘o1pes ‘19381303 ‘souoyd ‘sourydewr xey ‘syordoo ‘syajunrd ‘doiysa(y

‘qof a3 yo suopduny oy wioysad 03 39p30 UT siseq FeMSar v uo pazimn AreuyPEW Jo Juswdmbs ASojouydan ‘9remajos Lue Aynuopy

ADOTONHO3] ANV ST100 ] € NOILDO3S
. "SO[Ij PoUTEIDT
/ol v [[e 30 Sof © sdoay] '9InIess 21EIs YIIA 9DUEBPIOIDE UT SIUSWINOOP PUE S3[1J JO UOMONTISIP PUE UORUIDT SA[MPIYDS
%G N

‘90uasqe H@ﬂ\mﬂ MEHD@ J9013F (O $921A19S %HESEEOU 9Ul JO sopnp a1 M SISISSY

JULISISSU QANEHSTUTWIPY

oy 01 vonviudwnoop 1adoid sapraord puv Lepyrom Yoo JO 13eIS DY) 1T I0ISIS0T I SIIUL[RY SINTANDL




Section 3, Item D.

9102/+0 Pastasy)

DNILINSNOD

NNVWLLIC
NOSTIVD

28

(Oa) sareuuonsongd) vondmdsa(y qd

ST [TAID PUL [LUTUIIID J0O] fufUSTJH SpI02aT uado

SSAIppYV

%ﬁm—u 21L21UNWIto”)

5:5:< o ,En_

-vontsod oy jo sontiqisuodsor pue sonnp no {1380
01 230 ‘xuy ‘prewn Suoyd 4q ‘vostod ur suTIUOD pue ‘s1udWWOd ‘suonsanb UdZNId $SAIPPY

Aprep a1votunwIwo”)

SUZII)

.K,uﬂﬂﬁwﬁdkwd

£[rep arvorunWIWo”) | $9913() S AOUTONY IDIMSI(]
[ern £ml 303 $AMPaYds I93TFO ANLUIPIO0D ST [[IA St SIUDWNIOP [¥3I] IAIIII PUL PILATO,]
A ST SOHEIT, YA 90ULISISsE 15onbaT [[Ia U21j0 $190133() 039 @ouendwod Ut 10U 0T )
Y $9OTOU UONDIIIIOD PUL SISUIJJO PAL[DF (00T U0 patdjdwod aq 01 du-moyjoj ‘suoneid £prep 2eorUnUWWON) 2010
UO SUONDDIIIOD “UONBUTWASSIP 97039( $130d0 JO UONTZI[BU J0J PIPIIU ST 1VIVOD I8Ny
1oRINU]
¢AressadaN] I sepm Aum UONOEINU] 9} IqUIISI(T AreordA1 nox woym

YA\ S[ENPIATPUT JO SPLT,

"UONEZIUESIO UMO INOL JO IPISINO J0 dpIsur suosiad oo i sdrysuoness yrom [eo1d£1 ok AJnuapr 9sea) ]

SLOVLINOD / SNOILOVYHILN]| / SAIHSNOILYTIY DONIMUOAA

G NOILO3S

JOIYD) 9270 IULISISSY

"92udrdxd pue Sururer

"IOUDINYOT JOJ

$9[ paute1as jo Sof v dody] “Suoy moy 10§
pue pauteIaT 9¢ 03 PIAU PIYM pue pogmd
2q 03 3[qE 23 S Yarym Jo yoen dooy|

"WONBWIOJUT JO SUISIN |

JoTgD) 9210 1UEISIS Y

"2uamradxd pue Sururer

“(s)p30291 parsonbar oy daommOI
01 £]9AND9J0 PUT APUDIOIIO ISOW IO
[ wessoxd 97emIJos [ITYAM dUTWINI(]

"DIVAJOS uUuSQﬂCOU
M_GTJ,S SPIOdat chﬁdﬂz.ﬁzozm:u kﬁuCUﬁUCmM—

FOIYD) 9270 J IUBISISSY

-2ouarrRdxo pue Sururer],

‘ssao0xd

£39000s1p 30 /pUe 315onbax sproOdAT A
USNoIy) pOIBUIlaSSIP ¢ 0 TIATIS DIUIPIAD
[E3SIP 93 0IVO VONTWIOJUT PEO[UAOP pUE
93120[ “YaT8as 03 a1eMIJOs Xo[dwod Jo 95

124 pazoiud
U99( 3,U9ALY 1S0[ 1B JO DOUIPIAD SE PITIIUD
1,039 3 s35onbarx sprosax [Ensp Suneoor|

"d2udIradxo pue Suturer],

"sasueyd Lue jo

pastdde wom jo yovo dooyy “siuownwodde
[¥89] 32130 puE 10D 103 seafodwad (f
Aprewrxordde 103 so1ep 105 Jo youm doayy

"UONBWIOJUT
a1endde opraoid o1 daneradur s111 08
‘SAMUNOD OM] UT PAILIO] OS[E 218 9\ "A[prdus
pue Apuanbaiy aSuvyd buvuu: 21t IO

oA pue S91EP 1Mo’ - CCES#JJLJ uaSC )

“Jouurw
JUDIOJO UL UT SUDZIID ISISSE 01 20ULIdXd
pue Sururen woij 1uounredop sorod

O3 JO IFPa[MOUY FunjroM pur Surppng




Section 3, Item D.

(2]
ONILINSNG N
910Z/%0 Pastaay) NNYWLLI(] ©ap »areuuonsand) vondmossq qd—,
NOSTYIVD
"SIMNP [BJ1I3]D JISEq JO 2dUEpm3 pue uoneue[dxs sormbax
X X STYJ, STIUN[OA PUE STOOYFO ATBI[IXNE WO} 9IUEISISSE SIATIDT IsT[e02dG SpI0day 2010 YT,
eI o $9 Amqrsuodsay / uonoy jo €
SopIAOI N A HEqr 3§ / Uondy jo eary
"s1o110 Jurpes] 03 sutedrad 31 st daey nok Liiqrisuodsar o 9dK a3 23edTpUT BSEI[
ININIOVNVIA / NOISIANYAANS 9 NOILD3S
syuounedop
- NEEENW Puvosiod oo v
41 3ayo ur pue Supping oy unpia savkofdwo (e Jo sisonbax puv suIIU0d $SIPPY
"PI12[[0D 2q 01 vILp
orerdordde oy 105 smore 10303 yaredsip mo ur 2ouBIIAXD SNOLAI] "PALIEIS 9q 01 [[E Aqrep arvdTUnUIIo”) yonedsicy 20110
¢ 303 yp1edsip 01 31 opraoid pue mopua oy 1v siurejdwod 103 BoRTWIOJUT oY) Aprems8oy




Section 3, Item D.

o
™
9102/+0 Pasiady) NNVWLIAC ©ay) sareuuonsond) uondwassq qdroy
NOSTIVD
Apuanbarg Areuorsesd Aporey V/N JUSWIUOITAUS IO\
X “Bunyy pue Suryonor Suresuy ‘Guidooss ‘Guryrem Surpueig
X “Sumrg
X ‘spunod (g 01 dn Jo uonIaxy
X 030 ‘Anua v1ep ‘Surdfy ‘Surpeoy
Apuanbaxg A[reuorsesdQ A[prey V/N
sygawdImbay reorsAyg
[s122 s3erdozdde o ur X, ue 20e]

"$9110391¥2 Surmor[oy a3 ur 1uads Aeard£r sum o Junowe 9y 23LTPUT 5B

SLNIWININOIY TYOISAH / LINTWNOMIANT MHOAMN

J NOILD3S

SHIdJo #

aprL, qof

‘ai0paq saakoyducs asoqy Jo sapay qol puv st 1. Jo ssquunu aqy 15y asvad s [
¢saakordwa Aue aspradns A[F5331p nok o(q




9102/$0 Pas1a)

Section 3, Item D.

ONILTNSNOD

NNVWLLI(]

31

NOSTIVS ©ayp smreuvuvonsand) uonduosa(y q

:A[espd 230w qof InoL puEIsIapUN IS[D SUOIWOS doy pmos 3y vonewroyur 9y10 LUt Aynuspr 3sBI

SINIWNOD IIA0TdINT IVNOLLIday

8 NOILD3g




9102/+0 Pastaay)

ONILLINSNOD

NNVWLLIQ
NOSTIVD

(©al sareuuonsany) uvondudsa(y q

32

Section 3, Item D.

"90TAJIS JIW0ISND /[EDII[D UT 9DUILIAXD JO STEIL ¢-7 JO TOTEUIWIOD B JO 20ASN [EUTILIY) UT STFOMISINOD A 39I39P SIIED0SSY

:(fapedes £ostazadns e ut 939m YA JO 7 9oUaIradXD 907AT9S FOWOISND JO STEAL 810 G “§-0) Suraryy 703 pasmbay 2susmadxy oypadg aqmosa(

X

"SI 7T = s3I 11 01 QT ‘s3I G 01 §

*s3f £, 01 9 ‘SIKG 01 ¢

‘sikgorg

.waV

ouomadxy ON

[s790 arersdoadde o uy ¢, ue 20¥]

JHIH NOdN dIHINDIY IONINIdXF VL0 L

L L NOILO3S

0TS [EUTWITIY) UT JFOMISINOD YA ‘pPasrazord 22139p so3eross
! [eUTWIIID) UT 3§ UM "PatIo) P ! %

{(932 SpFomasnod oywads ‘parnmbas “sa pazsayeid “8-9) voneonpy pasmbay ayp SuprESoy UONEWIOJUT [PUORIPPY AUY IpIACI]

e o)

uonedssIq /M qud

(-39 ‘QuIdTPSN ‘me) 92133(] [BUOISSIYOI

92139(] S ISEIN

99133(T sJo[ayoeyg

(yusreambyq 10) 92139(T soeOSSY X

(yuareambq 10) 9re0gnILY JEIX SUQ X

(yusreamby 30) wonesnpy [00Yysg YSIEy X

uoneonpy [00YdS YSITE] Ueys sso

Apmig jo (s)plorg

(X, UE yaEm 300 399[3G)
uonedNpy JO [9A]

AHIH J404 d3HIND3Y NolLvyonag

0l NOILO3S

F°IgD 9010 1uaelsIssy

apLy, yosmradng

uas|O uag

swre N ospradng

NOILVINYO-N] ¥OSIANIdNS

6 NOILO3S

YOSIAYIdNS S,33A0TdINT IH] Ag d3131dNOD 3g O




Section 3, Item D.

ONILTASNOD
910Z/¥0 Pas1aay) NNVWLII(]

OQay) ameuvonson) uonduasa(y q
NOSTIV)

33

T

UOBIPPY / UOREOHHE[) / JUSWWO))

uondag Al

"m0[2q papraoxd 20eds oY1 UT UOREWIOJUT [EUONIPPE JO ‘SUOREITIIE]D ‘SUONITIOD Aue apraoxd aseard O/ s,204ordws ue Jumape jo nay Uy

SNOILIAY/ / SNOILOIHNO0YD / SINFWNOD S, HOSIAYIANS

€1l NOLLDO3S

(039 “Bummouas J0 Sututeqo o5 Juswiked sofojdws ‘voneoynIvd 303 Aed Enxo "8'3) UONEDYNIAD JO SINSUID] O $ANE[AF T SE $900oexd JUaTIND KUt AqEIdS(T

¢3ITH 1Yy ureyqQ Aey | ¢urpy uod() pasmbay PSPIAOIJ /PaUTeny MOE]

Surures] /9IsuadrT /uoneogniay) pasmbay 1sr

9O NHOJ¥3d OL ONINIVY ] / IYNSNIDIT / NOLLYDI4ILYTD

¢l NOILO3S




Section 3, Item D.

DNUINSNOD
ISTAD NNVWLLI(]
9102/%0 Pastaay) s

<
™

(©al) smeuuonsang) uondmasa(] qOror

UORIPPY / UONEOHIE[D / JUSWWO))

uondag DAl

"40[3q papraoxd 2oeds oy U BORTWIOFUT [EUONIPPE JO ‘SUOREOPIIE] ‘SUONIIIOD Lue praoid aseard ‘O[ s,22fordwe ue Surraie Jo noyf uy

SNOILIAAY / SNOILOTHYOD [ SLNINWINOD FAILVILSININGY

Gl NOILO3S

SPLL 99USISI(J AANENSIUNWPY

SdweN 92u3ISa(] FARENSTUTWPY

NOILVINYOIN] HOSIA¥3dNS

¥1 NOILO3S

J3INOISAJ IAILVYULSININGY Ag A3131dW0D 3g O




Section 3, Item D.

CITY OF
WATERTOWN POSITION DESCRIPTION

This job description has been prepared to assist in the evaluation of various classes of responsibilities, skills, and working conditions. It
indicates the kinds of tasks and levels of work difficulty generally required of positions given this job. The principal duties and
responsibilities enumerated are all essential functions except for supplemental duties and responsibilities. Supplemental duties are
described beginning with the word "May." This job description is not intended to limit or modify the right of any supervisor to assign,
direct and control the work of employees. Nothing contained herein is intended or shall be construed to create or constitute a contract of
employment between any employee or group of employees and the City. The City retains and reserves any and all rights to change,
modify, amend, add to, or delete from any section of this description as it deems, in its judgment, to be proper.

DATE: June 24, 1995
REVIEWED: January 1, 1998
November 28, 2005

June 23, 2009

February 11 2020

Revised: August 1, 2023

Title: Community Services Officer Department: Police FLSA Status: Non-exempt

General Summary:

The Community Services Officer (CSO) position is designed to enhance service to the community by using non-
sworn personnel to handle minor calls for service. The CSO performs a variety of law enforcement support
functions, such as parking enforcement, traffic direction, assisting crossing guards, handling minor complaints
from citizens, preparing/submitting reports, fingerprinting, along with performing many clerical tasks.

Reporting Responsibility:
This position is under the direct supervision of the Administrative-Bureau-Captain Assistant Chief, however from
time-to-time may receive supervisory direction from other departmental supervisors.

Specific Accountabilities:

1. Encourage and provided quality service to department customers, both internal and external, through
courteous, complete, and punctual attention to their needs.

2. Assist the public regarding inquiries on matters related to the department.

3. Act as department liaison to other law enforcement agencies, city officials, department employees and

programs, and the general public.

4, May assist in filing of miscellaneous forms and files.

5. Receipt and document monetary payments for tickets, accidents reports, parking fines, records requests,
etc.

6. Assist the public at the service window.

7. Assist in maintaining and updating the integrity of the court notification process.

8. May assist in the notification of officers for appearances and cancellation for municipal and criminal court.

9. Effectively and efficiently operate office equipment such as a Cash Register, computer, calculator, copy

equipment, printer, FAX machine, etc.
10. Patrol the city to enforce parking regulations by monitoring time limits and other restrictions.
11. Issue tickets for applicable violations of Watertown parking regulations.

35




12.

13.

Section 3, Item D.

Mark tires of vehicles parked in timed parking zones, record time, and return at specified intervals to

ticket vehicles remaining in spaces illegally.
Utilize CIS Records Program to process violations, payments, dismissed or voided parking tickets, and

unpaid parking tickets.

14— Performsduties-ef police-matron-asnecessary

15.
16.
17.
18.
19.
20.
21.
22.

23.
24.
25.
26.

Administers crossing guard function and fill in as a guard if needed.

May assist other support services personnel at various times.

Assist the public at the service window.

Maintain forms and booklets for general use by the public for State and other public service entities.
Check five-day notice violations issued by the department and surrounding agencies.

Pick up and inventory abandoned/found property and complete paperwork.

Initiate and monitor complaints of abandoned/junk vehicles.

Communicate with owners of found property and junked and abandoned vehicles as to the status of their
property.

Fingerprint citizens for "applicant" cards.

Maintain inventory of crossing guard equipment.

Liaison to the Watertown Unified School District on matters of pedestrian safety and parking.
Follow up with Street Department with garbage and recycling complaints.

Education and Experience:

High school graduation (or HSED equivalency) plus one (1) year of work experience and an equivalent combination
of education, experience and training which provides the following knowledge, abilities, and skills:

Employee Acknowledgement: Date:

Good knowledge of City of Watertown street and public parking lots

Good knowledge of City of Watertown parking and garbage ordinances
Knowledge of computer software and computer keyboard

Ability to work independently

Working knowledge of business English, spelling and correspondence formats.
Ability to communicate effectively both orally and in writing.

Ability to establish and maintain effective working relationships with supervisors, associates, and the
general public, and diffuse difficult situations.

General knowledge of vehicle registration forms and other related State forms.
Ability to operate general office equipment.

Ability to work in varying weather conditions.

Print

Signature

36




Section 3, Item D.

~
ONLINSNOD ™
(9102/+0 pastaay) NNV ©Qq) smeuuonsand) uondussaq Gy
NOST
JoTYD) IUBISISSY apL], Josmaradng Uas[O uag swe)N] Josmradng |
ov Cia 32d syg) swiy-1eg ST SWI-1eq / SWLL -]
2010 UOISTAI(T 2010 ~ juounzeda
T\ TMOITIE NN\ UonEd0T JI0N 190PJO $P0IIAG funwwoy | opiL qof
Jusunreda(T 9010 UMOITAIEA) JO 1) i sweN rolorduryg  prypswnepy pquy | sweN s2korduryg
NOILVINYOJN] OIHdVYOO0N3J L NOILD3S

"IN AU} UT 2 IYSTUW 7 JeYM JO 9q P[ROYS 3T 9A3M[2q NOL € 10U ‘Aepod ST 1 s qof oy3 9qIIsap uawaFeurwr £q pPa3daIp
Areogads ssoun Foypany “siuswuSsse £rezodwal 10 s193(01d Teads 10U ‘suonipuod eordfy sopun qof o 3o 13ed o738 381 senmIqIsuodsax pue sapNp UO

paseq 2q p[noys sasuodsar sy, *(030 ‘Aprerenb Arenuue ‘3-0) A[rear4o mooo A[uo 3ySrw yey asoyy waas ‘qol a1 Jo sanmiqrsuodsas [eord£ oy soprsuon)

apuvaofiad salopdute ajpnyva of pausisap jou st puv qol aqy snoqe wonpuofur 1300 o7 st GI[ 2q fo asodind agz ey purws ur doayy
"PIYISSE[d puv paren[ead A[1eindde oq ued qol a3 os uonewrojur JusPYIns apraord o3 urazodur st 31 ‘Tesep 18933 ur inp Yoo 3qII2s9p 01 AFL$S909U 10U
ST YA\ 9[qrssod se £ganq pue ‘A3srdwon “Apremooe se 11 219)dwod uoys pue suonsanb oy Jo Aue Sumamsue 93039q ATnyazed O([ STy peos ased[J

'suondmsap qof arerrdordde ardwos o1 pue ‘syuowammbas (e8] snorrea

303 sqol A31sse[> quawaoe[d Areres 303 sqof a1enieas 01 Lressaoou vonewoyur o apraoxd o1 st (O (I() sreuuonsang) uondisa qof ap jo asodind oy,

alleuuonsanp uonduossaq qor



Section 3, Item D.

(9102/+0 pastaaD)

38

ONILLINS|

D
NNVW.LLIQ ©al) smeuuonsany) uvondussaq

NOSTIVD

"weIsoI uotsuadsng O A\ PUt weidos 1dodiou] pungay XeT, 303 uonvwiojur sopraoid ospy Surargaa puv
‘Sunmiwsuen Sundddor UL ‘WONLWIOIUT 1991700 10§ SUOTLID [ SUIMDIAYIT (| JOILTISTUTLIPE GTYRI], O SISISS\/

01

Buippng O3 UIPIA UOTIEIO]
1997102 I 01 WY $IIVTIP JO SINILW JUITIOWI-UOU A sd[ay pue Mopuim 2314308 o 1 d1jqnd o sIs1ss\

“BUINPIYDISIT JO SUONE[[PIULD UO
woy Sunepdn pue ‘s3uaa9 gerrdordde o 01 s100150 Suniauy ‘papnppur vonvwirojur UdURIAd YIA TLPUILd A
UO ($91¥p 1IM02) SIUIAI SUNEDID SOPNIIUT YITYM TEPUI[ELD 1IN0D S IudUNITEddp dU3 JO DOUTUIUTEW I YA SISISS/

o

"$9UDDS JWIID Jolew puL S1U9A9 [L129ds 18 [0TIVOD /UONIIIIP JYJLR YIIA SISISSY

A

EERIRETS
uzoAs ¢ 23mbaz 10U Op e *239 ‘Gursudd] 9Ad1q ‘s9dnou uonseI10d ‘Sunundreduy ‘Aradord punoy ‘sureidwon
Sur4oa1 /58eqIvd GUaUddI0FUD APIYRA pauopurqe /Sunyred se yons ‘s1ureidwod JULTIOWI-UOU YA SPTY

‘spaen3 Sursso1d Suisiazodns pue Suturen ‘Sunmy ‘Suiaoraraur ia sdpp

o=

"22UdsqE J9Y /ST FutImp IsT[eadg SPIo2aY[ 9910 U3 JO SINNP I YIIA SISISSY

A

“JURISISSY
QARELMSTUTWPY 913 03 voneIuawndop 1adord Surpraoid pue 10151801 o3 SudUE[E] 01 UORIPPE UT SINTANIL

A

TYI0 puL siuLIIEA ‘Spuoq ‘suoneind suryred ‘sprosar uodo 1oy 1uowled SredoUoW SIUSWNOOP PUL $9A19Y

"SOBLL, PUE ST St ans o3emjos xo[dwod Jo 98pamouy SuRjIom pooo)
sourgorw xey pue ‘s1a1dod spdninu ra1sisar yseos sondwos v se yons auswdmbo so130 savrado [pandagr

Gl

Juounaedap 10 vostad aerrdordde ayp 01 woy s10y01 10 ‘vonvwoyur yusuniedop d10d”
[¥39UDS DO “UOREWIOFUT SPI022T Sunsanbor SUI-y[ea PUE ‘SaxE] S[IEWD ‘S[[vd 2uoydd[al SIOMSUL A[LUOTSSDIOT ]

ST

a

$IDQUINU TOPLID I pue syooq uoneld jednrunu ‘sazodax
ysead ‘suoneid Suryred s90n0U UONAII0D ‘suonead [edpTunu ‘suoneid sygen ‘sprooas apuaan( ‘s1r0dor sarjod o
pa1rwI] 10U Iq “Furpnour UOREWIOIUT JO £19TTLA v JO say xd[dwod surelutew £PIvIN0dL pue s9859503d ‘sopidwron)

SuIly, [eI0,
[enuuy Jo o,

Aouanbarg

sann(y Arewrprg

(NI papaaN sy / [v] Arenuuy / [D] Apawrend) / [l Arpuony / (@) £peom-id / [ &eosm / [al Aeq :sepop Aousnboarg

"PAIEN[EAD 9 LON A[O3T] [[I48 SUORD3S 2501 (030 ‘pauisse se sannp F2y10 ‘sopnp -osw “§2) 2[qerdooor are s9r0S1ed [e-yoIed

Y\ “3[qTSSOd S SR JFOMA TNOA JO 0,)()] OF 9S0[D ST 10§ JUNOIDE JLy) SIPIIqrsuodsax pue sonnp ssoy3 £3nuapr 01 £n ‘o[qrssod 1ua1xa oy 0, (wwal yuom
v fo sinoq 00g Gg5nos o sapnba o) | 1wqs ‘quung-fo-aims v sp Uaquusniyy) "S9Y[E3 WY OB3 Je) JWN [BNUUE [€301 943 JO 93vIuadrod parewnsa oy ISI pue ISy oy
30 do3 o3 38 Juersodur 3sour 23% [995 NOL LY SIPNP SO IST] 9sE3[ "YIOM JO JUT] INOA JO SPISINO UMOUY A[OPIAM 10U d7¢ Jey) swAuoIde 30 £o[ouTray
PIOAY "YIOM InOL (I FefTUIe] 10U SU0aWos 05 a[qissod st SurpurisIopun ue 183 st apraosd [T 323 SUTPIOM 9S() “9UOP ST T M\ OH UPY3 I9U3eT SUOop
ST.LVHA\ UO pasnd0j sT uonaas siyy, qof oy o s10adse juersoduw 3sow oy aq pnoys yorga ‘qol moA jo sanmiqisuodsas / S9NNP [eNUassa a3 AJnusp]

S3ALLITIFISNOdSTY @ s3lLN@ TVILNISST 40 NOILdINOS3Q ¢ NOILO3S




Section 3, Item D.

(910T/%0 pastaay)

DONHINSNOD
NNVWLLIC]
NOSTIVD

39

(Oay) asareuuonsang) uonduasa(] g

"“UONLWIOJuT I
{1 01 puE smoyryL

SUT-[[Ed I[puLy
01 yaredsi(] 01 uonippe
ur suonedo] 18 dnyoeq
v s s1001j0 Arerxny

Jo1yD) 1UBISISSY

TIAN TBIA O INOYSNOTYI PITIAOD JIT
SUONEIO] [[¢ 3L Surmsuo 1uads st own jo
[E9p 18213 |7 "019 “SuruIen ‘uonewluswo ‘Gury
‘Suimoararoiur ‘suoneardde Surmorass sormbaz
UOIYA T84 [0OYds o) Furmp sprenc)
Surssorn) 71 Aprewrxordde soosrono pquiy

'spreng Surssorn)

‘syuaunzedop £17)
3930 pue Hrunuron)

JorgDH JUEISISSY

"saouruIpIo sunyred

01 SIBUBYD LW 10 AJITE[D 01 99NTWWOT)
£393eg a1qn 10 1wdunIeda( 199mg

OU3 03 10 Surydras 10 Funyred d[qerear YO
moqe sassaursnq sururrojur pue Surddols

SE ONS ‘$98$IUISN( UMOIUMOP T0J UORN[OS

v YA dn Surwod 105 x0q o dpISING SYyuIy
nq SUORL[OIA FUI4d1 /oFeqIes 10 Juryred
SE [20S ‘S9SUIJJO JOUTW JOJ SUONTID INSS]

03 SUOISIDAP LW FIUIY S0P AJUO JON]

"SUOISIIAP JUDWDIIOJUYL]

pas) o /pue

SMOTAY OYA\ JO S[LT, qof S[qE[IEAY S90IN0SIY

a3usey) /wa[qoIr g
01 (s)uonnjog I[qISSOJ

saduarey) /swaqorg redrdA .

"SUOAUE JT ‘smo1ADT Oym puE UOISIORp 0oL 3¢ Suramre ur apraoid s1oypo 2ouepmS o Indur 92mMosaT 9y IqUIISIP OS[E
asva[ "swrqoxd asay 03 suonn|os Ay se [A st qof nok Sururoysad ur axew nok rey suorspap /syuowdpnf 1ea1df1 3sows oy Jo 241 IsE9] ¥ AyRUSP]

ONIMVIAI-NOISIOA(Q / SLNIWDanp

¥ NOILO3S

039 ‘wesdoid vorsuadsng 1O A ‘weidosg 3desrau punjoy xeJ,
‘dAVOD ‘HINLL? ‘SDPLT, ‘SYIOMEIPIN S0 XN ‘uorstpboexy ‘g1D) ‘[ooX{ ‘prOA\ 233 ‘OIpeI ‘3181397 ‘souoyd ‘sauryoew xej ‘syordoo ‘srojund ‘doiysa(y

:qol a1p 30 suopouny oy wiroysad 01 FopIO UT Siseq TeM3aT € UO pazimn Arsuryoew Jo Juswdmbe ‘A3otouydan ‘oreayos Lue Lnuopy

ADOTONHO3 ] ANV ST100 | € NOILO3S
o - myp 21e3s pur orod judwnaedop
g M uo paseq spr02a1 parsonbar oy sapdwior) “sdouzone seand puv soruedwos soursul 221130 s Adourzony
L1 /1mo7) edpungy usoiie ) ‘stuauntedap £117) YO ‘Sudzn woy $89003d p10293 UddO S YA SISTSSY




Section 3, Item D.

(9102/¥0 pastaay)

DNUINSNOD
NNVWLLI(
NOSTIVD

40

©al ssreuuonsany) vondmdsac

‘uondadsuy
Suipying J0 usunreda( 190mg oy woxy SurpLoar pur
a8eqaed se yons syuouniedop rotpo woxy siure[dwod ppn]

AP

. mpCUﬁCu.ﬁw&Oﬁv U0

"PAIRIAUAS [[Ed o) J03 yaredsip 01 11 opraoxd pur ppy oy ur
10 mopuIA o3 1 syute[dwod 03 vonewrrojur oyl AjremSoy

Arep 21ed1UNWIWO”)

oredsi(] 2910

-wontsod o jo sontqisuodsax
pue sonnp no L3183 031 010 xej qrewn ‘Quoyd £q ‘vosiod

AJrep sgdTUNWIWIoO”) SUdZNI)
Ul SUIDDUOD PUL ‘SIUdWWOD ‘suonsonb uaznio ssarppy
210 ‘suonsanb o
TOMSUL ‘SONNP INO 4338 APUIIDIID 01 dR O O STIDYJO Arep a1vorunwiwon) 1O]
[PIAN 1DLIDIUT PUL S[IELUD “J9110[q praF 01 auearoduwr sty
10€eIu]
¢A3essadaN] 1T sep Aum UONOBIANUT Y1 QIS AreordA 1, nox woym

TRTA\ S[CNPIAIPUT IO SHLY.

"UOREZIUEL3IO UMO INOL JO IPISINO 30 IpIsur suosiad Joio Y sdrysuones yrom [eordf mok Jnuapr asea[q

SLOVINOD / SNOILOVYILN] / SAIHSNOILY 1Y DONIMUOAA

G NOILO3S

JPIYD) JUEISISSY

"soampaooxd
put Lo1od 1uounreda(y

“Aorod Jusuniedop i 9duTpIOIE

ur sp10221 Bado Sursear pue Furaodl
UIIA S38TSSE IsTR100d G SPIOdIY] 2010
O ST JUDIXD WIS YD O J0U YSNOYIY

"spr02a1 uad()

gD JUelsISSyy

-ooudrradxa
puv SurtuTeI],

“JouuLw
JUDIOJO UL UT SUIZIID ISTSSL 01 20udTIodxo
pue Suturen woij Jusuniedap sorod

A3 JO 28parmouy Suryrom pur Surpimg

O} JO ITPIIMOUY "SUIZIID JYSNENSIp
Lrevonown Jo Addeyun yya Suresp spym
£qrerdadss “rouurw euorssejord v ur 1ovI0IUT

‘STowolIsnd

[EUIIX0 PUT [eUI01UT [ITAN aondelaul LSVQ

JoryD) JUBISISSY

“fourony L17)

1IN0D UT WOl

Pudjop 031 SUONIE Y JUdWND0P A[ySnoroy)
03 parmbaz os[e ST 9Yg IUNOWE Uy

o3 03 sadue ayewr 01 AIoyIne payueis s1
oys uawied 91y v Sunjew o1e 10 UORLID v
PoAI222T 1B1 SUDZIID Josdn Y sjeop roquuiy

‘siurepdwod uaznin)




Section 3, Item D.

(9102/+0 poswaay)

ONLLINSNOD

NNVWLLIC

41

OQal ameuuonsony) vondmosay

NOSTIVD

SININIFAFINOTY TVOIISAHd / LNIWNOHIANT MHOAA

/ NOILD3S

SHIA IO #

SPLL qof

01 saakoydua asoqy Jo sajrz qol puv ST . J0 4aquiny gy 1577 asvgd Sal JT
¢saakordurs Aue astarodns AFS37p nok o

X

'Sprens) JuIssoI)) UIZOP E SIOIIIP PUE SAMPIYIS F90J() SITATIG ATunuIwion) ay T,

X

"S9MNP [eO1II]D JIseq JO 2duEpmM3 pue voneue[dxs sormbax
SIYL, "ST9IUN[OA PUE SFIOPJO ATEIIXNE WOIJ SDUEISISSE SIATIIVT FODYJ() SINATIG ATUnurwor) ayT,

induy L
SOpIAOIJ N

S9x

Limqrsuodsay / uonoy jo eary

79130 Surpea 03 sute3rad i se aaey nok Lpqrsuodsar yo od oy 3woTPUT 95T

ININIOVNVIAl / NOISIANYIANS

9 NOILO3S




Section 3, Item D.

(9102/40 pasuay)

N
ONLIASNOD

<
NNVWLLIC

T <

areuuonsang) uondmrdsa
NOSTIVD ANUQO . : Nv T aq

:Aprespd s3owr qof o4 puelszopun 3s[9 2u0dWOs d[aY PINOM 1T} UONEWIOFUT I9YI0 AUt LJHUSpT 9583

SLININWNOD FIAO0TdINT TVNOILLIAAY

g NOILD3g

X

‘(a0us /uTes /p[od /10y SWONXD
o1ut s3uTp[IMq jo Ino /o1ut Sun{fea) sadueyd armieradwa) SWamXa 03 393qng

Apuanbaxg

Areuorsesd )

A[orey

V/N

JUSWIUOITAUS S[TOA

“Bunyi pue ‘Suryonord ‘Sureauy ‘Surdools ‘Suryea ‘Surpuesg

X

g

X

'spunod )z 01 dn Jo uonIoxy

X

219 ‘Anuo erep ‘Surdfy Amﬁﬁmum‘,

Apuanbarg

A[reuorsesd

Aporey

V/N

[s1192 s3errdoxdde o ur X, ue 20e]

suawdImbay reorsAy g

"$9170321€0 SutMor[o3 o Ut 3uads A[eard£ swm o Junowre Sy3 33LTPUT I5EI[J




Section 3, Item D.

43

ONLLINSNOD
(9102/+0 pastaay) Z%w__.ml\”_uc ©al smeuuonsend) uonduosaq qbror
I S 1

"90TATDS JOWOISTID /[EDLII[D U 20ULFIAXD JO $7894 ¢-7 JO UOREUIWIOD € JO 200SN[ [EUTWITI)) UT JFOMISINOD (PIA 39IF0p SIIBID0SSY

‘(faroedes Lrostazadns € ur 9794 YOTYM JO 7 9duOIRdXD 90TATOS JOWOISNO JO STEAA [€3103 G *S+9) Surmy 103 parmbay souarradxy ogoadg aquosacy

X

SIK 7L 2 *S3K 11 01 QT *s1£ 6 01 § 's1 1 019 ‘s;Ikg o1 ¢ ‘sskgoryg L7 > souamradxy oN

[st122 arerrdoadde o ur ¢, we 20¢]

FHIH NOdN dIHINDIY IONINIXT VL0 ] L} NOILO3g

"201SN [ [EUTWIIY) UT FOMSINO0D A “parrajard 99130p sa1emossy

{(232 “jF0mas1IM00 dP1ads ‘parmbaz ‘s pazzazerd 3-9) uoneonpy parmbay ayp SuipreSey vonewIoyUT wmcov%ﬁ«w Auy opraoig

Belile}

uoneuassIq /4 qUd

(*015 ‘QUPIPaIN ‘meT) 99139(] [BUOISSIFOIJ

22132( sIdIsEN

92133(] sJo[aydeg

(3uareambq 10) 92135(T sa1EIO0SSY X

(yusreamby 30) a1€0gNIAY FBIX SUQ X

(yusreambq 10) wonesnpy 100ysg Y3rEy X

uoneonpy [00Yog YSTE] ULyl SS9

ue T\ 9UO 123712
Apmg jo (s)pPrd o.wmﬁowvm j0 38%

J¥IH ¥04 GIJINOTY NoLLYoNag

0L NOILD3S
JRIYD) 1ULISISSY aprL], Josparadng uas[O uag sweN] sosparadng
NOILVINHOLN] ¥OSIAN¥3dNS 6 NOILD3S

HOSIAYIdNS S,3IA0TdINT IH] Ag 31T TdNOD Ig O




Section 3, Item D.

ONLLINSNOD
(910z/%0 pasway) NNVWLIA(]
. NOSTIV)

©ap amreuuonsang) uondussa q

>

UONIPPY / UONEOJIL[) / JUSWWO))

uonosgs pal

"s072q papraoxd adeds Y3 U UOREWIOFUT [EUORIPPE JO ‘SUONEIYIIE] ‘SUOR91300 Lut apraoid asesrd Q[ s,294odwe ue Surmaie jo nor uy

SNOLLIAAY / SNOILOFHHOD / SININNOD S, MOSIANIANS

€1 NOLLDO3S

(239 “Bumouas jo Sururelqo 03 yuswked sofordwe ‘voneaynied 103 Led vnxo ‘§'3) TOREOYNID JO AINSUIIN OF $318[27 31 € $901e3d JuaTIND AU 9qIIdSI(]

SOITH] IOV UreaqQ Ay | ¢aarH uod() parmboy POPIAOIJ /PIUTENY MOH

Sururexry /2INSUDT] /uonesynId)) parmbay 1sry

8O INHOd4d3d OL ONINIVY ] / IHNSNIDIT / NOILYOIJILYTD

¢l NOILLDO3S




Section 3, Item D.

(9102/+0 pastaay) NNVWLLICT
. NOSTIVD

45

(©al smreuvonsand) vondmsaq qbroy

UonIppy / UONEIYLE[) / 1USUIUWI0))

uonosag Ol

“00[2q papraoid 9oeds a1 UT VONEWIOUT [FUORIPPE JO ‘SUOREIYLIE] ‘SUONIIITI0d Lue apraosd aseard Vyy[ s,2afordwo ue Surralfe Jo nay up

SNOILIAAY / SNOILOIHHOD / SLNIWNOD IAILVHLSININGY

Gl NOILD3S

SPLL, 99USISI( SANEISIUTWPY

SweN 99U3ISa(] FANEISTUTWPY

NOILVINHOAN] ¥OSIAY3dNS

1 NOILD3S

J3NDISIJ IAILVHLSININGY Ag A3131dNO0D 3g O]




o] s

Section 3, Item D.

CITY OF
WATERTOWN  POSITION DESCRIPTION

This job description has been prepared to assist in the evaluation of various classes of responsibilities, skills, and working
conditions. It indicates the kinds of tasks and levels of work difficulty generally required of positions given this job. The principal
duties and responsibilites enumerated are all essential functions except for supplemental duties and responsibilities.
Supplemental duties are described beginning with the word "May." This job description is not intended to limit or modify the right
of any supervisor to assign, direct and control the work of employees. Nothing contained herein is intended or shall be
construed to create or constitute a contract of employment between any employee or group of employees and the City. The City
retains and reserves any and all rights to change, modify, amend, add to, or delete from any section of this description as it
deems, in it's judgment, to be proper.

DATE: June 24, 1995
REVISED: July 10, 1998
REVIEWED: June 23, 2009
REVIEWED: February 11, 2020
REVISED: April 20, 2021
Title: Clerk/Transcriptionist Department: Police Department FLSA Status: Nonexempt

General Summary:

This is an administrative position which performs typing and routine clerical duties within the Watertown
Police Department.

Reporting Relationships:

Under the direct supervision of the Investigations Sergeant. Responsible for clerical and office duties
involving the support of the administrative function of the department. Refer more complicated matters to
supervisors. Work of a confidential and sensitive nature.

Specific Accountabilities:

1. Operate a standard PC with a good understanding of Microsoft Office Suite of programs to
prepare a variety of dictated or handwritten material from rough drafts, corrected manuscripts,
reports, legal documents, telephone transcripts, etc. in a timely fashion.

Provide routine information from records in response to telephone or personal inquiries.

Initiate routine correspondence, forms, and reports in accordance with procedure.

Assist in checking and verifying department records.

Operates office equipment such as a calculator, cash register, and copy equipment, printer, and
"FAX" machines.

Maintain files of correspondence, forms, records, reports, and other materials.

Responsible for maintenance of transcribing equipment.

May assist other personnel in Support Services Bureau.

oD
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Reguired Knowledge, Skills and Abilities:

Section 3, Item D.

Graduation from High School (or HSED equivalent) with major course work in office occupations with one
(1) year of office experience and an equivalent combination of education and experience which provides

the following knowledge, abilities, and skills:

Working knowledge of business English, spelling, and correspondence formats.

Working knowledge of current office practices and procedures.

Ability to type rapidly and accurately at a speed of not less than fifty (50) words per minute.

Ability to operate office equipment and word processor (computer automated software and

peripheral equipment.)

Ability to understand and follow instructions.

Good working knowledge of, and the ability to maintain filing systems.

Ability to establish and maintain effective working relationships with coworkers, and to tactfully

deal with the public.
Ability to effectively work under stressful conditions.
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CITY OF
WATERTOWN POSITION DESCRIPTION

This job description has been prepared to assist in the evaluation of various classes of responsibilities, skills, and working conditions. It
indicates the kinds of tasks and levels of work difficulty generally required of positions given this job. The principle duties and responsibilities
enumerated are all essential functions except for supplemental duties and responsibilities. Supplemental duties are described beginning
with the word "May." This job description is not intended to limit or modify the right of any supervisor to assign, direct and control the work
of employees. Nothing contained herein is intended or shall be construed to create or constitute a contract of employment between any
employee or group of employees and the City. The City retains and reserves any and all rights to change, modify, amend, add to, or delete
from any section of this description as it deems, in its judgment, to be proper.

DATE: August 15, 2023
REVIEWED:

Title: Investigations Specialist Department: Police Department FLSA Status: N/A

General Summary

This is a full time position in the Investigations Division of the Police Department. This position is responsible for the
performance of moderately complex and varied clerical duties in the Investigations Division along with being responsible for
the performance of complex and varied duties within the department’s property/evidence room. This position coordinates
the online sale of city property for all city departments and disposes of abandoned property through online auction.

Reporting Relationships:
Under the direct supervision of the Investigations Sergeant, however, from time to time may receive supervisory direction

from other departmental supervisors.

Specific Accountabilities:
Administrative Responsibilities

1. Work with Investigations staff, other department personnel, and the public.

2. Maintain Investigative files, forms, records, reports, correspondence, and documentation.

3. Provide Investigative files and other information to other agencies, including District Attorney Offices, and
Human Services departments through the use of various electronic delivery systems.

4. Provide routine information from investigative files and records in response to telephone, fax, e-mail, and
personal inquiries.

5. Updates department computer records management program to record when records are sent to the District
Attorney, Human Services or any other agency or entity.

6. Provide copies of videos, DVD's, digital photos and other digital media as needed in response to discovery
requests from the District Attorney’s Offices, record requests and court requests for information.

7. Assist department typists with the typing of dictated police reports as directed.

8. Aid the public at the records service window as needed.

9. Track and document Domestic Abuse and Burglary statistics.

10. Prepare, coordinate, and track bi-annual sex offender verification.

11. Report non-compliant sex offenders to the Wisconsin Department of Justice for follow up.

12. Perform property validations for items listed in national databases as stolen.

Property — Evidence — Sale of Unused or Abandoned items

1. Maintain accurate record of all evidence/property transactions and dispositions, via the property computer
software system.

2. Transfer evidence/property from temporary to permanent storage locations.

Maintains chain of custody once evidence enters the department’s property system.

4. Research reports, reviews public records, utilizes the Wisconsin TIME system and other sources of
information to determine status of cases and owners of property; attempt to locate owner, utilizing all
resources available; send letters, respond to and follows court orders, and complete property release forms

w
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necessary for the disposal of property; return property to owners; and update records and computer
systems to reflect disposal.

5. Gather, classify, store, and prepare abandoned and seized property for city auction, donation, destruction,
or department use. Coordinate destruction or disposal of abandoned and seized property. Update records
and computer system to refiect disposal.

6. Follow Federal, State, and local laws and ordinances as they pertain to the disposal or return of property.
Follow department and City policy as it pertains to the disposal of property and maintenance and
safekeeping of public records.

7. Regularly sell old, outdated, or unused city property utilizing Wisconsin Surpius Auction for all City of
Watertown Departments except the Fire Department. As part of this process prepare photos, descriptions,
and postings for the sale of said property. Coordinate with Wisconsin Surplus Auction and buyers in regard
to the transfer of property or issues which arise through the sales process.

8. Ensure that evidence is transported or transferred to appropriate agencies such as the State of Wisconsin
Crime Lab, Wisconsin Department of Hygiene Lab, or Wisconsin Department of Justice when necessary.
Prepare Wisconsin Crime Lab Transmittal form for the Wisconsin State Crime Lab or Request for Forensic
Examination/Transmittal of Digital Evidence Form for the Wisconsin Department of Justice - Division of
Criminal Investigation.

9. Transfer counterfeit U.S. Currency received in the property room to the United States Secret Service.

10. Make copies of evidentiary videos, DVD’s, digital photos, and other digital media as needed for safekeeping
as evidence, public records requests, court and district attorney’s office requests.

11. Access the squad video server to ensure the transfer of squad video from marked patrol units to the server.
Regularly maintain and reset the server when downloading or video transfer issues occur. Follow through
with officer requests to save video for evidence and transfer video from the squad server to safekeeping in
evidence.

12. Ensure proper evidence labeling and packaging guidelines are followed.

13. Conduct evidence/property inspections and audits as directed and required by policy to insure adherence
to department policy and procedure.

14. When mandated complete a property inventory of all property/evidence in possession of department.

15. Coordinate with detectives, patrol officers and other agencies on evidence/property.

16. On at least a weekly basis empty the drug drop box in the police department lobby. Secure the drugs from
the drug drop box and coordinate bi-monthly sorting and packaging of the drugs from the drug drop box to
be disposed of through the State of Wisconsin — Department of Justice.

17. identify and mitigate adverse property room conditions such as vermin, insects and water or sewage leaks.
Regularly check equipment such as freezers, heating and ventilation systems, locks and other property
room equipment to ensure it is working properly and identify when repair or replacement is necessary in
order to maintain evidence and property safekeeping.

Required Knowledge, Skills, and Abilities:

The ability to perform work that is confidential in nature and tasks that are subject to review for accuracy and completeness.
Graduation from high school or HSED equivalent, plus work experience and an equivalent combination of education,
experience, and training which provides the following knowledge, abilities, and skills:

- Excellent written and oral communication skills.

- Ability to effectively communicate with others in person, by telephone, or in electronic format.

- Working knowledge of modern office practices and procedures.

- Ability to establish and maintain effective working relationship with all levels of personnel within the department
and other City Departments, as well as with personnel of the District Attorney’s office, Human Services, the City
Attorney’s office, Watertown Municipal Court, and other law enforcement agencies as appropriate.

- Knowledge of the National Crime Information Center (NCIC) and the Criminal Information Bureau (CIB) criminal
history systems, and the departments records management system.

- Maintain TIME system certification.

- Knowledge of property/evidence room procedures, packaging, and general procedures.

- Knowledge of records retention laws and retention requirements of public records.

- High degree of proficiency in computer skills, including: word processing, desktop publishing, database, and
spreadsheet programs such as Word, Excel and Adobe.

- High degree of proficiency in creating and maintaining filing and records systems.
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- Ability to effectively manage multiple tasks with minimal supervision.

- Ability to work varied work hours if needed.

- Good knowledge of local, state and federal laws, ordinance, policies, guidelines and court rulings pertaining to the
disposition of evidence and property.

- Previous court, paralegal, or law enforcement experience is desirable.

- Valid Wisconsin Driver’s License.

- Perform other administrative office duties as requested.

- Ability to understand and follow instructions.

Work Conditions and Physical Requirements:
- Ability to lift 40 pounds above shoulders.
- Work at offsite evidence/property facility may include exposure to elements.

Employee Acknowledgement: Date:
Print

Signature
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CITY OF
WATERTOWN  POSITION DESCRIPTION

This job description has been prepared to assist in the evaluation of various classes of responsibilities, skills, and working
conditions. it indicates the kinds of tasks and levels of work difficulty generally required of positions given this job. The principle
duties and responsibilities enumerated are all essential functions except for supplemental duties and responsibilities.
Supplemental duties are described beginning with the word "May." This job description is not intended to limit or modify the right
of any supervisor to assign, direct and control the work of employees. Nothing contained herein is intended or shall be construed
to create or constitute a contract of employment between any employee or group of employees and the City. The City retains and
reserves any and all rights to change, modify, amend, add to, or delete from any section of this description as it deems, in its
judgment, to be proper.

DATE: October 13, 2020
Reviewed: April 20, 2021

Title: Investigations Technician Department: Police Department FLSA Status: N/A

General Summary

This is a full time position in the Investigations Division of the Police Department. This position is responsible for
the performance of moderately complex and varied clerical duties in the Investigations Division along with being
responsible for the performance of complex and varied duties within the department’s property/evidence room.
This position coordinates the online sale of city property for all city departments and disposes of abandoned
property through online auction.

Reporting Relationships:

Under the direct supervision of the Investigations Sergeant, however, from time to time may receive supervisory
direction from other departmental supervisors.

Specific Accountabilities:

Administrative Responsibilities

Work with Investigations staff, other department personnel, and the public.

Maintain Investigative files, forms, records, reports, correspondence, and documentation.

Provide Investigative files and other information to other agencies, including District Attorney Offices,

and Human Services departments through the use of various electronic delivery systems.

4. Provide routine information from investigative files and records in response to telephone, fax, e-mail, and
personal inquiries.

5. Updates department computer records management program to record when records are sent to the
District Attorney, Human Services or any other agency or entity.

6. Provide copies of videos, DVD’s, digital photos, and other digital media as needed in response to
discovery requests from the District Attorney’s Offices, record requests and court requests for
information.

7. Assist department typists with the typing of dictated police reports as directed.

8. Provide assistance to the public at the records service window as needed.

9. Track and document Domestic Abuse and Burglary statistics.

10. Prepare, coordinate, and track bi-annual sex offender verification. Report non-compliant sex offenders
to the Wisconsin Department of Justice for follow up.

11. Perform property validations for items listed in national databases as stolen.

@ =

Property ~ Evidence - Sale of Unused or Abandoned ltems
1. Maintains accurate record of all evidence/property transactions and dispositions, via the property
computer software system.

2. Transfers evidence/property from temporary to permanent storage locations.
58
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3. Maintains chain of custody once evidence enters the department’s property system.

4. Research reports, reviews public records, utilizes the Wisconsin TIME system and other sources of
information to determine status of cases and owners of property; attempts to locate owner, utilizing all
resources available; sends letters, responds to, and follows court orders, and completes property
release forms necessary for the disposal of property; returns property to owners; and updates records
and computer system to reflect disposal.

5. Gathers, classifies, stores, and prepares abandoned and seized property for city auction, donation,
destruction, or department use. Coordinates destruction or disposal of abandoned and seized
property. Updates records and computer system to reflect disposal.

6. Follows Federal, State, and local laws and ordinances as they pertain to the disposal or return of
property. Follows department and City policy as it pertains to the disposal of property and maintenance
and safekeeping of public records.

7. Regularly selis old, outdated, or unused city property utilizing Wisconsin Surplus Auction for all City of
Watertown Departments except the Fire Department. As part of this process prepares photos,
descriptions, and postings for the sale of said property. Coordinates with Wisconsin Surplus Auction
and buyers in regard to the transfer of property or issues which arise through the sales process.

8. Ensure that evidence is transported or transferred to appropriate agencies such as the State of
Wisconsin Crime Lab, Wisconsin Department of Hygiene Lab or Wisconsin Department of Justice
when necessary. Prepare Wisconsin Crime Lab Transmittal form for the Wisconsin State Crime Lab or
Request for Forensic Examination/Transmittal of Digital Evidence Form for the Wisconsin Department
of Justice - Division of Criminal Investigation.

9. Transfer counterfeit U.S. Currency received in the property room to the United States Secret Service.

10. Makes copies of evidentiary videos, DVD’s, digital photos, and other digital media as needed for
safekeeping as evidence, public records requests, court and district attorney’s office requests.

11. Accesses the squad video server to ensure the transfer of squad video from marked patrol units to the
server. Regularly maintains and resets the server when downloading or video transfer issues occur.
Follows through with officer requests to save video for evidence and transfers video from the squad
server to safekeeping in evidence.

12. Ensure proper evidence labeling and packaging guidelines are followed.

13. Conducts evidence/property inspections and audits as directed and required by policy to insure
adherence to department policy and procedure.

14. When mandated completes a property inventory of all property/evidence in possession of department.

15. Coordinates with detectives, patrol officers and other agencies on evidence/property.

16. On at least a weekly basis empties the drug drop box in the police department lobby. Secures the
drugs from the drug drop box and coordinates bi-monthly sorting and packaging of the drugs from the
drug drop box to be disposed of through the State of Wisconsin — Department of Justice.

17. Identify and mitigate adverse property room conditions such as vermin, insects and water or sewage
leaks. Regularly check equipment such as freezers, heating and ventilation systems, locks, and other
property room equipment to ensure it is working properiy and identify when repair or replacement is
necessary in order to maintain evidence and property safekeeping.

18. Direct traffic for city events.

Required Knowledge, Skills, and Abilities:

The ability to perform work that is confidential in nature and tasks that are subject to review for accuracy and
completeness. Graduation from high school or HSED equivalent, plus work experience and an equivalent
combination of education, experience, and training which provides the following knowledge, abilities, and skills:

Excellent written and oral communication skills.

Ability to effectively communicate with others in person, by telephone, or in electronic format.

Working knowledge of modern office practices and procedures.

Ability to establish and maintain effective working relationship with all ievels of personnel within the
department and other City Departments, as well as with personnel of the District Attorney’s office, Human
Services, the City Attorney’s office, Watertown Municipal Court, and other law enforcement agencies as
appropriate.

Knowledge of the National Crime Information Center (NCIC) and the Criminal Information Bureau (CIB)
criminal history systems, and the departments records management system.

Maintain TIME system certification.

Knowledge of property/evidence room procedures, packaging, and general procedures.
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- Knowledge of records retention laws and retention requirements of public records.

- High degree of proficiency in computer skills, including: word processing, desktop publishing, database,
and spreadsheet programs such as Word, Excel and Adobe.

- High degree of proficiency in creating and maintaining filing and records systems.

- Ability to effectively manage multiple tasks with minimal supervision.

- Ability to work varied work hours if needed.

- Good knowledge of local, state and federal laws, ordinance, policies, guidelines and court rulings pertaining
to the disposition of evidence and property.

- Previous court, paralegal, or law enforcement experience is desirable.

- Valid Wisconsin Driver's License.

- Perform other administrative office duties as requested.

- Ability to understand and follow instructions.

Work Conditions and Physical Requirements:

- Ability to lift 50 pounds above shoulders.
- Work at offsite evidence/property facility may inciude exposure to elements.
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CITY OF
WATERTOWN POSITION DESCRIPTION

This job description has been prepared to assist in the evaluation of various classes of responsibilities, skills, and working conditions. It
indicates the kinds of tasks and levels of work difficulty generally required of positions given this job. The principle duties and responsibilities
enumerated are all essential functions except for supplemental duties and responsibilities. Supplemental duties are described beginning
with the word "May." This job description is not intended to limit or modify the right of any supervisor to assign, direct and control the work
of employees. Nothing contained herein is intended or shall be construed to create or constitute a contract of employment between any
employee or group of employees and the City. The City retains and reserves any and all rights to change, modify, amend, add to, or delete
from any section of this description as it deems, in its judgment, to be proper.

DATE: August 15, 2023
REVIEWED:

Title: Investigations Specialist Department: Police Department FLSA Status: N/A

General Summary

This is a full time position in the Investigations Division of the Police Department. This position is responsible for the
performance of moderately complex and varied clerical duties in the Investigations Division along with being responsible for
the performance of complex and varied duties within the department’s property/evidence room. This position coordinates
the online sale of city property for all city departments and disposes of abandoned property through online auction.

Reporting Relationships:
Under the direct supervision of the Investigations Sergeant, however, from time to time may receive supervisory direction

from other departmental supervisors.

Specific Accountabilities:
Administrative Responsibilities

1. Work with Investigations staff, other department personnel, and the public.

2. Maintain Investigative files, forms, records, reports, correspondence, and documentation.

3. Provide Investigative files and other information to other agencies, including District Attorney Offices, and
Human Services departments through the use of various electronic delivery systems.

4. Provide routine information from investigative files and records in response to telephone, fax, e-mail, and
personal inquiries.

5. Updates department computer records management program to record when records are sent to the District
Attorney, Human Services or any other agency or entity.

6. Provide copies of videos, DVD’s, digital photos and other digital media as needed in response to discovery
requests from the District Attorney’s Offices, record requests and court requests for information.

7. Assist department typists with the typing of dictated police reports as directed.

8. Aid the public at the records service window as needed.

9. Track and document Domestic Abuse and Burglary statistics.

10. Prepare, coordinate, and track bi-annual sex offender verification.

11. Report non-compliant sex offenders to the Wisconsin Department of Justice for follow up.

12. Perform property validations for items listed in national databases as stolen.

Property — Evidence — Sale of Unused or Abandoned Items

1. Maintain accurate record of all evidence/property transactions and dispositions, via the property computer
software system.

2. Transfer evidence/property from temporary to permanent storage locations.

Maintains chain of custody once evidence enters the department’s property system.

4. Research reports, reviews public records, utilizes the Wisconsin TIME system and other sources of
information to determine status of cases and owners of property; attempt to locate owner, utilizing all
resources available; send letters, respond to and follows court orders, and complete property release forms

w
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necessary for the disposal of property; return property to owners; and update records and computer
systems to reflect disposal.

5. Gather, classify, store, and prepare abandoned and seized property for city auction, donation, destruction,
or department use. Coordinate destruction or disposal of abandoned and seized property. Update records
and computer system to reflect disposal.

6. Follow Federal, State, and local laws and ordinances as they pertain to the disposal or return of property.
Follow department and City policy as it pertains to the disposal of property and maintenance and
safekeeping of public records.

7. Regularly sell old, outdated, or unused city property utilizing Wisconsin Surplus Auction for all City of
Watertown Departments except the Fire Department. As part of this process prepare photos, descriptions,
and postings for the sale of said property. Coordinate with Wisconsin Surplus Auction and buyers in regard
to the transfer of property or issues which arise through the sales process.

8. Ensure that evidence is transported or transferred to appropriate agencies such as the State of Wisconsin
Crime Lab, Wisconsin Department of Hygiene Lab, or Wisconsin Department of Justice when necessary.
Prepare Wisconsin Crime Lab Transmittal form for the Wisconsin State Crime Lab or Request for Forensic
Examination/Transmittal of Digital Evidence Form for the Wisconsin Department of Justice - Division of
Criminal Investigation.

9. Transfer counterfeit U.S. Currency received in the property room to the United States Secret Service.

10. Make copies of evidentiary videos, DVD’s, digital photos, and other digital media as needed for safekeeping
as evidence, public records requests, court and district attorney’s office requests.

11. Access the squad video server to ensure the transfer of squad video from marked patro! units to the server.
Regularly maintain and reset the server when downloading or video transfer issues occur. Follow through
with officer requests to save video for evidence and transfer video from the squad server to safekeeping in
evidence.

12. Ensure proper evidence labeling and packaging guidelines are followed.

13. Conduct evidence/property inspections and audits as directed and required by policy to insure adherence
to department policy and procedure.

14. When mandated complete a property inventory of all property/evidence in possession of department.

15. Coordinate with detectives, patro! officers and other agencies on evidence/property.

16. On at Ieast a weekly basis empty the drug drop box in the police department lobby. Secure the drugs from
the drug drop box and coordinate bi-monthly sorting and packaging of the drugs from the drug drop box to
be disposed of through the State of Wisconsin — Department of Justice.

17. Identify and mitigate adverse property room conditions such as vermin, insects and water or sewage leaks.
Regularly check equipment such as freezers, heating and ventilation systems, locks and other property
room equipment to ensure it is working properly and identify when repair or replacement is necessary in
order to maintain evidence and property safekeeping.

Required Knowledge, Skills, and Abilities:

The ability to perform work that is confidential in nature and tasks that are subject to review for accuracy and completeness.
Graduation from high school or HSED equivalent, plus work experience and an equivalent combination of education,
experience, and training which provides the following knowledge, abilities, and skills:

- Excellent written and oral communication skills.

- Ability to effectively communicate with others in person, by telephone, or in electronic format.

- Working knowledge of modern office practices and procedures.

- Ability to establish and maintain effective working relationship with all levels of personnel within the department
and other City Departments, as well as with personnel of the District Attorney’s office, Human Services, the City
Attorney’s office, Watertown Municipal Court, and other law enforcement agencies as appropriate.

- Knowledge of the National Crime Information Center (NCIC) and the Criminal Information Bureau (CIB) criminal
history systems, and the departments records management system.

- Maintain TIME system certification.

- Knowledge of property/evidence room procedures, packaging, and general procedures.

- Knowledge of records retention laws and retention requirements of public records.

- High degree of proficiency in computer skills, including: word processing, desktop publishing, database, and
spreadsheet programs such as Word, Excel and Adobe.

- High degree of proficiency in creating and maintaining filing and records systems.
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- Ability to effectively manage multiple tasks with minimal supervision.

- Ability to work varied work hours if needed.

- Good knowledge of local, state and federal laws, ordinance, policies, guidelines and court rulings pertaining to the
disposition of evidence and property.

- Previous court, paralegal, or law enforcement experience is desirable.

- Valid Wisconsin Driver’s License.

- Perform other administrative office duties as requested.

- Ability to understand and follow instructions.

Work Conditions and Physical Requirements:
- Ability to lift 40 pounds above shoulders.
- Work at offsite evidence/property facility may include exposure to elements.

Employee Acknowledgement: Date:
Print

Signature
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WATERTOWN POLICE DEPARTME

Section 3, Item E.

NT

, y v:%‘;‘é;
. ‘ ‘ Robert W Kaminski, Chief of Police

To: Watertown Finance Committee
From: Chief Robert Kaminski
Date: 08/17/2023

Subject: City 911 System

Mayor and Finance Committee members,

budge. The total is $21,563.00
Respectfully,

Chief Robert Kaminski

106 Jones Street = Watertown, WI 53094-0477 = Phone: 920.261.6660 « FAX: 920.261.9710

The Police Department is in the process of having a new 911 system installed
to serve the City of Watertown. The new system is being purchased and installed by
AT&T. We have received a small portion of the new equipment and await other
pieces. It is still anticipated to be installed by the end of the year. The current
systems maintenance contract expired in July of 2023, and we should not be without
coverage for the system. This maintenance contract and budget amendment will
keep our current system covered. | can cover the cost through the existing police
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RESOLUTION TO AUTHORIZE
A BUDGET AMENDMENT FOR THE PURCHASE OF A MAINTENANCE
CONTRACT FOR THE CITY’S 911 SYSTEM

SPONSOR: MAYOR MCFARLAND
FROM: FINANCE COMMITTEE

WHEREAS, The City Police Department is in the process of purchasing and having a new 911
system installed in 2023 through AT&T; and,

WHEREAS, The maintenance agreement for the current system through Baycom Inc. expired in
July and the new system is not installed; and,

WHEREAS, It was anticipated that the new system would be installed by July, but is now
expected to be done before the end of the year 2023; and,

WHEREAS, The Police Department is requesting a decrease in Police Outside services (01-52-
11-17) in the amount of $7,000.00 for 2023 and a decrease in Police Capital Outlay (01-52-11-
60) in the amount of $4,000.00 for 2023 and a decrease in Police Salaries(01-52-11-10) in the
amount of $10,563.00 for 2023; and

WHEREAS, The Police Department is requesting an increase in Police Maintenance Contracts
(01-52-11-20) in the amount of $21,563.00 for 2023; and

WHEREAS, This budget amendment requires a resolution adopted by the Common Council;
and

WHEREAS, The Finance Committee has considered this budget amendment and recommends
the adoption of this resolution:

NOW, THEREFORE, BE IT RESOLVED BY THE COMMON COUNCIL OF THE
CITY OF WATERTOWN, WISCONSIN: that the Police Department budget be decreased in
Police Outside services(01-52-11-17) in the amount of $7,000.00 for 2023 and decreased in
Police Capital Outlay(01-52-11-60) in the amount of $4,000.00 for 2023 and a decrease in
Police Salaries(01-52-11-10) in the amount of $10,563.00 for 2023 and the Police Maintenance
Contracts(01-52-11-20) be increased in the amount of $21,563.00 for 2023 to allow for the
purchase/continuation of a maintenance contract on the City’s 911 System through Baycom Inc.

(Type meeting date) Exhibit #XXXX
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YES

NO

DAVIS

LAMPE

BOARD

ADOPTED

Section 3, Item E.

BARTZ

BLANKE

SMITH

SCHMID

WETZEL

CITY CLERK

APPROVED

MOLDEHAUER

MAYOR MCFARLAND

TOTAL

MAYOR

(Type meeting date) Exhibit #XXXX
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BAYCOM Service Agreement Quote

A Lifeline in the Moments that Matter

712712023

VENDOR SHIP TO
BAYCOM, Inc. Customer: City of Watertown PD
Theresa Jaklin 106 Jones St.
2040 Radisson Street Watertown, WI 53094
Green Bay, WI 54302 Customer #: 23843
800-726-5426 Contract #: 23843_03
tiaklin@baycominc.com Contact: Chief Bob Kaminski
Phone: 920-206-4218
Email: rkaminski@cityofwatertown.org
Contract Start: 6/28/2023
Contract End: 11/30/2023
QTY MODEL AND DESCRIPTION NOTES PRICE
3 POSITION VESTA 911 SYSTEM $21,563.00
‘OPTIONAL Gateway Warranty with advance hardware replacement - 4 units $1,295.00
SERVICE AGREEMENT TOTAL - ONE YEAR $22,858.00

Service Agreement includes:

Parts and labor for repair under normal conditions

Priority service from experienced and certified BAYCOM technicians
Service provided during 24/7

Manufacturer support from VESTA

Weekly remote Preventative Maintenance

Quarterly remote Preventative Maintenance

Software patches and firmware updates deployed as needed

Optional Gateway Warranty includes the following services specific to AudioCodes gateway units:
Repair and return service with advance hardware replacement of gateway units
Software patches, maintenance releases, and major software version releases
Scheduled back up configurations and certificates for gateway restoration
Analysis of logs, traces and processor dumps if required for a gateway repair

Service Agreement does not include:

Repairs resulting from physical damage

Accessory replacement

Loaner equipment

Full replacement of covered equipment or components, unless covered under warranty
Updates for Windows Operating System or other third-party software

We impose a surcharge of 2% on credit card purchases over 51,000, which is not greater than our cost of acceptance

Price does not include tax if applicable
Your signature is an agreement to purchase and an acceptance of Baycom’s terms and conditions:

www.baycominc.com/service-terms
Approved By:
Approved Date:

PO #

BAYCOWM

Fox Crossing Wl_| Green Bay WI La Crosse WI
Madison W hMaple Grove 'MN | Pewcukee WI
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. ‘ ‘ Main Office Steven T. Chesebro
920-262-4033 920-262-4030

THE CITY OF

WATERTOWN 920.262-4093

MEMO

TO: Jefferson County Finance Committee

FROM: Atty. Steven T. Chesebro

DATE: July 26, 2023

RE: 100 Western Ave., Watertown WI 53094 Past Due Taxes PIN 291-0815-0424-088
REQUEST

The City is requesting the County’s assistance addressing two safety issues within the City of Watettown and
Jefferson County located at 100 Western Ave., Watertown, WI. The City will be covering approximately $30,400.00 in
past due fees to the City, costs of razing the building, and covering propetty taxes associated with the parcel. Currently
thete are past due property taxes totaling $8,143.75 and the property will be charged property taxes for the 2023 tax year.
The City is requesting that the County contribute toward the purchase of this propetty in an amount of $10,113 which is
approximately 1/3 of the cost of acquisition and remediation.

BACKGROUND

The property located at 100 Western Ave. Watertown, W1 53094 was involved in a fire on December 9, 2022
resulting in three deaths and a total loss of the property. An investigation into the cause of the fite was conducted by the
State, however the State was not able to determine the specific cause of the fire. Thete is no suspicion that foul play was
involved. The structure at 100 Western Ave. is unstable and needs to be razed. In addition to the instability of the
structure, the lot creates a second hazard as it is a corner lot with the structutre built on both right-of-way lines substantially
reducing visibility of all vehicles arriving at the intersection from the East and reducing visibility for vehicles approaching
from the Notth.

At this time legal ownership of the building resides with Renee R. Sterwalt f/k/a Zsa Zsa Seefeldt. Mts. Sterwalt
has agteed to provide a Warranty Deed to the City excepting thetefrom any special assessments or past due tax obligations
on the propetty. Mrs. Sterwalt lives in Alaska on disability and failed to maintain insurance on the property ptior to the
fire. Mts. Sterwalt tried to sell the property to Ms. Arenz by Land Contract. Mrs. Sterwalt alleges that she received no
payment on the Land Contract in the last three years, and due to her fixed income was unable to hire an attorney to evict
Ms. Arenz. A foreclosure judgment was granted against Mrs. Stetwalt regarding the property the day before the fire
occurred.

106 Jones Street » P.O. Box 477 « Watertown, WI 53094-0477 « Phone 920.262.4060 « Fax: 920.262.4042
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Based on representations by Specialized Loan Servicing’s attorney, the mottgage provider did file a claim for loss
of value of its collateral under an insurance policy. It opted to use those proceeds to pay off the outstanding mortgage
obligation and has signed and filed a Satisfaction of Mortgage and Release of Lis Pendens. Copies of both documents are
attached hereto as Exhibit A. An email from Specialized Loan Setvicing’s attorney stating the company’s position is
attached as HExhibit B. Specialized Loan Setvicing has also vacated the foreclosure judgment.

Ms. Arenz has signed any interest she may have in the propetty to the City of Watertown, terminating any claim
she may have had regarding ownership of the property.

RESTRICTIONS ON PROPERTY

Watertown Ordinance 550-85(C)(4) in compliance with Wis. Stat. § 62.23(7)(hc) would permit the property to be
restored to the size, location, design, and use that it had immediately before the fire. This would recreate the safety risk
that the City’s ownership and use of a portion of the propetty would be aiming to eliminate. If the individual did not
restore the house to its prior design, size and location, the propetty would not be able to meet any of the minimum lot
sizes for development required by Watertown’s Zoning Code as it would just be under 3,500 sq. ft. Setbacks for a
residential lot would leave a structure that is at most 11.66 feet x 19.5 feet. As such if the property is sold to the public,
the most likely result is that any auction or sale would fail, or the buyer would rebuild the building and the property would
continue to create a dangerous intersection by blocking drivet’s view of the intersection as they approach.

COSTS

The City intends to cover the demolition cost of the building, which is curtently estimated at $14,500.00. A table
outlining the current anticipated costs of razing the building and returning the lot to vacant land is attached as Exhibit C.
Should the City proceed with further dividing the lot in an attempt to sell pottions of the parcel to the neighboting
property owners the costs incurred by the City will likely increase by approximately $3,000 for costs associated with
dividing the property including the obtaining of a Certified Survey Map. Given that if the space was only divided in half
there would be less than 1,750 square feet or .04 acres available for the neighboring properties. The likely space remaining
for the neighboring parcels after division would likely not result in substantial sales.

In addition to the cost of razing the building and subdividing the property, there is an outstanding water utility
bill of §2,788.62 as of May 24, 2023 that the City will assume tresponsibility for.

106 Jones Street « P.O. Box 477 » Watertown, W| 53094-0477 « Phone 920.262.4060 « Fax: 920.262.4042
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The County has a claim against the property in the total amount of $8,143.75 for past due taxes from 2020 and
the current year’s taxes. This amount will need to be paid to the County to clear the past due taxes and is accruing interest
charges monthly. In addition, the taxes will be assessed to the propetty for 2023. The exact amount of 2023 taxes have
not yet been determined. A rough estimate places this amount between $381.41 and $1,968.53 depending on assessed
value and utilizing 2022’°s tax rate.

In total the cost to the City of taking over the property, razing the structure, and potentially subdividing the
property would be approximately $30,400.90. If the County is able to contribute $10,112.28 that would be less than 1/3
of the cost incutred by the City to addtess the safety issue.

FUTURE PLANS

Mts. Sterwalt’s attorney is drafting documents that would transfer ownership of the propetty to the City, including
a Warranty Deed, excepting therefrom any taxes or special assessments. The City’s immediate concern with the propetty
would be to raze the building and return it to a vacant lot so that the substantial hazard to the community is resolved. If
this proposal is approved by the County, the City would close on the property as soon as possible, and begin obtaining
quotes for razing the property as quickly as possible. The goal of the City would be to have the property razed before the
end of September.

Once the property has been returned to a vacant lot the City will explote potential other uses for the propetty.
While not fully explored, the intersection which the house sits next to is cutrently considered a dangerous intersection
and a portion of the land may be used to explore enhancing the safety of that intersection. The City’s Public Works
Ditector, Jaynellen Holloway, has provided a memo discussing potential options for the intersection depending on the
costs and what portion of the land is available. A copy of the Memo is attached hereto as Exhibit D.

Some individuals have expressed an interest in turning the parcel or portion thereof into a memorial park
dedicated to the three young children who lost their lives in the fire. Others are interested in transferring ownetship to
young g p
private individuals for development of the vacant lot ot to expand neighborting lots to ensure the land gets back onto the
tax roll.

Without the City or County’s involvement the property would remain standing as Mrs. Sterwalt is unable to cover
the cost of razing the building. The delinquent taxes would eventually allow the County to foreclose on the property.
Waiting for that time to pass though could result in the structure collapsing and injuring others. Alternatively the City
could obtain a judgment against the property owner permitting the City to raze the structure and special assess the charges.
This would inctease the delinquent taxes resulting in the County having to eventually foreclose on the property with a tax
burden that would likely exceed the parcel’s value.

106 Jones Street « P.O. Box 477 « \Watertown, WI 53094-0477 » Phone 920.262.4060 « Fax: 920.262.4042
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CONCLUSION

The City of Watettown is requesting the County assist the City in addressing a substantial safety issue by
reimbursing the City for less than 1/3 of the cost the City will incur in removing the structure. This is an extremely unique
situation in which there was a substantial fire which not only destroyed the property but claimed three young children’s
lives. The property owner is on a fixed income and despite trying to sell the property yeats ago has been unable to do so,
in part due to being unable to evict the otiginal purchaser. There is no insurance available to cover the cost of razing the
building. The building exists in an area where it creates a dangerous intersection by limiting the view of those who

approach the intersection. The City is willing to incur substantial costs to address the safety issues.

Given the options ate to address the situation now, or let it continue to deteriorate until the City ot County are
forced to address it, as well as the uniqueness of the situation the best outcome appeats to be that the City and County
work together to minimize the total cost of both parties. To that end the City is willing to take ownership of the patcel
and raze the structure. The City is requesting that the County conttibute toward the putchase of this property in an
amount of §10,113 which is approximately 1/3 of the cost of acquisition and temediation.

106 Jones Street « P.O. Box 477 « Watertown, WI 53094-0477 « Phone 920.262.4060 « Fax: 920.262.4042
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1474755

Office of Register of Deeds
Jefferson County, WI
RECEIVED FOR RECORD
Document Number 06/15/2023 08:02:28 AM
Staci M. Hoffman
Total Pages: 1
REC FEE: 30.00

When Recorded Return To: TRANSFER FEE:
Specialized Loan Servicing LLC EXEMPT #

6200 S Quebec St, Ste 300 : **The above recording information
Greenwood Villaée CO 80111 verifies that this document has

been electronically recorded
and returned to the submitter**

Parcel ID Number:
291-0815-0424-088

RELEASE AND SATISFACTION OF MORTGAGE

KNOWN ALL MEN BY THESE PRESENTS, that SPECIALIZED LOAN SERVICING, LLC is the lien holder of
a Mortgage in the original amount of $123,500.00 executed on November 18, 2009 by Zsa Zsa Sterwalt f/k/a Zsa
Zsa Seefeldt, a/k/a Renee R. Sterwalt, in favor of Mortgage Electronic Registration Systems, Inc., as nominee for
M&I Marshall & Ilsley Bank, and its successors and assigns, recorded in the Register of Deeds of Jefferson
County, Wisconsin on December 3, 2009 as Document #1269566.

LEGAL DESCRIPTION:

The South fifty-two and one-half feet of lot four, block thirty-eight of Cole, Bailey & Co.’s plat, the same
being the original plat of the East side of the City of Watertown.
Commonly known as: 100 Western Ave., Watertown, WI 53094

Now Therefore, for good and valuable consideration, the receipt whereof is hereby acknowledged, the undersigned
does hereby satisfy, and release said Mortgage and hereby authorizes, and requests said Recorder of Deeds to enter
satisfaction and release thereof on the proper Record in its office.

IN WITNESS WHEREOF, the said lienholder has caused these presents to be executed in its name by its proper
officer thereunto duly authorized, this _/ ( , day of , 2023,

SPECIALIZED LOAN SERVICI?
By 22 )

4 —

State of COIO@d

County of sbelea 4. Faal
This foregoing instrument was acknowledged before me on this / é day of 023 by icholas J. Haa
as A __of Specialized Loan Servicing, LLC. The undersigned is pgfsonally known to me.
Assistant Vice Pres/!gent//jy AN HENSLEV ;
& / "NOTARY PUBLIC
% ’ STATE OF COLORADO
NOTARY ID 20214019703
ublic& T WY COMMISSION EXPIRES 05119/2025

Document Prepared By: Randall S. Miller & Associates, 342 N. Water St., Suite 600, Milwaukee, WI 53202

EXHIBIT

i
Jefferson County Register of Deeds 1474743 Page of 1 § 79
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14731 %~

RELEASE OF LIS PENDENS
Office of Register of Deeds

Document Number Document Title Jefferson County, WI
RECEIVED FOR RECORD

STATE OF WISCONSIN CIRCUIT COURT JEFFERSON COUNTY 04/19/2023 10:55:31 AM
Staci M. Hoffman

Total Pages: 1

REC FEE: 30.00
TRANSFER FEE:
o EXEMPT #
Plaintiff, **The above recording information
verifies that this document has
vS. Case No: 2022CV000098 been electronically recorded

d i *
Rence R Sterwalt fka Zsa Zsa Sterwalt f/k/a Zsa Zsa Seefeldt, Jeff L. Sterwalt; AnIstme thitha Sutimiars

Specialized Loan Servicing LLC

Defendants
Recording Area

PLEASE TAKE NOTICE that pursuant to S. 840.10 (3), Wis. Stat., the Lis Name and Return Address:
Pendens in the above action previously recorded by the plaintiff on 04/29/2022 Randall S. Miller & Associ

. ;i . . A tes, LL
as 1461895, which affects the title to the real estate described as attached is 342 N. Water Sf;:et Sisictbgﬁlgs c
hereby DISCHARGED AND RELEASED. The legal description of the subject |Milwaukee, W1 53202
property is as follows:

291-0815-0424-088

Parcel Identification Number (PIN)

The South Fifty-Two and One-half feet of Lot Four, Block Thirty-eight of Cole, Bailey and Co's plat, the same being the
original plat of the East side of the City of Watertown.
100 Western Ave., Watertown, W1 53094

Dated: 19th day of April,2023

By:  Electronically signed by /s/ James D. Major
James D. Major
State Bar No. 1103081

Randall S. Miller & Associates, LLC
120 North LaSalle Street, Suite 1140
Chicago, IL 60602
P: (414) 937-5992
F: (414) 921-5628

wisconsin(@rsmalaw.com
Our Case Number: 22WI00105-1

Drafted by: Alishia Dingle

Jefferson County Register of Deeds 1473117 Pagel of 1 80
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Steven Chesebro

= —

From: Chris Stroebel <christopher.stroebel@stroeblaw.com>

Sent: Monday, April 17, 2023 3:03 PM

To: Steven Chesebro

Subject: FW: Specialized Loan Servicing v Sterwalt, Jefferson County Circuit Court, Case No.
2022CV98

Attachments: Re: Specialized Loan Servicing v Sterwalt, Jefferson County Circuit Court, Case No.
2022CV98

Steve,

I just received this from Atty. Major. Specialized Loan Setvicing is taking the insurance money and "dismissing the
foreclosure action, and releasing its lien as soon as practicable." By this, he seems to mean voluntarily vacating its
foreclosure judgment.

Ms. Sterwalt will continue to coopetate with the City is seeing that the propetty is razed ASAP.

Sincerely,

Chris

Chris Stroebel

STROEBEL LAW, 11.C

30 W. Mifflin Street, Suite 1001
Madison, WI 53703

t. (608) 441-8100

£. (608) 257-2722
christophet.stroebel@stroeblaw.com

PRIVILEGED & CONFIDENTIAL COMMUNICATION:
DO NOT read, copy ot disseminate this communication unless you are the intended recipient. If you have received
this communication in etror, please notify me immediately and permanently delete this communication.

-----Original Message-----

From: James Major <jmajor@rsmalaw.com>

Sent: Monday, Aptil 17, 2023 2:20 PM

To: Chris Stroebel <christophet.stroebel@stroeblaw.com>

Subject: Re: Specialized Loan Setvicing v Sterwalt, Jefferson County Circuit Court, Case No. 2022CV98

Re: Specialized Loan Setvicing v Sterwalt, et.al., Case No. 22CV98; 100 Western Ave., Watertown, W1 53094
Hello Chzis,

I have an update on this matter and I apologize for the delay on my part.

Due in part by findings in the City's March 22, 2023 Raze Otder that repair of the property would exceed 50% of its
assessed value and thus repait and restoration would not be economically feasible, the imminent demolition by the
City, and other considerations, SLS has elected to apply the fire loss proceeds to the underlying debt as permitted
under the terms of the mortgage in these circumstances. EXHIBIT

—
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SLS also intends on dismissing the subject foreclosure action, and releasing its lien, as soon as practicable. Thus,
please consider this email notice that SLS is taking such action with respect to the subject loss proceeds. SLS has
also indicated that separate notice and correspondence on this issue will be sent to yout clients at their notice
address in Alaska.

Please do not hesitate to contact me with any questions, Thanks Jim

James D. Major

Attomey

Randall S. Miller & Associates, LI.C
120 N. LaSalle Street, Suite 1140
Chicago, Illinois 60602

Ditect: (312) 239/3512

Main: (312) 239/3432

Fax: (312) 284/4820
jmajor@tsmalaw.com

THIS FIRM MAY BE ACTING AS A DEBT COLLECTOR AND ANY INFORMATION OBTAINED MAY
BE USED FOR THAT PURPOSE.

This message has been sent from a law firm and may contain information that is confidential or privileged. If you
are not the intended trecipient, please advise the sender immediately by reply e-mail and delete this message and any
attachments without retaining a copy. Any disclosure, copying, distribution or use of the contents of this message 1s
prohibited. If you have any questions, please feel free to call us. Thank you.
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100 WESTERN AVENUE - PRELIMINARY DEMOLITION COSTS
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ITEM TIMELINE COMPLETED WHO COST EST. COST
Budget: $10,000
Abatementtnspection
Abaterment
Boarding up Basement windows Winter 2023 Street/Solid Waste ? DONE
Remove Gas/Electric July? Ritch/WE Energies $1,500 S 1,500.00
Remove Water Meters (2) July? Pete Free
Asphalt Patch for Water/San.
Removal (Western) ? Ann. St. Program $1,500 S 1,500.00
30 day notice to Letter: X/Permit: X (2 | Letter: Brian Permit:

Demo Permit neighbors/All of July? ea.) Ritch S0 S -
Erosion Control Plan July? Engineering S0 S -
Demo August? St. Division S0 S -
Tipping Fees for Demo August? the City $10,000 S 10,000.00
Grading the Sight and gravel, and
landscaping Fall Street/Solid Waste ? $ -
Fencing Winter 2023 Street/Solid Waste ? DONE
Concrete (sidewalk and C&G) Fall Sidewalk Contract? $1,500 S 1,500.00

ESTIMATED TOTAL COST S 14,500.00

EXHIBIT

C
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Jaynellen J. Holloway, P.E.

g ' :“
.-‘ ‘ v ‘ 920.262.4050
Andrew Bever, P.E, Ritchie M. Piltz

THE CITY OF 920.262.4052 920,262.4034

WAT E RTOWN Maureen McBroom, ENV SP Secretary, Wanda Fredrick
_ 920-206-4264 920.262.435§

MEMO
TO: Mayor McFarland and Attorney Chesebro
FROM:; Jaynellen J. Holloway, P.E.
DATE: July 26, 2023
RE: Potential City Use of 100 Western Avenue

Attached please find four diagrams.

Diagram #1: If nothing else would change with the future Surface Transportation Program (STP) — Local Western
Ave./S. First St. project road design wise, a softer turning radius would be incorporated for driver maneuverability.
The softer/larger turning radius would require the modification of the Americans with Disability Act (ADA) curb
ramp. At minimum, a small portion of 100 Western Ave. would need to be purchased to place a conforming ADA
curb ramp, which is required by State law.

Diagram #2: The existing structure at 100 Western Ave. occupies the "vision triangle”. Vision triangles or sight-
triangles identify areas at the corners of intersections of roads and driveways where views of approaching
traffic should not be obstructed.

The Vision Triangle consists of a triangular-shaped area on a corner lot formed by measuring the prescribed
distance from the intersection of the front and street side property lines, an intersecting alley, or an intersecting
driveway, and connecting the lines diagonally across the property, making an approximate 90-degree triangle.
The City of Watertown's code is 25 feet.

-
251
Vislon . e 4 e —
Cloarancs ©° %, i |
Triangle “CZa A gy 7

Diagram #3: Diagram #3 illustrates a potential design for the improvement of the intersection of Western Ave.
and S. First St. The illustration is conceptual, it is not too scale or follows any design standards. The City of
Watertown does intend to create a left turn only lane for westbound traffic to ease ingress and egress traffic into
the City’s Street/Solid Waste Division facility. The City also intends to add bicycle lanes as it is in the City’s
bicycle master plan to connect the downtown corridor with the Interurban Trail head along Western Ave. and S.
First St.

Diagram #4: Diagram #4 shows a potential cross section of what could be the new cross section on Western
Av. at S. First St. Again, this diagram is only a concept.

Enclosed: Diagrams #1 - #4

106 Jones Street « P.O. Box 477 + Watertown, WI 53094-0477 « Phone 920.261 EXHIBIT
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DEED IN LIEU OF FORECLOSURE AGREEMENT

THIS DEED IN LIEU AGREEMENT (the “Agreement”) is made effective as of August
__, 2023 (the “Effective Date”), by and among the CITY OF WATERTOWN, a Wisconsin
municipal corporation (the “City”) and RENEE STERWALT f/k/a ZSA ZSA STERWALT
(“Sterwalt”).

RECITALS

A.  Sterwalt is the owner of the real property commonly known as 100 Western Avenue, City
of Watertown, in Jefferson County, Wisconsin (the “Property”). In September 2019,
Sterwalt rented the Property to Shannon Arenz.

B. In 2020, following the start of the Covid-19 pandemic, Arenze stopped making payments
under the lease for the Property. As a result, Sterwalt fell into arrears on the mortgage on
the Property, the insurance policy for the Property and real property taxes, and the
payment for water and sewer service provided by the City to the Property.

C. On April 6, 2022, as a result on the default on the payment of the mortgage loan on the
Property, Specialized Loan Servicing LLC, commenced an action in Jefferson County
Circuit Court, Case No. 2022CV98, to foreclose its mortgage. On December 8, 2022, the
Circuit Court granted a judgment of foreclosure to Specialized Loan Servicing.

D. On or about December 9, 2022, the Property was largely destroyed by a fire. As a result
of the fire, the City’s Building Inspector determined that the principal structure located
on the above-described premises is so dilapidated, damaged and out of repair as to be
dangerous, unsafe, unsanitary or otherwise unfit for human habitation, occupancy or use.

E. On March 22, 2023, the City issued a Raze Order for the Property based on its finding
that the cost of the necessary repairs for the Property would exceed fifty percent of the
current (pre-fire) full assessed value of the Property. The Raze Order was recorded with
the Jefferson County Register of Deeds on April 3, 2023, as Document No. 1472676.

F.  Sterwalt is indebted to City for real property taxes, assessments and water and sewer
charges relating to the Property, some of which are secured by liens on the Property.

G. OnJune 13, 2023, the Circuit Court vacated the judgment of foreclosure relating to the
Property based on the parties’ recognition that the Property will have nominal if any
value after taking account of the debts relating to the Property, including the expense of
razing the Property.

H.  Sterwalt has resided in Alaska since 2019. She does not have the financial means to repair
the property or pay the taxes, water and sewer charges and other debts relating to the
Property.

I.  Sterwalt and the City wish to avoid the time and expense of a foreclosure action.
Sterwalt recognizes that it could require the City to pursue its rights to seek a
foreclosure, and that by proceeding according to this Agreement, Sterwalt will be
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foregoing the right to retain title to the Property by paying the delinquent taxes and
assessments relating to the Property.

J. Sterwalt acknowledges and agrees that no further default nor any other action is required
as a prerequisite to the City’s exercise of its discretion if it desires to transfer title to the
Property pursuant to the terms hereunder, and that the terms and conditions of this
Agreement are applicable to the Property.

AGREEMENT

NOW, WHEREFORE, for valuable consideration the receipt of which is acknowledged,
Sterwalt and the City agree as follows:

1. Delivery of Documents. Within ten (10) business days following the date hereof,
Sterwalt shall execute or cause to be executed, as necessary, and deliver to the City a Warranty
Deed from Sterwalt, in the form attached as Exhibit A (“Deed”).

2. Release from Enforcement of Notes. Upon, and only upon, the City’s receipt of
the Deed and a pro forma of the final owner’s policy from Knight Barry Title Advantage LLC
(including a gap indemnity through the date of the Deed) with regard to the Property, subject only
to the Raze Order and liens securing taxes, assessment, water and sewer charges owed to the City,
and any other liens or encumbrances which may be acceptable to the City in its sole discretion,
then and only then the City will (a) release Sterwalt from liability for the debts owed to the City
by Sterwalt. The debts owed to the City will still exist but will be nonrecourse except against the
Property.

3. No Merger of Title and Liens. The City’s interest in the Property after the City’s
acquisition of title to the Property shall not merge with the interests of the City (specifically, the
City’s liens on the Property). It is the express intention of each of the parties that such lien interests
of the City in the Property shall not merge but be and remain at all times separate and distinct,
notwithstanding the acquisition of title by the City. The liens on the Property shall be and remain
at all times valid and continuous liens on the Property until and unless released by the City.

4. Entire Agreement. This Agreement, including the attached Exhibit, and the
documents referred to in this Agreement or executed either concurrently with or pursuant to this
Agreement, constitute the entire agreement for the deed in lieu of foreclosure transaction between
the parties, and there are no other agreements, understandings, restrictions or warranties or
representations among the parties on that subject.

5. Governing Law. This Agreement shall be governed by and construed in
accordance with the laws of the State of Wisconsin.

6. Amendment or Waiver. Neither this Agreement nor any of the provisions hereof
may be changed, waived, discharged or terminated, except by an instrument in writing signed by
the party against whom enforcement of the change, waiver, discharge or termination is sought.

7. Voluntary Action. Sterwalt acknowledges that she has had the opportunity to
consult with counsel of her choice. Sterwalt is entering into this Agreement knowingly and
voluntarily. Sterwalt recognizes that she could require the City to pursue its legal remedies but
has decided nonetheless to proceed with this Agreement.
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Section 3, Item F.

8. Counterparts. This Agreement may be executed in any number of counterparts.
Each counterpart, when executed and delivered, will be an original, but all counterparts, when
taken together, shall constitute one and the same instrument.

IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be executed
on their behalf as of the date set forth above.

CITY OF WATERTOWN, WISCONSIN

By:
Name:
Title:

RENEE STERWALT
flk/la ZSA ZSA STERWALT

By:

Renee Sterwalt
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EXHIBIT A
WARRANTY DEED

Section 3, Item F.

(ATTACHED)
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F.

WARRANTY DEED

Document Number Document Name

This Deed, made between, RENEE STERWALT fik/a Zsa Zsa
Sterwalt, a widow not remarried ("Grantor”), and CITY OF
WATERTOWN, WISCONSIN (“"Grantee”),

WITNESSETH, That the said Grantor, for a valuable
consideration conveys to Grantee the following described real estate,
together with rents, profits, fixtures and other appurtenant interests, in
Jefferson County, State of Wisconsin:

The South fifty-two and one-half feet of ot four, block thirty-

eight of Cole, Bailey & Co. plat, the same being the original
plat of the East side of the City of Watertown.

THIS SPACE RESERVED FOR RECORDING DATA

Name and Return Address

Steven T. Chesebro, City Attorney
City of Watertown

PO Box 477

Watertown, Wl 53094

28-291-0815-0424-088

Parcel Identification Number (PIN)

This is not homestead property.
(is) (is not)

Grantor warrants that the title is good, indefeasible in fee simple and free and clear of encumbrances except municipal and
zoning ordinances and agreements entered under them, recorded easements for the distribution of utility and municipal
services, recorded building and use restrictions and covenants, general taxes, assessments and debts owed to the City of
Watertown, Wisconsin,

Dated this____ day of August, 2023.

(SEAL) (SEAL)
*Renee Sterwalt fk/a Zsa Zsa Sterwalt *
AUTHENTICATION ACKNOWLEDGMENT
Signature of STATE OF ALASKA, 3
} s8.
authenticated this day of . . THIRD JUDICIAL DISTRICT }

Personally came before me this day, August __, 2023, the
* above named Renee Sterwalt, to me known to be the persons who
executed the foregoing instrument and acknowledge the same.

TITLE: MEMBER STATE BAR OF WISCONSIN
(If not, authorized by § 706.06, Wis. Stats.)

THIS INSTRUMENT WAS DRAFTED BY: *
Notary Public, State of Wisconsin

Christopher J. Stroebel, Esq.

STROEBEL LAW, LLC My commission (is permanent) (expires: )
30 W. Mifflin Street, Suite 1001

Madison Wi 53703

(608) 441-8100
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City of Watertown
Special Event Permits with Fees

Permit Park &
Number Event Inv # PD Streets Fire Rec Total % Billed
2022
2022-00 lJiglJog 202002882 570.27 181.32 - - 751.59 100% 751.59
2022-07 Community Celebration 202002995 208.77 119.91 - - 328.68 20% 65.74
2022-39  Run Turkey Run 202003204 263.26 82.12 - - 345.38 100% 345.38
2023
2023-03 lJiglJog 202003367 175.97 700.22 - - 876.19 100% 876.19
2023-07 Community Celebration 202003504 248.22 860.72 - - 1,108.94 40% 443.58
2023-08  Pride in the Park - - - 20% -
2023-13  Riverfest
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2023 Pride in the Park
July 29, 2023

Labor
Police Dept
Street Div

Equipment
Fencing rental
Lowboy & trailer
Dump trucks (8)
Grader

Total

20%

10,442

1,926

1,673
1,281
722
93

12,368

3,769

16,137
3,227

9 hrs operational use
1 hr operational use
1 hr operational use

Section 3, Item H.

Exclusions

49.0 exempt hours
4.8 exempt hours

9 hrs barricade use: $1,281
9 hrs barricade use: $6,502
9 hrs barricade use: $839

Total
8,622 24,759

1,724 4,952
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