
  
 

FINANCE, BUDGET AND PERSONNEL COMMITTEE MEETING 
TUESDAY, JANUARY 6, 2015 

Council Chambers, Lower Level, City Hall Plaza 
5:30 P.M. 

 
1. Call to Order – Alanna Feddick, Chairperson 
 
2. Citizen Comments 
 
3. Consent Agenda 

a) Approval of minutes of December 16, 2014 meeting 
b) Approve Bills and Payroll 
c) Monthly Position Control Report 
 

Recommended Action: Approve the Consent Agenda, as presented 

 
4. Consideration of items removed from the consent agenda, if any. 

 
5. Request to recommend approval of Resolution No. 2015-02 authorizing the Finance 

Director to discontinue City of Marshfield Local Revolving Loan Fund Program 
administration duties except for loan payment collections for remaining loans effective 
January 1, 2015 to the Common Council.  Presented by Keith Strey, Finance Director 

 
Recommended Action: Recommend approval of Resolution No. 2015-02 to the 

Common Council 
 

6. Request to approve Policy No. 4.100, Identity Theft Prevention Program policy.  
Presented by Keith Strey, Finance Director 

 
 Recommended Action: Approve Policy  
 
7. Review proposed recruitment and hiring guidelines.  Presented by Steve Barg, City 

Administrator   
 
 Recommended Action: Discretion of Committee 
 
8. Update – Implementation of staffing study recommendations.  Presented by Steve Barg, 

City Administrator 
 
 Recommended Action:  None, for information only 
 
9. Suggested items for future agendas 

 
 
10. Adjourn 
 

CITY OF MARSHFIELD 
 

MEETING NOTICE 



FINANCE, BUDGET AND PERSONNEL COMMITTEE 

January 6, 2015 
 
 
Posted this day, January 2, 2015 at 11:30 a.m., by Deb Hall, City Clerk 

 
NOTICE 

 
 
It is possible that members of and possibly a quorum of other governmental 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 this notice.   
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 Deb M. Hall, City Clerk, at 630 South 
Central Avenue or by calling (715) 384-3636. 



FINANCE, BUDGET AND PERSONNEL COMMITTEE 
MINUTES OF DECEMBER 16, 2014 

 
Meeting called to order by Chairperson Feddick at 6:00 p.m., in the Common Council Chambers, City 
Hall Plaza. 
PRESENT: Alderpersons Alanna Feddick, Rebecca Spiros, Gordon Earll, Peter Hendler and Char 
Smith  
ABSENT:   None 
ALSO PRESENT: Mayor Meyer, Alderperson Feirer, City Administrator Barg and City Personnel 
(Brenda Hanson, Dan Knoeck, Keith Strey, Rick Gramza, Bob Haight, Lara Baehr, Ed Englehart, Tom 
Turchi and Deb Hall) 
 
Citizen Comments 
None 
 
FBP14-108    Motion by Hendler, second by Earll to approve the items on the consent agenda:  

1. Minutes of the December 2, 2014 meeting 
2. Payroll in the amount of $866,694.81 and the Bills in the amount of $1,414,365.62 
3. Report of Personnel Actions of December 16, 2014 
4. November 2014 Treasury Report 

Motion carried 
 
No items were removed from the consent agenda. 
 
FBP14-109    Motion by Hendler, second by Earll to recommend approval of Budget Resolution No. 30-
2014 to the Common Council, transferring $49,006 from various Law Enforcement and Emergency 
Management budgets to the Public Safety Capital Outlay Fund GPS Emergency Vehicle Preemptive 
Lighting project. 
Motion carried 
 
FBP14-110    Motion by Smith, second by Spiros to recommend approval of Payroll Resolution No. 
2014-65 to the Common Council, which increases the salary schedule for non-represented employees of 
the City of Marshfield by 1.5% effective July 1, 2015. 
Motion carried 
 
FBP14-111    Motion by Spiros, second by Earll to recommend approval of Payroll Resolution No. 
2014-66 to the Common Council, providing for a 1.5% increase on July 1, 2015 for employees at the 
control point or greater (exception:  employees over the maximum are eligible for an increase of .75%) 
Motion carried 
 
FBP14-112    Motion by Hendler, second by Spiros to approve the Buildings & Contents and 
Contractor’s Equipment insurance coverage with the Local Government Property Insurance Fund for 
2015 with a $5,000 deductible and authorize the Finance Director to prepay the 2015 renewal in 
December 2014 to receive the discounted premium. 
Motion carried 
 
FBP14-113    Motion by Earll, second by Spiros to approve the Airport Owners and Operators Liability 
Insurance for 2015 with ACE Property & Casualty. 
Motion carried 
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FBP14-114    Motion by Smith, second by Spiros to approve the Boiler and Machinery Insurance Group 
Policy with the Chubb Group for 2015. 
Motion carried 
 
FBP14-115    Motion by Earll, second by Spiros to recommend approval of Resolution No. 2014-76 to 
the Common Council, approving Committed Fund Balance classifications per Government Accounting 
Standards Board Statement 54. 
Motion carried 
 
FBP14-116    Motion by Hendler, second by Smith to approve Revised Policy 4.800, Procurement of 
Goods and Services. 
Motion carried 
 
FBP14-117    Motion by Smith, second by Hendler to authorize filling the vacancy in the Engineering 
Division with a Civil Engineer I position and authorize the banding and grade of this position to be 
completed by Carlson Dettman Consulting. 
Motion carried 
 
FUTURE AGENDA ITEMS 
None 
 
Motion by Spiros, second by Hendler to adjourn at 6:33 p.m. 
 
 
 
Deb M. Hall 
City Clerk  

















Department Division Position FTE Last Name First Name

Administrator City Administrator 1.00 BARG STEVEN

Administrator Human Resources Manager 1.00 BAEHR LARA

Administrator Administrative Assistant III 0.50 KROGMAN AMY

Administrator Total 2.50

Assessor City Assessor 1.00 SPENCER JOAN

Assessor Property Appraiser 1.00 FECHHELM BELINDA

Assessor Administrative Assistant II 1.00 PUGH KEITH

Assessor Total 3.00

Cemetery Cemetery Caretaker Assistant 1.00 BRAUNSKY WILLIAM

Cemetery Cemetery Coordinator/Caretaker 1.00 BALTUS MICHAEL

Cemetery Total 2.00

Clerk City Clerk 1.00 HALL DEBORAH

Clerk Deputy Clerk 1.00 PANZER LORI

Clerk Total 2.00

Finance Accounting Clerk 0.50 OPPMAN JOANN

Finance Accounting Clerk 1.00 LINDGREN KATHLEEN

Finance Accountant 1.00 VAN WYHE AMY

Finance Payroll Technician 1.00 MICHALIK JANETTE

Finance Accounting Technician 0.80 RINDFLEISCH MARILYN

Finance Payroll Technician 1.00 SCHOOLEY ROBERT

Finance Assistant Finance Director 1.00 HANSON BRENDA

Finance Finance Director 1.00 STREY KEITH

Finance Total 7.30

Fire Deputy Fire Chief 1.00 DEGRAND CRAIG

Fire Deputy Fire Chief 1.00 DOLENS ROY

Fire Deputy Fire Chief 1.00 ERICKSON EDWIN

Fire Deputy Fire Chief 1.00 OWEN SCOTT

Fire Deputy Fire Chief 1.00 CLEMENTS JODY

Fire Fire Chief 1.00 HAIGHT ROBERT

Fire Firefighter 1.00 BARTH JEFFREY

Fire Firefighter 1.00 BAUER RODNEY

Fire Firefighter 1.00 BREUER BRAD

Fire Firefighter 1.00 CHRISTOPHER LANCE

Fire Firefighter 1.00 ESKER KELLY

Fire Firefighter 1.00 JONAS DANIEL

Fire Firefighter 1.00 LUCARELI JON

Fire Firefighter 1.00 MEYER JAMES

Fire Firefighter 1.00 MUELLER EVERETT

Fire Firefighter 1.00 VANDEN ELZEN JOSEPH

Fire Firefighter Paramedic 1.00 ALTMAN JONATHAN

Fire Firefighter Paramedic 1.00 BAKOS STEVEN

Fire Firefighter Paramedic 1.00 BARNES BRIAN

Fire Firefighter Paramedic 1.00 FLETTY PETER

Fire Firefighter Paramedic 1.00 FOTH JASON

Fire Firefighter Paramedic 1.00 FRYDENLUND LUCAS

Fire Firefighter Paramedic 1.00 GILBERTSON BJORN

Fire Firefighter Paramedic 1.00 GRIESBACH BENJAMIN

Fire Firefighter Paramedic 1.00 JONAS ERIK

Fire Firefighter Paramedic 1.00 KARNOWSKI MATTHEW

Fire Firefighter Paramedic 1.00 LANG ERIC

MONTHLY POSITION CONTROL REPORT

PERMANENT FULL-TIME/PART-TIME

POSITIONS AS OF DECEMBER 31, 2014



Fire Firefighter Paramedic 1.00 MCNAMARA NATHANIEL

Fire Firefighter Paramedic 1.00 PATTON DAVID

Fire Firefighter Paramedic 1.00 SADAUSKAS JENI

Fire Firefighter Paramedic 1.00 SCHAD JASON

Fire Firefighter Paramedic 1.00 TENNESSEN SAMUEL

Fire Firefighter Paramedic 1.00 THORNBERG CODY

Fire Firefighter Paramedic 1.00 WEILAND TROY

Fire Firefighter Paramedic 1.00 WEYRAUCH BRONSON

Fire Firefighter Paramedic 1.00 WINISTORFER PETER

Fire Administrative Assistant III 1.00 BERGER SUZANNE

Fire Total 37.00

Technology Technology Analyst 1.00 WESTMAN ERIK

Technology Technology Analyst 1.00 SUTTON MATTHEW

Technology Technology Director 1.00 NG ENG

Information Technology Total 3.00

Library Adult Services Supervisor Lib 1.00 ADLER MARY LOU

Library Asst Dir./Tech. Srvs Supervisor 1.00 BAKER KATHLEEN

Library Childrens' Services Supervisor 1.00 ROPSON KIM

Library Library Assistant II 0.625 AUSTIN JANE

Library Library Assistant II 0.5 CERA JILL

Library Library Assistant II 1.00 SMITH PENNY

Library Library Custodian 1.00 FRUEHBRODT WILLIAM

Library Library Director 1.00 BELONGIA LORI

Library Library Specialist I 0.50 BAKER DAVID

Library Library Specialist I 1.00 SMITH DEBORAH

Library Library Specialist I 1.00 DERFUS MARY

Library Library Specialist I 1.00 HILL SANDRA

Library Library Specialist II 0.725 SLADE CHELSEA

Library Library Specialist III 0.50 KRUSE NATALIE

Library Library Specialist III 0.5  APFEL STEVE 

Library Library Specialist III 1.00 DUER AMANDA

Library Library Specialst III 1.00 SCHULTZ ROBERT

Library Library Specialst III 1.00 STEELE PATRICIA

Library Library Systems Analyst 1.00 MADER ROBERT

Library Total 16.350

Mayor Administrative Assistant III 0.50 KROGMAN AMY

Mayor Mayor 0.50 MEYER CHRISTOPHER

Mayor Total 1.00

Municipal Court Municipal Court Clerk 0.75 CARLSON SUSAN

Municipal Court Total 0.75

Parks & Recreation Classification II 1.00 ADAMSKI CHARLES

Parks & Recreation Classification II 1.00 ROGERS DANIEL

Parks & Recreation Classification II 1.00 WEINFURTNER JEFFREY

Parks & Recreation classifcation III 1.00 SCHLAGENHAFT PAUL

Parks & Recreation Parks & Recreation Director 1.00 ENGLEHART EDWARD

Parks & Recreation Parks & Recreation Maint Supv 1.00 STEINBACH BENJAMIN

Parks & Recreation Parks & Recreation Supv II 1.00 CASSIDY KELLY

Parks & Recreation Administrative Assistant II 1.00 BEAUCHAMP AMY

Parks & Recreation Zoo Keeper 1.00 BURNS STEVEN

Parks & Recreation Total 9.00

Planning Director of Planning/Econ Dev 1.00 ANGELL JASON

Planning Planner/Zoning Administrator 1.00 MILLER JOSHUA

Planning GIS Coordinator 1.00 BUEHLER DAVID

Planning Zoning Administrator 1.00 SCHROEDER SAMUEL

Planning Total 4.00



Police Administrative Assistant III 1.00 LINDNER PEGGY

Police Custodian 1.00 TIBBETT BRUCE

Police Ordinance Enforcement Officer 1.00 LARSEN ROBERT

Police Ordinance Enforcement Officer 1.00 LEONARD DANIEL

Police Patrol Officer 1.00 GROSS ROCHLEY

Police PD Staff Services Supervisor 1.00 KROKSTROM LORRIE

Police Police Chief 1.00 GRAMZA RICHARD

Police Police Detective 1.00 HAMILL KEVIN

Police Police Detective 1.00 NEINAST ALLAN

Police Police Detective 1.00 PARKS JASON

Police Police Detective 1.00 CRAMM JAMES

Police Police Lieutenant 1.00 ZEPS PATRICK

Police Police Lieutenant 1.00 LARSON DARREN

Police Police Officer 1.00 ABEL LIBBY

Police Police Officer 1.00 BEATHARD ROBERT

Police Police Officer 1.00 BEAUCHAMP JARED

Police Police Officer 1.00 BERG CHRISTOPHER

Police Police Officer 1.00 BERRES MATTHEW

Police Police Officer 1.00 BORCHARDT BLAKE

Police Police Officer 1.00 BORNBACH CALEB

Police Police Officer 1.00 CHRISTIAN CORY

Police Police Officer 1.00 CICHANTEK JEFFREY

Police Police Officer 1.00 ENDRIES TERRY

Police Police Officer 1.00 FOX SAMUEL

Police Police Officer 1.00 GOODNESS SARI

Police Police Officer 1.00 GRUBER TANNER

Police Police Officer 1.00 HASZ CHRISTOPHER

Police Police Officer 1.00 IVERSON DEREK

Police Police Officer 1.00 KIZER JAMIE

Police Police Officer 1.00 KRAMER LANDON

Police Police Officer 1.00 MATTHEISEN DAVID

Police Police Officer 1.00 MEEK STEVEN

Police Police Officer 1.00 PRICKETT JASON

Police Police Officer 1.00 PUNKE JASON

Police Police Officer 1.00 SCHLEI SCOTT

Police Police Officer 1.00 SHERDEN TRAVIS

Police Police Officer 1.00 TOPNESS MICHAEL

Police Police Officer 1.00 WARGOWSKY AARON

Police Police Records Specialist 1.00 GAETZ CINDY

Police Police Records Specialist 1.00 KARL DEBRA

Police Police Records Specialist 1.00 STARGARDT CHRIS

Police Police School Liaison Officer 1.00 FOEMMEL JASON

Police Police School Liaison Officer 1.00 GIACOMINO CHRISTINE

Police Police Sergeant 1.00 KEFFER DENNIS

Police Police Sergeant 1.00 ESSER TRAVIS

Police Police Sergeant 1.00 POESCHEL DOMINIC

Police Police Sergeant 1.00 GEURINK JODY

Police Traffic Safety/Crime Prevention 1.00 SALACINSKI DANIEL

Police Total 48.00

Public Works Administration Public Works Director 1.00 KNOECK DANIEL

Public Works Administration Administrative Assistant II 1.00 ANDERSON MARY

Public Works Building Services Building Services Supervisor 1.00 POKORNY RICHARD

Public Works Building Services Electrical Inspector 1.00 KILTY PATRICK

Public Works Building Services Maintenance Technician  II 1.00 MOLTER JEFFREY

Public Works Building Services Administrative Assistant II 1.00 UTHMEIER CHERYL



Public Works Engineering Assistant City Engineer 1.00 CASSIDY TIMOTHY

Public Works Engineering City Engineer 1.00 TURCHI THOMAS

Public Works Engineering Civil Engineer II 1.00 MAURITZ JOSH

Public Works Engineering Engineering Technician 1.00 OLDHAM LANCE

Public Works Engineering Engineering Technician 1.00 MILLER SHAWN

Public Works Engineering Civil Enginner I 1.00 VACANT

Public Works Street Services Administrative Assistant II 1.00 WARP JEAN

Public Works Street Services Asst Street Superintendent 1.00 BORNBACH KURT

Public Works Street Services Asst Street Superintendent 1.00 HAWLEY KRISTOFER

Public Works Street Services Classification II 1.00 BINDER JOEL

Public Works Street Services Classification II 1.00 GUENSBURG WILL 

Public Works Street Services Classification II 1.00 KIEFFER GREGORY

Public Works Street Services Classification II 1.00 SMITH MELVIN

Public Works Street Services Classification II 1.00 GABEL BRIAN

Public Works Street Services Classification II 1.00 JOHNSON JOSH

Public Works Street Services Classification II 1.00 KOZIK KYLE

Public Works Street Services Classification II 1.00 LINZMEIER BRYAN

Public Works Street Services Classification II 1.00 NIEHAUS PATRICK

Public Works Street Services Classification II 1.00 SCHMIDT PHILIP

Public Works Street Services Classification II 1.00 WOJCIK BENJAMIN

Public Works Street Services Classification III 1.00 BABCOCK MARK

Public Works Street Services Classification III 1.00 LANGFELDT TIMOTHY

Public Works Street Services Classification III 1.00 MCCLUNG BRIAN

Public Works Street Services Classification III 1.00 NEEDHAM PAUL

Public Works Street Services Classification III 1.00 RASMUSSEN TIMOTHY

Public Works Street Services Classification III 1.00 SONNEMANN LESTER

Public Works Street Services Classification III 1.00 TRUDEAU MICHAEL

Public Works Street Services Classification IV 1.00 BECKER JEFFREY

Public Works Street Services Classification IV 1.00 CHURKEY MATTHEW

Public Works Street Services Classification IV 1.00 ESSER JEROLD

Public Works Street Services Classification IV 1.00 NIKOLAI HUGH

Public Works Street Services Classification IV 1.00 SCHERR MICHAEL

Public Works Street Services Classification IV 1.00 SCHROEDER WILLIAM

Public Works Street Services Classification IV 1.00 WENDELL ERIC

Public Works Street Services Mechanic 1.00 BRUHN TODD

Public Works Street Services Mechanic 1.00 WANTA DUANE

Public Works Street Services Street Superintendent 1.00 WINCH MICHAEL

Public Works Wastewater Asst Wastewater Superintendent 1.00 KIVELA MARK

Public Works Wastewater Plumbing Insp/Asst Bldg Insp 1.00 OTT THOMAS

Public Works Wastewater Administrative Assistant II 0.50 COY JEAN

Public Works Wastewater Wastewater Operator - Level 4 1.00 BRATTON TED

Public Works Wastewater Wastewater Operator - Level 4 1.00 CHRISTENSEN TERRY

Public Works Wastewater Wastewater Operator - Level 4 1.00 FOLTZ BRIAN

Public Works Wastewater Wastewater Operator - Level 4 1.00 KUHLKA LOUIS

Public Works Wastewater Wasetwater Operator - Level 4 1.00 OTT ANDREW

Public Works Wastewater Wastewater Operator 1.00 GOHAM JOEL

Public Works Wastewater Wastewater Operator 1.00 FISCHER BRANDON

Public Works Wastewater Wastewater Operator 1.00 NOSBISCH MITCHELL

Public Works Wastewater Wastewater Superintendent 1.00 WARP SAMUEL

Public Works Total 54.50

Grand Total 190.400



TO: FINANCE, BUDGET & PERSONNEL COMMITTEE AND COMMON COUNCIL 

FROM: KEITH STREY, FINANCE DIRECTOR 

SUBJECT: RESOLUTION NO. 2015-02 

DATE: 12/31/2014 

 

BACKGROUND 

In 1999, the City of Marshfield worked with MACCI to establish two Economic Development loan programs.  
One was established from HUD grant funds allocated to the State of WI and awarded to the City to create a 
Community Development Block Grant loan program for Economic Development (CDBG-ED) from 3 grants to 
the City totaling $356,000.  The second Economic Development loan program established at that time was a 
Local Revolving Loan fund program utilizing Marshfield Utility dividends per Common Council Policy 4.320 
totaling $1,038,341.  Both programs were governed by a Common Council approved Loan Fund Manual to 
provide direction and meet grant requirements for the State of WI approved program.  Both were established 
with nearly identical terms for clarity in promoting and administering them.  The MEDA RLF Committee 
provided oversight, MACCI promoted these loan programs and provided general support as needed and the City 
provided required program administration with the Finance Director named as RLF Administrator with interest 
earnings on Local RLF funds budgeted annually to offset administrative costs for these loan programs. 

ANALYSIS 

From March 2007 through February 2010, the City of Marshfield participated in an effort initiated by the WI 
Department of Commerce (now WEDC) to form a regional revolving loan fund program focused on 14 
participating governments within Adams, Marathon, Portage and Wood Counties.  This State initiative was similar 
to two other regional programs within the State of WI that consolidated existing CDBG-ED loan programs into 
one.  In 2008, the Common Council approved resolutions 2008-09 and 2008-36 formally authorizing City of 
Marshfield participation in forming this regional revolving loan fund program named Central WI Economic 
Development Fund, Inc. (CWED).  Subsequently, the Common Council approved resolution 2010-05 which 
authorized the Finance Director to transfer and assign current funds and loans from the CDBG-ED grants 
received totaling $492,047 to CWED that ended the City of Marshfield State RLF program. 

Since 2010, the Common Council established an Economic Development Board (EDB) to coordinate economic 
development efforts of the City and transferred oversight of Utility Dividend funds including those transferred to 
the Local RLF program to EDB with final approval by the Common Council.  Discussion has occurred on 
multiple occasions with EDB and the Common Council on whether the City of Marshfield should continue its’ 
Local RLF program or discontinue it.  General consensus in these discussions was to discontinue the local 
program and collect the outstanding balance due on existing business loans (3) which are estimated to be 
$138,550 as of 12/31/2014. 

Following transfer of the State RLF program to CWED, the MEDA RLF Committee discussed and approved on 
August 9, 2011 a recommendation from MACCI and City staff to discontinue the Local RLF program due to 
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obsolescence and duplication with CWED programs that have more funds available, better terms and greater 
flexibility.  On October 11, 2011, the Common Council approved this recommendation to discontinue the Local 
RLF program as well as use of these funds to continue funding the Business Development position and directed 
EDB to prepare a list of specific uses for these funds for future Common Council consideration. 

During the 2015 budget process, EDB recommended a stop to funding program administration efforts for the 
remaining Local RLF program loans and the Common Council approved this recommendation, removing 
funding in the adopted 2015 budget.  With the details listed above and the funding for the administrative efforts 
discontinued for 2015, I’ve prepared the attached Resolution 2015-02 requesting termination of all Local 
Revolving Loan Fund program administration requirements with the exception of outstanding loan payment 
collection.  This would eliminate the need for continued Local RLF program related requirements to collect 
quarterly financial statements & payroll reports, obtain annual Certificates of Insurance, conduct annual on-site 
visits as well as other program specific efforts and focus solely on loan payment collections until paid off for this 
discontinued economic development loan program.   

These program administration tasks were required elements for the State RLF program as part of the grant 
funding that were duplicated in the Local RLF program when established to minimize confusion.  To say it 
another way, the City of Marshfield does not have an outside obligation to perform these program administration 
tasks currently included in the Local RLF Manual and is able to discontinue them at Common Council discretion.  

RECOMMENDATION 

I recommend approval of Resolution 2015-02 as submitted. 

 

 

_____________________________________________ 

Concurrence – Steve Barg, City Administrator 

 

amy
Steve Barg



RESOLUTION NO.  2015-02 

 

 

 

A resolution authorizing the City Finance Director to terminate all City of Marshfield Local 

Revolving Loan Fund Manual administrative requirements except collection of outstanding loans. 

 

 WHEREAS, the Common Council passed motion CC11-240 during its’ October 11, 2011 

meeting to discontinue the Local Revolving Loan Fund (Local RLF) program due to 

obsolescence and duplication with the regional program that has better terms and greater 

flexibility; and 

 

 WHEREAS, the Economic Development Board recommended to discontinue funding the 

Local RLF program administration for 2015 from existing loan repayment interest; and 

 

 WHEREAS, the Common Council Adopted 2015 budget did not fund Local RLF 

program administration costs from existing loan repayment interest; and 

 

 NOW, THEREFORE, BE IT RESOLVED that the City of Marshfield Common Council 

hereby authorizes the City Finance Director to terminate all City of Marshfield Local Revolving 

Loan Fund Manual administrative requirements, except collection of outstanding loans, as of 

January 1, 2015. 

 

 

 

ADOPTED:   _______________   ________________________________ 

       Mayor 

 

APPROVED: _______________   ________________________________ 

       Clerk 
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TO: FINANCE, BUDGET AND PERSONNEL COMMITTEE  

FROM: KEITH R. STREY, FINANCE DIRECTOR 

SUBJECT: IDENTITY THEFT PROGRAM POLICY 4.100 

DATE: 1/2/2015 

 

BACKGROUND 
 
The risk of data loss and other related liability exposures has increased significantly due to the growing 
threat of identity theft.  In response to this growing threat, the Federal Fair and Accurate Credit Transactions 
Act (FACTA) was recently updated.  These updates were significant and have extended further into various 
areas of municipal operations such as economic development loan programs, housing rehabilitation loan 
programs, credit card/credit account use, emergency medical service billing and others areas where 
sensitive business or personal information is utilized.  We reviewed this with the City’s current independent 
audit firm, Schenck SC, as part of the fiscal year 2013 audit and they agreed that a policy regarding this is 
necessary for the City of Marshfield to establish the appropriate program to minimize this risk. 
 
ANALYSIS 
 
The purpose of this program is to establish an Identity Theft Prevention Program applicable to all City 
operations that is designed to detect, prevent and mitigate identity theft in connection with covered accounts 
as defined in the policy.  This program is intended to provide these protections to the reasonable extent 
possible while in compliance with other statutory requirements such as open records access, etc.  
Prevention of identity theft can be reduced only through the combined efforts of every elected official, 
board/commission/committee member, employee and others performing tasks on behalf of the City including 
contractors.  In follow up, Administrator Barg and I obtained copies of sample policies from other 
municipalities and the City’s independent audit firm to review and prepare the attached Policy 4.100 for your 
consideration. 

 
RECOMMENDATION 
 
I recommend approval of the Identity Theft Prevention Program Policy #4.100. 

 

 

_____________________________________________ 

CITY OF MARSHFIELD 
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Concurrence – Steve Barg, City Administrator 
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                      CITY OF MARSHFIELD, WISCONSIN 
                          POLICIES AND PROCEDURES 
  

1. COMMON COUNCIL 4. FINANCIAL 

2. ADMINISTRATIVE 5. PUBLIC WORKS 

3. PERSONNEL 6. PARKS AND RECREATION 

 
 

CHAPTER:  Accounting and Financial Reporting Systems 
 
SUBJECT: Identity Theft Prevention Program 
 
POLICY NUMBER:  4.100  
 
PAGES:  6 
 
EFFECTIVE DATE:  January 1, 2015 
 
REVISION DATE:   
 
PERMANENT DELETION DATE: 
 
DEPARTMENTS OF PRIMARY RESPONSIBILITY: City Administrator & Finance 
 
APPROVED BY:  Finance, Budget and Personnel Committee 
 

Special Notes:  This policy/procedure manual does not in any way constitute an 
employment contract and the City of Marshfield reserves the right to amend this manual 
at any time subject only to approval by the Common Council. 
 
BACKGROUND: 
 
The risk to the City of Marshfield, its elected officials, employees and customers from data loss 
and identity theft is of significant concern to the City and can be reduced only through the 
combined efforts of every elected official, employee and contractor. 
 
PURPOSE: 
 
The purpose of this program is to establish an Identity Theft Prevention Program designed to 
detect, prevent and mitigate identity theft in connection with the opening of a covered account or 
an existing covered account and to provide for continued administration of the Program in 
compliance with Part 681 of Title 16 of the Code of Federal Regulations implementing Sections 
114 and 315 of the Fair and Accurate Credit Transactions Act (FACTA) of 2003.  This program 
is intended to provide these protections to the reasonable extent possible while in compliance 
with other statutory requirements such as open records access, etc. 
 
SCOPE: 
 
This policy and protection program applies to all City of Marshfield elected officials, 
board/commission/committee members, employees, contractors, consultants, temporary 
employees and other employees of the City, including all personnel affiliated with third parties. 
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DEFINITIONS: 
 
Covered account means: 
 

1.   An account that a creditor offers or maintains, primarily for personal, family, or 
household purposes, that involves or is designed to permit multiple payments or 
transactions.  Covered accounts include utility accounts; and 
 

2.   Any other account that the creditor offers or maintains for which there is a reasonably 
foreseeable risk to customers or to the safety and soundness of the creditor from identity 
theft, including financial, operational, compliance, reputation or litigation risks. 

 
Credit means the right granted by a creditor to a debtor to defer payment of debt or to incur 
debts and defer its payment or to purchase property or services and defer payment therefore. 
 
Creditor means any person who regularly extends, renews, or continues credit; any person who 
regularly arranges for the extension, renewal, or continuation of credit; or any assignee of an 
original creditor who participates in the decision to extend, renew, or continue credit. 
 
Identifying information is any name or number that may be used, alone or in conjunction with 
any other information, to identify a specific person, including: name, address, telephone 
number, social security number, date of birth, government issued driver’s license or 
identification number, alien registration number, government passport number, employer or 
taxpayer identification number, unique electronic identification number, computer’s Internet 
Protocol (IP) address or routing code. 
 
Identity theft means fraud committed or attempted using the identifying information of another 
person without authority. 
 
Program Administrator is the Finance Director under direction of the City Administrator. 
 
Red flag means a pattern, practice or specific activity that indicates the possible existence of 
identity theft. 
 
 
THE PROGRAM 
 
The City of Marshfield establishes an Identity Theft Prevention Program to detect, prevent and 
mitigate identity theft. The Program shall include reasonable policies and procedures to: 
 

1. Identify relevant red flags for covered accounts it offers or maintains and incorporate 
those red flags into the Program;  

2. Detect red flags that have been incorporated into the Program;  
3. Respond appropriately to any red flags that are detected to prevent and mitigate 

identity theft; and 
4. Ensure the Program is updated periodically to reflect changes in risks to customers 

and to the safety and soundness of the creditor from identity theft. 
 
The Program shall, as appropriate, incorporate existing policies and procedures that control 
reasonably foreseeable risks. 
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Identification of Relevant Red Flags 
 
In order to identify relevant red flags, the City considers the types of accounts that it offers and 
maintains, the methods it provides to open its accounts, the methods it provides to access its 
accounts and its previous experience with identify theft.  The City identifies the following red 
flags, in each of the listed categories: 
 
A.  Notifications and Warnings from Credit Reporting Agencies 

• Report of fraud accompanying a credit report; 
• Notice or report from a credit agency of a credit freeze on a customer or applicant; 
• Notice or report from a credit agency of an active duty alert for an applicant; and 
• Indication from a credit report of activity that is inconsistent with a customer’s usual 

pattern or activity. 
 
B.  Suspicious Documents 

• Identification document or card that appears to be forged, altered or inauthentic; 
• Identification document or card on which a person’s photograph or physical 

description is not consistent with the person presenting the document; 
• Other document with information that is not consistent with existing customer 

information (such as if a person’s signature on a check appears forged); and 
• Application for service that appears to have been altered or forged. 

 
C.  Suspicious Personal Identifying Information 

• Identifying information presented that is inconsistent with other information the 
customer provides (example: inconsistent birth dates); 

• Identifying information presented that is inconsistent with other sources of 
information (for instance, an address not matching an address on the credit report); 

• Identifying information presented that is the same as information shown on other 
applications that were found to be fraudulent; 

• Identifying information presented that is consistent with fraudulent activity (such as 
an invalid phone number or fictitious billing address); 

• Social security number presented that is the same as one given by another 
customer; 

• An address or phone number presented that is the same as that of another person; 
• A person fails to provide complete personal identifying information on an application 

when reminded to do so (however, by law social security numbers must not be 
required); and 

• A person’s identifying information is not consistent with the information that is on file 
for the customer. 

 
D.  Suspicious Account Activity or Unusual Use of Account 

• Change of address for an account followed by a request to change the account 
holder’s name; 

• Payments stop on an otherwise consistently up-to-date account; 
• Account used in a way that is not consistent with prior use (example: very high 

activity); 
• Mail sent to the account holder is repeatedly returned as undeliverable; 
• Notice to the City that a customer is not receiving mail sent by the City; 
• Notice to the City  that an account has unauthorized activity: 
• Breach in the City’s computer system security; or 
• Unauthorized access to or use of customer account information. 
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E.  Alerts from Others 
• Notice to the City from a customer, identity theft victim, law enforcement or other 

person that it has opened or is maintaining a fraudulent account for a person 
engaged in identity theft. 

 
 
Detection of Red Flags 
 
A. New Accounts 
   
In order to detect any of the red flags identified above associated with the opening of a new 
account, the City’s personnel will take the following steps to obtain and verify the identity of the 
person opening the account: 

• Require certain identifying information such as name, date of birth, residential or 
business address, principal place of business for an entity, driver’s license or other 
identification; 

• Verify the customer’s identity (for instance, review a driver’s license or other 
identification card); 

• Review documentation showing the existence of a business entity; and 
• Independently contact the customer. 

 
B. Existing Accounts 
 
In order to detect any of the red flags identified above for an existing account, the City’s 
personnel will take the following steps to monitor transactions with an account: 

• Verify the identification of customers if they request information, whether in person, 
via telephone, via facsimile or via e-mail; 

• Verify the validity of requests to change billing addresses; and 
• Verify changes in banking information given for billing and payment purposes. 

 
 
Response to suspected identity theft  
 
In the event City’s personnel detect any identified red flags, such personnel shall take one or 
more of the following steps, depending on the degree of risk posed by the red flag: 

• Continue to monitor an account for evidence of identify theft; 
• Contact the customer; 
• Change any passwords or other security devices that permit access to accounts; 
• Not open a new account; 
• Close an existing account; 
• Reopen an account with a new number; 
• Notify the Program Administrator for determination of the appropriate step(s) to 

take; 
• Notify law enforcement; or 
• Determine that no response is warranted under the particular circumstances. 
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In order to further prevent the likelihood of identity theft occurring with respect to utility accounts, 
the City will take the following steps with respect to its internal operating procedures to protect 
customer identifying information: 

• Ensure that its website is secure or provide clear notice that the website is not 
secure; 

• Ensure complete and secure destruction of paper documents and computer files 
containing customer information; 

• Ensure that the office computers are password protected and that computer 
screens lock after a set period of time; 

• Keep offices clear of papers containing customer information; 
• Ensure computer virus protection is up to date; and 
• Require and keep only the kinds of customer information that are necessary for 

utility purposes. 
 
 
Updating the Program 
 
The Program shall be updated periodically to reflect changes in risks to customers or to the 
safety and soundness of the City from identity theft based on factors such as: 

• The experiences of the City with identity theft; 
• Changes in methods of identity theft; 
• Changes in methods to detect, prevent and mitigate identity theft; 
• Changes in the types of accounts that the City offers or maintains; 
• Changes in the business arrangements of the City, including mergers, acquisitions, 

alliances, joint ventures and service provider arrangements. 
 
 
Administration of Program 
 

• The Finance Director shall be responsible for the development, implementation, oversight 
and continued administration of the Program as directed by the City Administrator. 

• The Program shall train staff, as necessary, to effectively implement the Program; and 
• The Program shall exercise appropriate and effective oversight of service provider 

arrangements. 
 
 
Oversight of the Program 
 
1.   Oversight of the Program shall include: 
 

a. Assignment of specific responsibility for implementation of the Program to the City 
Administrator; 

b. Review of reports prepared by staff regarding compliance; and 
c. Approval of material changes to the Program as necessary to address changing risks of 

identity theft. 
 
2.   Reports shall be prepared as follows: 
 

a. Staff responsible for development, implementation and administration of the Program 
shall report to the City Administrator at least annually on compliance by the City with the 
Program. 
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b. The report shall address material matters related to the Program and evaluate issues 
such as: 
• The effectiveness of the policies and procedures in addressing the risk of identity 

theft in connection with the opening of covered accounts and with respect to existing 
covered accounts; 

• Service provider agreements; 
• Significant incidents involving identity theft and management’s response; and 
• Recommendations for material changes to the Program. 

 
 
Oversight of Service Provider Arrangements 
 
In the event the City engages a service provider to perform an activity in connection with one or 
more accounts, it will take the following steps to ensure the service provider performs its activity 
in accordance with reasonable policies and procedures designed to detect, prevent, and 
mitigate the risk of identity theft: 

• Require, by contract, that service providers have such policies and procedures in 
place; and  

• Require, by contract, that service providers review the City’s Program and report 
any red flags to the Program Administrator. 

 
 
Duties Regarding Address Discrepancies 
 
The City shall develop policies and procedures designed to enable the City to form a reasonable 
belief that a credit report relates to the consumer for whom it was requested if the City receives 
a notice of address discrepancy from a nationwide consumer reporting agency indicating the 
address given by the consumer differs from the address contained in the credit report. 
 
The City may reasonably confirm that an address is accurate by any of the following means: 
 

1. Verification of the address with the consumer; 
2. Review of the utility’s records; 
3. Verification of the address through third-party sources; or 
4. Other reasonable means. 

 
If an accurate address is confirmed, the City shall furnish the consumer’s address to the 
nationwide consumer reporting agency from which it received the notice of address discrepancy 
if: 
 

1. The City establishes a continuing relationship with the consumer; and 
2. The City, regularly and in the ordinary course of business, furnishes information to 

the consumer reporting agency.  
 



SUGGESTED RECRUITMENT AND HIRING GUIDELINES 
(November 18, 2014) 

 
 

For City Administrator 

• External/internal recruitment, going well beyond the State of Wisconsin 

• Professional consultant used to solicit and narrow the field of candidates 

• Search team – Mayor, 2 Council members, HR manager, and others (a) 

• Search team – interviews finalists (Council members invited to attend) 

• Recommendation by search team, subject to approval by full Council 

   

For department heads 

• External/internal recruitment, across the State of Wisconsin, more in some cases  

• Search team – Mayor and/or CC (1-2), city administrator, HR manager, others (a) 

• Search team – reviews applications/interviews finalists (Mayor & Council invited) 

• Recommendation by search team, subject to approval by full Council 

 

For division heads, assistant directors, supervisors  

• External/internal recruitment, across the State of Wisconsin, more in some cases  

• Search team – city administrator, HR manager, department head, and others (a) 

• Search team – reviews applications, interviews finalists, makes final hiring decision 

 

For all other general staffing vacancies  

• External/internal recruitment (per city administrator, HR Manager, dept./div. head) 

• Search team – reviews applications, interviews finalists, makes final hiring decision 

 
 
 

ADDITIONAL NOTES:   

(a) “Others” might include city staff, outside agency representatives, and community leaders 

(b) While external recruiting will occur, we’ll seek to develop employees for future promotion 

(c) To the extent that filling vacant positions requires FBP approval, this practice will continue 

(d) Excludes hiring in police, fire, or library governed by the F&P Commission & Library Board    

  



Presentation of staffing report and recommendations (March 11, 2014) 
 

1. Introduction 

• On January 28
th
, Springsted presented its staffing study to the CC  

• Recommendations in 3 categories: staffing, restructuring, process     
      

2. Staffing 

• Add 2 positions (Zoning Administrator, Accountant/Financial Analyst) 

• Add temporary staff to help complete payroll and A/P decentralization  

• Consider 3
rd
 position (Support Technician), dependent upon workload        

• Consider Administrative Services Coordinator, if department is created  

• Recommended actions 

� Add Zoning Administrator & Accountant/Financial Analyst 

� Study the need for Support Technician (for 2015 or beyond)  
 

3. Restructuring 

• Planning & Economic Development 

� Change name to Community Development Department 

� Move GIS Coordinator to Public Works & Engineering   

• Public Works & Engineering 

� Move Inspection Services to Planning & Economic Development  

• Administration 

� Reassign oversight of Airport to Public Works Department 

� Reassign oversight of Cemetery to Parks/Recreation Department 

• General (multiple departments) 

� Create Administrative Services Department to oversee multiple  

departments serving internal customers (Finance, HR, IT, etc.)  

• Recommended actions 

� Create team to study and report to the Council by June 24
th
  

       

4. Process 

• Establish ongoing strategic planning process (Council/staff) 

• Coordinate code enforcement in Community Development 

• Review and address the spatial workflow and relationships 

• Create centralized facility management within Public Works 

• Foster professional development and succession planning 

• Adopt and implement performance measurement system 

• Explore opportunities to partner with other organizations 

• Make greater use of technology to provide City services 

• Periodically assess opportunities for outsourcing services 

• Review and improve the City’s special assessment process 

• Recommended actions 

� Soon after spring election, begin strategic planning process 

� Designate Zoning Administrator to coordinate CE activities 

� Begin work to relocate the Finance Department to one floor 

� Create team to study and report to Council by end of 2014 
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