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Note: It is possible that members of and possibly a quorum of members of other government bodies of the municipality may be in attendance at the above stated meeting to gather information. No action will be
taken by any governmental body at the above stated meeting other than the governmental body specifically referred to above in the notice. Please note that, upon reasonable notice, efforts will be made to
accommodate the needs of disabled individuals through appropriate aids and services. For additional information or to request this service, contact Fitchburg City Hall, 5520 Lacy Road, Fitchburg WI 53711,
(608)270-4200

Administrative Offices
5520 Lacy Road

Fitchburg, WI 53711-5318
Phone: (608) 270-4200

Fax: (608) 270-4212
www.fitchburgwi.gov

AMENDED AGENDA
FINANCE COMMITTEE

MAY 12, 2015
6:30 P.M.

CITY HALL

NOTICE IS HEREBY GIVEN that the Fitchburg Finance Committee will meet at 6:30 p.m. on Tuesday,
MAY 12, 2015 in the MEETING ROOM of the Fitchburg City Hall, 5520 Lacy Road, Fitchburg, WI 53711
for the purpose of:

(Note: Full coverage of this meeting is available through FACTv and Streaming Video, accessible on the city web site

at http://www.fitchburgwi.gov/677/Government-Channel.

1. Call to Order

2. Approval of Minutes of:
April 28, 2015 Regular Meeting

3. Public Appearances – Non Agenda Items

4. Review of Bills Under $25,000 or Previously Pre-Approved
a. Checks 110710 –110870 4/29/15 –5/6/15 Total $ 226,292.99

5. Review of Bills between $10,000 and $25,000 Total $ 71,712.47

6. Approval of Bills for $25,000 or more Total $ 474,680.81
a. Batch Dated May 7, 2015

7. Resolution R-46-15 - Authorizing Acceptance of a State/Municipal Agreement for the
Reconstruction of Lacy Road from the Community Center to S. Syene Road

8. Resolution R-49-15 - Public Works Street Equipment Replacement –Street Sweeper

9. Resolution R-54-15 –Resolution Adopting Partnership Agreement with Fitchburg Chamber Visitor
and Business Bureau to Host “Concerts at McKee”

10. Resolution R-53-15 –Resolution Adopting Purchasing Card Procedure Manual

11. Discussion and Possible Action Convening the TIF Advisory Committee

12. Finance Director Report

13. Announcements
a. Next Regular Meeting is May 26, 2015

14. Adjourn
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Finance Committee DRAFT Minutes
April 14, 2015

Note: It is possible that members of and possibly a quorum of members of other government bodies of the municipality may be in attendance at the above stated meeting to gather information. No action will be
taken by any governmental body at the above stated meeting other than the governmental body specifically referred to above in the notice. Please note that, upon reasonable notice, efforts will be made to
accommodate the needs of disabled individuals through appropriate aids and services. For additional information or to request this service, contact Fitchburg City Hall, 5520 Lacy Road, Fitchburg WI 53711,
(608)270-4200

Present: Patrick Stern Dan Carpenter Julia Arata-Fratta

Also Present: Tony Roach, City Administrator
Misty Dodge, Finance Director

1. Call to Order Regular Meeting of Finance – 5:32 p.m. by Stern

2. Approval of Minutes of:
a. April 14, 2014 Regular Meeting

1. Moved by Dan Carpenter to approve
2. Motion carried (Julia abstained)

Moved by Stern to move by unanimous consent discussion of meeting format – no objection. Stern
explained format. Roach reaffirmed questions ahead of time. Stern explained what the committee does.
2nds only required at Council, not committee.

3. Public Appearances – Non Agenda Items – None

4. Review of Bills Under $25,000 or Previously Pre-Approved
a. Checks 110570 – 110709 4/16/15 – 4/22/15 Total: $ 202,495.19

1. Committee reviewed and had no questions

5. Review of Bills between $10,000 and $25,000 Total: $ 56,542.25
1. Committee reviewed and had questions

6. Approval of Bills for $25,000 or more – batch dated April 23, 2015
a. Moved by Carpenter to approve Total: $ 32,838.00
b. Committee reviewed and asked questions
c. Motion carried

7. Resolution R-37-15 – Accepting Public Improvements for Techlands Plat
a. Moved by Carpenter to approve
b. Committee reviewed and asked questions
c. Motion carried

8. Finance Director Report
a. Dodge Reported on:

1. March Treasurer’s Report
2. Audit requirements
3. Staffing status

9. Announcements
a. Next Regular Meeting is May 12, 2015

10. Adjourn - Moved by Carpenter to adjourn. Motion carried. Meeting adjourned at 5:56 p.m.

___________________________________________







FUND DESCRIPTION GENERAL FUND ACCOUNT GROUPS

100 GENERAL FUND 100‐4XXX‐XXX REVENUES

202 PARK DEDICATION
207 CABLE 100‐5XXX‐XXX EXPENDITURES
213 RECYCLING ‐51 GENERAL GOVERNMENT
221 POLICE TRAINING ‐511 MAYOR & COUNCIL

222 DRUG ENFORCEMENT ‐512 MUNICIPAL COURT

225 CEDA ‐513 LEGAL & PROFESSIONAL SERVICES

250 LIBRARY ‐5141 ADMINISTRATION & HUMAN RESOURCES

‐5142 CLERKS OFFICE

300 DEBT SERVICE ‐5145 INFORMATION SYSTEMS

‐5146 MPSISC ‐ POLICE INFO SYSTEMS

400 CAPITAL PROJECTS ‐5152 FINANCE

404 TID #4 ‐ PROMEGA/KELLY ‐5153 ASSESSING

406 TID #6 ‐ ORCHARD POINTE ‐5154 INSURANCE
407 TID #7 ‐ NO. FISH HATCHERY ROAD ‐516 BUILDINGS & GROUNDS

408 TID #8 ‐ BROWN DEVELOPMENT ‐519 INTERDEPARTMENTAL

600 WATER & SEWER UTILITY ‐52 PUBLIC SAFETY
601 STORMWATER UTILITY ‐521 POLICE

‐522 FIRE

‐524 BUILDING INSPECTION

‐529 OTHER PUBLIC SAFETY

‐53 PUBLIC WORKS
‐530 PUBLIC WORKS
‐535 MASS TRANSIT

‐54 HEALTH & HUMAN SERVICES
‐546 SENIOR CITIZENS PROGRAMS

‐55 CULTURE, RECREATION & EDUCATION
‐551 COMMUNITY CENTER
‐552 PARKS
‐553 RECREATION & LEISURE

‐56 CONSERVATION & DEVELOPMENT
‐563 PLANNING & ZONING
‐567 ECONOMIC DEVELOPMENT

‐59 OTHER FINANCING SOURCES
‐592 TRANSFERS TO OTHER FUNDS
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City of Fitchburg
Committee or Commission Referral

Direct Referral Initiated by:
Direct Referral Approved by:

Date Referred: April 14, 2015 Ordinance Number:
Date to Report Back: May 12, 2015 Resolution Number: R-46-15

Sponsored by: Mayor Drafted by:

TITLE: AUTHORIZING ACCEPTANCE OF A STATE/MUNICIPAL AGREEMENT
FOR THE RECONSTRUCTION OF LACY ROAD FROM THE COMMUNITY
CENTER TO S. SYENE ROAD

Background: Refer to staff memo

Order Referred To Staff Contact Place on Agenda
For

Action Taken
On Referral

1 Board of Public Works Horton May 4, 2015 Approved

2 Finance Roach May 12, 2015

3

4

Amendments:



I:\Public Works\Engineering\Trans\PROJ\2017_Lacy_Rd\Resolutions\Resolution Memo.doc

Memo
5520 Lacy Road

Fitchburg, WI 53711
(608) 270-4260

Fax: (608) 270-4275

To: Board of Public Works, Common Council

From: Ahna Bizjak, P.E. – Transportation Project Engineer

Date: March 26, 2015

Subject: Resolution R-46-15, Lacy Road Reconstruction

The City submitted an STP-Urban grant application for the reconstruction of Lacy Road from the
Community Center to S. Syene Road. This project is 1.3 miles in length and includes the
reconstruction of Lacy Road to an urban section. The project description included in the CIP is
as follows:

“Reconstruction of Lacy Road to replace deteriorating pavement and provide for bicycle and
pedestrian safety. Final design of the improvements to be determined after public input from the
neighborhood. The project may include a roundabout at Fahey Glen. The overhead powerlines
may be placed underground.”

The approved grant allocates $2,000,000 in federal funding towards this project. It should be
noted that federal funding does require the City to consider the needs of bicyclists and
pedestrians when developing the roadway project. In conversations with WisDOT staff, there is
some flexibility as to how that is achieved. There is concurrence that a final cross-section would
be determined during the design stage and that the public process should help inform decisions
on the cross-section. It should also be noted that if we encounter any cultural, environmental, or
historical resources during the environmental documentation for the project, that may also have
an impact on the cross-section for the roadway.

The WisDOT Facilities Development Manual (FDM) provides flexibility for Complete Streets by
offering multiple ways to provide both bicycle and pedestrian accommodations as well as a
limited number of exceptions for not including those facilities. But we will be required to
accommodate bicyclists and pedestrians with this project in one way or another.

We are required to follow the WisDOT process for right-of-way acquisition, design, and
construction. Because of that, the soonest that this project can begin construction is 2017. The
goal is to meet a PS&E (plans, specifications, and estimate) date in 2016 to allow for
construction to occur in Spring 2017. However, all right-of-way acquisition must be clear before
the PS&E can be submitted. It will require an aggressive schedule to keep this project on track
for 2017 construction.

City staff’s recommendation is to approve Resolution R-46-15 and to move forward with this
much-needed road improvement project.
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STATE/MUNICIPAL AGREEMENT 
FOR A STATE- LET URBANIZED 

AREA STP-URBAN PROJECT 
 
Program Name: STP-Urban 

Population Group: 200,000+ 
Sub-program #: 206 
 

Date: March 6, 2015  

I.D.: 5849-00-09/11 

Road Name: Lacy Road  

Limits: Research Park Dr – S. Syene Road 

County: Dane County 

Roadway Length: 1.30 miles 

Functional Classification: Major Collector 

Project Sponsor: City of Fitchburg 

Urbanized Area: Madison MPO 

 
 
The signatory, City of Fitchburg, 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 effect the highway or street improvement hereinafter described. 
 
The authority for the Municipality to enter into this agreement with the State is provided by Sections 86.25(1), (2), 
and (3) and Section 66.0301 of the Statutes. 
 
 
 
NEEDS AND ESTIMATE SUMMARY: 
 
All components of the project must be defined in the environmental document if any portion of the project is 
federally funded. The Municipality agrees to complete all participating and any non-participating work included in 
this improvement consistent with the environmental document. No work on final engineering and design may 
occur prior to approval of the environmental document. 
 
Existing Facility - Describe and give reason for request: The existing roadway is a 2 lane collector. It is a 22’ wide 
facility with a rural cross section constructed of asphalt pavement with 3’ gravel shoulders. The pavement is in 
poor condition with transverse and longitudinal cracking. There are no federal-aid eligible structures within the 
project limits. There is an at-grade railroad crossing near the east end of the project limits. There are no existing 
sidewalks or bicycle accommodations. Requesting an urban reconstruction project to improve the deteriorating 
pavement, add turn lanes, and add bicycle/pedestrian accommodations.  Storm sewer and lighting systems will 
be included with the project. 
 
Proposed Improvement - Nature of work: A reconstruction project is proposed. The project will be 1.30 miles in 
length with an urban cross section constructed of concrete curb and gutter and driving lanes. Turn lanes will be 
constructed to increase capacity.  Bicycle/pedestrian accommodations will be constructed. Storm sewer main, 
lateral storm sewer and lighting improvements are planned as part of this project. 
 
Describe non-participating work included in the project and other work necessary to completely finish the project 
that will be undertaken independently by the Municipality. Please note that non-participating components of a 
project/contract are considered part of the overall project and will be subject to applicable Federal requirements: 
None 
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The Municipality agrees to the following 2013-2018 Urbanized Area STP-Urban project funding conditions: 

 
Project design and design oversight costs are funded with 100% Municipal funds.  Project construction costs are 
funded with 50% federal funding up to a maximum of $2,000,000 for all federally-funded project phases when 
the municipality agrees to provide the remaining 50% and all funds in excess of the $2,000,000 federal funding 
maximum, in accordance with the STP Urban program guidelines for projects in urbanized areas.  Non-
participating costs are 100% the responsibility of the municipality. Any work performed by the Municipality prior 
to federal authorization is not eligible for federal funding. The Municipality will be notified by the State that the 
project is authorized and available for charging. 
 
This project is currently scheduled in State Fiscal Year 2017. In accordance with the State’s sunset policy 
for Urbanized Area STP Urban projects, the subject 2013-2018 Urbanized Area STP-Urban improvement 
must be constructed and in final acceptance within six years from the start of State Fiscal Year 2015, or 
by June 30, 2020. Extensions may be available upon approval of a written request by or on behalf of the 
Municipality to WisDOT. The written request shall explain the reasons for project implementation delay and 
revised timeline for project completion. 
 
The dollar amounts shown in the Summary Funding Table below are federal maximum amounts unless explicitly 
identified otherwise. The final Municipal share is dependent on the final Federal participation, and actual costs 
will be used in the final division of cost for billing and reimbursement. 

 
 
This request is subject to the terms and conditions that follow (pages 3 – 7) and is made by the undersigned 
under proper authority to make such request for the designated Municipality and upon signature by the State and 
delivery to the Municipality shall constitute agreement between the Municipality and the State. No term or 
provision of neither the State/Municipal 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 Agreement.  
 
 
 
Signed for and in behalf of: City of Fitchburg (please sign in blue ink.) 

                                                          
Name                                                           Title                                                                            Date 
Signed for and in behalf of: City of Fitchburg (please sign in blue ink.) 

                                                          
Name                                                           Title                                                                            Date 
Signed for and in behalf of the State: 
                                                                                        
Name         Title                Date  
 

PHASE Total Est. Cost
Federal 
Funds  %

Municipal 
Funds %

ID 5849-00-09
Design $0 $0 0% $0 100%
State Review $60,000 $0 0% $60,000 100%

ID 5849-00-11
Participating Construction $3,625,000 $1,812,500 50%* $1,812,500 50% + BAL
Non-Participating Construction $0 $0 0% $0 100%
State Review $375,000 $187,500 50%* $187,500 50% + BAL

Total Est. Cost Distribution   $4,060,000 $2,000,000 Max $2,060,000 N/A

Action. Due to the federal funding cap, which is $2,000,000 for all federally-funded project phases, 
this percentage may change over the life of the project.

SUMMARY OF COSTS

*The percentage of project costs covered by federal funding at approval, 50%, is based on TIP Committee 
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GENERAL TERMS AND CONDITIONS: 
 
1. All projects must be in an approved Transportation Improvement Program (TIP) or State Transportation 

Improvement Program (STIP) prior to requesting authorization. 
 
2. Work prior to federal authorization is ineligible for federal funding.  
 
3. The Municipality, throughout the entire project, commits to comply with and promote all applicable federal 

and state laws and regulations that include, but are not limited to, the following: 
 

a. Environmental requirements, including but not limited to those set forth in the 23 U.S.C. 139 and 
National Environmental Policy Act (42 U.S.C. 4321 et seq.) 
 

b. Equal protection guaranteed under the U.S. Constitution, WI Constitution, Title VI of the Civil Rights Act 
and Wis. Stat. 16.765. The municipality agrees to comply with and promote applicable Federal and 
State laws, Executive Orders, regulations, and implementing requirements intended to provide for the 
fair and equitable treatment of individuals and the fair and equitable delivery of services to the public. In 
addition the Municipality agrees not to engage in any illegal discrimination in violation of applicable 
Federal or State laws and regulations. This includes but is not limited to Title VI of the Civil Rights Act 
of 1964 which provides that “no person in the United States shall, on the ground of race, color, or 
national origin, be excluded from participation in, be denied the benefits of, or be subjected to 
discrimination under any program or activity receiving Federal financial assistance.” The Municipality 
agrees that public funds, which are collected in a nondiscriminatory manner, should not be used in 
ways that subsidize, promote, or perpetuate illegal discrimination based on prohibited factors such as 
race, color, national origin, sex, age, physical or mental disability, sexual orientation, or retaliation. 
 

c. Prevailing wage requirements, including but not limited to 23 U.S.C 113 and Wis. Stat. 103.50. 
 

d. Buy America Provision and its equivalent state statutes, set forth in 23 U.S.C. 313 and Wis. Stat. 
16.754. 

 
e. Competitive bidding requirements set forth in 23 U.S.C 112 and Wis. Stat. 84.06.  

 
f. All DBE requirements that the State specifies.   
 
g. Federal Statutes that govern the Surface Transportation Program, including but not limited to 23 U.S.C. 

133.  
 

h. General requirements for administering federal and state aid set forth in Wis. Stat. 84.03. 
 

STATE RESPONSIBILITIES AND REQUIREMENTS: 
 
4. Funding of each project phase is subject to inclusion in Wisconsin’s approved 2013-2018 Urbanized Area 

STP-Urban program. Federal funding will be limited to participation in the costs of the following items, as 
applicable to the project:  

 
a. The grading, base, pavement, and curb and gutter, sidewalk, and replacement of disturbed driveways 

in kind.  
 

b. The substructure, superstructure, grading, base, pavement, and other related bridge and approach 
items.  

 
c. Storm sewer mains necessary for the surface water drainage. 

 
d. Catch basins and inlets for surface water drainage of the improvement, with connections to the storm 

sewer main. 
 
e. Construction engineering incident to inspection and supervision of actual construction work (except for 

inspection, staking, and testing of sanitary sewer and water main). 
 
 



 Page 4 of 7                             ID 5849-00-09/11 – SW Region 
 

f. Signing and pavement marking.  
 

g. New installations or alteration of street lighting and traffic signals or devices.  
 

h. Landscaping. 
 

i. Management Consultant and State Review Services:  Construction Project ID 5849-00-11 
 
5. The work will be administered by the State and may include items not eligible for Federal participation. 

 
6. As the work progresses, the State will bill the Municipality for work completed which is not chargeable to 

Federal funds. Upon completion of the project, a final audit will be made to determine the final division of 
costs. If reviews or audits show any of the work to be ineligible for Federal funding, the Municipality will be 
responsible for any withdrawn costs associated with the ineligible work. 

 
MUNICIPAL RESPONSIBILITIES AND REQUIREMENTS: 
 
7. Work necessary to complete the 2013-2018 Urbanized Area STP-Urban improvement project to be financed 

entirely by the Municipality or other utility or facility owner includes the items listed below.  
 

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. Damages to abutting property after project completion due to change in street or sidewalk widths, 

grades or drainage.  
 

c. Detour routes and haul roads. The municipality is responsible for determining the detour route.  
 

d. Conditioning, if required and maintenance of detour routes. 
 

e. Repair of damages to roads or streets caused by reason of their use in hauling materials incident to the 
improvement. 

 
f. All work related to underground storage tanks and contaminated soils. 
 

g. Street and bridge width in excess of standards, in accordance with the current WisDOT Facilities 
Development Manual (FDM).  

 
h. Real estate for the improvement. 
 

i. Preliminary engineering and design. 
 

j. Management Consultant and State Review Services: Design Project ID 5849-00-09 
 
8. The construction of the subject improvement will be in accordance with the appropriate standards unless an 

exception to standards is granted by WisDOT prior to construction. The entire cost of the construction 
project, not constructed to standards, will be the responsibility of the Municipality unless such exception is 
granted.  
 

9. Work to be performed by the Municipality without Federal funding participation necessary to ensure a 
complete improvement acceptable to the Federal Highway Administration and/or the State may be done in a 
manner at the election of the Municipality but must be coordinated with all other work undertaken during 
construction.  

 
10. The Municipality is responsible for financing administrative expenses related to Municipal project 

responsibilities.  
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11. The Municipality will include in all contracts executed by them a provision obligating the contractor not to 
discriminate against any employee or applicant for employment because of age, race, religion, color, 
handicap, sex, physical condition, developmental disability as defined in s. 51.01 (5), sexual orientation as 
defined in s. 111.32 (13m), or national origin.  
 

12. The Municipality will pay to the State all costs incurred by the State in connection with the improvement that 
exceed Federal financing commitments or are ineligible for Federal financing. 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 any moneys otherwise due and payable by the State to the 
Municipality. 

 
13. In accordance with the State’s sunset policy for Urbanized Area STP-Urban projects, the subject 

2013-2018 Urbanized Area STP-Urban improvement must be constructed and in final acceptance 
within six years from the start of State Fiscal Year 2015, or by June 30, 2020. Extensions may be 
available upon approval of a written request by or on behalf of the Municipality to WisDOT. The written 
request shall explain the reasons for project implementation delay and revised timeline for project 
completion. 

 
14. If the Municipality should withdraw the project, it will reimburse the State for any costs incurred by the State 

on behalf of the project. 
 

15. The Municipality will at its own cost and expense: 
 

a. Maintain all portions of the project that lie within its jurisdiction (to include, but not limited to, 
cleaning storm sewers, removing debris from sumps or inlets, and regular maintenance of the 
catch basins, curb and gutter, sidewalks and parking lanes [including snow and ice removal]) for 
such maintenance through statutory requirements in a manner satisfactory to the State, and will 
make ample provision for such maintenance each year. 

 
b. Regulate [or prohibit] parking at all times in the vicinity of the proposed improvements during their 

construction.  
 
c. Regulate [or prohibit] all parking at locations where and when the pavement area usually occupied 

by parked vehicles will be needed to carry active traffic in the street. 
 
d. Assume general responsibility for all public information and public relations for the project and to 

make fitting announcement 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. 

 
e. Provide complete plans, specifications, and estimates.   

 
f. Provide relocation orders and real estate plats.  

 
g. Use the WisDOT Utility Accommodation Policy unless it adopts a policy, which has equal or more 

restrictive controls. 
 

h. Provide maintenance and energy for lighting. 
 
i. Provide proper care and maintenance of all landscaping elements of the project including 

replacement of any plant materials damaged by disease, drought, vandalism or other cause. 
 

16. It is further agreed by the Municipality that:  
 

a. The Municipality assumes full responsibility for the design, installation, testing and operation of any 
sanitary sewer and water main infrastructure within the improvement project and relieves the state 
and all of its employees from liability for all suits, actions, or claims resulting from the sanitary 
sewer and water main construction under this agreement.  
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b. The Municipality assumes full responsibility for the plans and special provisions provided by their 
designer or anyone hired, contracted or otherwise engaged by the Municipality.  The Municipality is 
responsible for any expense or cost resulting from any error or omission in such plans or special 
provisions.  The Municipality will reimburse WisDOT if WisDOT incurs any cost or expense in order 
to correct or otherwise remedy such error or omission or consequences of such error or omission.  

 
c. The Municipality will be 100% responsible for all costs associated with utility issues involving the 

Contractor, including costs related to utility delays.  
 
d. All signs and traffic control devices and other protective structures erected on or in connection with 

the project including such of these as are installed at the sole cost and expense of the Municipality 
or by others, will be in conformity with such “Manual of Uniform Traffic Control Devices” as may be 
adopted by the American Association of State Highway and Transportation Officials, approved by 
the State, and concurred in by the Federal Highway Administration.  

 
e. The right-of-way available or provided for the project will be held and maintained inviolate for public 

highway or street purposes. Those signs prohibited under Federal aid highway regulations, posters, 
billboards, roadside stands, or other private installations prohibited by Federal or State highway 
regulations will not be permitted within the right-of-way limits of the project. The municipality, within 
its jurisdictional limits, will remove or cause to be removed from the right-of-way of the project all 
private installations of whatever nature which may be or cause an obstruction or interfere with the 
free flow of traffic, or which may be or cause a hazard to traffic, or which impair the usefulness of 
the project and all other encroachments which may be required to be removed by the State at its 
own election or at the request of the Federal Highway Administration, and that no such installations 
will be permitted to be erected or maintained in the future.  

 
LEGAL RELATIONSHIPS:  
 
17. The State shall not be liable to the Municipality for damages or delays resulting from work by third parties.  

The State also shall be exempt from liability to the Municipality for damages or delays resulting from 
injunctions or other restraining orders obtained by third parties. 

 
18. The State will not be liable to any third party for injuries or damages resulting from work under or for the 

Project. The Municipality and the Municipality’s surety shall indemnify and save harmless the State, its 
officers and employees, from all suits, actions or claims of any character brought because of any injuries or 
damages received or sustained by any person, persons or property on account of the operations of the 
Municipality and its sureties; or on account of or in consequence of any neglect in safeguarding the work; or 
because of any act or omission, neglect or misconduct of the Municipality or its sureties; or because of any 
claims or amounts recovered for any infringement by the Municipality and its sureties of patent, trademark or 
copyright; or from any claims or amounts arising or recovered under the Worker's Compensation Act, 
relating to the employees of the Municipality and its sureties; or any other law, ordinance, order or decree 
relating to the Municipality's operations.  

 
19. Contract Modification: This State/Municipal Agreement can only modified by written instruments duly 

executed by both parties. No term or provision of neither this State/Municipal Agreement nor any of its 
attachments may be changed, waived or terminated orally.   
 

20. Binding Effects:  All terms of this State/Municipal Agreement shall be binding upon and inure to the benefits 
of the legal representatives, successors and executors.  No rights under this State/Municipal Agreement may 
be transferred to a third party.  This State/Municipal Agreement creates no third- party enforcement rights. 

 
21. Choice of Law and Forum: This State/Municipal Agreement shall be interpreted and enforced in accordance 

with the laws of the State of Wisconsin.  The Parties hereby expressly agree that the terms contained herein 
and in any deed executed pursuant to this State/Municipal Agreement are enforceable by an action in the 
Circuit Court of Dane County, Wisconsin. 
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PROJECT FUNDING CONDITIONS 

 
22. The Municipality agrees to the following 2013-2018 Urbanized Area STP-Urban project funding conditions: 
 

a. ID 5849-00-09: Design and design oversight is funded with 100% by the Municipality. This phase 
includes Plan Development, Management Consultant Review, and State Review. The work includes 
project review, approval of required reports and documents and processing the final PS&E document for 
award of the contract. Costs for this phase include an estimated amount for state review activities, to be 
funded 100% by the Municipality. 

 
b. ID 5849-00-11: Construction:  

 
i. Costs for participating construction items, and state review activities are funded with 50% federal 

funding when the municipality agrees to provide the remaining 50%. This portion of the project is 
subject to the cumulative project federal funding cap (see sub-item c). Any costs over federal 
maximum capped amount are funded 100% by the Municipality. 

 
       ii. Non-participating costs are funded 100% by the Municipality. Costs include construction delivery.  

 
c. Project Cap: In accordance with STP-Urban program guidelines for projects in urbanized areas, State 

action and TIP Committee action, this project has a federal funding cap of $2,000,000. This federal 
funding cap applies to all federally funded project phases.  
 

 
 

[End of Document] 
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Shawn Pfaff, Mayor Public Works
Introduced By Prepared by

Board of Public Works and Finance April 14, 2015
Referred to Date

RESOLUTION R-46-15
AUTHORIZING ACCEPTANCE OF A STATE/MUNICIPAL AGREEMENT

FOR THE RECONSTRUCTION OF LACY ROAD FROM
THE COMMUNITY CENTER TO S. SYENE ROAD

WHEREAS, the Wisconsin Department of Transportation (WisDOT) has approved funds
in the 2013-2018 STP-Urban program for the reconstruction of Lacy Road from the Community
Center to S. Syene Road; and

WHEREAS, the Project includes 100% local funding for design and right-of-way
acquisition and 50% federal funding for construction costs up to a maximum of $2,000,000 with
the remaining 50% funded by the City; and

WHEREAS, section 66.0301 Wisconsin Statutes authorizes cities and state agencies to
enter into agreements for the receipt of furnishing of services; and

WHEREAS, the Capital Improvement Plan includes funds for this project; and

NOW, THEREFORE, BE IT HEREBY RESOLVED by The Common Council of the City
of Fitchburg, Dane County, Wisconsin, that it approves the “State/Municipal Agreement for a
State Let Urbanized Area STP-Urban Project” with the Wisconsin Department of Transportation
for the project.

BE IT FURTHER RESOVED, that the Common Council authorizes the Clerk and Mayor
to sign the agreements for the Project.

Adopted this ____ day of __________________, 2015.

Approved By:_______________________________
Shawn Pfaff, Mayor

Attested By:________________________________
Patti Anderson, City Clerk
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City of Fitchburg
Committee or Commission Referral

Direct Referral Initiated by:
Direct Referral Approved by:

Date Referred: April 14, 2015 Ordinance Number:
Date to Report Back: May 12, 2015 Resolution Number: R-49-15

Sponsored by: Drafted by: Public Works

TITLE: PUBLIC WORKS STREET EQUIPMENT REPLACEMENT – STREET
SWEEPER

Background:
The streets equipment replacement schedule calls for the replacement of the street sweeper in 2015. The
2015 CIP includes $200,000 for the new equipment and allots $20,000 for the sale of the existing
sweeper for a net budget of $180,000.

The bid was advertised by legal notice in the Wisconsin State Journal and posted on
www.demandstar.com. On April 7, 2015, at 11:00 a.m., the bid opening was held and 4 bids were
received for the street sweeper. Attached is the bid tabulation for the sweeper. The bid allowed for the
submittal of up to two bids, one for a new machine and one for a demonstration unit with less than 500
hours. Staff evaluated the bids and the needs of the department and feel that the demonstration unit from
R.N.O.W best suits the City’s needs and budget. The bids from Envirotech and Bruce Company
exceeded the City’s budget. The new machine from R.N.O.W when fitted with the desired features also
exceeded the City’s budget. The demonstration unit from R.N.O.W. only has 52.3 hours and includes the
desired options of the department. Important options include a larger water tank and hopper. These
features will reduce the frequency of unloading material and will allow for more time sweeping rather than
driving and unloading material and filling the unit with water.

Staff’s recommendation is to award the 2015 Street Sweeper bid to R.N.O.W. for the proposed
demonstration unit in the amount of $236,705.00 and trading in the current sweeper to R.N.O.W. for the
amount of $68,000 for a net cost of $168,705.00. Staff anticipates that the trade in allowance is more
than would be received for selling the unit at auction.

Order Referred To Staff
Contact

Place on Agenda
For

Action
Taken

On Referral

1 Board of Public Works Horton May 4, 2015 Approved

2 Finance Committee Roach May 12, 2014

4

Amendments:



2015 Proposals for Regenerative Air Street Sweeper

CITY OF FITCHBURG, WISCONSIN

R.N.O.W., Inc. R.N.O.W., Inc. EnviroTech Equipment Co. Bruce Municipal Equipment, Inc.

8636R W. National Ave 8636R W. National Ave 19750 W. Edgewood Dr N60 W15835 Kohler Lane

West Allis, WI 53227 West Allis, WI 53227 Lannon, WI 53046 Menomonee Falls, WI 53501

Demo-Schwarze 9 Monson

Sweeper on a Peterbilt 220 Right

Hand Steer (52.3 Hours)

1 LS

$236,705.000

New-Schwarze A7 Tornado

Sweeper on Frieghtliner Dual

Steer Chassis

1 LS $222,064.00

Demo-JohnstonRT655 Regen

Vacuum Sweeper Mounted on M2

Chassis (10 Hours)

1 LS $220,000.00

New - Elgin-2016 Autocar Dual

Steer Chassis
1 LS $242,156.000

Trade-In Reduction 1 LS ($68,000.00) ($68,000.00) ($20,250.00) ($20,000.00)

Base Bid minus Trade-In $168,705.00 $154,064.00 $199,750.00 $222,156.00

Options:

1 Dual Steering NA Included/$11,000 for Cabover Included Included

2 Cab-over Chassis Included $7,310.00 NA $15,400.00

3 600 Gallon Water Tank Included $2,808.00 NA $7,550.00

4 Stainless Steel Fuel Tank NA NA NA NA

5 9 C.Y. Hopper w/ door opening Included $23,320.00 NA NA

6 Five Inch Vacuum box Included Included NA NA

$168,705.00 $198,502.00 $199,750.00 $245,106.00

ExtensionQuantity ExtensionExtension

Bids Received:

Time: 11:00 a.m.

Date: April 7, 2015

Extension

2015 Regenerative Air Sweeper

Bid Item

COMPUTED TOTAL WITH ALL OPTIONS

Units
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Shawn Pfaff, Mayor Public Works
Introduced By Drafted By

Board of Public Works & Finance April 14, 2015
Committee Date

Resolution R-49-15
PUBLIC WORKS STREET EQUIPMENT REPLACEMENT – STREET SWEEPER

WHEREAS, the 2015 Capital Equipment Budget includes funding for the purchase of a
sweeper; and

WHEREAS, the Department of Public Works has prepared construction specifications
and obtained competitive bids; and

WHEREAS, the project was advertised by legal notice in the Wisconsin State Journal
and posted on www.demandstar.com; and

WHEREAS, on April 7, 2015 at 11:00 a.m. four sealed bids were received and publicly
opened with the results listed on the attached bid tab; and

WHEREAS, R.N.O.W. INC has provided the most responsive bid with a demonstration
unit for the price of $236,705.00; and

WHEREAS, R.N.O.W. INC has provided a trade in reduction in the amount of
$68,000.00.

NOW, THEREFORE, BE IT HEREBY RESOLVED, The Common Council of the City of
Fitchburg, Dane County, Wisconsin, hereby approves trade in of the existing equipment and the
award of the sweeper bid to R.N.O.W., INC and authorizes payment for the net amount of
$168,705.00 from the street equipment account.

BE IT FURTHER RESOLVED, the Common Council authorizes the Clerk and Mayor to
sign the contracts with R.N.O.W., INC for the purchase of this equipment.

Adopted by the Common Council of the City of Fitchburg this 12th day of May, 2015.

Approved By: ______________________________________
Steve Arnold, Mayor

Attested By:________________________________________
Patti Anderson, City Clerk
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City of Fitchburg
Committee of Commission Referral

Direct Referral Initiated by:
Direct Referral Approved by:

Date Referred: April 28, 2015 Ordinance Number:
Date to Report: May 12, 2015 Resolution Number: R-54-15

Sponsored by: Mayor Arnold Drafted by: Roach

TITLE: Resolution Adopting Partnership Agreement with Fitchburg
Chamber Visitor and Business Bureau to Host “Concerts at

McKee”

Background: Concerts at McKee began as a Senior Center sponsored event in
2001. Over time, it has become a very popular community event, and last year the
Chamber of Commerce assisted in making Concerts at McKee the most
successful season yet. This year, the Senior Center has expressed an interest in
becoming less involved, and the Chamber has agreed to partner with the City in
the lead coordination role. The City continues to coordinate with the Chamber
and CEDA will continued their funding commitment for sponsorship.

Order Referred To Staff Contact Place on Agenda
For

Action Taken
On Referral

1 Finance Committee Roach May 12, 1015

2

3

4

Amendments:
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Concerts at McKee PartnershiP

City of Fitchburg (CITY)

Fitchburg Chamber Visitor and Business Bureau (CHAMBER)

Scope

The CIW and CHAMBER desire to coordinate efforts to present "Concerts at McKee", three times per

year, on the third Monday of June, July and August. This event is a family friendly party in the park,

featuring food, beverages and music in an outdoor venue.

CITY Responsibilities
Appoint representative(s) to serve on the working committee.

The parks Department will reserve the dates at McKee Farms Park and will be responsible for site

preparation including providing picnic tables, refuse and recycling bins, and access to adequate power

for the bands and sound system.

The CITY will waive allfees for park reservations and sound permits.

The ClTy will review and approve all intoxicating beverage license requests in accordance with state law

and local procedures including temporary operator license and Special Class B permit'

The CITY will not be required to provide additional Police, Fire or EMS services on the day of the events'

The event will be covered by the CITY's insurance policy. The City will list the CHAMBER as an additional

insured onto the policy which would extend protection for these events only.

The ClTy,S Community and Economic Development Authority {cEDA) will support the event, financially,

with a contribution of $1,500 annually.

The CITY will promote the event through their web site, Facebook and Twitter accounts.

CHAMBER Responsibilities

Appoint representative(s) to serve on the working committee.

The CHAMBER will be the coordinator for the "day of event" decisions, including cancellation due to

weather and final layout of the venue.

Solicit private donations and manage all accounting for the event.

Negotiate and sign contracts for entertainment, sound system, and food and beverage vendors.

Solicit and select a not-for-profit agency to sell beverages. Negotiate agreement for revenue sharing.

The CHAMBER will be primarily responsible for promotion of the event through various media.



ffi^.uo,,
J ilt.Kee

Apply for sound permit, and any other City issued permits required for the event.

Cancellation
Either party can cancelthis agreement by giving the other party at least 6 months notice.

This agreement was executed in Fitchburg, Wisconsin this
day of

City of Fitchburg
Printed Name:
Title:

20

Signature:

Fitchburg Chamber

Title:
Signature:
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Concerts at McKee PartnershiP

City of Fitchburg (CITY)

Fitchburg Chamber Visitor and Business Bureau (CHAMBER)

Scope

The CIW and CHAMBER desire to coordinate efforts to present "Concerts at McKee", three times per

year, on the third Monday of June, July and August. This event is a family friendly party in the park,

featuring food, beverages and music in an outdoor venue.

CITY Responsibilities
Appoint representative(s) to serve on the working committee.

The parks Department will reserve the dates at McKee Farms Park and will be responsible for site

preparation including providing picnic tables, refuse and recycling bins, and access to adequate power

for the bands and sound system.

The CITY will waive allfees for park reservations and sound permits.

The ClTy will review and approve all intoxicating beverage license requests in accordance with state law

and local procedures including temporary operator license and Special Class B permit'

The CITY will not be required to provide additional Police, Fire or EMS services on the day of the events'

The event will be covered by the CITY's insurance policy. The City will list the CHAMBER as an additional

insured onto the policy which would extend protection for these events only.

The ClTy,S Community and Economic Development Authority {cEDA) will support the event, financially,

with a contribution of $1,500 annually.

The CITY will promote the event through their web site, Facebook and Twitter accounts.

CHAMBER Responsibilities

Appoint representative(s) to serve on the working committee.

The CHAMBER will be the coordinator for the "day of event" decisions, including cancellation due to

weather and final layout of the venue.

Solicit private donations and manage all accounting for the event.

Negotiate and sign contracts for entertainment, sound system, and food and beverage vendors.

Solicit and select a not-for-profit agency to sell beverages. Negotiate agreement for revenue sharing.

The CHAMBER will be primarily responsible for promotion of the event through various media.
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Apply for sound permit, and any other City issued permits required for the event.

Cancellation
Either party can cancelthis agreement by giving the other party at least 6 months notice.

This agreement was executed in Fitchburg, Wisconsin this
day of

City of Fitchburg
Printed Name:
Title:

20

Signature:

Fitchburg Chamber

Title:
Signature:
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City of Fitchburg
Committee or Commission Referral
Direct Referral Initiated by:
Direct Referral Approved by:

Date Referred: April 28, 2015 Ordinance Number:
Date to Report Back: May 12, 2015 Resolution Number: R-53-15
Sponsored by: Mayor Drafted by: Misty Dodge

TITLE: Resolution Adopting Purchasing Card Procedure Manual

Background:

The City currently participates in a credit card program through Park Bank. The Library and the Police
Department have their own departmental cards and there are others maintained by the Finance Department
that are available for check-out to other employees. There are also several store charge cards set-up
through the City. There is an opportunity to expand and refine our existing program to realize significant
efficiencies and cost savings.

Order Referred To Staff Contact Place on Agenda
For

Action Taken
On Referral

1 Finance Committee Roach/Dodge May 12, 2015

2

3

4

Amendments:



City of Fitchburg

Purchasing Card
(P-Card)

Procedure Manual
Drafted April 2015



Welcome to the City of Fitchburg’s Purchasing Card (P-Card) Program

The P-Card program is designed to make it easier and more cost effective for City personnel to make small
dollar purchases of goods and services from any supplier who accepts MasterCard. Department account clerks
or administrative personnel may also use p-cards to process direct buys under $2,500. Accounts Payable also
has a p-card to process direct buys over that amount, as well as to process payments made against a purchase
order, or direct buys that exceed $2,500.

If you have any comments, questions or feedback, please contact your P-Card Administrator (currently Misty
Dodge), via email or at x252. In Misty’s absence, contact Kari Peterson via email or at x271.

This procedure manual consists of four sections: General Information & Cardholder Use, Additional
Information for Cardholder Use Specific to Travel, Supervisor/Department Head Responsibilities, Allocation
Personnel Responsibilities/Processes, and Internet Purchasing Policies.

This manual will address most of your questions about the P-Card Program and provide guidelines for using
your P-Card.

Listed below you will find definitions used throughout this manual.

JPMC Abbreviation for JP Morgan Chase; the bank that provides our credit card services
Gen2, SDOL, or SDgen2 Abbreviation for JPMC’s online system; Smart Data OnLine; latest generation
P-Card Purchasing/Credit Card issued by the City to an approved employee
Cardholder Employee that has been issued a P-card and who is authorized to make purchases

in accordance with these procedures.
Coding Personnel An employee who can allocate the expenses to the correct account(s) for his/her

cardholders and add descriptions. Also compiles appropriate documentation for
submission to Finance.

Supervisor/Department
Head

Employee responsible for verifying and approving all p-card purchases and ensuring
that the appropriate documentation is included in the packet submitted to Finance.

P-Card Administrator Individual responsible for issuing cards, providing training, and responding to
questions related to the program (currently Misty Dodge x252)

P-Card Auditor Individual responsible for auditing the monthly p-card statements and
documentation packets to ensure compliance with City policies (currently Susan
Jordan x250)

Cardholder Statement/
Expense Report

A monthly list of all transactions made by the cardholder. Unless otherwise directed
by the department head and/or supervisor, the cardholder is responsible for
reconciling the statement against purchases made.

Single Limit The dollar amount established for a single transaction. This dollar limit may vary
from cardholder to cardholder and is mutually established by the Department Head
or designee and the P-Card Administrator.

Credit Limit A dollar amount limiting the total dollar amount for all purchases made within a
billing cycle. Our billing cycle aligns with calendar months. This dollar limit may
vary from cardholder to cardholder and is mutually established by the Department
Head or designee and the P-Card Administrator.



SECTION 1

GENERAL
INFORMATION

&
CARDHOLDER USE
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A. General
The unique P-Card the cardholder receives has his/her name embossed on it, as well as the City’s logo and the
City’s tax-exempt number. The cardholder is the ONLY person authorized to use the card. The cardholder
may make transactions on behalf of others in their department/division, however the cardholder is responsible
for all use of his/her card.

A number of unique controls have been developed for this program that does not exist in a traditional credit
card environment. These controls ensure the card can be used only for specific purposes and within specific
dollar limits.

Cardholders that have been authorized to use their cards for travel and/or seminar registration must also
review Section 2.

B. Security
Cardholders are responsible for maintaining the security of their p-card; including the following:

o Protect your cards including endorsing any new or reissued cards immediately.
o Guard your account number; i.e. cardholders should not give card numbers over the telephone

unless they have performed reasonable due diligence to assure the company is reputable, look for
the “SSL” lock logo when making purchases online.

o Never keep your account access code or password in the same location as the card.
o Know your rights; i.e. Cardholders should not give any additional identification such as their driver’s

license number, social security number, etc. when paying with credit card.
o Notify JPMC no later than five days after the date a fraudulent transaction(s) is suspected.
o Immediately notify JPMC of a lost or stolen credit card (800-316-6056). Within one working day,

call or send the P-Card administrator an email notifying them of the lost/stolen card as well.

C. Cardholder Limits:
All P-Cards have a single and a monthly limit and in some cases a daily limit. The P-Card Administrator, in
conjunction with your department head/division manager or their designee, has established these limits. This
information was provided to you when you received your training and/or your actual card. If you feel the limits
are not sufficient and/or you feel you should be authorized to use your card for travel and/or seminar
registration, you must have them issue the Change Form found on the intranet. Note: All changes are subject
to approval by P-Card Administrator.

If you have a card that allows you to use it for travel and seminar registration, your single limit may be higher to
accommodate this, however, when used for non-travel purposes, your purchases should remain under
$2,500 amount unless you have prior approval from the P-Card Administrator.

D. Types of Credit Card Purchases

Examples of purchases that the P-Card may or may not be used for include, but are not necessarily limited to
the items listed below. All software/hardware purchases require written IT approval. All written approvals
should be retained with your receipts, as they must be submitted with your monthly statement.

Examples of Acceptable Purchases Examples of Unacceptable Purchases
Office supplies Capital Equipment/Fixed Assets unless otherwise authorized.
Books, periodicals, subscriptions, etc. Software/Hardware without IT approval
Small dollar software/hardware with IT approval*

*IT approval must be in writing. Current point
person for this purpose is Matt Prough

Sales Tax

Items under $2,500 unless otherwise authorized. Personal purchases

Internet Purchases $2,500 or less (see also
Section 5)

Purchases shipped to a home address

Purchases made using a “Reward”, “Member” or other type
of card where personal benefits are received as a result of
the purchase.
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E. Accounts Payable P-Card: The master Accounts Payable (AP) card used by the Finance Department
has no limits for processing payments. Additionally, if the master AP card is used to process payments against
a purchase order, it may be used for some items listed under Unacceptable Purchases.

F. Account Limits
If you need to review your single and monthly transaction limit, click on the Account Activity Tab when logged
into the SDgen2 system, then click on Account Information. Your monthly limit is referred to as your credit limit
in the system and your single limit is referred to as the Single Transaction Amount.

G. Purchase Declines
If your p-card is declined, contact the p-card administrator (currently Misty Dodge x252) and he/she can look-up
the explanation and assist in correction if needed. The common reasons for declines are insufficient money
available, exceeding the single limit, or an “MCC” (Merchant Category Code) exclusion. The MCC identifies
what the vendor sells or the services they perform. For limit issues, you may work with your supervisor to have
your limits changed by submitting a change form (located on the intranet) to the P-Card Administrator. If it is an
MCC restriction, contact the P-Card Administrator for further direction; i.e. the restriction may be lifted, the P-
Card Administrator may use her credit card, etc.

H. Purchasing with the P-Card
Making a City related purchase with your p-card is as simple as using any credit card. The process is described
below.

You place an order for goods/services with the supplier either by phone, fax* or in person. * If by fax, do not
leave the order form where someone can copy your credit card information. Fax should be a last resort, as
even though you may be sure it is not left in the machine, you don’t know what is happening on the recipient’s
end. Therefore, if they require a form be faxed in, we recommend that you do so, but insert “Contact
Cardholder @ phone number” in the Credit Card # field.
The Supplier processes the transaction requesting purchase authorization from JPMC; i.e. to assure the
purchase is not from a supplier type that has been excluded and that the amount is within the cardholder’s
limits.
If you are at the supplier location, review the sales receipt prior to signing to be sure tax hasn’t been
charged. After signing, be sure to keep the cardholder copy of the receipt. You can then take your purchase
with you.
If you make the purchase by phone or fax, the supplier can deliver your purchase and send the sales receipt
to you or you can pick up the goods and the sales receipt in person. Fax or scanned receipts are acceptable.
All receipts should be retained and submitted to Finance as part of the monthly p-card packet. Receipt must
show dollar amount charged, items purchased and name of company; submitting just the charge card
receipt is not acceptable.

I. Tracking Purchases
Some department heads have assigned one person the responsibility for reconciling their cardholder’s
statements. In order to assure they can do so properly, it is critical that you retain receipts for every purchase
made using the card. It is highly desirable that they be kept in the order the transaction was made to expedite
the reconciliation process.

Note: If you are unable to produce a receipt for a purchase, you must complete an Affidavit of P-Card
Receipt located on the intranet. Your department head MUST also sign.

Regardless of who will be doing the reconciliation process, receipts must be retained for every purchase.

J. Returning Purchases
If an item is not satisfactory, or a wrong item is delivered, damaged and/or defective, etc., the cardholder
should make contact with the vendor to explain the problem and follow their return policies. Record the return
on the original receipt and staple any credit memos issued to that receipt. Do not accept a cash refund.

If the goods are returned in person, the original receipt must accompany the goods. A copy of the credit receipt
for the returned goods must be obtained. Record the return on the original receipt and staple any credit memos
issued to that receipt. Do not accept a cash refund.
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K. Reconciling your Statement
Our billing cycle coincides with the calendar months. Once the billing cycle closes, you will receive an email
notice reminding you to code your transactions and submit your expense report packet to Finance within one
week. NOTE: Regardless of whether or not you had any activity, please log in to the system to keep
your user ID active.

Transactions can take from 1-3 days to post; if you made a purchase toward the end of the billing cycle, it may
not appear until the next month’s statement. All transactions are listed in chronological order so this process
can be streamlined if you file your receipts in the same manner.

M. Transaction Coding Process
Reminder: Those individuals who have account coding responsibilities must review Section 4, P-Card
Allocation Personnel Responsibilities.

N. Reconciliation Deadlines
The entire process of reconciliation (and approval) must be completed and submitted to the Finance
Department within one week of the billing cycle closing. Once you have accounted for all transactions
noted on the monthly statement and completed the proper coding, create the monthly packet for submission to
Finance by printing the expense report and attaching all receipts, credit memos, approvals from IT, and training
and travel forms as necessary. Sign the expense report and forward the packet of information to your
supervisor for review and approval within two working days after the close of the billing cycle. If you do not
have reconciliation/account coding responsibility, you should immediately provide them with this information
upon receipt of the monthly statement.

Note: Continued failure to submit your statements in a timely manner will result in your card being
canceled.

O. Disputed Items
If there is a discrepancy on the monthly statement, contact the supplier to try and resolve the situation. If
successful, make a note on the monthly statement and be sure to verify the correction the following month. If
the dispute can’t be resolved with the supplier, contact JPMC at 800-316-6056. In some cases you may be
required to fax a hard copy inclusive of signature to 866-865-2298. Disputed items must be reported within 60
days from the statement date. Also notify the P-Card Administrator of any disputes that were filed with JPMC.

P. Abuse Policy
All cardholders and card users are expected to follow Purchasing Card Program policies. Listed below are the
actions considered to be abuse of the policy as well as the resulting consequences for the abuse.
Consequences will be administered by the P-Card Administrator and/or Human Resources as applicable in
accordance with the terms provided in the abuse sections below. Consequences are administrative actions
taken in response to p-card abuse. These actions include written notifications of abuse, additional training
and/or temporary/permanent suspension of card privileges. Such actions are intended to give cardholders the
assistance needed to be in compliance with the policy and to provide accountability for the Program.

Administering consequences shall not preclude the possibility of disciplinary action up to and including
termination. The determination and administration of any disciplinary actions resulting from p-card abuse shall
be the responsibility of the Human Resources Manager.

Q. Individual Cardholder or Department Card User Abuse:

Level 1 Abuse
1. Failure to follow Internet Guidelines when making Internet Purchases (Reference Section 5).
2. Failure to monitor charging of sales tax that result in charges of $10 or more of sales tax in a single

transaction.
3. Failing to use established city-wide contracts for commodities or services.
4. Splitting transactions to bypass established limits.
5. Making unacceptable purchases as defined in the Purchasing Card Procedure Manual.
6. Failing to protect the p-card.
7. Failing to submit monthly packets to the Finance Department within the given timeframe.
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Consequences for Level 1 Abuse:

First and Second incident within a six-month period: Written notification (may be e-mail) will be sent to the
cardholder of any infraction with supporting documentation. The cardholder’s supervisor will receive a copy of
the notification.

Third incident within a six-month period: Temporary (2 week) suspension of P-Card privileges with
mandatory re-training. Written notification with supporting documentation will be sent to cardholder,
cardholder’s supervisor and department head.

Continual abuse may result in extended to permanent suspension of card.

Level 2 Abuse
1. Allowing another individual to use your card
2. Purchasing restricted commodities
3. Failing to obtain receipts

Consequences for Level 2 Abuse:

First incident within a six-month period: Written notification (may be e-mail) will be sent to the
cardholder of any infraction with supporting documentation. The cardholder’s supervisor will receive a
copy of the notification.

Second incident within a six-month period: Temporary (30 day) suspension of P-Card privileges with
mandatory re-training. Written notification with supporting documentation will be sent to cardholder,
cardholder’s supervisor and department head.

Third incident within a six-month period: Loss of P-Card privileges from extended suspension up to permanent
loss of privileges. Written notification with supporting documentation will be sent to cardholder, cardholder’s
supervisor and department head.

Level 3 Abuse
1. Fraudulent Use
2. Using the card to purchase personal items or for personal use
3. Having products shipped to a personal address

Consequences for Level 3 Abuse:
Reported fraudulent use will result in immediate revocation of the card.
Written notification of reported fraudulent use will be given to the Department Head and to Human Resources.

All Levels of P-Card Abuse
It is the responsibility of the Department Head and Human Resources to investigate and determine the
appropriate disciplinary action up to and including termination for fraudulent or other misuse of card privileges.

R. Frequently Asked Questions

Will having a City credit card affect my personal credit?

No, absolutely not. The Bank has no personal information other than your date of birth that is required for
security purposes to verify that you are the cardholder. Additionally, as part of the security check they may ask
for the last 4 digits of your access code (typically the last 4 digits of your social security number). We have
used the last 4 digits of your employee ID for this purpose. You have been given this information in the event
you need to contact the bank; however, it should not be kept with the credit card itself.

What do I do if I find an incorrect charge on my statement?

You should always attempt to resolve an incorrect charge with the supplier first. If you aren’t successful, follow
the disputed items procedure noted above.

What about an unauthorized charge?

Contact JPMC immediately at 1-800-316-6056 to report unauthorized charges.



Section 1, Page 5 of 5

What if I lose my card or it is stolen?
Contact JPMC immediately, 1-800-316-6056 to report a lost/stolen card. Within one working day, call or send
the P-Card administrator an email notifying them of the lost/stolen card as well.

What if I get charged sales tax?

You should always check your sales receipt before signing and if sales tax is included, ask them to void the
transaction and re-process it exclusive of the sales tax. The tax-exempt number is noted on your card;
however, the official tax exempt certificate is also available on the intranet in the event the vendor requires one.
If you are mailed the sales receipt and it includes the sales tax, contact the vendor and ask them to credit the
sales tax.
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A. General
In addition to the benefits provided under Section 1, your card may have also been authorized to allow for
travel/expenses and seminar registration. This means you may use the card when traveling for City
authorized business.

B. Types of Credit Card Purchases
In addition to the purchases noted in Section 1, examples of purchases that may and may not be made
include, but are not necessarily limited to the items listed below. Please note that it is acceptable to use the
Internet for all travel related purchases with the exception of per diem and non-reimbursable expenses.

Acceptable Purchase Unacceptable Purchases
*Airfare Purchases or expenses for non-City employees

and/or family members, including up-charges for
larger rooms

*Holding a hotel room Travel insurance
*Pre-paying for 1 night stay in order to receive a
discounted rate for a conference

Prepaying for Hotel for more than 1 night without
prior approval from AP

Paying for a hotel room upon checkout if you are the
cardholder.

Meals that are included in the City’s per diem policy
and room service

Seminar registration
Other transportation costs including taxi fare, tolls,
and parking as authorized by the City’s policies

*Note: If you are unable to attend a seminar or other related business travel, remember to cancel any air
fare or hotels that have been booked. Failure to do so may result in being personally responsible for
any charges assessed.

C. Reconciling your Statement
In addition to the procedures noted in Section 1, other documents that must be submitted with your monthly
statement are as follows:

Copies of:
 Approved training and travel form
 The seminar brochure and/or agenda verifying the dates and location of the seminar
 ORIGINAL Receipts for all charges on the P-Card related to travel; i.e. hotel, parking, etc.
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A. General
As a supervisor and/or Department Head, you have the responsibility of reviewing and approving the monthly
statements for various cardholders within your department. A thorough and prompt review of these
statements is critical to assuring that cards are being used in accordance with the procedures and for City
business only. Any suspected fraud, misuse, etc. should be immediately dealt with.

B. Reviewing the Statement
Each transaction appearing on the statement must be reviewed. If the cardholder did not make a note that
they are disputing a transaction either because it was unauthorized and/or it was for the incorrect amount, the
transaction must meet the following conditions unless prior approval was obtained from the P-Card
Administrator:

The purchase:

 Was made for approved City business only
 Was not split into multiple transactions to stay within the single limit
 Was not split across days to stay within the single limit
 Was not split amongst cardholders to stay within the single limit
 Was not split amongst multiple invoices to stay within the single limit; i.e. look for sequential invoice

numbers
 Was not made to avoid or circumvent the purchasing process
 Receipt of goods/services have been verified
 Is accompanied by a receipt or credit memo
 Is accompanied by written IT approval when applicable

In addition, if the card was used for travel and/or seminar registration the following must be attached:

 Approved training and travel form
 The seminar brochure and/or agenda verifying the dates and location of the seminar
 ORIGINAL receipts for all charges on the P-Card related to travel; i.e. hotel, parking, etc.

Once you have verified the above, sign the statement as supervisor and forward the documents to the
Finance Department (currently Susan Jordan) no later than one week following the close of the billing
cycle.

C. Unauthorized/Unacceptable Purchases
If during your review you find purchases that aren’t authorized or aren’t acceptable, contact the cardholder
and the P-Card Administrator (currently Misty Dodge). Continuous misuse of cards can result in the card
being canceled and disciplinary action taken up to and including termination.
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A. General
You have been assigned the responsibility of assuring that the p-card expenses for cardholders within your
department are coded to the correct account number and have the appropriate description. You are also
responsible for compiling the monthly packet submitted to the Finance Department. The online system refers
to this role as a level manager.

Some cardholders have been set up with a default account code, normally the account most frequently used.
If you are satisfied with the default, simply add a description and move to the next transaction. Otherwise
make the changes required to charge the expense to the appropriate account number.

You should receive an email reminder two days after the close of the billing cycle to assure you can complete
this process in a timely manner. Completed, approved monthly packets are due to the Finance Department
(currently Susan Jordan) within one week of the billing cycle closing.

B. Allocation Process
Use the link available on the intranet to log into SDOL. Once logged in, make sure your User Role is set at
Level Manager.

Click on the Financial Tab, then on Account Summary. You should see your department or division name
under the Quick Link located in the middle of the screen. If you wish to work on all cardholders at once, click
on this link. If you wish to work on a specific cardholder, click on the “Reporting Structure Tree” next to the
department/division quick link:

Once you have selected the cardholder(s), you will be at the Transaction Summary screen. Click on the
Reporting Cycle, then from the drop down menu select the applicable billing cycle. Be sure to select the
current year.

Once you’ve selected your criteria, click on ‘Search’ and all transactions meeting your criteria will appear.
The icons listed in the detail section allow you to do the following:

Once clicked on:
 The first icon provides transaction detail.
 The second allows you to allocate expenses across more than one account number (aka splits).
 The third icon allows you to allocate expenses to a different account string rather than the default (if

applicable).

If the right side of the Sales Tax field and below the title “Additional Information” is populated with a small red
square, additional detailed transaction information is available. When the icon is clicked, not only will you see
the detail but you will also be able to enter additional information in the expense description field. This
information is populated when the vendor is what the industry refers to as a Level 3 provider and because
there is a cost associated with this, very few vendors have elected to be setup this way. For example, Office
Max is a Level 3 vendor and as such provides line item detail for everything within the transaction.

It is recommended that you review the online tutorial for more detailed information. At the home page under
the Resource Center, click on “Web Tutorial”. Once at the training screen, click on Level Manager; an
introduction to the tutorial will play. Once that is complete click on continue; select “Transaction
Management” for details on how to edit transactions. If you need additional assistance, you may contact the
P-Card Administrator (currently Misty Dodge) for additional training.
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When doing your allocations:

 Once you have made your changes you must click on the Apply button to have them effectuated.
 You may check the supervisor review box to remind yourself you’ve completed the process for that

transaction, however, once you do so no more changes can be made to the transaction.
 You only have one week after the close of the billing cycle to complete the allocation process,

compile the monthly packet, obtain the necessary approvals, and submit the information to the
Finance Department.

C, Reports
SDgen2 (aka SDOL) has a number of standard reports that can be viewed online and/or printed. At the home
page under the Resource Center, click on “Web Tutorial”. Once at the training screen, click on Level
Manager; an introduction to the tutorial will play. Once that is complete, click on continue and select
“Reporting”.

Once all of the online coding is completed, an expense report for the cardholder should be printed, signed by
the cardholder, and used as the cover page for the monthly documentation packet that is submitted to the
Finance Department.
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A. Purchasing on the Internet with P-Cards
City p-cards may be used on the Internet if the following criteria are met:

 Method is authorized by the department's internal control procedures
 Purchases cannot exceed $2,500 for a single transaction unless approved by the P-Card Administrator
 Card must be assigned to a named individual; i.e. “Departmental” cards cannot be used on the Internet
 Cardholder must abide by the same guidelines agreed to on the Cardholder Agreement form
 Cardholder is familiar with guidelines regarding safe purchasing on the Internet as noted below; and
 The Internet site for purchases is secured with safe electronic technology (Secure Sockets Layer or Secure

Electronic Transmission protocol).

B. Key Information for Purchasing on the Internet
"Buyer Beware," has long been a principle for commercial transactions. This principle is valid for transactions
facilitated through electronic commerce. Although there is no way to completely eliminate all risk from any
purchasing activity, the following guidelines are included to increase awareness of Internet purchasing issues:

 Always use a secure Web browser
 Know your merchant
 Ask how information is passed to a merchant and secured on their computer system
 Obtain receipts
 Understand the troubleshooting process
 Protect yourself with current information

C. Always use a secure Web browser
Using any version of Microsoft Internet Explorer as your browser provides you with an added level of security when
shopping on the Internet. These browsers use Secure Socket Layer (SSL) technology, a proven and easy-to-use
system that lets your browser automatically encrypt or scramble your personal data before sending it to the
merchant via the Internet. SSL shows you that a Web site is secure when a lock appears in your browser window
(lower right hand corner). You can also look at the URL, or Internet Location, to verify the SSL protocol is in place.
Most URL’s start with http://, but when a site is secure, the URL will start with https:// (“s” stands for secure).

D. Know Your Merchant
When considering an on-line purchase, please consider the following:

First, don’t give out your credit card number online unless you have read and understand the company’s privacy
statement, disclaimer, terms and conditions, warrantees and you have confirmed that they use safe online
shopping technologies like SSL or Secure Electronic Translation (SET). SET is an added layer of protection that is
emerging as an industry standard to make online purchasing safer than ever. Merchants who demonstrate they use
the best available methods to make your Internet transaction as safe as possible are allowed to display the SET
decal on their website. Some sites may claim to be encrypted when they actually are not. If you are not sure, ask
for an alternate method of payment. You can check Yahoo! Shopping which lists many of the online merchants who
use secure technology for safe electronic transactions (other search engines might have similar lists).

Second, don’t judge reliability by how nice or flashy a website may seem. Anyone can create, register and promote
a website; it’s relatively easy and inexpensive. Most legitimate merchants list their address, phone number and/or
contact person. At a minimum, be sure there is a phone number present.

Third, online auction sales remain the number one Internet fraud reported to the National Consumers League’s
Internet Fraud Watch. Be careful not to be pressured into making an immediate decision. Reputable merchants will
be happy to answer all of your questions and give you time to decide.

Last, if you have questions about a merchant, you can check the company’s complaint record with the Better
Business Bureau (see below for web address).
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E. Ask How Information is Passed to Merchants and Secured
For many Internet purchases, you are asked to use a fill-in form on the merchant’s website. Increasingly, merchants
allow you to send some information via the fill-in form and to phone in the more sensitive information, in our case,
the credit card number. For future purchases, you will usually only need to supply the last four or five digits of the
credit card number to verify your identity.

Sometimes a merchant will keep your credit card number on their system in case you want to make additional
purchases. How can you be sure the merchant is securing your personal information once it reaches their computer
system? Although unlikely, it’s possible that information stored in the company’s database can be stolen by
computer “hackers” or even by dishonest employees. When dealing with an unknown merchant, it might be worth
asking the merchant how the information collected about purchasers is maintained in a secured fashion.

F. Obtain Receipts
Every type of p-card transaction must have a receipt. An acceptable receipt for an Internet purchase includes a
screen copy of the order form and/or confirmation you receive from the merchant verifying that they received your
order. You may receive this confirmation immediately following the submission of the order or it may be sent to your
email address at a later date. Receipt must show dollar amount charged, items purchased, and name of company.
If there isn’t a sufficient description of the purchase noted, please write it in on the receipt.

G. Understand Troubleshooting Process
If you have placed an order online with a merchant and one or more of the following occurs, call JPMC
immediately to cancel your credit card (1-800-316-6056).

 You don’t receive the order within a reasonable amount of time (generally 2 weeks) and you are not
receiving returned phone calls from the vendor.

 The phone number on the website is no longer a working number.
 You hear the merchant went out of business.

If it is necessary to cancel your purchasing card as a result of a problem or suspected fraud, call the P-Card
Administrator to report the card has been cancelled and to receive help with the dispute process. A replacement
purchasing card may be requested.

H. Protect Yourself with Current Information
Because the Internet is changing at such a rapid pace, the risks of Internet purchasing and the techniques you can
employ to counteract those risks will be very different in three months, six months, or a year. Following are related
links to help you stay informed (not in priority order):

 www.fraud.org - The National Consumers League provides advice about telemarketing and Internet fraud.
 www.BBBOnLine.org - The Better Business Bureau (BBB) reliability program for participating online

merchant links to central BBB site for reports about businesses and information on how to contact
individual BBB across the U.S.



Mayor Steve Arnold Misty Dodge
Introduced by Prepared by

Finance Committee April 28, 2015
Referred to Date

RESOLUTION R-53-15

RESOLUTION ADOPTING PURCHASING CARD PROCEDURE MANUAL

WHEREAS, the City currently participates in a small credit card program and has several
individual store charge accounts set-up through the City; and

WHEREAS, there is an opportunity to expand and refine our existing program to realize
significant efficiencies and cost savings; and

WHEREAS, the City can piggy-back on the contract that was bid and negotiated by Waukesha
County on behalf of a consortium of Wisconsin municipalities; and

WHEREAS, the only financial cost of the contract is the required annual $35 fee to become a
member of the consortium.

NOW BE IT HEREBY RESOLVED, by the Fitchburg Common Council that it adopts the
purchasing card procedure manual.

BE IT FURTHER RESOLVED, by the Fitchburg Common Council that it directs the Finance
Director to join the VALUE consortium and enter into an agreement with JPMorgan Chase for
participation in their purchasing card program.

Adopted this _____ day of __________, 20___.

______________________________
Patti Anderson, City Clerk

______________________________
Steve Arnold, Mayor
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To:   City Council & Mayor 
 
From: Misty Dodge, Finance Director 
 
Date:  April 23, 2015 
 
Subject: Recommended Change in Credit Card Program (aka P-Card Program) 
 
 
The City currently participates in a credit card program through Park Bank.  The Library and the Police Department have their 
own departmental cards and there are others maintained by the Finance Department that are available for check-out to other 
employees.  There are also several store charge cards set-up through the City.  There is an opportunity to expand and refine 
our existing program to realize significant efficiencies and cost savings. 
 
In 2012, Waukesha County bid and negotiated a five year procurement card (p-card) contract that is available for piggyback by 
VALUE and WAPP members.  VALUE is a consortium of Wisconsin municipalities that work together in the bid process in 
hopes of achieving better prices and service through bulk purchasing.  There is an annual $35 fee to be a member of VALUE 
but the savings realized through the consortium will far out-weigh this cost. WAPP stands for Wisconsin Association for Public 
Procurement and is a professional organization for government purchasing professionals. 
 
When looking at a p-card program, there are five items that I believe are most important: 

1. Rebate opportunity and no fees to the municipality 
2. An online system where cardholders can code their transactions, Finance can export a report to import into our 

accounting software, and Finance can administer the card program and make changes as needed 
3. Fraud protection 
4. Individual cards by employee with specific MCC (Merchant Category Code) and spend limits 
5. Ability to set-up declining balance cards and cards specific to a particular vendor 

 

I discussed these items with a representative from our current card program and it was determined that their product does 
not currently provide the same level of service included in the VALUE contract.  On our own the City of Fitchburg will likely 
spend $1 million - $2 million.  In the last contract year, the VALUE group spent approximately $175 million so there is an 
economy of scale.  There are 135 agencies currently on the VALUE contract including the cities of Madison, Verona, Sun 
Prairie, and Middleton and the Village of Oregon. 
 
There are many benefits to an expanded program including: 

 Reduced costs – check stock, envelopes, postage, wear and tear on equipment, etc. 

 Staff efficiencies – employee time (ease of purchase), department admin time (reduced data entry), department 
head time (reduced number of signatures due to mass approval), finance staff time (focus on audit instead of data 
entry, filing time, maintenance of generic and store cards, fewer 1099-MISC filings). 

 Rebate potential – current contract through VALUE is expected to earn a 1.58% base rebate + additional rebate 
opportunities based on agency spend and payment speed. 

 Fraud protection – based on industry reports, there is less fraud with purchasing cards than there is with paper 
checks.  In addition, under the VALUE contract, the City is not responsible for any fraudulent purchases as long as 
certain best practices are maintained.  We can also limit spend for employees to certain dollar amounts and certain 
vendor types/MCC. 

 Emergency use:  The cards are available in case the fuel pumps go down and separate cards will be held in 
off-site locations for use in an emergency.  The dedicated emergency cards will have a temporary $1 limit to protect 
the cards from fraud since there will be no other limitations included.  In the event of an emergency, the cards can 
be activated online with a higher spending authority and will be available for purchasing immediately needed goods 
and services. 

 
Enclosed for your review and approval is the policy and procedure manual and cardholder agreement for the program.  
With Committee and Council approval, I will move forward with the implementation including the execution of the contract.  
A pilot group has been selected and they are expected to be trained and ready for implementation by July.  The remainder 
of the City would be implemented shortly thereafter. 
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City of Fitchburg 
Cardholder’s Agreement 

 
I have received a purchasing card(s), hereinafter P-Card, for City use, as well as a copy of the “Purchasing Card 
Procedure Manual”.  By signing below I certify that I have read and understand the P-Card Procedure Manual, as 
well as this Agreement.   
 
1. I understand that I am being entrusted with a valuable tool and will be making financial commitments on behalf of 

the City of Fitchburg and will strive to obtain the best value whenever possible. 
 
2. I agree to use this card for approved purchases only and agree not to charge personal purchases under any 

circumstances.  I understand that all charges will be billed to and paid directly by the City.  I understand that the 
bank cannot accept any payment from me directly; therefore, any charges made against my card that are personal 
will be considered unauthorized. 

 
3. I understand that purchases made on the card are limited as to dollar amounts, and that I have been informed of 

these limits. 
 
4. I understand there is a specific policy related to Internet purchases that I have read and understand. 
 
5. I understand the card is issued in my name and will not allow any other person to use my card.  I agree to maintain 

the card with appropriate security whenever and wherever I may use the card. 
 
6. I understand that since the card is the property of the City, I am required to comply with internal control procedures 

which may include being asked to produce the card to validate its existence, account number and produce 
receipts/statements to audit its use. 

 
7. I understand that I will receive a monthly statement that reports any activity during the statement period.  I, or my 

department designee, will attempt to resolve any discrepancies by contacting the merchant.  If unsuccessful, I will 
contact the City’s P-Card Administrator. 

 
8. I understand that my supervisor, Department Head, Finance Department, and Administration may audit card 

transactions. 
 
9. Failure to follow the P-Card Procedures, including unauthorized use of the card, may be considered, among other 

things, misappropriation of City funds.  Unauthorized use could result in a) immediate and irrevocable forfeiture of 
the card; b) disciplinary action up to and including termination of employment; or c) other appropriate action as 
warranted. 

 
10. I understand that the card must be returned / destroyed upon termination of employment whether for retirement, 

voluntary separation, resignation or dismissal. 
 
11. If the card is lost or stolen, I agree to immediately notify JPMC (P-Card issuer) by calling 1-800-316-6056.  Within 

one working day, I will call or send the P-Card Administrator an email notifying them of the lost/stolen card as well. 
 
12. I understand that continued failure to submit my monthly statement in accordance with the procedures may result in 

my card being cancelled. 
 
 
 
    
   Employee Name (printed)     Employee Name (signed) 
 
 
    
   Employee Department     Date Signed 
 
 
 
Copy: P-Card Administrator, Cardholder 
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