Town of Mazomanie, Board Meeting

Minutes
August 13, 2012

Call to order/Proof of Posting. The meeting was called to order by Chairman Fred Wolf. The meeting was published August 9, 2012 and posted August 10, 2012.  
Motion by Moore , second by Behringer, to approve the July, meeting minutes.  Approved  5-0.

Motion to approve the July, 2012 financial report (receipts of $22675.62 and disbursements of 71,460.44) by Behringer, second by Beuthin.  Approved 5-0.
Site plan approval for deck for Mallory Spencer, 10523 Laws Drive.  Mallory attended the meeting and presented plans for a 20’ X 8’ deck.  The Land Plan Commission approved the deck.  Motion to approve by Beuthin, second by Richard.  Approved 5-0. Site plan approval form will be picked up tomorrow.
Dane County Ordinance Amendment # 11 regarding the keeping of chickens on single residential lots.  Lots of discussion.  The general consensus of the board was that the keeping of chickens in the country is a fine thing.   Motion by Beuthin to deny because it’s a stupid ordinance and a waste of people’s time to even discuss it, second by Richard. Denied 5-0.  
Transfer site: Revisit extended hours (time and day).  Melody  thought that we should  be discussing a new site and Carrie suggested that there be a committee to look into a new location. There was a general consensus that the Town will continue having the site open on Friday mornings thru September even though hardly anyone has shown any interest in using the site during this time period.  Richard, Moore and Behringer volunteered to form a committee to investigate requirements/possibilities for a new transfer site.  As Beuthin and Wolf will not be attending the September board meeting, they will take this issue up as the first item on the board agenda on the 11th of Sept.  
Revising the clerk’s job description for the next term (2013-2014) and hiring an election aid for 20 hours/election.  The clerk presented a formal listing of her duties as follows:
2012-Duties of the Town of Mazomanie Clerk

1.  Staff to the board

-set agendas in conjunction with the chair

-post and publish agendas

-prepare agendas and supporting material for the board

-record minutes of meetings

-maintain the historical record of decisions of the board and all other pertinent town documents

-follow up/investigate any requests by the board

2.  Roads

- bi-annually rate the condition of the town roads

-enter information into statewide road survey computer system

-keep abreast in changes/updates in road maintenance software

-post/publish bids for road work

-notify road companies of acceptance/rejection of bids

-track costs of roadwork to ensure that it is accurate and comes in at bid price

-prepare grant applications for federal/state monies for road/bridge work

-maintain records and submit documents for reimbursement for cost sharing projects with the state or county (ex. Boatlanding-bridge building)

3.  Annual meeting 


-prepare the annual report

-prepare agenda and notice the meeting

4. Office machines/supplies

-purchase and maintain all office equipment including computer system for both the clerk and the treasurer

-investigate computer software and hardware options – purchase when necessary

-purchase all supplies for the town hall

5. Open record requests

-find any and all requested documents

-make copies of documents (deleting confidential information) for public scrutiny

6. Elections

-maintain computer database of registered voters

-maintain secure physical voter registration forms

-develop edit listing of possible voting outcomes, perform public test of two voting machines—take machines in for annual maintenance requirements

-understand operation/setup of election machines including trouble shooting

-secure election officials to serve as inspectors. Insure that election officials are adequately trained for the job

-maintain lists of absentee voters

-send out absentee ballots to voters

-register voters

-comply with training requirements from the State Elections Board

-record the voter registration number of every voter in the Statewide Voter System

-answer questions regarding rules and procedures from voters.

-print poll lists

-physically set up the town hall as a polling site

-assure accessibility of the town hall (compliance with HAVA) 

-deliver election results to the school districts (local elections) and the county 
clerk

7. Title searches-respond to requests from title companies for special assessment information on parcels of land 

8. Budgets

-prepare the annual budget 

-prepare the levy worksheet (including levies from the school districts and county) for the Department of Revenue

-notice the public hearing for the budget

-respond to any and all requests for information regarding any line item in the budget

9. Annual reporting 

-Form C-a report filed with the State Department of Revenue that documents how every dollar taken in by the Town of Mazomanie is spent

-4 quarterly wage and withholding reports (941’s) for the IRS

-W2’s to anyone who is paid more than $600 by the town.

-Summary report of W2’s for the Social Security Administration

-quarterly workers compensation reports for the Department of Unemployment Compensation

-annual reporting on activities of the Transfer Site for the DNR

-monthly reporting to the IRS and the State Department of Revenue on withholding taxes

-property tax distribution report for the state department of revenue

-annual reports for the local property insurance fund and the workers comp audit

10. Transfer site

-annually invoice all non-resident transfer site patrons

-print new permits annually and prepare individual permits for (500) patrons

-write annual grant request for operation of transfer site ($10,000 in revenue for the town)

-prepare annual report on recycling accomplishments as a requirement for recycling grant

-investigate new recycling/disposal options 

11. Boat landing

-print boat landing payment envelopes

-invoice business users of the boat landing for their annual fee

-issue permits for annual users of the boatlanding

-secure maintenance contracts and participate in resolution of any problems occurring at the landing

-secure signage and investigate improvements for the landing

12. Assessment and Board of review/taxation

-Legally responsible for the record of findings from citizens disputing their assessment

-answer all questions regarding process of taxation/assessment and board of review

-notice the assessor of building permits taken out by town residents so their property can be reassessed.

- prepare property tax bills for owners of 42 mobile homes in the Town, determine the monthly payment schedule for these bills and determine the amount payable to the school district for these payments  

-assign special charges (for the transfer site or any future charges) to individual parcels before the tax bills are sent out

13. Land Plan Commission Clerk

-develop and maintain knowledge of zoning codes and building requirements for the Town. 

-maintain contact with Dane County Zoning regarding land use/ splits and other information necessary for land use planning

-purchase and maintain plat maps/floodplain/section/topographical and addressing maps for use in researching land use in the town.

-answer resident’s questions/concerns regarding their land and its potential use

-become familiar with Access Dane, a software system that storehouses property information for the Town of Mazomanie

-work with Dane County Zoning on projects such as Comprehensive Land Plan Update and total rezone for the Town

14. Personnel

-administrator for the Wisconsin Retirement System for town employees

 -attend annual training sessions regarding the law and the town’s obligations under WRS

  -determine annual obligation of employees/and the town for contributions towards retirement, long term disability and health insurance

  -maintain payroll records including accrued sick and vacation time for employees

-develop and track time records for town patrolman including determination of comp time vs overtime

-prepare monthly reports regarding employee/employer contributions to the retirement system

-prepare annual report summarizing all employee/employer contributions to WRS including hours worked/salary/salary changes/etc.

-prepare and distribute federal withholding forms W-2’s to town employees

-prepare annual report of withholdings by town employees for the IRS

-track employee withholding for state and federal and make timely payments to the IRS and the state of Wisconsin for these monies

-maintain confidential records of employee information including results of restricted substances testing.

Work with the chairman to supervise/coordinate the work of town employee’s (site supervisor, town patrolman, election inspectors, election aids)

15.  Finance

-write checks for town purchases

-investigate best sources for town purchases

-check invoices for adherence with expected costs. Follow up on any irregularities

-prepare monthly financial report detailing deposits and disbursement—

-reconcile monthly bank statement

-maintain town financial records in easily accessible fashion

16.  Insurance

 -investigate rates for various insurance policies carried by the Town.

 -maintain records of claims and submit expenses for reimbursement 
- prepare annual reports for local property insurance fund and workers compensation fund

17. Public Relations

- answer and respond to any calls or letters wanting information about the town.

-design and print the annual informational brochure

-maintain timely information on the town web site.

-maintain notary public license

18. Alcohol licensing

-request information/payment from holders of alcohol licenses on an annual basis.  

-notice the public of applicants for alcohol licenses

-prepare and distribute licenses for beer/wine/cigarette and non-alcoholic beverages and beverage servers

Van Cleve listed 4 suggestions to help ease the increasing burdens on the clerk’s time.  

1. Beginning with the August 14, 2012 election, hire an election aid for 20hours/election.  This person will help with voter registration, data entry, election inspector training and post-election activities.  Our long-term chief inspector, Carmen Schultz is willing to fill this position. Motion to hire Carmen Schultz for 20 hour/election at $13/hour by Beuthin, second by Behringer.  Approved 5-0.  
2. Beginning with the 2013 term of office I suggest that the clerk’s job be considered .625% of full time and that the pay be commensurate with the increased hours.  Upon review of the duties of the clerk, Richard was surprised that the clerk had any responsibility for the roads.  She felt these duties should be transferred to the patrolman.  Moore thought that with the addition of the election aid, perhaps some of the biggest problems would be taken care of and that the board should hold off on making any changes to the job description.  No action taken.  Place on October agenda.
3. Beginning with the 2013 term I suggest that office hours be increased to 15 hours/week (noon-5 three days a week???) and that the other 10 hours be at the clerk’s discretion..  No action taken.  Place on October agenda

4. Pending review and recommendation, purchase financial software that will greatly streamline several jobs of the clerk.  Software now available from TownHall Software Inc is written specifically for Wisconsin municipalities.  It includes payroll, budgeting, (the hated and incredibly time consuming) Form CT and all federal tax forms.  It’s a bit on the pricey side ($1800 to purchase) and about $350/year after that, but it should save a lot of time.  Van Cleve will investigate this program in greater detail.  No action taken.  Place on October agenda

1. Approval of Disbursements-  Motion to approve by Beuthin, second by Behringer.  Approved 5-0.
2. Board Input- Carrie attended the joint board meeting at the Sauk Prairie School System.  They are going to be closing one of their two rural elementary schools. Fred will talk to Jerry Springstead about getting on the rec committee agenda and Fred and Stan will be attending a weight restrictions road meeting.  They will not be at the meeting next month.
3. Confirm next board meeting date:  September 11, 2012.  
4. Adjourned at 9:30pm
Maria Van Cleve, Clerk

twnmazo@gmail.com
