
 

FINANCE COMMITTEE MEETING AGENDA 

MONDAY, APRIL 08, 2024 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.  
 

1. CALL TO ORDER 

2. REVIEW AND APPROVE MINUTES 

A. Finance Committee Minutes from March 25, 2024 

B. Finance Committee & Public Works Commission Minutes from March 28, 2024 

3. BUSINESS 

A. Review and take possible action: Approve Wisconsin Department of Transportation State 
Municipal Finance Agreement for Highway 16 Roundabout and Resurfacing Project 

B. Review and take possible action: Purchasing Policy Approval Procedure 

C. Review and discuss: Insurance Loss Run Report Qtr 1, 2024 

4. 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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FINANCE COMMITTEE MEETING MINUTES 

MONDAY, MARCH 25, 2024, AT 5:30 PM 

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

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

Others present: Finance Director Stevens, Public Works Director Beyer, Streets/Solid Waste Manger 
Winkelman, Ald Board, Mason Becker, Mauren McBroom 

  
1. Call to order.  Mayor McFarland called the meeting to order at 5:34 p.m. 

2. Ald. Davis, seconded by Ald. Moldenhauer, motioned to approve the minutes from the March 11 

meeting.  Unanimously approved. 

3. Public Works Director Beyer presented a request to apply for funding from the WI DNR Targeted 

Runoff Management Grant program to stabilize approximately 750 fee of Rock River shoreline in 

Fannie Lewis Park.  This would include riprap with 18’020’ of periodic native plantings.  The total 

estimated cost for the project is $162,776 with a 70% reimbursement, leaving the City’s share of 

$48,833.  The grants are scheduled to be awarded in fall 2024; this project would be slated for a 

2026 installation.  Ald. Davis made the motion, seconded by Ald. Moldenhauer, to approve its 

recommendation to Council.  Unanimously approved. 

4. Engineering staff presented a request to apply for funding from the WI DOT Surface 

Transportation Program (STP) to resurface and improve drainage along Boomer St. and 

South Rd. (between S. Twelfth St. and southern city limits).  The total estimated cost for the project 

is $1,198,984 with a maximum grant of $500,000, reducing the City’s share to $698,984.  Awards 

will be released in late 2024 with construction starting in 2026.  A motion was made by Ald. Davis to 

recommend to Council, supported by Ald. Moldenhauer.  Unanimously approved. 

5. Finance Director Stevens presented a memo summarizing the review of supervisory pay 

compression for this year.  The two departments impacted are Fire and Police. 

6. Ald. Moldenhauer made a motion, seconded by Ald. Davis, to convene into closed session per WI 

Stat. 19.85(e) to deliberate the purchasing of public properties, the investing of public funds, or 

conducting other specified public business, whenever competitive or bargaining reasons require 

closed session (potential sale of City-owned land located at 315 Mary St.).  Unanimously 

approved through roll call vote. 

7. The Finance committee reconvened into open session. 

8. Ald. Davis moved, supported by Ald. Moldenhauer, to recommend to Council that it consider selling 

a city-owned parcel at 315 Mary St. as part of a development agreement to allow a workforce 

housing development to be pursued.  Unanimously approved. 

9. Adjournment.  Ald. Moldenhauer moved to adjourn at 5:59 p.m., seconded by Ald. Davis, 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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FINANCE COMMITTEE AND PUBLIC WORKS COMMISSION COMBINED MEETING MINUTES 

THURSDAY, MARCH 28, 2024, AT 5:00 PM 

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

 
Finance Committee members present: Mayor McFarland, Alderpersons Bartz, Davis, Lampe, and 
Moldenhauer 

Public Works Commission members present: Alderpersons Bartz, Board, Wetzel, and citizen rep Pete 
Thompson 

Others present: Finance Director Stevens, Attorney Chesebro, Acting Fire Chief Butler, Public Works 
Director Beyer, Maas Bros staff (T Kearns, A Maas, T Meyers), Fire Fighters (G Wellach, P Schultz) 

  
1. Call to order.  Mayor McFarland called the meeting to order at 5:01 p.m. 

2. Finance Director Stevens rehearsed the bidding events from opening, review, and receipt of a 

qualification statement.  The bid tabulations handout listed all bids with green highlights on the 

Maas Bros recommendations for award.  Three bid packages were incomplete, had bid 

specifications with conflicting information, or additional value-engineering suggestions weren’t 

vetted in the final stages of plan completion.   

3. Maas Bros staff walked through the bid tabulations, relayed their recommendations for each 

package, and answered questions posed by Public Works Commission members.  The bid for #2 

[Asphalt] appears to be the second lowest bid, but the lowest bid was missing a deduct for an 

anticipated alternate.  Noted was a combined bid for #17 [Fire Protection] and #18 [Plumbing] that 

was less than the two lowest bids from each respective package. 

Package #20 [Electrical] was recommended to be awarded to the second lowest bid due to 

concerns of the ability to provide adequate staffing for the work expectations, a bid offering 

substantially lower than other bids, and because there were no comparable size or similar type of 

jobs in recent years.  The company owner was present to respond to the concerns and answer 

questions asked of him. 

Ald. Board made a motion, seconded by Mr. Thompson, to accept the recommended bids as 

presented for bid packages #1-7, 10-12, and 14-19 which are compliant with technical 

requirements and specifications for the fire station, and to rebid noted packages (#8, 9, and 13).  

Chair Wetzel asked for a vote; unanimously approved by Public Works Commission. 

Ald. Board motioned, supported by Ald. Bartz, to accept the low bid of Hady Electric for package 

#20.  Chair Wetzel asked for a vote; unanimously approved by Public Works Commission. 

4. A summary of the packages recommended for award, estimated costs of the rebidding, the training 

tower, and furnishings (FFE) was provided.  Mr. Stevens explained that the construction numbers 

provided included not just the bid packages, but also allowances, supervision/general conditions, 

insurance premiums, and the construction management fee.  Ald. Davis moved, seconded by Ald. 

Bartz, to approve the bid budget for the fire station construction and enter into a contract with 

Maas Brothers Construction (excluding training tower & FFE) for the purposes of building the fire 

station at a cost not to exceed $14M, with any expenditures pertaining to alternates being brought 

back to the Finance Committee for approval.  Unanimously approved by Finance Committee.  

5. Finance Committee adjournment.  Ald. Davis moved, seconded by Ald. Moldenhauer, to adjourn 

the Finance Committee at 6:19 p.m., and carried by unanimous voice vote. 
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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. 

 

PUBLIC WORKS COMMISSION 

1. Call to order. Chairperson Wetzel called the meeting to order at 6:21 p.m. 

2. Schedule Order to Show Cause Pursuant to Watertown Ordinance 508-10 re: Rail & Transload Inc. (Public 

Works) A date and time was to be chosen for members of the commission to meet and hear discussion. It 

was determined that the meeting will take place at 5:00 on April 29, 2024. 

3. Public Works adjournment. Ald. Board moved, seconded by Ald. Bartz, to adjourn the Public Works 

Committee at 6:28 p.m. 

Respectfully submitted, Bob Wetzel, Public Works Chair  

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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ENGINEERING DIVISION 
PARTMENT 

Andrew Beyer, P.E. 

920.262.4050 
Ritchie M. Piltz, CSI 

920.262.4034 

          Christopher Newberry 
                      920-390-
3164
  
                   920-

390-3164 

Administrative Assistant     

Wanda Fredrick 920.262.4060 

 

 
 

 
  

 

  

 

 

106 Jones Street • P.O. Box 477 • Watertown, WI 53094-0477 • Phone 920.262.4060  
Opportunity Runs Through It 

Maureen McBroom, ENV SP 

920.206-4264 

MEMO 

TO:  Mayor McFarland and Committee Members  

FROM: Andrew Beyer, P.E. 

DATE:  April 4, 2024 

RE:  Finance Committee Agenda Narrative for April 8, 2024 

 
Review and take action: Approve Wisconsin Department of Transportation State Municipal Financial 
Agreement for Western Avenue Reconstruction Project 
 
BACKGROUND 
 
In 2026, the Wisconsin Department of Transportation (WisDOT) is planning to resurface STH 16 
between CTH L in Watertown and Rock River Road in Ixonia and construct a roundabout at the 
intersection of STH 16 and E. Main Street. The roundabout piece of the WisDOT project is in conflict 
with existing water utility facilities and as a result, some water main needs to be relocated as part of 
the project. Additionally, the Wastewater Utility has proposed that casing pipes be installed beneath the 
roundabout to allow for future sewer extensions without the need to rework the roundabout.  
 
Where roadway improvements are funded by WisDOT, proposed water main and sanitary sewer 
improvement costs are the responsibility of the City of Watertown. The Public Works Department is 
seeking approval of the State Municipal Financial Agreement conditional upon review by the City 
Attorney’s office. The summary of costs can be found on page 2 of the agreement.   
 
 
 

Attachments: 
- State Municipal Financial Agreement 

- Draft resolution 
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File: Planning\Project Agreement\Jefferson County Page 1 of 4 ID 1370-00-03 – SW Region

STATE/MUNICIPAL FINANCIAL 
AGREEMENT FOR A STATE- LET 

HIGHWAY PROJECT

Date: February 20, 2024
I.D.: 1370-00-03/-26/-73/-76/-77
Road Name: STH 16
Title: Watertown – Waukesha
Limits: E Main St to Rock River Road
County: Jefferson
Roadway Length: 8.2 miles

The signatory City of Watertown, hereinafter called the Municipality, through its undersigned duly authorized 
officers or officials, hereby requests the State of Wisconsin Department of Transportation, hereinafter called the 
State, to initiate and affect the highway or street improvement hereinafter described.

The authority for the Municipality to enter into this agreement with the State is provided by Section 86.25(1), (2), 
and (3) of the Statutes.

NEEDS AND ESTIMATE SUMMARY:

Existing Facility - Describe and give reason for request:  The segment of STH 16 scheduled for improvement is 
classified as a Principal Arterial.  It has a rural cross section with two twelve (12)-foot travel lanes with shoulders 
and a ditch section.  The pavement is aged and deteriorated with extensive cracking and poor ride quality.  The Main 
Street/Oak Hill Road intersection experienced 18 crashes in the five-year review period, 15 of which were failure to 
yield or failure to stop crashes.

Proposed Improvement - Nature of work:  The proposed roadway improvement is to replace the pavement and 
widen the paved shoulders.  Bridge work consists of replacing the deck of B-28-12 and performing concrete surface 
repairs on B-28-22.  The proposed safety improvement at the STH 16/Main Street/Oak Hill Road intersection is to 
install a roundabout.  A roundabout at the intersection targets 17 of the 18 crashes reported during the five-year 
review period.

Describe non-participating work included in the project and other work necessary to finish the project 
completely which will be undertaken independently by the municipality: Replacement of water main, including 
design, construction costs, oversight, and acceptance of the work.  The Municipality requested a pipe casing be 
installed under STH 16 in the Main Street/Oak Hill Road intersection area for their future use.  
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File: Planning\Project Agreement\Jefferson County Page 2 of 4 ID 1370-00-03 – SW Region

Total Federal/State Municipal 
Phase Est. Cost Funds % Funds %

Preliminary Engineering:
Plan Development 1370-00-03 911,000$     911,000$          100% -$            0%

Real Estate Acquisition:
Acquisition 1370-00-26 21,000$       21,000$            100% -$            0%

subtotal 1370-00-26: 21,000$       21,000$            -$            

1 Construction: 1370-00-73

Roadway 15,950,000$ 15,950,000$     100% -$            0%
Replace Deck B-28-012 1,048,000$  1,048,000$       100% -$            0%
Concrete Surface Repair B-28-22 21,000$       21,000$            100% -$            0%
HSIP Paved Shoulders/Rumble Strips 421,000$     421,000$          100% -$            0%

subtotal 1370-00-73: 17,440,000$ 17,440,000$     -$            

1 Construction:  1370-00-76

HSIP Roadway Items 2,518,000$  2,518,000$       100% -$            0%

subtotal 1370-00-76: 2,518,000$  2,518,000$       -$            

1 Construction:  1370-00-77

Water Main 142,000$     -$                  0% 142,000$     100%
Pipe Casing 50,500$       -$                  0% 50,500$       100%

subtotal 1370-00-77: 192,500$     -$                  192,500$     
Total Cost Distribution 21,082,500$ 20,890,000$     192,500$     

1. Estimates includes construction engineering.

TABLE 1:  SUMMARY OF COSTS

This request shall constitute agreement between the Municipality and the State; is subject to the terms and 
conditions that follow (pages 3-4); is made by the undersigned under proper authority to make such request for 
the designated Municipality, upon signature by the State, upon fully executed signature of applicable State 
Municipal Maintenance Agreement and delivery to the Municipality. The initiation and accomplishment of the 
improvement will be subject to the applicable federal and state regulations. No term or provision of neither the 
State/Municipal Financial Agreement nor any of its attachments may be changed, waived or terminated orally but 
only by an instrument in writing executed by both parties to the State/Municipal Financial Agreement. 

Signed for and in behalf of the City of Watertown (please sign in blue ink)

Name (print) Title

Signature Date

Signed for and in behalf of the State (please sign in blue ink)

Name Steve Flottmeyer Title WisDOT Southwest Region Planning Chief

Signature Date
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File: Planning\Project Agreement\Jefferson County Page 3 of 4 ID 1370-00-03 – SW Region

TERMS AND CONDITIONS:

1. The Municipality shall pay to the State all costs incurred by the State in connection with the improvement which 
exceeds federal/state financing commitments or are ineligible for federal/state financing. Local participation 
shall be limited to the items and percentages set forth in the Summary of Costs table, which shows Municipal 
funding participation. In order to guarantee the Municipality’s foregoing agreements to pay the State, the 
Municipality, through its above duly authorized officers or officials, agrees and authorizes the State to set off 
and withhold the required reimbursement amount as determined by the State from General Transportation 
Aids or any moneys otherwise due and payable by the State to the Municipality.

2. Funding of each project phase is subject to inclusion in an approved program and per the State’s Facility 
Development Manual (FDM) standards.  Federal aid and/or state transportation fund financing will be limited 
to participation in the costs of the following items as specified in the Summary of Costs:

(a) Design engineering and state review services.

(b) Real Estate necessitated for the improvement.

(c) Compensable utility adjustment and railroad force work necessitated for the project.

(d) The grading, base, pavement, curb and gutter, and structure costs to State standards, excluding the cost of 
parking areas.

(e) Storm sewer mains, culverts, laterals, manholes, inlets, catch basins, and connections for surface water 
drainage of the improvement; including replacement and/or adjustments of existing storm sewer manhole 
covers and inlet grates as needed.

(f) Construction engineering incidental to inspection and supervision of actual construction work, except for 
inspection, staking, and testing of sanitary sewer and water main.

(g) Signing and pavement marking necessitated for the safe and efficient flow of traffic, including detour routes.

(h) Replacement of existing sidewalks necessitated by construction and construction of new sidewalk at the 
time of construction.  Sidewalk is considered to be new if it’s constructed in a location where it has not 
existed before. 

(i) Replacement of existing driveways, in kind, necessitated by the project.

(j) New installations or alteration resulting from roadway construction of standard State street lighting and 
traffic signals or devices. Alteration may include salvaging and replacement of existing components.

3. Work necessary to complete the improvement to be financed entirely by the Municipality or other utility or 
facility owner includes the following items:

(a) New installations of or alteration of sanitary sewers and connections, water, gas, electric, telephone, 
telegraph, fire or police alarm facilities, parking meters, and similar utilities.

(b) New installation or alteration of signs not necessary for the safe and efficient flow of traffic.

(c) Roadway and bridge width in excess of standards.

(d) Construction inspection, staking, and material testing and acceptance for construction of sanitary 
sewer and water main.

(e) Provide complete plans, specifications, and estimates for sanitary sewer and water main work.  The 
Municipality assumes full responsibility for the design, installation, inspection, testing, and operation of 
the sanitary sewer and water system.  This relieves the State and all of its employees from the liability for 
all suits, actions, or claims resulting from the sanitary sewer and water system construction. 

(f) Parking lane costs.
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File: Planning\Project Agreement\Jefferson County Page 4 of 4 ID 1370-00-03 – SW Region

(g) Coordinate, clean up, and fund any hazardous materials encountered for city utility construction. All 
hazardous material cleanup work shall be performed in accordance to state and federal regulations. 

4. As the work progresses, the Municipality will be billed for work completed which is not chargeable to 
federal/state funds. Upon completion of the project, a final audit will be made to determine the final division of 
costs.

5. If the Municipality should withdraw the project, it shall reimburse the State for any costs incurred by the State 
in behalf of the project.

6. The work will be administered by the State and may include items not eligible for federal/state participation.

7. The Municipality shall, in cooperation with the State, assist with public relations for the project and 
announcements to the press and such outlets as would generally alert the affected property owners and the 
community of the nature, extent, and timing of the project and arrangements for handling traffic within and 
around the project. 

8. Basis for local participation: 

(a) Construction (1370-00-77)

Construction estimates were provided by the Municipality.  The Municipality is responsible for 100% of the 
cost of water main replacement.  The Municipality requested a pipe casing be installed for their future use.  
The Municipality will be 100% responsible for the cost of the pipe casing and its installation.  

Comments and Clarification:  This agreement is an active agreement that may need to be amended as the project 
is designed.  It is understood that these amendments may be needed as some issues have not been fully evaluated 
or resolved.  The purpose of this agreement is to specify the local and state involvement in funding the project.  
A signed agreement is required before the State will prepare or participate in the preparation of detailed designs, 
acquire right-of-way, or participate in construction of a project that merits local involvement.
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(April 16, 2024) Exhibit #XXXX  

DRAFT RESOLUTION TO 

APPROVE STATE MUNICIPAL FINANCIAL AGREEMENT FOR 

HIGHWAY 16 ROUNDABOUT AND RESURFACING PROJECT 

 

SPONSOR: MAYOR MCFARLAND 

FROM: FINANCE COMMITTEE 
 

WHEREAS, The Wisconsin Department of Transportation (WisDOT) is planning to resurface 

State Trunk Highway (STH) 16 between County Trunk Highway (CTH) L in Watertown and 

Rock River Road in Ixonia in 2026; and,  

 

WHEREAS, The WisDOT will construct a roundabout at the intersection of STH 16 and E. 

Main Street in Watertown as part of the project; and,   

 

WHEREAS, City of Watertown sanitary sewer and water infrastructure needs to be constructed 

as part of the WisDOT project; and,   

 

WHEREAS, the WisDOT is responsible for all roadway design and construction expenses; and,   

 

WHEREAS, the City of Watertown is responsible for sanitary sewer and water infrastructure 

design and construction expenses; and,   

 

WHEREAS, City of Watertown sanitary sewer and water utility construction expenses are 

estimated to cost $192,500 in 2026.  

 

NOW, THEREFORE, BE IT RESOLVED BY THE COMMON COUNCIL OF THE 

CITY OF WATERTOWN, WISCONSIN: 

That the proper City officials are hereby authorized to approve the State Municipal Financial 

Agreement (SMFA) for utility work associated with the resurfacing of STH 16 between CTH L in 

Watertown and Rock River Road in Ixonia, and the construction of a roundabout at the intersection 

of STH 16 and E. Main Street in Watertown for work to commence in calendar year 2026.  

   

  YES  NO                 

DAVIS   ADOPTED ____April 16, 2024___________ 

LAMPE    

BOARD   _______________________________________________ 

BARTZ   CITY CLERK 

BLANKE    

SMITH   APPROVED ___April 16, 2024___________ 

SCHMID    

WETZEL   ________________________________________________ 

MOLDENHAUER    MAYOR 

MAYOR MCFARLAND    

  TOTAL    
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(April 16, 2024) Exhibit #XXXX  
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To: Finance Committee 
From: Mark Stevens 
Date: April 8, 2024 
RE: Purchasing Policy Review 
 
Ald. Davis has asked for a review of the purchasing policy that was approved by Council earlier this year.  Her concern 
is that the final steps of approval of a purchase are with Public Works Commission or Finance Committee, not the 
Common Council.  My perspective is that the Common Council has, in fact, provided its full approval through the 
budget process that approved the new year’s spending plan.  The most critical interactions are accomplished at a 
committee level where committee members, staff members proficient in their professions, and outside consultants 
can hammer through the nitty-gritty details that make for good output. 
 
I heavily utilized the purchasing policy that the City of Sun Prairie had shared with me to craft the Watertown policy.  
But the practices of the two cities’ Council meetings aren’t as similar, so a review would be helpful to affirm that the 
new policy continues as approved by Council. 
 
Attached: purchasing policy 
Take note of Sections 3.0, 3.4, and 3.5.  
 

   

Finance Department 
106 Jones Street 

PO Box 477 
Watertown, WI 53094-0477 

(920) 262-4000 
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Wtn Purchasing Policy 2024  1 

 
TITLE:  PURCHASING POLICY    EFFECTIVE DATE: JANUARY 1, 2024 
SOURCE:  FINANCE COMMITTEE    REVISION DATE:      
 
1.0 GENERAL POLICY AND OBJECTIVES 
 
The purchase of goods and services is a central function of the City of Watertown.  A fair, efficient, and 
accountable purchasing process is vital to providing quality services and maximizing the value obtained 
for taxpayer dollars.  It is the responsibility of all City employees and elected officials to ensure that 
purchases are made with a commitment to ethical procurement practices and cost-effective purchasing. 
The procedures outlined in this policy are intended to provide an effective and efficient means of 
meeting these goals: 
 
 To create a competitive, fair and ethical purchasing process that will ensure that the maximum 

value is obtained for every dollar expended 
 To allow the City to obtain quality goods and services that will allow for the provision of 

programs in a timely and effective manner 
 To establish a standardized purchasing process that will promote equity and efficiency 
 To provide adequate budgetary and cost controls 
 To conduct all purchasing in a manner which ensures equal opportunity and non-discrimination 
 To support local businesses whenever possible 
 To ensure that the entire purchasing process meets the highest ethical standard without conflict 

of interest or the appearance of impropriety 
 
1.2 DEFINITIONS 
 
Sole Source – An item shall be considered sole source if there is only one vendor that supplies the item 
and there is no equivalent substitute.  Items that are made by one manufacturer but sold through 
multiple vendors are not to be considered sole source. 
 
Informal Quote – An informal quote may be obtained verbally or by examining published prices.  When 
soliciting an informal quote, the department should maintain documentation of when it was obtained 
(keep until the end of following calendar year). 
 
Estimate – An approximate calculation or judgment of the cost of a product or service.  Estimates are to 
be sought when a department submits a capital improvement project in the annual budget. 
 
Request for Estimate (RFE) – A document produced by the City when seeking an estimate when 
deliverables are commodities for which there are clear specifications and when price will be the primary 
determining factor.  Soliciting a price estimate is primarily for budget proposal creation or comparison 
purposes, not a formal bid for work. 
 
Formal Quote – A formal quote must be supplied in writing.  Formal quotes may be received by letter, 
fax, or email.  Documentation of the quote should be maintained throughout the purchasing process 
and kept until the end of following calendar year. 
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Wtn Purchasing Policy 2024  2 

 
Formal Bid – A formal bid process requires that vendors provide sealed bids prepared in response to 
specifications provided by the City.  The bids should be opened publicly and the documentation should 
be maintained throughout the purchasing process.  
 
Request for Proposal (RFP) – A document produced by the City when seeking a quote or bid when 
deliverables are not explicitly defined or when other selection criteria will be used in addition to price, 
such as the quality of the vendor (“qualified submitter”). 
 
Surplus Property - City property may be declared surplus when it is no longer necessary, practical, or 
economical to be retained by the City. 
 
1.3 ROLES 
 
Common Council – Approves the City budget, which allocates funds for all purchases.  Council approval 
is required to approve any changes that alter fund balance, authorize borrowing, acquire property, or to 
approve new programs.   
 
Mayor – Annually presents a budget proposal to the Council.  The Mayor is authorized to sign contracts 
to purchase items or services on the City’s behalf provided they are included in the annual budget.  No 
contract shall be executed on the part of the City until the Finance Director has reviewed it to ensure 
that sufficient funds are available to meet the expense and the City Attorney has reviewed as to 
approved form. 
 
Finance Committee – Approves purchases of materials, equipment, and services $50,000 or more when 
no other appropriate standing committee exists.  The Finance Committee recommends budget 
adjustments that impact more than one department and budget amendments to the Common Council. 
 
Public Works Commission – According to state statute 62.15(1), “All public construction, the estimated 
cost of which exceeds $25,000, shall be let by contract to the lowest responsible bidder; all other public 
construction shall be let as the council may direct.”  The Public Works Commission oversees the process 
of approving the award of public construction contracts in accordance with this statute.  Public 
construction includes capital improvements such as street reconstruction, stormwater facilities, and 
municipal buildings.   
 
Finance Director – Oversees all City purchasing and monitors compliance with the City purchasing 
policy.  Approves purchases of materials, equipment, and services in excess of $10,000 and less than 
$50,000.  The Finance Director may approve budget adjustments contained within a department.  
Notification shall be provided to the Mayor and Finance Committee of all department budget 
adjustments.  This position is authorized to sign contracts of up to $25,000 on the City’s behalf.  The 
Finance Director monitors expenditures in comparison to budgeted levels and provides periodic analysis 
of General Fund income statement to Finance Committee.    
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Wtn Purchasing Policy 2024  3 

Department Heads – Department Heads or their designees are responsible for making necessary 
purchases for their departments within the confines of the City purchasing policy and approved budget.  
They are also responsible for receiving items and verifying that the terms of the purchase have been 
completed.  Department Heads are authorized to make purchases up to $10,000 if the item does not 
require a budget amendment. 
 
City Employees – Make purchases and receive items with the approval of their Department Head.  All 
employees who are authorized to make purchases are responsible for following the City’s purchasing 
policy and ensuring that purchases are made under the highest ethical standard. 
 
2.0 COMPETITIVE PRICING 
 
It is the policy of the City to obtain the highest quality goods and services at the lowest price by 
following a competitive purchasing process.  It is City policy to obtain bids or proposals from at least 
three different vendors to ensure that competitive pricing is demonstrated.  Exceptions to this 
requirement are allowed when it is in the best interest of the City.  Exceptions include: 

• Purchases for which there is only one or two suppliers [sole source products] (e.g., Warranty 
work requiring specific service provider, business trained and equipped for make/model of 
equipment needing repair) 

• Emergency purchases and repairs covered by insurance proceeds 
• Purchases under $2,000 from a supplier that has offered the best price and quality for routine 

purchases based on periodic bids/proposals solicited by the City at least biennially.  The Finance 
Director will take the lead in researching and soliciting proposals for items that are used by 
multiple departments. 

• Purchases made from the state bid list or competitively solicited cooperative contracts (e.g., 
Sourcewell) 

• Committee approval of using a single vendor where department has a long-standing history of 
using the product where switching products complicates operations or maintenance (e.g., fire 
hydrants, manhole castings) 

• Certain professional services where the Mayor has waived the competitive bid requirement due 
to the quality of the firm and the service to be provided.  Quotes from various vendors should 
be obtained periodically and should be one of the factors in selecting the vendor to perform the 
service. 

 
2.1         TAXPAYER BENEFIT POLICY 

 
If two or more bids are in the same amount or unit price, quality, service, and other factors deemed 
relevant being equal, the contract shall be awarded to a bidder whose principal place of business is located 
within the City limits, if any. If there is not a City of Watertown bidder, the Department Head should 
award the contract to one of the �e bidders by coin toss open to public viewing. 
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2.2 REJECTION OF BIDS 
 
Department Heads have the authority to reject bids, parts of bids, or all bids, where the public interest 
will be served.  In all cases, the Department Head has the authority to re-advertise and re-bid any 
proposed purchase or to reject all bids and to negotiate a purchase directly with any supplier if this 
procedure is deemed most advantageous to the City. 
 
2.3 BIDDERS IN DEFAULT 
 
A Department Head should not accept the bid of any supplier for goods or services more than 
$50,000 who is in default or delinquent in the payment of taxes, licenses, forfeitures, or any other 
moneys whatsoever due the City.  Such information should be obtained from the Finance Director. 
 
2.4 VENDOR SELECTION CRITERIA 
 
In addition to price, Department Heads may consider the following factors in selecting the acceptable 
bid, proposal, or quotation: 

1 The ability, capacity, and skill of the vendor to perform the contract or provide the service 
required 

2 Whether the vendor can perform the contract or provide the service promptly, or within the 
time specified, without delay or interference 

3 The experience and efficiency of the vendor 
4 The quality of performance of previous contracts or services by the vendor 
5 The previous and existing compliance by the vendor with laws and ordinances relating 

to the contract or service 
6 The sufficiency of the financial resources and ability of the vendor to perform the contract or 

provide the service 
7 The quality, availability and adaptability of the supplies or contractual services to the particular 

use required 
8 The ability of the vendor to provide future maintenance and service for the use of the subject 

of the contract 
9 The number and scope of conditions attached to the bid, proposal, or quotation 
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3.0 PURCHASING PROCESS REQUIREMENTS  
 
The process for making purchases varies depending on the total cost of the purchase.  The intentional 
staggering of purchases as well as dividing purchases and/or contracts to consciously evade this policy is 
strictly prohibited. Any employee found to be in violation of this policy will be subject to disciplinary 
action, up to and including termination of employment. 
 

Purchase Cost Authority Required Purchasing Process 
Competitive 
Requirement 

Less than $2,000 Department Head   
or Designee 

Department 
Approval 

Periodic Quotes or 2 
Informal Quotes 

Over $2,000 and 
less than $10,000 

Department Head 
or Designee 

Department 
Approval 3 Informal Quotes 

Over $10,000 and 
less than $50,000 Finance Director Purchase Requisition 3 Formal Quotes 

Public 
Construction 
Over $25,000 

Public Works 
Commission Memo Formal Bid Process 

$50,000 and 
more Finance Committee 

Committee 
Presentation and 

Contract or Purchase 
Requisition  

3 Formal Quotes or 
Formal Bid Process 

 
3.1  PURCHASES LESS THAN $2,000 
 
Purchases under $2,000 may be made with the approval of City Department Heads or their designees.  
When possible, at least two informal price quotations must be obtained prior to making the purchase.  
Quotations are not required for items purchased from a vendor that has offered the best price and 
quality on a category of items based on periodic bids/proposals solicited by the City at least biennially. 
 
3.2  PURCHASES OF AT LEAST $2,000 AND LESS THAN $10,000 
 
Purchases of at least $2,000 and less than $10,000 may be made with the approval of City Department 
Heads or their designees.  Department staff are responsible for obtaining and documenting at least 
three informal price quotations for the proposed purchase.  This information is provided to the 
Department Head. The Department Head reviews the request to determine compliance with the budget 
and purchasing policy.  If the selected vendor does not offer the lowest price, the request should include 
an explanation of why another vendor is recommended. 
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3.3  PURCHASES OF AT LEAST $10,000 AND UNDER $50,000 
 
Purchases of at least $10,000 and less than $50,000 require the prior approval of the Finance Director or 
his or her designee.  The Finance Director may also require that the purchase go through a Request for 
Proposal (RFP) process or a formal bid process.   
 
Department Heads or their designees are responsible for obtaining and documenting at least three 
formal (written) price quotations for the proposed purchase.  This information is provided to the 
Finance Director along with a Purchase Requisition that should include the vendor selected, a 
description of the item, and the account number where it was budgeted.  If the selected vendor does 
not offer the lowest price, the request should include an explanation of why another vendor was 
chosen.   
 
The Finance Director reviews the request to determine compliance with the City’s budget and 
purchasing policy.  If approved, the Finance Department will issue a purchase order to the department.  
This purchase order should be used when making the purchase and the purchase order number must be 
entered into miViewPoint when it is submitted for payment. 
 
3.4  PUBLIC CONSTRUCTION PROJECTS OF $25,000 AND OVER 
 
Public construction projects with an estimated cost between $5,000 and $25,000 require a class 1 notice 
prior to execution of the contract. 
 
Public construction projects with an estimated cost greater than $25,000 require approval of the Public 
Works Commission and must be let by contract to the lowest responsible bidder as required in 
Wisconsin State Statute 62.15(1).  Also, per statute 62.15, the Common Council may by a three-fourths 
vote provide by ordinance that any class of public construction project may be done directly by the City 
without submitting the project for bids.    
 
The Mayor may waive the bid or RFP requirement for professional services if he or she determines that 
it is in the City’s best interest.  The justification for waiving the bid or RFP process should be presented 
to the Public Works Commission prior to their action to approve or deny the purchase. 
 

Capital Outlay: non-recurring purchases in General Fund [01] that aren’t part of ongoing regular 
expenses (e.g. laptop, furnishings, facili�es repair). 
Equipment, supplies, or repairs more than $5,000 per item/event will be considered a potential 
capital asset and should be budgeted as part of a departments’ Capital Outlay budget (account 
ending in -60).   
 
Capital Improvement: addi�ons, improvements, modifica�ons, or renova�ons of a property that 
increases its value or prolongs its useful life; buildings, equipment, machinery, vehicles. 
Assets with an acquisi�on cost of at least $20,000 and an expected useful life of at least five years 
are typically acquired through the Capital Borrow Fund [05]. 
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Department Heads or their designees are responsible for conducting the public bid (prepare bid 
package, provide public notice and advertisement, conduct public bid opening, prepare bid tabulation 
report) or RFP process and providing the results to the Public Works Commission.  If a contract is 
required, the department will work with the City Attorney to draft a contract for signature by the Mayor.  
The Finance Director will review the information to ensure compliance with the City’s budget and 
purchasing policy. 
 
3.5  PURCHASES OF $50,000 AND OVER 
 
All purchases of materials, equipment, and services more than $50,000 require the approval of the 
Finance Committee prior to completing the purchase or signing the contract.  The City requires an RFP 
or bid process for purchases of this size.   
 
The Mayor may waive the RFP or bid requirement for professional services if he or she determines that 
it is in the City’s best interest.  The justification for waiving the bid or RFP process should be presented 
to the Finance Committee prior to their action to approve or deny the purchase. 
 
Department Heads or their designees are responsible for conducting the public bid (prepare bid 
package, provide public notice and advertisement, conduct public bid opening, prepare bid tabulation 
report) or RFP process and providing the results to the appropriate standing committee.   The 
department is required to prepare a memo listing the proposals received, which vendor is 
recommended and why, the budgeted amount for the item and any additional costs that may be 
incurred.  If the selected vendor does not offer the lowest price, the request should include an 
explanation of why another vendor was chosen.   
 
With a positive recommendation from the standing committee, the Department Head will place the 
item on an upcoming Finance Committee agenda and prepare a Purchase Requisition that includes the 
vendor selected, a description of the item, and the account number where it was budgeted.  The 
Finance Director will review the information to ensure compliance with the City’s budget and purchasing 
policy.  If approved by the Finance Committee, the Finance Department will issue a purchase order to 
the department.  This purchase order should be used when making the purchase and the purchase order 
number must be entered into miViewPoint when when it is submitted for payment. 
 
If a contract is required, the department will work with the City Attorney to draft a contract (see Section 
7) for signature by the Mayor.   
 
4.0 PURCHASE CHARGES AND METHODS 
 
4.1 SHIPPING AND FREIGHT CHARGES 
 
It is the policy of the City to avoid paying shipping charges whenever possible.  If the City is to pay 
shipping charges, it must be billed at the time of invoicing.  Department Heads, when obtaining price 
quotations, should inquire into applicable freight charges.  Any charges to be paid by the City will be 
regarded as part of the price quotation when selecting the successful bidder.  Unless otherwise stated in 
the “notice of call for bids”, all formal bid proposals shall include freight and delivery charges, if any. 
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4.2  DISCOUNTS 
 
It is the City’s policy to take advantage of vendor discounts for prompt payment whenever possible to 
minimize the cost of a purchase.  Department Heads are responsible for determining if discounts are 
available and for working with the Finance Department to obtain the lowest price.  Some vendors offer 
discounts for prompt payment.  When possible, Departments can aid the City by approving invoices and 
submitting them for payment expeditiously.    
 
4.3  SALES TAX EXEMPTION 
 
The City is exempt from paying city, county and state sales tax. Purchasers have the responsibility to 
inform vendors of tax-exempt status at the time of purchase. Completed tax exempt forms are available 
from the Finance Director.  Invoices received by the City that include sales tax will be amended by 
reducing the amount of sales tax prior to payment. Any person seeking reimbursement for a City 
purchase that includes sales tax shall not be reimbursed for the sales tax portion of the purchase, absent 
extenuating circumstances approved in writing by the Mayor. 
 
4.4 COLLECTIVE PURCHASING 
 
Cooperative purchasing arrangements can result in significant savings by pooling purchasing power.  It is 
the City’s policy to utilize collective purchasing between City departments or with other units of 
government when savings can be obtained without sacrificing the quality or availability of the product 
or service.   
 
The Finance Department shall have the authority to analyze the desirability of cooperative purchasing 
arrangements and make recommendations to the Administration.  The Common Council encourages 
cooperative purchasing but maintains the right to reject any such arrangements with other units of 
government. 
 
4.5  RECEIVING AND INSPECTING ITEMS 
 
Department Heads, or their designees, are responsible for receiving and inspecting all deliveries to their 
departments to ensure that items received conform to the specifications and quantities set forth in the 
purchase order.  All deliveries should be thoroughly inspected to ensure that materials are received in 
satisfactory condition.  If there are any discrepancies, the Department Head or designee should contact 
the vendor and resolve the issue before submitting the invoice for payment.  When items are sent in 
multiple shipments, the department should clearly indicate which items have been received and 
accepted when approving the invoice for payment. 
 
4.6  SUBMITTING INVOICES FOR PAYMENT 
 
Once department staff have verified that the purchased items have been received in a satisfactory 
condition, the original invoice should be scanned and entered in miViewPoint (Caselle invoice entry 
portal) by Department staff for authorization routing to Department Heads and Finance Department 
staff before payments will be processed.   
 
It is the City’s policy not to pay from statements or copies of invoices.  If it is not possible to obtain an 
original invoice, a faxed or emailed copy may be used if the Department Head verifies that the vendor 
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has not already been paid for the item.  If it is not possible to obtain an invoice, a Check Request Form 
should be completed that includes vendor name and ID number, a description of the item purchased, 
and attach any supporting documentation.  This form must be signed by the Department Head.  
 
The Finance Department processes checks and issues payments to vendors.  The cut-off dates for 
payment submission will be provided by the Finance Department (typically each Friday) for checks to be 
processed the following week (typically each Tuesday).  At each second regular Common Council 
meeting of the month, a list of all payments made in the prior month will be provided.   
 
All final retainage payments for construction projects will be held until they have been presented to the 
Common Council for approval. 
 
If a Council Member has concerns regarding payments to a particular vendor or class of vendors, he or 
she may request to review pending payments.  Information would then be sent to all Council Members 
for a specified period to provide comments.  If no comments are received during this period, the item 
may be released for payment.  However, if an objection is raised during the comment period, the 
payment in question shall be held until the next regular Common Council meeting. 
 
4.7  CREDIT CARD PURCHASES 
 
The City recognizes the use of credit cards to be an appropriate and useful means of making payment 
for a variety of types of purchases (travel expenses, online purchases, time-sensitive).  Credit cards may 
be issued to City employees at the request of a Department Head through the Finance Director.   
Approved employees will be required to read, acknowledge, and sign a Credit Card Use Agreement.  
 
Purchases made with credit cards must follow the normal competitive pricing guidelines and require the 
same approval process.  Purchases made on a credit card are still eligible for sales tax exemption 
(purchaser is responsible for providing tax exempt certificate at the time the charge is incurred). 
 
Acceptable credit card uses: 

1. Payment for goods and services at businesses where invoicing is not available 
2. Online purchases 
3. Payment of purchases where there is no additional fee to pay with a credit card 
4. Lodging (registering in advance and paying upon departure) 
5. Travel: flights, car rentals, taxis, ride-share services, parking 
6. Registration fees for conferences and training seminars 
7. Meal costs: 
 Costs must follow the standards established in the City’s Travel Guidelines in the 

Employee Handbook 
 Group meetings where the City is paying must receive prior approval of the Mayor 
 Tips up to the limit set by the travel policy in the employee handbook.  A tip that is in 

excess of the allowed amount should be left by the employee in cash and will not be 
recoverable from the City as a valid expense. 

 Employees do not need to obtain tax exemption for individual meals or groups up to three 
people. Groups over three should try to obtain the tax-exempt status. 
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Unacceptable credit card uses: 
1. Tips except as part of an approved meal cost 
2. Personal purchases of any kind 
3. Cash advances 
4. Purchases of gift cards  

 
If an unauthorized charge occurs, if a meal purchase exceeds an amount allowed by the City’s Travel 
Guidelines, or if a good faith attempt to receive a sales tax exemption is not made, the employee must 
immediately reimburse the difference beyond the allowable amount to the Finance Director. 
 
After making a credit card purchase, receipts or other supporting documentation should be maintained 
by the cardholder.  When the monthly credit card statement is issued, Finance Department staff will 
distribute the statement to all Department Heads and their designees.  The cardholder is responsible to 
review charges and assemble receipts in chronological order as listed on the statement.  The cardholder 
is to submit a signed attestation of the credit card charges and associated receipts to his or her 
Department Head.  The Department Head or designee will review and assign account numbers, the 
Department Head will sign the statement and then route all original documentation to the Finance 
Department in a timely manner.  (A spreadsheet template is available to aid in the data entry of 
receipts.)  The Finance Director will review the statements of all Department Heads.  The Finance 
Department will complete data entry authorizations and issue an ACH payment to the credit card 
company prior to the statement due date.  It is City practice to avoid paying any credit card finance 
charges. 
 
4.8  INTERNET PURCHASES 
 
City employees may use the Internet to make purchases if they follow normal purchasing guidelines and 
the same approval process.  Internet purchases are not permissible in situations where a sealed bid is 
required.  Employees should only make purchases from legitimate vendors (compliant with US 
regulations with good reputation in the market) and through a secure connection.  Any concerns 
regarding the security of the information should be directed to the Information Technology Department.  
The IT staff will have the final authority to determine if an Internet transaction provides sufficient 
security. 
 
4.9  PETTY CASH ACCOUNT 
 
Various departments maintain petty cash accounts to expedite miscellaneous purchases and the 
payments of small expenses when it is not practical to follow the City’s normal payment procedures (e.g. 
reimbursement of work permit fee).  The petty cash fund should not be used to circumvent the normal 
purchasing process or to pay for personal services.  Each department overseeing a petty cash fund 
should seek reimbursement of transactions through miViewPoint no less than twice a year, and always 
by December 10 to assign purchases to the current fiscal year.  A report of the petty cash balance as of 
January 1 should be emailed to the Finance Director by January 10.  
 
4.10  EMPLOYEE REIMBURSEMENTS 
 
Generally, employees should avoid making City purchases with their own funds.  If the need arises to 
purchase an item for the City with personal funds, the employee must submit the receipt and a Check 
Request Form to the Department Head no more than 28 days after purchase.  This form should include a 
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detailed listing of the items purchased and must be signed by the employee to be reimbursed and his or 
her Department Head.  It is the responsibility of the employee making the purchase to ensure that any 
available discounts are applied, and that sales tax is not included.  Once entered into miViewPoint and 
approved, a check will be issued for the reimbursement in the next check run. 
 
4.11  EQUAL OPPORTUNITY/NON-DISCRIMINATION 
 
The City of Watertown endorses and actively supports equal opportunity and a nondiscrimination policy.  
Therefore, it shall be a City requirement that all potential bidders be provided with equal opportunity to 
submit bids and to compete on an equal basis for City business. 
 
All contracts to which the City of Watertown is a party, shall contain a nondiscrimination in employment 
clause which provides: 
“The vendor agrees that in performing under this agreement with the contracting municipality, he/she 
shall not discriminate against any worker, employee or applicant, or any member of the public because 
of race, creed, color, national origin, handicap, or sex.  The vendor further agrees that this clause will be 
incorporated in all contracts entered with suppliers of materials or services who may perform any such 
labor or services in connection with this contract.” 
 
5.0 EXCEPTIONS TO ROUTINE PURCHASING PROCEDURES 
 
5.1 EMERGENCY PURCHASES 
 
Emergency purchasing procedures should be used only when normal purchasing channels are not 
available.  Emergency purchases may be made: 
 When there is need for immediate delivery of items 
 To prevent delays in work or construction schedules 
 When there is an immediate threat to public health or safety 
 To meet emergencies rising from unforeseen causes 

 
For emergency purchases, the Department Head should take the following steps: 
 If an emergency purchase is needed, alert the Mayor and/or Finance Director and obtain 

approval prior to making the purchase. 
 A purchase requisition form and a written explanation of the emergency must be prepared and 

forwarded to the Finance Director and Mayor within two working days after making the 
purchase. 

 
5.2 BLANKET PURCHASE ORDERS 
 
Blanket purchase orders are used for those vendors from whom many repetitive purchases are made as 
supplies are required.  Rather than issue a purchase order form for each purchase, one order is issued 
for a specified calendar year to cover all purchases made during that period.  Blanket purchase orders 
can be renewed each year if continuing purchasing is warranted. 
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When requesting the issuance of a blanket purchase order, the Department Head should obtain price 
quotations on representative items from at least three vendors.  The Department Head should then 
prepare a Purchase Requisition for the Finance Director that includes: 
 The vendor 
 The anticipated materials, supplies, equipment to be purchased 
 The anticipated number of purchases to be made under the blanket order 
 The total amount budgeted for such purchases. 

 
The Finance Department will review the request and check the budget to verify that adequate funds are 
budgeted and available.  Based on this information, the Finance Department shall indicate approval or 
denial of the request.  If the request is approved, the Finance Department will issue a purchase order 
number that should be used when ordering any items under the blanket purchase order.  The 
Department should include this number when the invoices are submitted for payment.  Before a new 
blanket purchase order is issued, the Department Head should obtain competitive price quotations from 
alternate vendors. 
 
6.0 PROCEDURES FOR CONTRACTED SERVICES 
 
6.1 CONTRACTS DEFINED 
 
For purposes of this policy, “contracts” are defined as any document meeting any of the following 
statements: 

1. Requiring signature of statutory officers of the City. 
2. Expressly waiving liability of the vendor. 
3. Expressing a scope of service to be performed by the vendor. 
4. Placing conditions (other than payment) upon the City. 
5. Contracts also include lease agreements (other than office equipment leases). 
6. Memorandums of understanding (other than those with no cost to the City). 

 
6.2 COMPETITIVE BIDDING 
 
Department Heads must follow all competitive bidding requirements for procuring contracted services 
or purchases. However, a purchase order is not needed in these instances. 
 
6.3 CONTRACT REVIEW 
 
The contract routing form must be used to ensure proper review before any contract is signed. 
No contract shall be executed on the part of the City until the Finance Director has reviewed to ensure 
that sufficient funds are available to meet the expense and the City Attorney has reviewed as to 
approved form.  Department Heads should submit contracts to the Finance Director as soon as possible 
for timely review, ideally at least two business weeks prior to the execution date. All questions about 
whether a document is a contract should be directed to the City Attorney prior to execution of the 
document.  
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6.4 SIGNATORIES 
 
The signatories for the City are the Mayor and Finance Director/Treasurer [for purchases up to 
$25,000], each of whom are authorized to execute the contracts without additional Council action 
provided the purchase is included in the annual budget and meets the guidelines of the purchasing policy. 
Department Heads do not have legal standing to enter contracts on behalf of the City unless expressly 
authorized to do so by the Common Council. 
 
7.0 PROCUREMENT FOR STATE AND FEDERAL AWARDS 
 
7.1 RESPONSIBILITY 
 
City of Watertown Department Heads are responsible for determining whether a purchase is allowable 
under the terms of any state and federal program from which their department is receiving support.  
The process used for procurement under terms of any state and federal program should follow the 
guidance of the program. 
 
7.2 COST ALLOWABILITY FOR CHARGES AGAINST FEDERAL AND STATE AWARDS 
 
General.  All costs incurred by City of Watertown under a grant award from a U.S. federal or state agency 
shall be subject to the cost allowability standards ar�culated in OMB’s Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards. 
 
Procedure.  Prior to entry into the general ledger, the department head shall determine if the nature of 
the expense and determine if the expense: 
 
Allowability – meets the general requirements established in 2 CFR § 200.403(a) through §200.403(g). 
City of Watertown will maintain a system of internal controls over Federal expenditures to provide 
reasonable assurance that Federal awards are expended only for allowable ac�vi�es and that the costs 
of goods and services charged to Federal awards are allowable and in accordance with the above 
referenced cost principles.  
 
Those controls will meet the following general criteria:  
 Be necessary and reasonable for the performance of the Federal award and be allocable thereto 

under these principles. 
 Conform to any limita�ons or exclusions set forth in these principles or in the Federal award as 

to types or amount of cost items. 
 Be consistent with policies and procedures that apply uniformly to both federally-financed and 

other ac�vi�es of the city. 
 Be accorded consistent treatment. 
 Be determined in accordance with generally accepted accoun�ng principles. 
 Not be included as a cost or used to meet cost sharing or matching requirements of any other 

federally-financed program in either the current or a prior period. 
• Be adequately documented. 
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Selected Items of Costs – is consistent with one of the allowability factors for selected items of costs 
ar�culated in 2 CFR § 200.420 through § 200.475. 
 
Grant Budget – is consistent with the allowable expenses provided for in the grant agreement. 
 
This procedure will be employed regardless of whether City of Watertown classifies the expense as a 
direct or indirect (F&A) cost. If deemed allowable, the department head shall code the expense in 
accordance with the account code established for the grant and submit the amount in the general 
ledger. If the department head cannot establish the allowability of an expense, consulta�on with the 
Finance Director shall be required to make the determina�on before any cost is entered in the general 
ledger. If unable to be resolved by the Finance Director, City of Watertown shall seek clarifica�on with 
the Federal awarding agency or pass-through agency. 
 
If deemed ineligible for reimbursement under the Federal award, the department head will record the 
item to an appropriate alterna�ve within department expense accounts. 
 
7.3 METHODS OF PROCUREMENT 
The City must follow the procurement procedures identified in 2 CFR § 200.318 through §200.327.  The 
City must award contracts only to responsible contractors possessing the ability to perform 
successfully under the terms and conditions of a proposed procurement.  Consideration will be given 
to such matters as contractor integrity, compliance with public policy, record of past performance, 
and financial and technical resources.  The City must maintain records sufficient to detail the history 
of procurement (rationale for method of procurement, selection of contract type, contractor selection 
or rejection, basis for the contract price).  
 

1. Micro-purchases up to $50,000 (federal threshold established in the Federal Acquisition 
Regulations).  The acquisition of supplies or services, the aggregate dollar amount not 
exceeding the micro-purchase threshold.  Micro-purchases may be awarded without 
soliciting competitive price or rate quotations if the City considers the price to be reasonable 
based on research, experience, or purchase history.  To the extent practicable, the City will 
distribute micro-purchases equitably among qualified vendors.  

2. Small Purchases for items between $50,001 and $250,000. Small purchase procedures are 
those relatively simple and informal procurement methods for securing services, supplies, or 
other property that do not cost more than the Simplified Acquisition Threshold (less than 
$250,000). If small purchase procedures are used, price or rate quotations shall be 
obtained from a minimum of three qualified sources.  Efforts should be made to obtain at 
least one bid from a small or minority-owned business, if available. 

3. Formal Procurement for purchases greater than $250,000.  Formal procurement methods 
are required when the value of the procurement for property or services exceeds the 
Simplified Acquisition Threshold.  Formal procurement methods require following documented 
procedures and public advertising.  One of the following methods can be used:   

a. Sealed bids.  A procurement method in which bids are publicly solicited and a firm fixed-
price contract (lump sum or unit price) is awarded to the responsible bidder whose bid, 
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conforming with all the material terms and conditions of the invitation for bids, is the 
lowest in price.     

b. Proposals.  A procurement method in which either a fixed price or cost-reimbursement 
type contract is awarded.  Proposals are generally used when conditions are not 
appropriate for the use of sealed bids. 

4. Noncompetitive procurement.  Also known as sole-source procurement, this may be 
appropriate only when specific criteria are met. Examples include when an item is available only 
from one source, when a public emergency does not allow for the time of the competitive 
proposal process, when the federal awarding agency authorizes, or after a number of 
attempts at a competitive process, the competition is determined inadequate. 

 
8.0 MISCELLANEOUS CONSIDERATIONS 
 
8.1 GRANTS AS A REVENUE SOURCE 
 
All poten�al grants and other aid shall be carefully examined for matching requirements and restric�ve 
covenants, to ensure that our par�cipa�on in such grants will be beneficial and cost-effec�ve.  Grant 
requests shall be reviewed by the Finance Director/Treasurer prior to the applica�on being submited.  
This review is to ensure that the grants do not create an obliga�on for unfunded expenditures by the 
City rela�ng to the grant’s purpose and to provide an overall budgetary review of the grant proposal.   
 
Grants requiring City matching funds are to be requested from the Finance Commitee prior to 
submission of the grant applica�on.  The Finance Commitee shall approve all grant awards prior to the 
final acceptance of a grant.  
 
It is the responsibility of the department to maintain application and award documents relating to each 
grant.  A copy of the award document should be emailed to the Finance Director for the annual audit 
preparation. 
 
8.2 ADDITION OF NEW VENDOR 
 
New vendors must be approved by the Finance Department staff and created in the accounting software 
prior to a purchase being initiated. 
 
8.3 INSURANCE CLAIM PROCEEDS 
 
Purchases resulting from an accident or loss will be expended from the appropriate expenditure 
account.  Settlement proceeds will be posted to the same expenditure account. 
 
8.4 ETHICS 
 
Elected officials and employees of the City shall comply with all federal, state and City ethics laws 
regarding conflict of interest as well as ethics regarding all purchase decisions.  It shall be unethical for 
any City employee to participate directly or indirectly in a purchase or contract when the City employee 
or any member of the employee’s immediate family has a financial interest pertaining to the contract or 
purchase unless the contract has been competitively bid or the service is highly specialized and only one 
supplier is available, and the employee has followed the procedures set forth in the Purchasing Policy. 
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Neither the City’s name or any employee’s name or position is to be used to endorse or support a 
product or vendor unless specifically authorized by the Common Council. 
 
8.5 SURPLUS PROPERTY 
 
City property is declared “surplus” when it is no longer necessary, practical, or economical to be 
retained by the City.  Department Heads are responsible for identifying surplus furniture, equipment, 
supplies, etc. in their departments.  Items may be sold prior to end of their useful life if it is determined 
that it is in the City’s best interest to take advantage of the current salvage value of the item.  If an item 
is sold or donated, City employees should not receive preferential access compared to the public.   
 
Once a Department Head has identified surplus property, he or she should determine if the item is of 
use to another department.  If the surplus property has no further economic use to the City, the 
Department Head or designee shall determine the best method for sale or disposal of surplus property 
for which the original purchase price was under $10,000. Such methods shall include internet postings on 
the Wisconsin Surplus Auction site (through Police Department) or public bid. For items with an original 
purchase price of $10,001 to $50,000, Mayor approval is required prior to disposal. The Finance 
Committee shall approve the method of sale or disposal of surplus property for which the original 
purchase price was over $50,000. Disposal of all items with an original cost of over $5,000 must be 
reported to the Finance Director for removal from insurance and the capital asset inventory. 
 
Police unclaimed property: Watertown Police Department shall conform to Wis. Stat. secs. 66.0139 and 
170.105. 
 
Real Estate.  Whenever City owned property is proposed for sale, there should be an internal 
review conducted by the Mayor to determine whether the City may need the parcel in the future and 
for what purpose. The Mayor will then prepare a report for Plan Commission for review. The Plan 
Commission will consider the land sale request, along with the Mayor’s Report on the property, and 
then prepare a recommendation based on zoning or land use of the property. The Plan Commission 
recommendation will then be submitted to the Finance Committee who shall consider whether an 
appraisal is necessary, how the property may be disposed of, and then forwards a recommendation 
to the Common Council for final action. The Mayor is responsible for carrying out the Council’s actions 
regarding the disposition of the property. Property may be disposed of by public sale or auction, sealed 
bids, or by a mutual sales agreement. 
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CITY OF WATERTOWN LOSS RUNS OCCURRING IN 2022, 2023 & 2024 AND ALL OLDER OPEN CLAIMS As of 3/31/2024

CLAIM NUMBER
OCCUR/CLAIM

LOSS DATE
MINOR
CODE CLAIMANT NAME STATUS

CLAIM
EFFECT

 LOSS
RESERVE

 LOSS
PAYMENT

 EXPENSE
RESERVE

 EXPENSE
PAYMENT  RECOVERY

 TOTAL
INCURRED CLAIM DESCRIPTION

WM000142910352 1/1/2020 171-306 WIS-PAK OF WATERTOWN OP 1/1/2020                      -                        -         14,187.00          2,183.75                      -         16,370.75

WIS-PAK; EXCESSIVE TAX 2020. TAX YEAR 2021 - CLAIM
WM000142910377. (CLAIM WM000142910326, TAX YEAR 2018, HAS
BEEN DISMISSED)

WM000142910377 1/1/2021 171-306 WIS-PAK INC. OP 1/1/2021                      -                        -         14,812.00             590.00                      -         15,402.00

WIS-PAK INC.; 2021 EXCESSIVE TAX. TAX YEAR 2020- CLAIM
�WM000142910352. (CLAIM WM000142910326, TAX YEAR 2018, HAS

BEEN DISMISSED)
WM000142910378 1/17/2022 171-318 LENIUS ARTHUR CL 1/1/2022                      -                      -                      -       18,328.05                      -       18,328.05 LENIUS; CITATIONS DISPUTE.

WM000142910379 2/28/2022 194-311 PATTERSON CHRISTINE CL 1/1/2022                      -               189.84                      -                        -             (189.84)                      -
PATTERSON; PARKED CLAIMANT VEHICLE MIRROR CLIPPED BY
PASSING CITY SNOWPLOW.

WM000142910380 3/25/2022 194-312 ROTH MICHELLE CL 1/1/2022                      -                        -                        -                        -                        -                        -
ROTH; LEGALLY PARKED 2002 TOYOTA CAMRY SCRATCHED BY CITY
GARBAGE TRUCK ARM. INCIDENT NOTICE ONLY.

WM000142910381 8/24/2022 194-309 KOLBO NICHOLAS CL 1/1/2022                      -            9,555.31                      -                        -          (5,000.00)          4,555.31
KOLBO; CITY GARBAGE TRUCK BACKED INTO CLAIMANT VEHICLE AT
WESTERN AND CONCORD.

WM000142910383 8/25/2022 170-306 THOMPSON JOHN CL 1/1/2022                      -                        -                        -            2,320.50                      -            2,320.50
THOMPSON; SLIP AND FALL ON MUD RUN-OFF AT CONSTRUCTION
SITE.

WM000142910382 8/27/2022 172-302 JUHL STEPHANIE CL 1/1/2022                      -            1,000.00                      -                        -          (1,000.00)                      -
STAND-OFF INVOLVING POLICE AND RESIDENCE AT 624 ARLINGTON
WAY. INCIDENT NOTICE ONLY.

WM000142910385 9/21/2022 212-301 WATERTOWN, CITY OF CL 1/1/2022                      -            4,554.51                      -                        -                        -            4,554.51
2008 FORD F450; CITY VEHICLE STRUCK BY OTHER VEHICLE WHILE
STOPPED AT RED LIGHT.

WM000142910384 10/8/2022 170-306 MUELLER BRIAN CL 1/1/2022                      -                        -                        -                        -                        -                        -
MUELLER; FALL IN MUNICIPAL LOT DURING BLOCKTOBER FEST.
INCIDENT NOTICE ONLY.

WM000142910386 10/9/2022 172-302 LAMBRECHT KOBE CL 1/1/2022                      -                        -                        -                        -                        -                        -
LAMBRECHT; CLAIMANT VEHICLE OWNER SEEKING AUTO DAMAGE
REIMBURSEMENT RELATED TO ARREST OF GUEST PASSENGER.

WM000142910388 2/7/2023 170-306 MALTZ LEVI STEVEN CL 1/1/2023                      -                      -                      -                      -                      -                      - MALTZ; SLIP AND FALL OUTSIDE LIBRARY.

WM000142910387 2/8/2023 170-306 POLINSKI TERRY CL 1/1/2023                      -                        -                        -                        -                        -                        -
POLINSKI; STEPPED ON NAIL ATTACHED TO BOARD AT RECYCLE
CENTER.

WM000142910389 2/10/2023 194-311 SUNBELT CL 1/1/2023                      -                        -                        -                        -                        -                        -
SUNBELT; PARKED TRUCK SCRAPED BY CITY PLOW BLADE. INCIDENT
NOTICE ONLY.

WM000142910390 3/10/2023 212-304 WATERTOWN, CITY OF CL 1/1/2023                      -         50,465.41                      -                        -                        -         50,465.41

2019 PETERBILT; GARBAGE TRUCK SUSTAINED EXTENSIVE DAMAGE
WHEN IT PULLED OUT OF WASH BAY WITH ARM EXTENDED AND
STRUCK CONCRETE PILLAR.

WM000142910391 3/28/2023 212-304 WATERTOWN, CITY OF CL 1/1/2023                      -               608.00                      -                        -                        -               608.00

2020 FORD F450; AMBULANCE STRUCK APARTMENT BUILDING
OVERHANG AND SUSTAINED MINOR DAMAGE TO UPPER RIGHT
CORNER.

WM000142910392 5/20/2023 212-306 WATERTOWN, CITY OF CL 1/1/2023                      -         10,967.50                      -               596.60                      -         11,564.10
2020 FORD F450; AMBULANCE STRUCK BY CLOSING OVERHEAD
DOOR AT STATION.

WM000142910396 5/31/2023 170-305 IGLESIAS ANALYS CL 1/1/2023                      -                        -                        -               713.60                      -               713.60

IGLESIAS; INJURED WHEN A WOODEN PLATFORM COLLAPSED AT THE
VOLLEYBALL COURT PLAYGROUND AT RIVERSIDE PARK. INCIDENT
NOTICE ONLY

WM000142910394 6/5/2023 170-310 STEINDORF GERALD CL 1/1/2023                      -            1,015.65                      -                        -          (1,015.65)                      -

STEINDORF; 2016 CHEVY SILVERADO WAS TRAVELING ON MILFORD
STREET, ACROSS FROM GRINWALD PARK, WHEN A CITY MOWER HIT
AND EJECTED A PIECE OF METAL AT VEHICLE.

WM000142910393 6/6/2023 170-306 TIETZ RICHARD CL 1/1/2023                      -                      -                      -             487.80                      -             487.80 TIETZ; TRIP AND FALL ON CURB AFTER LEAVING ELKS LODGE.
WM000142910395 6/13/2023 212-309 WATERTOWN, CITY OF CL 1/1/2023                      -             740.00                      -                      -                      -             740.00 2022 DODGE CHARGER; SQUAD VS. DEER.

WM000142910397 7/29/2023 172-308 WATERTOWN, CITY OF OP 1/1/2023          1,234.00                      -            1,234.00                      -                        -            2,468.00

THE CITY HAS RECEIVED VAGUE THREATS OF LAWSUITS BASED ON
CONTACTS THE POLICE DEPARTMENT HAD ON JULY 29, 2023 AT
RIVERSIDE PARK DURING PRIDE IN THE PARK. INCIDENT NOTICE
ONLY.

WM000142910398 8/8/2023 194-309 SHAFFER JEROME CL 1/1/2023                      -            4,589.92                      -                        -          (4,589.92)                      -

SHAFFER; LEGALLY PARKED 2018 SUBARU SUSTAINED MINOR
DAMAGE TO REAR WHEN CITY VEHICLE BACKED INTO IT.
SUBROGATION CLAIM FROM ACUITY.

WM000142910402 9/6/2023 170-308 YAGOW BEVERLY CL 1/1/2023 - - - - - -

YAGOW; SEEKING REIMBURSEMENT FOR A TIRE REPLACEMENT. FLAT
TIRE DUE TO RUNNING OVER A SIGN STAKE THAT WAS SET UP FOR
CONSTRUCTION IN THE AREA OF W. MILWAUKEE ST. AND S.
WASHINGTON ST.

WM000142910399 9/11/2023 194-312 BARON GARRET OP 1/1/2023 1.00 - 1,234.00 - - 1,235.00

BARON; RESIDENT OF 1112 OAK STREET ALLEGES THAT CITY
GARBAGE TRUCK OPERATOR STRUCK AND DAMAGED THE REAR OF
HIS VEHICLE WITH A RECYCLING CART.
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CITY OF WATERTOWN LOSS RUNS OCCURRING IN 2022, 2023 & 2024 AND ALL OLDER OPEN CLAIMS As of 3/31/2024

CLAIM NUMBER
OCCUR/CLAIM

LOSS DATE
MINOR
CODE CLAIMANT NAME STATUS

CLAIM
EFFECT

 LOSS
RESERVE

 LOSS
PAYMENT

 EXPENSE
RESERVE

 EXPENSE
PAYMENT  RECOVERY

 TOTAL
INCURRED CLAIM DESCRIPTION

WM000142910400 9/13/2023 170-310 VEIERSTAHLER DON CL 1/1/2023 - 2,442.48 - - (2,442.48) -

VEIERSTAHLER; PARKED 2009 TOYOTA CAMRY SUSTAINED SCRAPE
ON REAR DRIVER SIDE WHEN STRUCK BY CONCRETE BLOCKS THAT
BOUNCED OFF CITY SKID STEER.

WM000142910401 9/15/2023 170-310 BYERS PAUL OP 1/1/2023 10,000.00 5,497.57 1,106.00 1,894.20 (5,000.00) 13,497.77

BYERS; EMPLOYEE WAS TAKING BRUSH MOWER TO MID-STATE AND
ACCIDENTALLY ROLLED INTO THE CAR IN FRONT OF THEM AT AN
INTERSECTION, CAUSING MINOR DAMAGE TO REAR OF 2017 DODGE
CHARGER.

WM000142910403 10/18/2023 172-304 WATERTOWN, CITY OF CL 1/1/2023 - - - - - - POLICE USE OF DEADLY FORCE.  INCIDENT NOTICE ONLY.
WM000142910404 11/4/2023 212-309 WATERTOWN, CITY OF CL 1/1/2023 - 5,986.62 - - - 5,986.62 2021 FORD EXPLORER; SQUAD VS. DEER.

WM000142910406 1/17/2024 212-301 WATERTOWN, CITY OF CL 1/1/2024 - - - - - -
2015 AMBULANCE; CITY AMBULANCE WAS REAR ENDED AT STOP
SIGN.

WM000142910407 1/19/2024 212-301 WATERTOWN, CITY OF CL 1/1/2024 - - - - - - 1996 FORD DUMP TRUCK; CITY PLOW TRUCK WAS REAR ENDED.

WM000142910405 1/22/2024 212-306 WATERTOWN, CITY OF OP 1/1/2024 755.00 46,875.94 - - - 47,630.94
2021 FORD EXPLORER; PARKED SQUAD WAS REAR ENDED BY
VEHICLE.

WM000142910408 2/3/2024 170-310 MATTER NICHOLAS OP 1/1/2024 12,000.00 - 50.00 - - 12,050.00
ZUEBKE AND MATTER; HEAT DAMAGE SUSTAINED TO RESIDENCES
NEAR FIRE DEPARTMENT TRAINING SITE.

WM000142910409 3/4/2024 212-301 WATERTOWN, CITY OF OP 1/1/2024 2,737.00 3,263.40 1,234.00 - - 7,234.40
2022 DODGE CHARGER, VIN4080; SQUAD STRUCK BY VEHICLE THAT
FTYROW.

Totals 26,727.00 147,752.15 33,857.00 27,114.50 (19,237.89) 216,212.76
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