
CITY OF ONALASKA MEETING NOTICE 
 

COMMITTEE/BOARD: Administrative & Judiciary Committee 
 
DATE OF MEETING: November 7, 2018 (Wednesday) 
 
PLACE OF MEETING: City Hall – 415 Main Street (Room 112) 
 
TIME OF MEETING: 6:00 P.M.  
 

PURPOSE OF MEETING 
 

1. Call to Order and roll call. 
 

2. Approval of minutes from the previous meeting(s). 
 

3. Public Input: (limited to 3 minutes/individual) 
 

Consideration and possible action on the following items: 

 

Administrative 
 

 

4. Approval of Operator’s Licenses as listed on report dated November 7, 2018 
 

5. Approval of Special Events Permits for: 
a. La Crosse Area Family YMCA Winter Walk Run Series on 12/15/18, 1/12/19 and 2/9/19 

starting at 400 Mason Street, Onalaska. 
b. Sunrise Service at Dash Park 200 Main Street, Onalaska on Sunday, April 21, 2019 starting at 

6am 
 

6. Approval of Second Hand Dealer License for 2019 licensing year:  
a. Gasoline Alley Toys LLC, 110 3rd Avenue South, Onalaska 
b. ecoATM, LLC, 3107 Market Place, Onalaska 
c. Pawn America, 1235 Crossing Meadows Drive, Onalaska 
d. The Great Treasures, 647 Sand Lake Road, Onalaska 

 
 

PLEASE TAKE FURTHER NOTICE that members of the Common Council of the City of Onalaska who do not serve on the 
Committee may attend this meeting to gather information about a subject over which they have decision making responsibility. 
 

Therefore, further notice is hereby given that the above meeting may constitute a meeting of the Common Council and is hereby 
noticed as such, even though it is not contemplated that the Common Council will take any formal action at this meeting. 

 

NOTICES MAILED TO:         
   Mayor Joe Chilsen  Travis Pernsteiner 

       Ald. Jerry Every   Rev. Scott Skogen 
    Ald. Jim Olson   

  * Ald. Jim Binash -  Chair Admin & Vice Chair Jud    
* Ald. Diane Wulf -    
   Ald. Kim Smith   
* Ald.   Ron Gjertsen - Chair Jud & Vice Chair Admin     
City Attorney        Dept Heads      City Administrator    
La Crosse Tribune       Coulee Courier    Omni Center 
WXOW  WKTY  WLXR   WKBT  WLAX   FOX  Onalaska Public Library 

*Committee Members   
 

Date Notices Mailed and Posted:   10/30/18 
 

In compliance with the Americans with Disabilities Act of 1990, the City of Onalaska will provide reasonable 
accommodations to qualified individuals with a disability to ensure equal access to public meetings provided 
notification is given to the City Clerk within seventy-two (72) hours prior to the public meeting and that the 
requested accommodation does not create an undue hardship for the City. 

 



 
 

7. Approval of Wisconsin Municipal and Related Records Retention Schedule 
 

8. Miscellaneous licensing reporting 
 

Judiciary 
 

9. Ordinance 1621-2018  to amend Chapter 4 of Title 7 of the Code of Ordinances of the City of 
Onalaska relating to Direct Sellers (Third and Final Reading) 
 

 
Adjournment 
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CITY OF ONALASKA 
415 Main Street• Onalaska, WI 54650-2953 • (608) 78 I-9530fax (608) 781-9534 • 
www.cityofonalaska.com 

SPECIAL EVENT PERMIT APPLICATION 
GENERAL EVENT INFORMATION 

Official Name of Special Event: La Crosse Area Family YMCA Winter Walk Run Series 

Start Date: 12/15/18-1/12//19-2/9-19 End Date: ______ _ 

MON TUES WED THURS FRI SAT SUN 

Setup 6:30am 
Start 8:00am 

End 9:30am 
Cleanup 10:30a 

Location of Event: o Park/Public Property _________________ _ 

I Public Street/Sidewalk/Alley/Right of Way 

o Private Property 400 Mason St, --------------------
0 Other 

Please List Streets (and include map) That May be Closed or Otherwise Affected by the Event: 

Location of Event Parking: Houser Family YMCA, 400 Mason ST, Onalaska WI, 54650 

Estimated Attendance Per Day: 
l!iB 0-299 D 300-499 D 500-999 D 1,000-4999 D 5,000+ 

Estimated Attendance Entire Event: 
0 0-299 0 300-499 ~ 500-999 0 1,000-4999 0 5,000+ 

Number of Booths: 
D 0-24 0 25-49 D 50-74 D 75-100 D 100+ 

Advertising Will Consist of: 
~ Pre-event advertising through yard or other signs 
\DJ Temporary directional I other signage during the event (no more than 24 hrs in advance) 
o Promotional Brochure I Flyer - copy must be provided with application 
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Type of Event: 
o Festival I Music Concert 
o Rally I Memorial 
o Parade 
~ Run I Walk Greater than 5K 
o Public Assembly 
(For political purposes) 

o Religious I Educational 
o Street I Block Party 
o Fun Run I Walk A Thon 
o March Utilizing Public Property 
o Sport (fishing, soccer, etc.) 

o Other~~~~~~~~~~~~~~~~~~~~~~~ 

Event Will Have: 
o Bounce House 
o RockWall 
o Amplified Sound 
o Vehicles 
o Animals 
o Other high-risk activity 

Permit & Other Requirements: 

o Alcohol will be served, sold, raffled, etc. 

o Food & Non Alcoholic Beverages 

o Non-Food related sales and/or display booths 

o Tent and/or canopy 

o Large Generator(s) requiring a separate Electric 
panel box to be wired off of it 

o Fires or candles 

o Fireworks 

o Activities in park outside normal operating hours 

!!.I Barricades I Detours (city streets, roads, etc.) 

o State Hwy Closures 

o Cooking Equipment 

o Solid Waste & Recycling 
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o Bungee Jump 
o DunkTank 
o Marching Units 
o Water Slides 

Class B Permit 

Health Permit 

Fire Dept. 
Planning I Inspection 
Diggers Hotline must be contacted 
minimum of 3 days before digging 

Inspections permit 

Fire Dept. 

Fire Dept. 

Waiver required by City Council 

Approval by Police & Public Works 

DOT permit required - organizer contracts 
with private company to install 

Fire Dept. 

Disposal Containers & Haul Away 



Arrangements Have Been Made For: 
g Restrooms & Hand Washing 
!!!! Event Insurance 
~ Fire Extinguishers 
l2l Drinking Water 
II Weather Contingencies 

In the Event of Severe Weather: 
Open and Available Shelter Locations Will Include: 

R.W Houser Family YMCA 

o Tent Heating 
Ill Public Safety I EMS Services 
li!I Advertising Banners/ I Signs 
o Grey Water & Grease Removal 
o LP Gas 

Identify Who Will Cancel the Event if Necessary: (name, title, phone number, and e-mail) 
Travis Pernsteiner, Marketing Director, 608-519-5483, tpernsteiner@laxymca.org 

Public Safety Site Plan: 

Attach a schematic drawing of the event site location. The drawing must be legible and drawn 
to scale. The public safety plan must include the following items if they will be provided, or if 
they are required. 

• Booths, stages and event structures • Security Staff 
• First Aid Station(s) .. 
• Information I Ticket Booths • Emergency Contact Event Personnel 

• Fences • Assembly Area & Approximate 
• Tents Occupant Amounts 

• Boundaries of the Event • Event Parking 
• Exits & Gates (gates must be 

numbered) 
• Barricades 

• Fire Extinguishers • Generators 
• Severe Weather Shelters • Temporary Roadways 

• Fire I EMS access Road • Signed detour route per MUTCD 

Provide any additional information the City should consider or may be relevant to a review of 
this application. 
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Organization(s) Sponsoring Event: 

Name: La Crosse Area Family YMCA 

Address: 400 Mason St, 

City: State ----------
Onalaska _W_l_Zip 54650 

~ Check this box if this organization is tax exempt and provide proof with this 
application and include a copy of your organization's WI Sales and Use Tax 
Exempt Certificate. 

~ Check this box to send invoices to this organization. 

Name: 

Address: 

City: __________ State ___ Zip 

o Check this box if this organization is tax exempt and provide proof with this 
application and include a copy of your organization's WI Sales and Use Tax 
Exempt Certificate. 

o Check this box to send invoices to this organization. 

CONTACT INFORMATION 
**Primary and/or Secondary Contacts Must Be Onsite at All Times of the Event** 

Primary Contact: Travis Pernsteiner 

Daytime Phone: 608-782-9622 Cell#: 

Email: Tpernsteiner@laxymca.org 

Address 400 Mason St 

City: Onalaska State WI Zip 54650 

Secondary Contact: Lee Walraven 

Daytime Phone: 608-782-9622 Cell#: 

Email: lwalrave@laxymca.org 

Address 400 Mason St 

City: Onalaska State WI Zip 54650 
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EMERGENCY CONTACT INFORMATION 
The public will be notified of a safety and/or security issue(s) in the following manner: 

Ill!! Contacting Local Police and Fire Services 
o Local Radio Station 

o Other 

~ Onsite PA System 
Ill!! Word of Mouth 

If a Private Security Firm has Been Contracted, List Their Information Below: 

Security Provider: 

Contact Person: ____________ Phone Number: 

Location of Provider at Event Site: 

Location of Missing Persons Station: 

EVENTS PERMIT FEE SCHEDULE 

Permit fees shall be based upon the anticipated number of participants expected to attend the listed event, 
as determined by the City Clerk, and based upon the following fees. Permit fee is due when the 
application is submitted. Permit fee is nonrefundable if event is cancelled. If event is rescheduled for a 
date within 6-months, the permit fee would apply to the rescheduled, date; ifthe event is rescheduled for a 
date later than 6-months of the original event date the permit fee is nonrefundable. 

PERMITTYPE 

PARADES 

SPECIAL EVENT 

PERMIT FEE 

$0 

0 - 299 Participants ~ $0 
300 - 499 Participants* = $250.00 
500 - 999 Participants*= $350.00 
Over 1,000 Participants*= $500.00 
Events two (2) or more days:= $100.00** 

*Attendance shall be based on the highest attendance over the last two years of the event. New events 
with no prior participation shall automatically fall under subsection ( c) 300 to 499 people unless event 
organizers anticipate 1,000 or more people in attendance. 

**Multi day events (e) shall be in addition to the fee based on the number of attendees. 
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If the Event Takes Place on City Property (Parks, City Streets, or Other City Owned Facilties) in 
Whole or In Part: 

l!I! I have reviewed the proposed location for the event and determined suitability for our 
proposed use. 

l!I! There are no requested changes, upgrades or safety concerns identified 
OR 

o I am requesting the following changes or upgrades: 

l!I! I understand and acknowledge that it is the event organizer's responsibility to inspect the 
area the event is to take place and notify the City's Inspection Department (608. 781.9541) 
of any safety concerns. 

~ I have reviewed and have considered the Contingency Plan information provided by the City 
of Onalaska along with this application. 

l!I! I have reviewed and understand the City's Insurance Requirements for Special Events as 
described in this document. 

l!I! I have enclosed the event's Public Safety Site Plan. 

l!I! I have enclosed other information that we believe is necessary or helpful to describe the 
planned event. 

SIGNATURE 

I am allowed to sign this application on behalf of the event sponsor. The information contained 
in this application for a Special Event permit is true, correct, and complete to the best of my 
knowledge. If there are any changes to the Special Event, I agree that I will promptly notify the 
City of Onalaska of these changes and request approval of them . 

...... ,,.- --·---- .. 

{,~~ 
(Date) 

~-.:o{_·_~_v_,~~~/,~~/-~_v_·~~-l-,!-~~~--=~{f~~~n~r-.w:~:~r~..:....__:.rf~v/_.~!.~~~t~v;,~-J~rt~Cf v~~ 
· (Print itle with r~anization) 

Return Completed Applications To: lu. ""', -/ 
Cari Burmaster, City Clerk 

(Print Name) 

415 Main Street, Onalaska, WI 54650 
(W) 608.781.9530 (F) 608.781.9534 cburmaster@cityofonalaska.com 
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CITY OF ONALASKA 
INDEMNIFICATION, HOLD HARMLESS and REIMBURSEMENT AGREEMENT 

(to be returned to City Clerk with Application Packet) 

special Event Name: La Crosse Area Family YMCA Winter Walk Run Series 

Special Event Location: 400 Mason St, Onalaska WI, 54650 

Event Orn:anizerls\: 
Bill Soper CEO, Travis Pernsteiner, Lee Walraven. 

The Event Organizer(s) (individually and collectively referred to as "Organizer") agree that said Organizer, not the City of 
Onalaska ("City"), shall be solely responsible for all incidents related to the Special Event, as named above. This 
responsibility of the Organizer to the City includes but is not limited to actions of the Organizer, its officers, employees, 
agents, and volunteers, along with event vendors, contractors, subcontractors, participants and visitors. 

In consideration for the City's approval of the Special Event, except to the extent such claims arise from the negligence or 
misconduct of the City, the Organizer of the Special Event agrees to indemnify and hold harmless the City of Onalaska and 
its officers, council members, agents, employees and authorized volunteers, from, for, and against and agrees to defend 
the same from and against, any and all suits, claims, grievances, damages, costs, expenses, judgments and/or liabilities, 
including costs of defense and reasonable attorney fees, and further agrees to pay any settlement entered into or on 
behalf of, judgment entered against, the foregoing individuals and/or entities. The Organizer shall reimburse the City for 
costs incurred due to extraordinary damage to City property during the Special Event held by Organizer. Extraordinary 
damage shall be defined as damage to a City park or other City property in excess of normal wear and tear and which 
required repair in excess of routine maintenance. Request for Reimbursement for Extraordinary Damage shall be provided 
to the Organizer in the form of a detailed written accounting of the [xtraordinary Damages and their repair cost as 

evidenced by written receipts or estimates. The accounting shall be submitted via first class mail, return receipt requested 
to the address Organizer provides on the Special Events Application. The Organizer shall remit payment no later than thirty 
(30) days from receipt of the accounting. 

The Organizer shall abide by the City's insurance requirements for the event, including the addition of the City of Onalaska, 
and its officers, council members, agents, employees, and authorized volunteers as additional insured's for the event. 

One or more waivers by either party of any provisions, terms or conditions of this Agreement shall not be construed by 
either party as a waiver of a subsequent breach of the same by the other party. 

In the event any provisions of this Agreement shall be held to be invalid and unenforceable, the remaining provisions shall 

be valid and binding on the parties. 

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

This Agreement constitutes the entire Indemnification, Hold Harmless and Reimbursement Agreement between the parties 
and any change, amendment or modification must be made in writing and executed by both parties. 
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The individual(s) signing this Agreement has the authority to enter into this Agreement on behalf of the Organizer of the 
Special Event and have read and understand the Agreement. 

EVENT ORGANIZER CITY OF ONALASKA 

10/ql \~ 
(d e) (date) 

City Clerk 

ran 
(print name) 

(title) D rttjar . Mayor 

(signature) 

(print name) (title) 
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SPECIAL EVENT CONTINGENCY PLAN 
For Review Only 

Event sponsors should review and consider the following issues when they are planning or preparing for an event. Many 
of these issues are required by one or more regulations, or are components of larger regulations. Considering other 
issues which may not be required should contribute to the planning and operation of the event. Developing responses to 
these questions should result in more productive and fruitful discussions with the various departments with the City 
during their review of the Special Events Application. 

Weather related issues: rain, snow, severe storms, tornadoes, etc. 
If the weather forecast includes bad weather, will the event be cancelled? If so, how will attendees be notified? 

Develop a plan for the sudden onset of severe weather. Where will the people go and who is 
designated to assist in their safe arrival at the safe refuge place? 
Is there an area of safe refuge in case of tornado? 

Medical issues 
Where will ambulance access to the event be in case one is needed? Who will 
conduct crowd control in the event of a medical emergency? 
Will a first aid station, with trained first aid provider, be provided at the event? Where? 
If applicable, is there adequate shade to prevent heat stroke? Will water be provided? Where? 

Crowd Control 

Security 

Who will monitor the barricades? 
Who will work the entry gates? Maintain egress and access? 
Who will patrol the area to prevent incidents from getting out of control? 
Develop a plan for those patrolling the crowd of what to do if they encounter unruly behavior. Have 
communication equipment. 

Will there be Police Officers providing security? If so, contact the Police Department for applicable 
requirements or guidelines relating to the number necessary. 
If volunteers or private agencies provide security, will they have appropriate phone numbers for EMS, Fire, and 
Police? 
If applicable, what will security officials do if non-paying attendees breach the gate/perimeter? If a 
complaint is received, for example, for loud music, how and who will handle the complaint? Provide 
communications equipment. Portable radios, cell phones, and access to land lines. 
If applicable, secure monies in an area not accessible to the attendees. 

Logistics 
Where will there be, or will there be, a staging area for support staff? What 
time will the crowd be disbursed and by whom? 
Who will conduct clean up? 
Remember to maintain fire lanes and access roads. 
Appoint one person to oversee and take responsibility for the event. Who? Will an 
adequate amount of restroom facilities be provided? Where? 
Is there adequate safe parking provided? Where? 
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e-s1. 1s!;it 

CITY OF ONALASKA 
Special Event Insurance Requirements. 

(a) The applicant shall provide primary coverage insurance for the event. Any insurance or self-insurance 
maintained by the City of Onalaska, its officers, council members, agents, employees or authorized 

volunteers will not contribute to a loss. The applicant shall, no later than five (5) days prior to the start of 
the event, provide proof of insurance as follows: 

1. General Liability Coverage. Coverage shall be occurrence coverage. Claims-made coverage is 
prohibited. 

a. Commercial General Liability. 

(i) $1,000,000 general aggregate - per event; 

(ii) $1,000,000 products - completed operations aggregate; 

(iii) $1,000,000 personal injury and advertising injury; 

(iv) $1,000,000 each occurrence limit. 

b. Insurance must include: 

(i) Premises and operations liability; 

(ii) Contractual liability, including coverage for the joint negligence of the City of Onalaska, its officers, 

council members, agents, employees, authorized volunteers and the named insured; 

(iii) Personal injury; 

(iv) Explosion, collapse and underground coverage; 

(v) Products and completed operations; 

(vi) The general aggregate must apply separately to the event and location. 

2. Business Automobile Coverage. Such coverage is required if motor vehicles are used in relation to and before, 

during or after the event. This requirement does not apply to cover personal vehicles used by attendees or 

event personnel to arrive or depart from the event. Coverage limits shall be no less than $250,000 each 

person, $500,000 each accident for bodily injury, $100,000 for property damage or $500,000 combined single 

limit for bodily injury and property damage each accident. 
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3. Worker's Compensation and Employers Liability. Proof of such coverage shall be required consistent with Wis. 

Stats. Chap. 102 or any applicable Worker's Compensation Statutes of a different state. Coverage limits shall 

be no less than $100,000 each accident, $500,000 disease policy limit and $100,000 disease per employee. 

4. Liquor Liability. If the event holder sells alcoholic beverages, liquor liability insurance with coverage limits of 

no less than $500,000 each occurrence and $500,000 aggregate. 

5. Fireworks Liability. If the event includes a firework display, then the event holder shall carry an additional 

$1,000,000 in coverage. 

(b) All insurance shall be in full force prior to commencing the event and remain in force throughout the entire event, 

including the cleanup period after the event. 

(c) The City of Onalaska, and its officers, council members, agents, employees, and authorized volunteers shall. be 

additional insureds on general liability, business automobile and liquor liability policies. The additional insured 

policy endorsement must accompany the certificate of insurance. 

(d) All policies shall require 30 day written notice to the City of Onalaska of cancellation, non-renewal or material 

change in the insurance coverage. 

(e) Insurance must be provided by an insurances carrier with the "Best" rating of "A-VII" or better. All carriers shall be 

admitted carriers in the State of Wisconsin. 

(f) All insurance must be primary and non-contributory to any insurance or self-insurance carried by the City of 

Onalaska. 

FOR OFFICE USE ONLY 

City Clerk D APPROVED D DENIED Reason: af1M C,():C Date: /D-L.f-f 7 
Fire Dept D APPROVED D DENIED Reason: Date: ___ _ 

Police Dept D APPROVED D DENIED Reason: Date: ___ _ 

Public Works D APPROVED D DENIED Reason: Date: ___ _ 

Planning D APPROVED D DENIED Reason: Date: ___ _ 

Parks & Rec D APPROVED D DENIED Reason: Date: ___ _ 

Site Diagram Sketch Attached: D YES D NO 
Date: ___ _ 

GIS Dept. Map Prepared: __ / __ / __ 

Insurance Required: ~ YES D NO Certificate oflnsurance on File: D YES D NO COI Expires: __ / __ / __ 

Special Class B License Required: D YES .12} NO 

Approved By A&J: ___ / __ / __ _ 

License No: ___ _ 

Form #407 (revised 10/11/16 

Date of Special Class B Application: __ / __ / __ 

Date License Issued: __ / _____ _ 

1<Y4 ~ . 
~o.\\€a \f"a.v •':> 
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10/2/2018 La Crosse YMCA :: Winter Walk Run Series 

Winter Walk Run Series 
15th annual 

Presented by Subway 

STAY ACTIVE THIS WINTER 

The Winter Walk Run Series is made up of three events: Jingle Bell, New Year's Resolution, and Valentine's Heart Throb. Each 
race is the same course to allow participants to work on improving their times over the course of the three months. 

100% of event proceeds directly support the Y's Annual Campaign, which benefits the community by providing opportunities 
for youth and adults to achieve so much more. 

All series registrants will be entered for the chance to win one of two $50 gift cards from River Trail Cycles! 

When: Dec 15th, Jan 12th, Feb 9th 
5 Mile: 8:00am & SK: 8:15am 

Where: R.W. Houser Family YMCA 
(400 Mason St, Onalaska, WI 54650) 

Jingle Bell Walk Run & Breakfast 
Presented by: UMR Sat, 12/15/18 

Rudolph's Dash: 
Presented by Klauke Financial Sat, 12/15/18 

Pancake Breakfast 8:00- 10:30 am 

New Year's Resolution: 
Presented by Sat, 1/12/19 

Valentine's Heart Throb: Presented by River Trail Cycles Sat, 2/9/19 

SERIES PRESENTED BY 

EVENT SPONSORS 

~e4z~ 
CYCLES 

LAUKE 
lnvestm.ents & 
Insu.rao.ce Services 

GOLD SPONSORS 

SILVER SPONSORS 

htlps://www.laxymca.org/events/winter-walk-run-series/ 1/2 
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La Crosse YMCA:: Winter Walk Run Series 

BRONZE SPONSORS 
ONALASKA POLICE DEPARTMENT 

DAHL AUTOMOTIVE 
MOKA 

KWIK TRIP 
GRAND BLUFF RUNNING 

I CEIHGl<i HERE mm 
VOlUNT&& 
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lACROSS-07 JGALLUP 

ACORD" CERTIFICATE OF LIABILITY INSURANCE I 
DATE (MM/DDNYYY) .......__....... 

10/04/2018 

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS 
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES 
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED 
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER. 

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed. 
If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement. A statement on 
this certificate does not confer rights to the certificate holder in lieu of such endorsement(s). 

PRODUCER Sl?!i~~cT Jodi Gallup 
Robertson Ryan - La Crosse rit:g~o, Ext): (608) 881-8496 17 46 Irie~. No):(608) 784-4774 PO Box 547 
La Crosse, WI 54602 ~*"D~~""' jgallup~robertsonryan.com 

INSURERISI AFFORDING COVERAGE NAIC# 
INSURER A: WEST BEND MUTUAL INSURANCE COMPANY 15350 

INSURED INSURER B : UNITED HEARTLAND 

La Crosse Family YMCA INSURERC: 
400 Mason Street INSURERD: 
Onalaska, WI 54650 

INSURERE: 
INSURER F: 

COVERAGES CERTIFICATE NUMBER· REVISION NUMBER· 
THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD 
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS 
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS, 
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS. 

If'.'¥~ TYPE OF INSURANCE ~.?.m- ~~~ POLICY NUMBER POLICY EFF POLICY EXP LIMITS 
A x COMMERCIAL GENERAL LIABILITY EACH OCCURRENCE $ 1,000,000 

- D CLAIMS-MADE []] OCCUR Qt:\~MG.~J9.,~~~J~E~ce\ 200,000 x A046385 07/01/2018 07/01/2019 $ 

x Sexual Misconduct 
- MED EXP <Anv one oersonl $ 10,000 

PERSONAL & ADV INJURY $ 1,000,000 
-

2,000,000 R'L AGGREGATE LIMIT APPLIES PER: GENERAL AGGREGATE $ 

POLICY D ~~8-r D LOC PRODUCTS -COMP/OP AGG $ 2,000,000 

OTHER: $ 

A AUTOMOBILE LIABILITY COMBINED SINGLE LIMIT 1,000,000 ic:.,. .,.,.,.;denn $ 
f--

x ANY AUTO lA046385 07/01/2018 07/01/2019 BODILY INJURY <Per oerson\ $ 
f-- OWNED ~SCHEDULED - AUTOS ONLY - AUTOS BODILY INJURY <Per accident\ $ 

- ~LRTZ?s ONL y - ~8~oC§~1.9 F~OPEJ:<TV,t?AMAGE er accident $ 

$ 

A x UMBRELLA LIAB MOCCUR EACH OCCURRENCE $ 5,000,000 
f--

li\046385 07/01/2018 07/01/2019 5,000,000 EXCESSLIAB CLAIMS-MADE AGGREGATE $ 
OED I I RETENTION$ $ 

B WORKERS COMPENSATION X I ~ff nJTE I I 8~H-AND EMPLOYERS' LIABILITY Y/N 0400167611 07/01/2018 07/01/2019 100,000 ANY PROPRIETOR/PARTNER/EXECUTIVE D E.l. EACH ACCIDENT $ 
~:~~ili,1X.~~~m EXCLUDED? NIA 

100,000 F I DISl=AS:J= J;A bMPLOVf;i; $ 
If yes, aescr11Je uneler 
DESCRIPTION OF OPERATIONS below E.l. DISEASE - POLICY LIMIT $ 500,000 

DESCRIPTION OF OPERATIONS I LOCATIONS I VEHICLES (ACORD 101, Additional Remarks Schedule, may be attached If more space Is required) 
Winter Walk Run Series. City of Onalaska is additionally insured on the general liability policy with respect to the insured's sponsored events. 

CERTIFICATE HOLDER CANCELLATION 

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE 

City of Onalaska 
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN 
ACCORDANCE WITH THE POLICY PROVISIONS. 

415 Main Street 
Onalaska, WI 54650 

AUTHORIZED REPRESENTATIVE 

I ~-G&tL~ 
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CITY OF ONALASKA 
415 Main Street• Onalaska, WI 54650-2953 • (608) 781-9530/ax (608) 781-9534 • 
www.cityofonalaska.com 

SPECIAL EVENT PERMIT APPLICATION 
GENERAL EVENT INFORMATION 

Official Name of Special Event: _s_u_n_ri_se_S_e_rv_i_ce _______________ _ 

Start Date: 4/21/2019 End Date: 4/21/2019 

MON TUES WED THURS FRI SAT SUN 

Setup 6a.m. 

Start 6:30 a.m 

End !7:15 a.m. 

Cleanup 

location of Event: 11 Park/Public Property _D_a_s_h_-_P_a_rk ____________ _ 

o Public Street/Sidewalk/Alley/Right of Way 

o Private Property 
---------~~~-~------~ 

o Other 

Please list Streets (and include map) That May be Closed or Otherwise Affected by the Event: 

Location of Event Parking: 

Estimated Attendance Per Day: 
~ 0-299 0 300-499 0 500-999 0 1,000-4999 D 5,000+ 

Estimated Attendance Entire Event: 
D 0-299 D 300-499 D 500-999 D 1 ,000-4999 D 5,000+ 

Number of Booths: 
D 0-24 D 25-49 0 50-74 D 75-100 0 100+ 

Advertising Will Consist of: 
o Pre-event advertising through yard or other signs 
o Temporary directional I other signage during the event (no more than 24 hrs in advance) 
o Promotional Brochure I Flyer - copy must be provided with application 
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Type of Event: 
o Festival I Music Concert 
o Rally I Memorial 
o Parade 
o Run I Walk Greater than SK 
o Public Assembly 
(For political purposes) 

II Religious I Educational 
o Street I Block Party 
o Fun Run /Walk A Thon 
o March Utilizing Public Property 
o Sport (fishing, soccer, etc.) 

o Other~~~~~~~~~~.;._~~~~~~~~~~~ 

Event Will Have: 
o Bounce House 
o RockWall 
o Amplified Sound 
o Vehicles 
o Animals 
o Other high-risk activity 

Permit & Other Requirements: 

o Alcohol will be served, sold, raffled, etc. 

o Food & Non Alcoholic Beverages 

o Non-Food related sales and/or display booths 

o Tent and/or canopy 

o Large Generator(s) requiring a separate Electric 
panel box to be wired off of it 

o Fires or candles 

o Fireworks 

o Activities in park outside normal operating hours 

o Barricades I Detours (city streets, roads, etc.) 

o State Hwy Closures 

o Cooking Equipment 

o Solid Waste & Recycling 

Form #407 (revised 10/11/16) 

o Bungee Jump 
o Dunk Tank 
o Marching Units 
o Water Slides 

Class B Permit 

Health Permit 

Fire Dept. 
Planning / Inspection 
Diggers Hotline must be contacted 
minimum of 3 days before digging 

Inspections permit 

Fire Dept. 

Fire Dept. 

Waiver required by City Council 

Approval by Police & Public Works 

DOT permit required - organizer contracts 
with private company to install 

Fire Dept. 

Disposal Containers & Haul Away 



Arrangements Have Been Made For: 
o Restrooms & Hand Washing o Tent Heating 
o Event Insurance o Public Safety I EMS Services 
o Fire Extinguishers o Advertising Banners/ I Signs 
o Drinking Water o Grey Water & Grease Removal 
o Weather Contingencies o LP Gas 

In the Event of Severe Weather: 
Open and Available Shelter Locations Will Include: 

Identify Who Will Cancel the Event if Necessary: (name, title, phone number, and e-mail) 
Rev. Scott Skogen Pastor of North Presbyterian Church 608-781-5690 office@npclax.org 

Public Safety Site Plan: 

Attach a schematic drawing of the event site location. The drawing must be legible and drawn 
to scale. The public safety plan must include the following items if they will be provided, or if 
they are required. 

• Booths, stages and event structures • Security Staff 
• First Aid Station(s) • 
• Information I Ticket Booths • Emergency Contact Event Personnel 

• Fences • Assembly Area & Approximate 
• Tents Occupant Amounts 

• Boundaries of the Event • Event Parking 
• Exits & Gates (gates must be 

numbered) 
• Barricades 

• Fire Extinguishers • Generators 
• Severe Weather Shelters • Temporary Roadways 
• Fire I EMS access Road • Signed detour route per MUTCD 

Provide any additional information the City should consider or may be relevant to a review of 
this application. 

Form #407 (revised 10/11/16) 



Organization(s) Sponsoring Event: 

Name: North Presbyterian Church 

Address: 1327 North Salem Rd. 

City: 

Name: 

Address: 

City: 

La Crosse _________ State _W_l_.Zip 54603 

~ Check this box if this organization is tax exempt and provide proof with this 
application and include a copy of your organization's WI Sales and Use Tax 
Exempt Certificate. 

o Check this box to send invoices to this organization. 

State --------- ___ Zip 

o Check this box if this organization is tax exempt and provide proof with this 
application and include a copy of your organization's WI Sales and Use Tax 
Exempt Certificate. 

o Check this box to send invoices to this organization. 

CONTACT INFORMATION 
**Primary and/or Secondary Contacts Must Be Onsite at All Times of the Event** 

Primary contact: Rev. Scott Skogen 

Daytime Phone: 608-781-5690 Cell#: 608-498-0486 
----------

Email: sskogen@npclax.org 

Address 1327 North Salem Rd 

City: State ---------
La Crosse Zip ---

WI 54603 

Secondary Contact: Rosie Gilman -----------------------
Daytime Phone: 608-781-5690 Cell#: 608-780-5599 

Email: office@npclax.org 

Address 1327 North Salem Rd. 

City: La Crosse State WI 
---Zip 54603 
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EMERGENCY CONTACT INFORMATION 
The public will be notified of a safety and/or security issue(s) in the following manner: 

o Contacting Local Police and Fire Services 
o Local Radio Station 

o Other 

o Onsite PA System 
o Word of Mouth 

If a Private Security Firm has Been Contracted, List Their Information Below: 

Security Provider: 

Contact Person: ____________ Phone Number: 

Location of Provider at Event Site: 

Location of Missing Persons Station: 

EVENTS PERMIT FEE SCHEDULE 

Permit fees shall be based upon the anticipated number of participants expected to attend the listed event, 
as determined by the City Clerk, and based upon the following fees. Permit fee is due when the 
application is submitted. Permit fee is nonrefundable if event is cancelled. If event is rescheduled for a 
date within 6-months, the permit fee would apply to the rescheduled date; if the event is rescheduled for a 
date later than 6-months of the original event date the permit fee is nonrefundable. 

PERMITTYPE 

PARADES 

SPECIAL EVENT 

PERMIT FEE 

$0 

0 - 299 Participants = $0 
300 - 499 Participants* = $250.00 
500 - 999 Participants* = $350.00 
Over 1,000 Participants*= $500.00 
Events two (2) or more days:= $100.00** 

*Attendance shall be based on the highest attendance over the last two years of the event. New events 
with no prior participation shall automatically fall under subsection (c) 300 to 499 people unless event 
organizers anticipate 1,000 or more people in attendance. 

**Multi day events (e) shall be in addition to the fee based on the number of attendees. 
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If the Event Takes Place on City Property (Parks, City Streets, or Other City Owned Facilties) in 
Whole or In Part: 

o I have reviewed the proposed location for the event and determined suitability for our 
proposed use. 

o There are no requested changes, upgrades or safety concerns identified 
OR 

o I am requesting the following changes or upgrades: 

o I understand and acknowledge that it is the event organizer's responsibility to inspect the 
area the event is to take place and notify the City's Inspection Department (608.781.9541) 
of any safety concerns. 

o I have reviewed and have considered the Contingency Plan information provided by the City 
of Onalaska along with this application. 

o I have reviewed and understand the City's Insurance Requirements for Special Events as 
described in this document. 

o I have enclosed the event's Public Safety Site Plan. 

o I have enclosed other information that we believe is necessary or helpful to describe the 
planned event. 

SIGNATURE 

I am allowed to sign this application on behalf of the event sponsor. The information contained 
in this application for a Special Event permit is true, correct, and complete to the best of my 
knowledge. If there are any changes to the Special Event, I agree that I will promptly notify the 
City of Onalaska of these changes and request approval of them. 

~~~ 9/26/2018 
(Sign Name) (Date) 

Office Manager Rosie Gilman 
(Print Name) (Print Title with Organization) 

Return Completed Applications To: 
Cari Burmaster, City Clerk 

415 Main Street, Onalaska, WI 54650 
0/V) 608.781.9530 (F) 608.781.9534 cburmaster@cityofonalaska.com 
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CITY OF ONALASKA 
INDEMNIFICATION, HOLD HARMLESS and REIMBURSEMENT AGREEMENT 

(to be returned to City Clerk with Application Packet) 

I special Event Name: Sunrise Service 

I Special Event Location: Dash-Park 

Event Orn:anizer(s): 
North Presbyterian Church 

The Event Organizer(s) (individually and collectively referred to as "Organizer") agree that said Organizer, not the City of 
Onalaska ("City"), shall be solely responsible for all incidents related to the Special Event, as named above. This 
responsibility of the Organizer to the City includes but is not limited to actions of the Organizer, its officers, employees, 
agents, and volunteers, along with event vendors, contractors, subcontractors, participants and visitors. 

In consideration for the City's approval of the Special Event, except to the extent such claims arise from the negligence or 
misconduct of the City, the Organizer of the Special Event agrees to indemnify and hold harmless the City of Onalaska and 
its officers, council members, agents, employees and authorized volunteers, from, for, and against and agrees to defend 
the same from and against, any and all suits, claims, grievances, damages, costs, expenses, judgments and/or liabilities, 
including costs of defense and reasonable attorney fees, and further agrees to pay any settlement entered into or on 
behalf of, judgment entered against, the foregoing individuals and/or entities. The Organizer shall reimburse the City for 
costs incurred due to extraordinary damage to City property during the Special Event held by Organizer. Extraordinary 
damage shall be defined as damage to a City park or other City property in excess of normal wear and tear and which 
required repair in excess of routine maintenance. Request for Reimbursement for Extraordinary Damage shall be provided 
to the Organizer in the form of a detailed written accounting of the Extraordinary Damages and their repair cost as 
evidenced by written receipts or estimates. The accounting shall be submitted via first class mail, return receipt requested 
to the address Organizer provides on the Special Events Application. The Organizer shall remit payment no later than thirty 
(30) days from receipt of the accounting. 

The Organizer shall abide by the City's insurance requirements for the event, including the addition of the City of Onalaska, 
and its officers, council members, agents, employees, and authorized volunteers as additional insured's for the event. 

One or more waivers by either party of any provisions, terms or conditions of this Agreement shall not be construed by 
either party as a waiver of a subsequent breach of the same by the other party. 

In the event any provisions of this Agreement shall be held to be invalid and unenforceable, the remaining provisions shall 
be valid and binding on the parties. 

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

This Agreement constitutes the entire Indemnification, Hold Harmless and Reimbursement Agreement between the parties 
and any change, amendment or modification must be made in writing and executed by both parties. 

Form #407 (revised 10/11/16 ~ 



The individual(s) signing this Agreement has the authority to enter into this Agreement on behalf of the Organizer of the 
Special Event and have read and understand the Agreement. 

EVENT ORGANIZER CITY OF ONALASKA 

(date) (date) 

(signature) City Clerk 

(print name) (title) 

Xahl--4~ 
(signatureJ 

. Mayor 

Rosie Gilman Office~ 
(print name) (title) 
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3. Worker's Compensation and Employers Liability. Proof of such coverage shall be required consistent with Wis. 

Stats. Chap. 102 or any applicable Worker's Compensation Statutes of a different state. Coverage limits shall 

be no less than $100,000 each accident, $500,000 disease policy limit and $100,000 disease per employee. 

4. Liquor Liability. If the event holder sells alcoholic beverages, liquor liability insurance with coverage limits of 

no less than $500,000 each occurrence and $500,000 aggregate. 

5. Fireworks Liability. If the event includes a firework display, then the event holder shall carry an additional 

$1,000,000 in coverage. 

(b) All insurance shall be in full force prior to commencing the event and remain in force throughout the entire event, 

including the cleanup period after the event. 

(c) The City of Onalaska, and its officers, council members, agents, employees, and authorized volunteers shall be 

additional insureds on general liability, business automobile and liquor liability policies. The additional insured 

policy endorsement must accompany the certificate of insurance. 

(d) All policies shall require 30 day written notice to the City of Onalaska of cancellation, non-renewal or material 

change in the insurance coverage. 

(e) Insurance must be provided by an insurances carrier with the "Best" rating of "A-VII" or better. All carriers shall be 

admitted carriers in the State of Wisconsin. 

(f) All insurance must be primary and non-contributory to any insurance or self-insurance carried by the City of 

Onalaska. 

FOR OFFICE USE ONLY 

City Clerk ;('APPROVED D DENIED 

Fire Dept ~PROVED D DENIED 

Police Dept B"APPROVED D DENIED 

Public Works aAPPROVED D DENIED 

Planning ~APPROVED D DENIED 

Parks & Rec ., )s-APPROVED D DENIED 

Site Diagram Sketch Attached: D YES D NO 

Reason: lk~.ui (_, 0 ~ 
Reason: 

~-Reason: 

Reason: ~IJ-
Reason: lb,.A /r/ 
Reason: crv 

Date: <f~it?- I r" 
Date: /o- /- (? 
Date: _ /C:::::---!.::1'2 
Date: I 0 ·.J"'J S 
Date: _Jfl.;-Ji-1{ 
Date:~ 
Date: ___ _ 

GTS Dept. Map Prepared: __ / __ / __ 

Insurance Required:~ YES D NO Certificate oflnsurance on File: ~YES -~~ COi Expires: · /I / If / / Cf ------

Special Class 8 License Required: D YES ~O Date of Special Class 8 Application: __ / __ / __ 

Approved By A&J: ___ ; __ / __ _ Date License Issued: __ / ___ . __ _ 

License No: ___ _ 
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NORTPRE-02 PKOWAL 

ACORD~ CERTIFICATE OF LIABILITY INSURANCE I 
DATE (MM/DD/YYYY) 

~ 10/04/2018 

THIS CERTIFICATE IS ISSUED AS A MATIER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS 
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES 
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED 
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER. 

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed. 
If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement. A statement on 
this certificate does not confer rights to the certificate holder in lieu of such endorsement{s). 

PRODUCER 2~AAI~cT Pamela Kowal, CISR 

TRICOR, Inc. - Onalaska rlJg,Nrfo, Ext): (608) 567-2252 6457 I rie~. No):(608) 723-6440 
1844 E Main Street 
Onalaska, WI 54650 ~~""· pkowal@tricorinsurance.com 

INSURERISl AFFORDING COVERAGE NAIC# 

1NSURERA: Libertv Mutual Insurance Comoanv 

INSURED INSURER B: 

North Presbyterian Church INSURERC: 
1327 N Salem Rd INSURER D: 
La Crosse, WI 54603 

INSURER E: 

INSURER F: 

COVERAGES CERTIFICATE NUMBER· REVISION NUMBER· 

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD 
INDICATED. NOTVlnTHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS 
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS, 
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS. 

INSR TYPE OF INSURANCE ADDL SUBR POLICY NUMBER ,~Sr~~Yv~!v, POLICY EXP LIMITS LTR INSn WHn 

A x COMMERCIAL GENERAL LIABILITY EACH OCCURRENCE $ 
1,000,000 

I CLAIMS-MADE [RJ OCCUR x BKS58163868 11/11/2018 11/11/2019 ~~~~~H9E~~~J.7r~ence) $ 
100,000 

_MED E~_l'°cnJl_ODJUleL§QDL - _$ __________ 15,000 
- ·----~~~·~·-~·--

PERSONAL & ADV INJURY $ 
1,000,000 

-
GEN'L AGGREGATE LIMIT APPLIES PER GENERAL AGGREGATE $ 2,000,000 =i DPRO- D 2,000,000 POLICY JECT LOG PRODUCTS - COMP/OP AGG $ 

OTHER: $ 

AUTOMOBILE LIABILITY COMBINED SINGLE LIMIT 
tr:~ accirlentl $ -

ANY AUTO BODILY INJURY I Per oersonl $ - -OWNED SCHEDULED 
AUTOS ONLY AUTOS BODILY INJURY (Per accident) $ - -

f--

HIRED 
AUTOS ONLY f--

NON-OWNED 
AUTOS ONLY fp~~~2c~d1Jit?AMAGE $ 

$ 

A x UMBRELLA LIAB M OCCUR EACH OCCURRENCE $ 1,000,000 
f--

US058163868 11/11/2018 11/11/2019 1,000,000 EXCESS LIAB CLAIMS-MADE x AGGREGATE $ 

OED I x I RETENTION~ 10,000 $ 
A WORKERS COMPENSATION x I ~!f~TllTE I I om-

AND EMPLOYERS' LIABILITY FR 
YIN XWW58163868 11/11/2018 11/11/2019 500,000 ANY PROPRIETOR/PARTNER/EXECUTIVE D E.L. EACH ACCIDENT $ 

OFFICER/MEMBER EXCLUDED? NIA 
500,000 (Mandatory in NH) E.L. DISEASE - EA EMPLOYEE $ 

If yes, describe under 
DESCRIPTION OF OPERATIONS below E. L. DISEASE - POLICY LIMIT $ 500,000 

DESCRIPTION OF OPERATIONS I LOCATIONS I VEHICLES (ACORD 101, Additional Remarks Schedule, may be attached If more space Is requlredl 
The City of Onalaska is included as an additional insured. 

CERTIFICATE HOLDER CANCELLATION 

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE 

City of Onalaska 
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN 
ACCORDANCE WITH THE POLICY PROVISIONS. 

415 Main St 
Onalaska, WI 54650 

AUTHORIZED REPRESENTATIVE 

/l A . ./ 
/ i V...L'<>fi'.,a,_ 

I 
I r .__,. 
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Pawnbroker I SecondHand Dealer 
City of Onalaska 

dlbla: Business Address License# !!g_ent Rec'd 

d/b/a ecoATM 3107 Market Place 05038 David Maquera x 
d/b/a GASOLINE ALLEY TOYS & ANTIQUES 110 3rd Ave S 05039 Rick Christenson x 
d/b/a THE GREAT TREASURES 64 7 Sand Lake Road 01749 Sarah Mae Hamann 

d/b/a PAWN AMERICA 1235 Crossing Meadows Dr 00867 Bradley Rixmann x 
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General Records Schedule 

Wisconsin Municipal and Related Records 

Approved by the Public Records Board: 

August 27, 2018 

Expiration: August 27, 2028 

For use by all units of Wisconsin Government at the Municipal level 
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Introduction: 

Records are a basic tool of transacting business on behalf of all local government units. They are the foundation for government 
accountability. Records management is regulated by Wisconsin state law, and accordingly, the Wisconsin Municipal Records 
Schedule (WMRS), upon adoption, provides legal authorization to dispose of records on a regularly scheduled basis. The 
schedule serves as a mechanism for consistent retention and disposition of similar types of records across all municipal 
governments and provides assurance of accountability to the public. 

The schedule was developed following guidelines for complying with legal, fiscal , and archival requirements for records retention 
and facilitates cost-effective management of records commonly found in municipal governments. 

Wisconsin Statute§ 19.21 (1) defines public records as "all property and things received from the officer's predecessor or other 
persons and required by law to be filed , deposited, or kept in the officer's office, or which are in the lawful possession or control of 
the officer or the officer's deputies." Records are defined by Wisconsin Statute§ 19.32(2) as "any material on which written, 
drawn, printed, spoken, visual, or electromagnetic information or electronically generated or stored data is recorded or preserved, 
regardless of physical form or characteristics, that has been created or is being kept by an authority." Public records are also 
defined as being "all books, papers, maps, photographs, films, recordings, optical discs, electronically formatted documents, or 
other documentary materials, regardless of physical form or characteristics, made or received by any state agency or its officers 
or employees in connection with the transaction of public business" (Wis. Stat. § 16.61 (2)(b)). 

I. Applicability: 

This record schedule is available for adoption by all Wisconsin municipal governments. Most municipalities do not create or 
receive all of the records listed within the WMRS. The inclusion of a schedule in the WMRS does not mean that a local 
government is responsible for creating those records. Rather, it provides guidance for records that are actually created or 
received by your particular unit. 

Records retention guidelines apply regardless of record format. Records covered by the WMRS may be retained in electronic, 
paper, or other formats. The schedule applies to all records: born digital (including those created or transmitted via e-mail), data 
contained in database systems, tapesfcartridges and other types of electronic records and information systems maintained by 
agencies. Municipalities must also meet the standards and requirements for the management of electronic records outlined in 
Chapter Adm. 12. 
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II. Purpose: 

Record schedules are intended to be used by records creators as a tool to SIMPLIFY their records management responsibilities, 
not to make them more complex. It is the intention of the WMRS to streamline municipal records management by: 

• Providing clear and uniform guidance for the retention and disposition of records common to most municipal governments; 
• Eliminating the need for individual municipalities to develop and obtain Wisconsin Public Records Board approval of 

records retention/disposition schedules; 
• Facilitating uniformity in the retention and disposition of records across all municipalities; and 
• Promoting the cost-effective management of municipal records. 

Ill. Implementation: 

The WMRS is a schedule that municipalities MAY adopt to manage their records. Municipalities ARE NOT required to adopt the 
schedule for use. The WMRS does not replace the ability of municipalities to create and adopt records schedules through the 
creation of ordinances. See Additional Options below for more information. 

To adopt the Schedule: 
• Submit the Notification of General Schedules Adoption (PRB-002) form to: 

State Archivist 
Wisconsin Historical Society 
816 State St. 
Madison, WI 53706 

• The Wisconsin Public Records Board (PRB) will acknowledge your Notification of Adoption by returning a signed copy of 
the adoption to the municipality. 

• After confirmation of PRB approval, municipalities should enact an ordinance adopting the WMRS as their official 
schedule. 

Municipalities are expected to supersede any previously approved, unique, ordinances which cover records included in the 
adopted Municipal Schedule. Retain any approved schedules in existing ordinances for records that ARE NOT covered by the 
Municipal Schedule. 

Additional Options: 
Wis. Stat.§ 19.21(4) provides municipalities with the authority to schedule the retention of public records by creating ordinances. 
Municipalities that choose not to adopt the WMRS are encouraged to use the retention periods provided in the WMRS when 
creating their own schedules. Any municipality that decides to draft their own schedule must submit that schedule for approval to 
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the PRB before adopting it as an ordinance. Upon PRB approval, the schedule can be adopted for use by enacting an ordinance. 
Municipalities may also adopt other General Records Schedules provided by the PRB. 

Municipalities also have the option of adopting separate Records Disposition Authorizations (RDAs) for records that are created 
specifically by that unit of government. Consult the PRB for more information about the RDA creation process. 

IV. Using the Schedule: 

The WMRS is arranged in five different sections covering the record series created by municipal governments. Some sections 
are broken down into subsections to provide easier reference. The following is an example of the format used in each section and 
an explanation of the information found in each column. 

Record Series Title Series Description Retention Confidential WHS Notification 

Subsection 

• Record Series Title - Descriptive title of the record series. This is a basic title, not necessarily universally used by all 
municipalities. 

• Series Description - Brief overview of the records that are included in the record series. 
o If a specific statute or legal source defines a retention period for the records it is identified in this field . 

• Retention - Indicates the minimum time period a record series must be maintained and a description of what initiates the start 
of the retention clock. 

o Creation: Is used when the creation of the record initiates the retention time period . (Example: If a RDA existed for 
ABC Annual Reports, the event might be written as Creation+ 3 years meaning an ABC Annual Report must be 
retained for three years after it is created.) 

o Fiscal: Is used if the retention time period is initiated by the end of a fiscal year. (Example: RDAs that exist for annual 
budgets might be written as Fiscal+ 6 years meaning a budget would have to be retained for six years after the end of 
that fiscal year.) 

o Event: Is used if a specific event other than Creation or Fiscal initiates the retention time period. (Example: A RDA 
that exists for a housing relocation program has the event written as "Event+ 5 years; Event=Approval Letter for 
Relocation Plan". In this scenario, it means all records associated with this RDA have to be retained for five years 
after the official letter was sent by the state to approve the relocation plan.) 
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o Permanent: Is used if the records need to be maintained permanently by the creating municipality. See the 
Guidelines for the Permanent Retention of Records. 

o General references on retention periods for municipal records are found in Wis. Stat.§ 19.21(4)(b) , Wis. Stat.§ 
19.21(6), or Wis. Stat.§ 19.21(8). 

• Confidential - Indicates whether or not records contain information that is required by statute to be kept confidential. See 
Section V of this guide for more information on confidential records. 

• WHS Notification - Wis. Stat. § 19.21 (4)(a) requires that all municipal public records must be offered for transfer to the 
Wisconsin Historical Society 60 days prior to their destruction. This field indicates if notification to the Wisconsin Historical 
Society is required before records can be destroyed. Column will either state NOTIFY or WAIVED. 

o Waived: The Wisconsin Historical Society has determined the record series has low historical value and waived the 
notification period as indicated Wis. Stat. § 19.21 (4)(a). Municipalities are free to destroy any waived records without 
notification once they reach their required retention period. 

o Notify: You are required to send written notification to the Wisconsin Historical Society before destruction. Please 
contact the Wisconsin Historical Society with questions on how to properly notify on the destruction of public records. 

o N/A: indicates that the retention is permanent. 

Final Disposition: 

Municipal records, which have met the retention time outlined in the WMRS, have only two dispositions: Destroy or transfer to the 
Wisconsin Historical Society. Records that are held beyond their retention period but are not destroyed are still subject to all 
public records laws. 

• Destruction: Records identified as "waived" in this schedule may be destroyed without notifying the Wisconsin Historical 
Society. Local units should dispose of all public records in a manner that ensures they are completely destroyed. 

o If records contain confidential information, or "information that can be associated with a particular individual 
through one or more identifiers or other information or circumstances" (Wis. Stat.§ 19.62(5) including, but not 
limited to names, addresses, social security numbers, and banking information it must be destroyed confidentially. 
This means that these records must be disposed of in a way that renders them unreadable and unable to be 
reconstructed . Typically, this can be achieved by cross cut shredding or pulping. Many organizations disposing of 
confidential information choose to hire a vendor to handle the process. 

o Note on records older than 75 years: the waived designation does not apply. Notification should be given on any 
records 75 years or older regardless if they have been indicated in the schedule as having been waived. 

• Transfer: Records identified as "notify" must be offered, in writing, to the Wisconsin Historical Society. Per Wis. Stat.§ 
19.23(2), the Wisconsin Historical Society assumes title control and public records responsibility of all transferred records. 
Obsolete municipal records may not be transferred to local historical societies or other repositories because the statutes 
do not specify other institutions can hold title to public records. Only the records creators and the Wisconsin Historical 
Society are identified in statutes as being official holders of title. 
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• Permanent: Records identified as "permanent" have been identified as containing significant historical information and 
long term business value. Therefore municipalities are responsible for ensuring the long-term preservation of these 
records. The Wisconsin Historical Society will, in certain circumstances, accept "permanent" records for transfer if the 
municipality is unable to maintain these records. 

Records that have passed their retention period should not be destroyed if any of the following conditions apply: 
• Records are required for financial or performance audits either currently underway or known to be planned. 
• Records are subject to a "legal hold" because they may be relevant to an existing, pending, or anticipated legal 

proceeding. 
• A related open records request has been received and not completed, or statutorily required time periods have expired. 

V. Confidential Records and Personally Identifiable Information (Pll) 

Confidential Records: 
Some records series may contain confidential or restricted access records. The WMRS identifies any record series containing 
information required by Wisconsin Statute, administrative rule, or other legal authority to be kept confidential or protected from 
public access. The confidential column is marked "yes" if ANY records in the series may contain confidential information. 

Even when specific confidentiality sta1utes do not apply, application of substantive common law principles through the balancing 
test considerations under Wis. Stat. § 19.35(1 )(a), may affect disclosure of the record under the public records law. 

When an individual or an individual 's representative makes an open records request for records containing personally identifiable 
information about that individual, there is no balancing test , but the disclosure exceptions under Wis. Stat. §19.35(1)(am), must 
be considered. Wis. Stat. §19.35(1)(am) exceptions include: 

• endangering an individual's life or safety; 
• endangering the security of a prison, including the security of the population or staff; 
• identifying a confidential informant; and 
• records collected or maintained in connection with complaints, investigations, or other circumstances that may lead to 

various administrative or court proceedings. 
It is strongly recommended that local governments consult with legal counsel when responding to an open records request. 
Additional resources on open records requests can be found by visiting the Wisconsin Department of Justice, Office of Open 
Government's website. 
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Personally Identifiable Information (Pll): 
Wisconsin law defines Personally Identifiable Information (Pll) as "information that can be associated with a particular individual 
through one or more identifiers or other information or circumstances" (Wis. Stat. § 19.62(5)). The municipal unit is responsible 
for evaluating their record series to determine if Pll is included. The inclusion of Pll does not automatically restrict records, nor 
does it make them confidential. The confidential column is only marked "yes" in cases where specific statutes restrict access. 

VI. Additional Schedules: 

Municipal governments should be aware that there are additional schedules that apply to public records. All Wisconsin 
municipalities have the option of adopting any of the General Records Schedules that have been approved by the PRB. These 
schedules may cover additional record series not found in the WMRS. In some cases, the WMRS points to the General 
Schedules for covering some specific records series (such as personnel records) . The complete list of approved general records 
schedules can be found on the Public Records Board website . 

Municipalities should also be aware that there are two separate General Records Schedules for the following: 
• Wisconsin School Districts 
• Wisconsin Public Libraries and Library Systems 

In addition, municipalities should check the schedule set by the Public Service Commission of Wisconsin (PSC) for Municipal 
Utilities. A complete list of records and schedules is located in "Investigation to Consider Proposed Changes to Records 
Retention Requirements for Electric. Gas and Water Utilities." 

Municipal Court Records are scheduled by Supreme Court Rule 72, which specifies the retention periods for court records and 
requires municipal courts to give 60 day notice to the Wisconsin Historical Society prior to destroying obsolete records. 
Furthermore, SCR 72 states that notice is not required for records in which "the historical society has indicated, by blanket 
waiver, that it has no interest for historical purposes." The Wisconsin Historical Society has waived the sixty-day notification 
period for all municipal court records dated 1941 or later. This waiver applies to all municipal courts throughout the state and 
allows for the disposal of municipal court records without further notification. Municipal Courts are still obligated to maintain the 
records for the minimum time specified in SCR 72. Please contact the Wisconsin Historical Society if you have any questions 
regarding Municipal Court Records. 

Table of Contents 
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Administrative Records 

Requirements Specific to Administrative Records 
The Administrative Records section is organized by the following subsections: 

• Administration (general) 

• Common CouncilNillage Board/Town Board 

• Emergency Planning 

• Human Resources/Personnel 

• Legal 
• Licenses and Permits 

• Municipal Land Ownership 

• Municipal Vehicles 

• Payroll 

• Real Property Titles 

This section is intended to provide municipalities with schedules for the most common record series generally grouped under this 
topic. Municipalities that are in need of schedules for records not covered in this section are encouraged to review and consult the 
appropriate General Records Schedules listed below: 

• Administrative Records General Schedule 

• Fleet and Aircraft Managemen1 Records 

• Human Resources and Related General Schedule 

• Payroll & Related General Schedule 

Municipal Court Records are scheduled by Supreme Court Rule 72, which specifies the retention periods for court records and 
requires municipal courts to give 60 day notice to the Wisconsin Historical Society prior to destroying obsolete records. 
Furthermore, SCR 72 states that notice is not required for records in which "the historical society has indicated, by blanket waiver, 
that it has no interest for historical purposes." The Wisconsin Historical Society has waived the sixty-day notification period for all 
municipal court records dated 1941 or later. This waiver applies to all municipal courts throughout the state and allows for the 
disposal of municipal court records without further notification. Municipal Courts are still obligated to maintain the records for the 
minimum time specified in Supreme Court Rule 72. Please contact the Wisconsin Historical Society if you have any questions 
regarding Municipal Court Records. 

Note: Notification should be given on any records 75 years or older regardless if they are marked waived. 
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Record Series 
Series Description Retention Confidential WHS 

Title Notification 

Administration Records (general) 

Materials documenting appointments and 

Appointment 
nominations to boards, task forces, councils, or 

Event+2 years; 
Files 

other bodies. May include applications; cover 
Event=End of term 

No Notify 
sheets, letters of recommendation, resumes, and 

correspondence. 

Appointment 
Unsuccessful appointments and nominations to Event+1 year; 

Files (not No Waive 
selected) 

boards, task forces, councils, or other bodies. Event=Position filled 

Committee Records of committees, boards, councils, and 
Records and commissions, other than Common Council. 

Minutes Includes meeting minutes, agenda packets, 
(Excluding reports, and resolutions. See Common Council Creation+? years No Notify 

Common Council section for retention of Common Council Minutes. 
and Zoning See schedule for Zoning Board Records in Public 

Board) Works Section. 

File related to complaints regarding issues not Event+2 years; 
Complaints related to a specific program. Complaints are not Event=Complaint 

No Waived 
(External) otherwise regulated by state or federal resolution, dismissal or 

requirements. end of litigation 

Page9 



Record Series Series Description Retention Confidential WHS 
Title Notification 

Event+6; 
Contracts and Any contracts or agreements to which the Event=End date or 

No Waive 
Agreements municipality is a party. cancellation of contract 

Event+6 months; 
Event=Separation from 

position/end of term 
Correspondence Business-related correspondence (paper and 
(Senior Level or electronic) of senior level staff and elected Note: Correspondence No Notify 
Elected Official) officials. that relates specifically 

to a program or project 
may need to be 
retained per that 

particular schedule 

Event+ 1 year; 
Event=Creation or 

receipt 

Correspondence 
Business-related correspondence (paper and 

(General Staff) 
electronic) of non-appointed general staff. Note: Correspondence No Waive 

that relates specifically 
to a program or project 

may need to be 
retained per that 

particular schedule 
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Record Series Series Description Retention Confidential WHS 
Title Notification 

Records relating to grant-funded projects where Event+4 years; 

Grants 
the agency is the grant recipient or issuer, Event=Date of final 

No Waive 
including the application process, the receipt and report or notification of 

expenditure of grant funds, or denial. denial 

House Number 
Provides official control and reference source for 

and Address Permanent No NIA 
Change File 

city addresses. 

Established departmental policies and 
Event+ 7 years; 

Event=Date the policy/ 
Internal Policies procedures. 

procedure is No Waive 
and Procedures Note: May also be called administrative practices superseded or made 

or directives or executive directives. 
obsolete 

Memorandums 
of Understanding 

Agreements between government units. Event+4 years; 
(MOU) & Service Sometimes define agreements between a large Event=Ending date of No Waive 

Level 
Agreements 

government unit's separate divisions or bureaus. the MOU or SLA. 

(SLA) 

Notice of Form for the removal of a human corpse if death 
Event+2 months; 

Removal of occurs in a hospital, nursing home, or under Event=Date of death 
No Waive 

Human Corpse hospice care at any location. 
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Record Series Series Description Retention Confidential WHS 
Title Notification 

Elected or appointed municipal officers may be 
Event+5 years; 

Oath of Office 
required to take, and file in writing, an official 

Event=End of term No Waive 
oath within ten days after receiving notice of 

election or appointment. 

Records relating to regular and reformulated, 
Open Records repetitious, systematic or continuing requests by Event+3 years; 
Requests and individuals, groups or organizations for access to Event=Response No Waive 

Responses general information under the provisions of the provided 
Wis. Stats.§§ 19.35-19.37. 

Organizational Repository of the official organizational structure Event; 
No Waive 

Chart of offices. Event=Superseded 

Organizational 
Includes division and unit strategic business and Event+ 7 years; 

Planning 
operational planning files such as, but not limited Event=Completion of No Notify 

to , final plan and significant work papers. plan 

Petitions submitted to municipalities for Event+ 7 years; 
Petitions improvements or changes to existing municipal Event= Petition No Waived 

services/structures. approved or denied 
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Record Series Series Description Retention Confidential WHS 
Title Notification 

Press/News Information about municipality programs and 
Creation+3 years No Notify 

Releases events. 

Proclamations issued by the mayor, 
Event+1 year; 

Event=End of elected 
Proclamations commissioner, or elected executive on behalf of 

representative's final 
No Notify 

the municipality. 
term 

Reports (Annual) 
Annual reports produced by all departments and Event+ 7 years; 

No 
programs. Event=Date of issue Notify 

Reports 
Monthly reports of divisions/committees. Creation+3 years No Waive 

(Monthly) 

Subject Files Subject files (paper and electronic) of senior level Event+6 months; 
(Senior Level or staff such as department heads and elected Event=Separation from No Notify 
Elected Official) officials. position/end of term 
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Record Series Series Description Retention Confidential 
WHS 

Title Notification 

Common CouncilNillage Board/Town Board 

Records providing proof of publication for legal 
Event+ 7 years; 

Affidavits of notices as required by law. (Note: See Wis. Stat. 
Event=Date of No Waive 

Publication § 985.12 for more information on proof of 
publication 

publication). 

Event+90 days; 
Recordings of meetings used to produce Event=Date the 

Audio Tapes minutes. minutes have been No Waive 
Authority provided by Wis. Stat.§ 19.21(7). approved and 

published 

Minutes 
Official minutes of the Common CouncilNillage 

(Common Permanent No N/A 
Council) 

Board/Town Board. 

Ordinances 
Official ordinances and any ordinance books kept 

Permanent No N/A 
by municipalities. 

Resolutions 
Official records pertaining to resolutions passed 

Permanent No N/A 
by municipalities. 
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Record Series 
Series Description Retention Confidential WHS 

Title Notification 

Emergency Planning1 

Continuity of 
Government Agency official plan and documentation of the Event; 

Operational Plan Continuity of Operations Plan/Continuity of Event=superseded by No Waive 
and government plan. revised plan 

Documentation 

Critical Incident Critical incident management plans, local site Event+3 years; 
Management security plans, local emergency action plans, life Event=superseded by No Waive 

Plans safety, and other similar documents. revised plan 

Disaster 
Records created during the disaster recovery 

Event+3 years; 
Recovery Event=Date recovery No Waive 
Records 

process. 
effort is complete 2 

Human Resources/Personnel 

Grievance Case 
Event+ 7 years; 

File 
Records of grievances filed by employees. Event= Date grievance Yes 3 Waive 

is closed 

1 No specific statutes restrict the records in this series. However, the balancing test per Wis. Stat. § 19.35(1 )(a) should be applied prior to release. 
2 Note: When Federal Grant money is involved, the retention is 3 years from the date of the final Financial Services Report. 
3 No specific statutes restrict this type of record. However, the balancing test per Wis. Stat. § 19.35(1 )(a) should be applied prior to releasing this 
type of record . Personnel files may contain patient health records which may be protected by Wis. Stat. § 146.82 and/or the Health Insurance 
Portability and Accountability Act (HIPAA). 
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Record Series Series Description Retention Confidential 
WHS 

Title Notification 

Documents employee personnel actions during Event+ 7 years; 
Personnel Files the employment of the employee. Event=End of No 4 Waive 

Applies to ALL employees. employment/service 

Legal 

Municipal attorney opinions given to answer 
Attorney specific questions regarding the interpretation 

Permanent No 5 N/A 
Opinions and application of statutes and ordinances, or 

other legal matters. 

Files include, but are not limited to , pleadings 
Notify on 

Case Files and legal arguments, evidence, research, orders, 
Event+ 7 years; 

No 7 historically 

legal summons and subpoenas issued. 6 Event=Close of case significant 
cases only 8 

4 No specific statutes restrict this type of record. However, the balancing test per Wis. Stat. § 19.35(1 )(a) should be applied prior to releasing this 
type of record. Personnel files may contain patient health records which may be protected by Wis. Stat.§ 146.82 and/or the Health Insurance 
Portability and Accountability Act (HIPAA). 
5 Records may contain material protected by Attorney-Client Privilege Wis. Stat. § 905.03. 
6 Records may contain the client file with information pertaining to expenses, attorney notes, medical records, government agency filings , 
discovery such as requests for production of documents, deposition transcripts, and evidence. 
7 Records may contain material protected by Attorney-Client Privilege Wis. Stat. § 905.03. 
8 Historically significant case files include those that have established legal precedents; cases that received widespread attention from the public 
and news media; and cases recognized for their uniqueness. Examples of such cases include, but are not limited to, major civil rights cases, major 
labor relations cases, major environmental cases, cases dealing tribal governments and treaty rights, major cases with constitutional implications, 
and cases related to major prosecutions of public officials. 
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Record Series Series Description Retention Confidential WHS 
Title Notification 

Licenses and Permits 

Includes license applications (approved and 
unapproved) and license stubs. Includes all non-
alcohol related licenses including, but not limited 

License 
to, non-intoxicating beverages, soda water 

Applications 
beverages, food handling and sales, mobile Creation+3 years No Waived 
home park licenses, restaurant, retail dairy 

products, pet, and animals. Also includes permits 
for the excavation of streets by private utility 

companies. 

Liquor and Beer 
Includes license applications (approved and 

Licenses 
unapproved) and license stubs. Creation+4 years No Waived 

Authority provided by Wis. Stat.§ 125.04(3)(i). 

Permits for public space usage. Includes, but not 
limited to, burning, street usage, and parking 

Permits permits. Creation+5 years No Waived 
NOTE: See Public Works Section for retention of 

building permits. 

Permits (septic Permit for a septic tank. The permit records the 
Permanent No N/A tanks) location and ownership of the tank. 
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Record Series 
Series Description Retention Confidential 

WHS 
Title Notification 

Municipal Land Ownership 

Land Titles, Documentation for municipal owned land. Also 
Conveyances includes any legal rights granted to others that Permanent No NIA 

and Easements relate to municipal owned land. 

Sales of 
Includes appraisals and related valuations. 

Event+6 years; 
Facilities and/or Event=date of the 

Land (Case 
Projects where a municipality plans or actually 

completion of the 
No Waived 

Files) 
sells either facilities and/or land assets. 

transaction 

Municipal Vehicles 

Motor Vehicle 
Documentation of agency motor vehicle 

Control and 
assignments to employees. Includes completed Event+1 year; 

Assignment 
documentation on reservations for pool cars, Event=date the vehicle No Waived 
individual trips, driver profiles, check-in and is disposed 

Records 
checkout logs. 

Motor Vehicle 
Records documenting service and repair orders 

and Heavy 
to motor vehicles. These records normally 

Event+1 year; 
Equipment 

include maintenance orders, logs, fiscal 
Event=date the vehicle No Waived 

Maintenance 
documents, such as requisitions or purchase 

is disposed 
orders for parts or services, vehicle warranties, 

Records 
operation and repair manuals and parts lists. 
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Record Series 
Series Description Retention Confidential WHS 

Title Notification 

Agreements between individuals and 
Event+1 year; 

Vehicle Use Event=termination of 
Agreements 

municipalities required before driving a municipal 
agreement or 

No Waived 
owned vehicle. 

employment 

Vehicle Event+1 years; 
Inspection Inspections of municipal vehicles. Event=date the vehicle No Waive 

Reports is disposed 

Payroll9 

Employee 
Event+ 7 years; 

Payroll & Benefit 
Includes various documents that are maintained Event= Employee 

No Waived 
File 

throughout the employee's term of employment. retirement, transfer or 
termination 

Monthly and 
Includes, but is not limited to, quarterly report of Event+5 years; 

Quarterly Payroll 
federal income tax withheld; quarterly report, Event=Report Issued 

No Waived 
Reports 

payroll summary; state's quarterly report of (provided record has 
wages paid, and monthly memorandum report. been audited) 

9 No specific statutes restrict this record series. However, the balancing test per Wis. Stat. § 19.35(1 )(a) should be applied prior to releasing this 
type of information. 
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Record Series Series Description Retention Confidential 
WHS 

Title Notification 

Payrolls and 
Payroll listings showing gross and net pay, as 

well as deductions for state employees. Referred Creation+4 years No Waived 
Payroll Registers 

to on questions of back pay and income taxes. 

Real Property Titles 

Records documenting the title of land owned by 
Title the municipality including the abstract and 

Permanent No NIA 
Documentation certificate of title, opinions of title, and title 

insurance policies. 
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Cemetery Records 

Requirements Specific to Cemetery Records 
Municipalities and towns are required to assume ownership of abandoned private cemeteries. Cemeteries are considered 
abandoned if the cemetery association or other organization that once cared for the cemetery no longer exists and no legal owner 
can be found (Wis. Stat. § 157.115(1)). 

• The municipality or town must care for the cemetery to the same standards as other municipal or town cemeteries. 
• Six or more residents of your town or municipality may petition the circuit court to require that the town or municipality 

assume ownership or move any graves to another location. 

Note: Notification should be given on any records 75 years or older regardless if they are marked waived . 

Record Series 
Series Description 

Retention and 
Confidential WHS 

Title Disposition Notification 

Annual Report Includes the annual report to the cemetery board 
and and the records needed to prepare the report. Permanent No NIA 

Documentation Authority provided by Wis. Stat. § 157.62(4). 

An accounting of amounts deposited in, amounts 
withdrawn from, other income accruing to, and 

the balance at the end of the reporting period of Yes 
care funds of the cemetery, including the funds 

Care Funds 
in Wis. Stat. § 157.11 (9g)(a), Wis. Stat. § 

Permanent 
Confidential per 

NIA 157 .12(3), and Wis. Stat. § 157.125. Including Wis. Stat.§ 
records that show, for each deposit, the name of 157.62(2)(c) 

the purchaser or beneficiary of the contract 
relating to the deposit and the item purchased . 
Authority provided by Wis. Stat.§ 157.62(4). 
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Record Series Series Description Retention and Confidential 
WHS 

Title Disposition Notification 

Copy of each contract for the sale of a cemetery 
Event=3 years; 

Event=After all of the 
Contract for Sale 

lot, mausoleum space, or cemetery 
obligations of the No Waive 

merchandise. 
Authority provided by Wis. Stat.§ 157.62(4). 

contract have been 
fulfilled 

Grave 
Records that describe who is buried, the date of 

Registration 
death, interment and location of the remains. 

Permanent No NIA 
Records 

An accounting of amounts deposited in, amounts 
withdrawn from, income accruing to , and the 

Yes 
balance at the close of the reporting period of 

Preneed Trust 
any preneed trust funds of the cemetery. Event+15 years; 

Confidential per 
Funds 

Including records that show, for each deposit, Event= Date of the 
Wis. Stat.§ 

Waive 
the name of the purchaser or beneficiary of the deposit or withdrawal 

contract relating to the deposit and the item 
157 .62(2)( c) 

purchased. 
Authority provided by Wis. Stat.§ 157.62(4). 

Includes records confirming an attempt to notify 

Reburial of 
individuals specified in Wis . Stat. 

Human Remains 
157.112(3)(b)1.-4. when none of the individuals Permanent No N/A 

specified are available. 
Authority provided by Wis. Stat. § 157.112(3m). 
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Record Series 
Series Description 

Retention and 
Confidential 

WHS 
Title Disposition Notification 

Report for final disposition completed by the 
funeral director or other person preparing the 
body for burial or other final disposition. The 

Report for Final reports are filed with the local register, but may 
Permanent No N/A Disposition also be filed with the cemetery to serve as a 

record of interment. 
Authority provided by Wis. Stat. § 

135.06( 1 )(a)(1 ). 
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Community Development/Public Services 

Requirements Specific to Community Development/Public Services 
The Community Development/Public Services section is organized by the following subsections: 

• Housing Program 
• Outreach 
• Parks 
• Public Transportation 
• Sanitation 

This section is intended to provide municipalities with schedules for the most common record series generally grouped under this 
topic. Municipalities that are in need of schedules for records not covered in this section are encouraged to review the County 
General Schedule for reference on scheduling similar records. The County General Schedule cannot be adopted by municipalities 
for use, but the schedules can be used for creating record schedules through municipal ordinances. 

Municipalities that have records pertaining to Public Health should use the County General Schedule to create ordinances to 
schedule those records. 

The retention of public transportation surveillance recordings is covered by the schedule for surveillance recordings listed under 
the subsection Maintenance and Operations in the Public Works section. 

Note: Notification should be given on any records 75 years or older regardless if they are marked waived . 
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Record Series Series Description Retention and Confidential Waive/Notify Title Disposition 

Housing Program 

Program Files 
Correspondence, breakdown of projects, HUD Event+ 7 years; 

No Notify regulations, and supporting files. Event=Audit 

Outreach 

Event+ 7 years; 
Public Program Outreach programs for municipality sponsored Event=Superseded or 

No Notify Files programs. end of program, 
whichever is first 

Parks 

Master plans for parks and park systems. May 
Park Master Plan include maps, drawings, photographs, and Superseded No Notify 

reports. 

Program Files 
Records relating to programs, events, and 

Creation+3 years No Waived activities. 
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Record Series Series Description 
Retention and Confidential Waive/Notify 

Title Disposition 

Reservation 
Requests, Rental Permits, agreements, and contracts for the use 

Event+3 years; 
Agreements, of parks, shelters, and facilities. 

Event=Date of No Waived 
Use Permits, and reservation 

Contracts 

Supervisors Summarizes progress made on a particular job, 
Daily Report of noting the time required, employees assigned Creation+2 years No Waived 

Work Completed and vehicles used. 

Public Transportation 

Accessible Reports documenting the accessibility of 
Boarding Creation+5 years No Waive 
Reports 

vehicles. 

Yes 
Americans with Event+6 years; Patient health 
Disabilities Act Files determining the eligibility of customers for Event=Termination of information may 

Waive 
(ADA) Customer ADA transit programs. service or participation be protected by 

Eligibility Files by customer Wis. Stat.§ 
146.82 

Bus Route Documentation of transit schedules, timetables, Event+3 years; 
Schedules and No Waive 

Timetables 
routes, and route history. Event=Superseded 
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Record Series 
Series Description 

Retention and 
Confidential Waive/Notify 

Title Disposition 

Boarding and alighting , extra board weekly 
Dispatch Files projections and assignments, daily work Creation+? years No Waive 

schedules, and bid mark-ups. 

Fare Information Research, background, studies, and other 
Creation+? years No Waive 

Files materials used to determine fares. 

Operation 
Daily, weekly, or other periodic reports 

Reports 
summarizing transit system operations and Creation+3 years No Waive 

ridership and lost and found reports. 

Operator 
Documentation of assignment of individual 

Assignment Creation+3 years No Waive 
Records 

operators to routes and shifts. 

Sanitation 

Composting Documents pertaining to the disposal of yard Event+ 7 years; 
No Waive 

Regulations waste. Event=superseded 

Page 27 



Record Series Series Description Retention and 
Confidential Waive/Notify Title Disposition 

Curbside Documentation of the curbside recycling 
Event+ 7 years; 

Recycling program including policies, procedures, and No Waive 
Program administration of the program. 

Event=superseded 

Drop Off 
Site/Recycling Site operation files and records. Creation+ 7 years No Waive 

Yard Waste 

Household 
Records related to the collection and disposal of 

Hazardous 
Waste Collection 

paints, corrosives, flammables , toxics, used Creation+30 years No Waive 

Center 
motor oil , and car/truck batteries. 

Location of any fill, records of materials 
deposited, cover materials used, reports of 

Landfill/Garbage leachate and methane leakage and treatment, 
Permanent No N/A Dump Sites source of fill materials, (household, commercial) 

source of cover materials, and inspection 
reports . 
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Election Records 

Requirements Specific to Election Records 
Additional information regarding election records is available through the Wisconsin Election Commission . Municipalities are 
encouraged to review the Election Administration Manual available on the Wisconsin Elections Commission Website for more in­
depth information about managing election related records. Retention times in this section that are not specifically stated in 
Wisconsin Statutes are taken from the Election Administration Manual. 

• Federal Election records must be maintained for 22 months as specified in Wis. Stat.§ 7.23(1)(f) . 
• Recounts or Pending Litigation are subject to a longer retention pending litigation or recounts as specified in Wis. Stat. § 

7.23(2). 
• All other material not described below are identified by Wis. Stat.§ 7.23(1)(k) as having a retention period of 90 days after 

the election. 

Note: Notification should be given on any records 75 years or older regardless if they are marked waived. 

Retentiori and WHS Confidential 
Notification 

Record Series Series Description 
Disposition Title 

Ballots and Equipment 

Applications for 
Includes copies of proof of identification when 

Event+22 months; 
No Waived 

Absentee Ballots 
submitted with application. 

Event=Election 10 (Federal 
Authority provided by Wis. Stat.§ 7.23(1)(f). 

Elections) 

10 All materials and documentation associated with a federal election must be retained at least 22 months after the election. Federal elections 
include those for the office of President of the U.S., U.S. Senator, and U.S. House of Representatives (Wis. Stat.§ 7.23(1)(f)). 
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Record Series Series Description Retention and Confidential 
WHS 

Title Disposition Notification 

Applications for Includes copies of proof of identification when 
Absentee Ballots 

submitted with application . 
Event+90 days; 

No Waived 
(State, County, 

Authority provided by Wis. Stat.§ 7.23(1)(k) . 
Event=Election 

Local Elections) 

Ballots (Federal Federal election ballots. Event+22 months; 
No Waived 

Elections) Authority provided by Wis. Stat. § 7.23(1 )(f). Event=Election 

Ballots (State, State, county, local offices. Event+30 days; 
County, Local Authority provided by Wis. Stat. § 7.23(1 )(h). Event=Election 

No Waived 
Elections) 

Ballots (Unused 
Only applies to unused ballots and materials. 

Event+3 business days; 
and related Event=Completion of all No Waived 
Materials) 

Authority provided by Wis. Stat. § 7.23(1 )(a) . 
election canvasses 11 

11 Materials must be retained in event a petition for recount has been filed. 
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Retention and 
Confidential 

WHS Record Series 
Series Description 

Disposition Notification ' Title 

Data storage devices used in electronic voting 
Event+21 days; 

No Waived 
Detachable 

equipment. Event=Election 12 Recording Units 
Authority provided by Wis. Stat.§ 7.23(1)(g). 

Detachable 
Data storage devices used in electronic voting Event+14 days; 

No Waived 
Recording Units 

equipment. 
Event=Election 13 (Primary 

Authority provided by Wis. Stat.§ 7.23(1)(g). 
Elections) 

Campaign 

Financial disclosure reports filed_ by candidates Event+6 years; 
No Waived 

Campaign 
during election campaigns. 

Event=date of receipt Finance Reports 
Authority provided by Wis. Stat.§ 7.23(1)(d) . 

12 Before clearing or erasing the units or compartments, a municipal clerk shall transfer the data contained in the units or compartments to a disk 
or other recording medium which may be erased or destroyed 22 months after the election to which the data relates. The requirement to transfer 
data does not apply to un its or compartments for use with tabulating equipment for an electronic voting system that was approved for use prior to 
January 1, 2009, and that is not used in a federal election . 
13 Before clearing or erasing the units or compartments, a municipal clerk shall transfer the data contained in the units or compartments to a disk 
or other recording medium which may be erased or destroyed 22 months after the election to which the data relates. The requirement to transfer 
data does not apply to units or compartments for use with tabulating equipment for an electronic voting system that was approved for use prior to 
January 1, 2009, and that is not used in a federal election. 
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Record Series 
Series Description Retention and Confidential 

WHS 
Title Disposition Notification 

Campaign 
Statements filed by candidates for public office. 

Event+6 years ; 
Registration 

Includes Notification of Non-candidacy for 
Event=termination No Waived 

reelection forms. 
Statements 

Authority provided by Wis. Stat.§ 7.23(1)(d) . 
issued by the registrant 

Reports and Lists 

Official Prepared statement showing the results of each 
Event+ 1 O years; 

Canvassers election. No Waived 
Statements Authority provided by Wis . Stat. § 7.23(1 )(i) . 

Event=election 

Includes proofs of publication and 

Election Notices 
correspondence filed in connection with such Event+1 year; 

No Waived 
notices. Event= Election 

Authority provided by Wis. Stat.§ 7.23(1)U) . 

Election Notices 
Includes proofs of publication and 

(Federal 
correspondence filed in connection with such Event=22 months; 

No Waived 
notices. Event= Election 

Elections) 
Authority provided by Wis. Stat.§ 7.23(1)(j). 

Election Voting Reports filed by municipal clerks on registration, 
and Registration voting, and absentee voting. Event+22 months; 

No Waived 
Statistics Authority provided by Wis. Stat. Event=Election 
Reports §§ 6.275-6.276. 
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Record Series 
Series Description 

Retention and Confidential WHS 
Title Disposition Notification 

Elector registrations deemed ineligible for Event+4 years; 
Ineligible Elector voting . Status and reasons for ineligibility should 

Event=When deemed No Waived 
Registrations be noted. ineligible 

Authority provided by Wis. Stat.§ 7.23(1)(c). 

List compiled by election officials on election day 
showing the names and addresses of electors Event+22 months; 

Poll (Voter) Lists who actually cast votes in an election defined in Event= Election 
No Waived 

Wis. Stat. § 5.02(14). 
Authority provided by Wis. Stat.§ 7.23(1)(e). 

Table of Contents 
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Finance Records 

Requirements Specific to Finance Records 
The Finance section is organized by the following subsections: 

• Budget 
• Fiscal 
• Purchasing 

Municipalities are encouraged to adopt the following general schedules in instances where this schedule does not adequately 
provide coverage for all types of records that could be created: 

• Budget and Related General Record Schedule 
• Fiscal & Accounting Related Records General Schedule 
• Purchasing & Procurement General Schedule 

Note: Records in this series may contain confidential or restricted information. Even when specific confidentiality statutes do not 
apply, application of substantive common law principles through the balancing test considerations under Wis . Stat. § 19.35( 1 )(a) , 
may affect disclosure of the record under the public records law. Please consult Section V: Confidential Records and Personally 
Identifiable Information (Pll) of the Introduction for more information on this topic. 

Note: Notification should be given on any records 75 years or older regardless if they are marked waived. 

Record Series Series Description 
Retention and Confidential 

WHS 
Title Disposition Notification 

Budget 

Approved 
Annual Records related to establishing the base level 

Fiscal+6 years No Waived 
Operating agency annual operating budget each fiscal year. 

Budget 
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Record Series Retention and 
Title Series Description Confidential WHS 

Disposition Notification 

Audit Reports 
Reports that evaluate the financial holdings of the 

Event+3 years; 

municipality. 
Event=Final report No Waived 

issued 

Budget Re~ords i_nclude final budget requests (forms or 

Documents/ their equivalents), justifications/analysis, policy 
Fiscal+6 years 

Development papers, related correspondence, and requests for No Waived 

information. 

Final Budget 
The final budget document for the municipality. 

Submittal 
Fiscal+6 years No Waived 

Municipal Borrowing 

All r~cords associated with municipal bonds. Also 
Event+ 7 years; 

_includes the bond register, bond payment 
Event=Bond issue 

Bond Records register, and any certificates of destruction when 
expires or following 

the bond agent has been authorized to destroy 
payment of all No Waived 

cancelled bonds, coupons, and promissory outstanding matured 

notes. 
bonds/notesf coupons, 

whichever is later 
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Record Series Series Description Retention and Confidential 
WHS 

Title Disposition Notification 

Payments and Receipts 

Bank 
Statements received from institutions holding the 

Statements/ Creation+ 7 years No Waived 
Reconciliations 

municipality's funds . 

Overall record accounting for receipts and 
Event+ 7 years; 

Cashbook disbursements, usually for fiscal or calendar 
Event=Audit 

No Waived 
year. 

Collection & Reports showing the amounts collected, amounts 
Event+3 years; 

Disbursement retained by county/local government, and portion No Waived 
Reports sent to state. 

Event=Transaction date 

Credit Card 
Receipts or 

Credit card receipts and related documentation Event+3 years; 
Information No Waived 

Received from 
associated with credit card transactions. Event=Transaction date 

Sales 

Records used in reconciling bank statements and 
Financial verifying expenditures. Includes, but not limited Event+ 1 year; 

No Waived 
support records to, credit/debit notices, cash reconciliations, and Event= Audit 

deposit stubs. 
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Record Series . Retention and WHS 
Title 

Series Description Disposition 
Confidential 

Notification 

Issued Checks 
Checks issued by the municipality that are Creation+ 7 years No Waived 

outstanding or have been cleared by the bank. 

Purchasing 

Yes 14 

Records pertaining to the procurement of all 
Event+6 years; Some information 

Contract and Event=End date of may qualify for 
Request for Bid 

commodities and services which may require a resulting contract or Trade Secret Waived 
contract. This includes both successful and /Proposal File 

unsuccessful bids. 
cancellation date of protection per 

contract or bid/proposal Wis. Stat.§ 
19.36(5). 

Vendor Documentation of vendors and contractors who Event+6 years; 
Performance fail to meet the terms and specifications of Event=End of contract No Waived 

Files purchasing contracts. 

Table of Contents 

14 Some information may qualify for other legal protection such as copyright, patent, trademark or licensing. It is possible some vendors may 
identify information as confidential that is not actually protected by law. 
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Public Works 

Requirements Specific to Public Works 
Records in the Public Works section are arranged under the following subsections: 

• Building Inspection 

• Engineering 

• Maintenance and Operations 

• Planning and Zoning 

• Utilities 

The Public Works section is intended to provide municipalities with schedules for the most common record series generally 
grouped under this topic. Municipalities that are in need of schedules for records not covered in this section are encouraged to 
review and consult the appropriate General Records Schedules listed below: 

• Facilities Management and Related Records 

Wis. Stat. § 19.21 (4)(b) defines the minimum retention cities, villages, and towns may set for water stubs, receipts of current 
billing, and customer's ledgers of any municipal utility as 2 years. In addition, municipalities should check the schedule set by the 
Public Service Commission of Wisconsin (PSC) for Municipal Utilities. A complete list of records and schedules is located in 
"Investigation to Consider Proposed Changes to Records Retention Requirements for Electric, Gas and Water Utilities." 

Schedules specific to Police/First Responder records are not included in the WMRS. Consult the County General Schedule for 
records schedules for similar records which can be used as a basis for the creation of schedules and/or ordinances. 

Surveillance recording schedule applies to municipally operated security footage for public buildings, street cameras, and public 
transportation . The schedule does not apply to footage recorded by police body cameras, patrol dashboard cameras, or any 
similar police recording device. 

Municipalities should have adequate and clear procedures in place that explain the proper handling and destruction of surveillance 
recordings. Clear communication with appropriate municipal personnel will help to ensure that the record is not destroyed 
prematurely and public requests and/or any legal or program needs are met in a timely manner. 

Note: Notification should be given on any records 75 years or older regardless if they are marked waived. 

Page 38 



Record Series 
Series Description 

Retention and 
Confidential 

WHS 
Title Disposition Notification 

Building Inspections 

Summary of inspection history of a particular 
property. Records include original building permit, 

Building 
site plans, certificate of occupancy, conditional 

Inspection 
use documents, comprehensive design reviews, Event+1 year; 

No Waived 
Records and violations for both residential and Event=Life of building 

commercial structures. Also includes inspection 
of plumbing, electrical , ventilation, heating, and 

air conditioning . 

Conditionally approved building plans, 
calculations, and correspondence. 

Building Plan Authority provided by Wis. Admin. Code§ SPS Event+4 years; 
Review and 361 .60(5)(f)1 .b. Event=Construction No Waived 
Inspection completed 

Note: applies to certified municipalities only (see 
Wis. Admin . Code§ SPS 361.60(2)). 15 

15 Note: Refer to Wis. Adm in. Code§ SPS 361.60(5) for detailed information on the specific types of buildings that first class, second class, and 
other municipalities are authorized by the Department of Safety and Professional Services to review. Prior to applying this schedule, the 
Municipality must review and take the steps outlined in Wis. Admin . Code § SPS 361.60. 
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Record Series 
Series Description Retention and 

Confidential 
WHS 

Title Disposition Notification 

Building Plans: Includes architectural, design specs, structural 
Event+4 years; 

Residential 1 and utility plans submitted for inspection review. 
Event=Construction No Waived 

and 2 Family Authority provided by Wis. Admin . Code§ SPS 
completed 

Dwellings 320.10(6)(a)2. 

Building 
Applications forms, correction orders, 

Inspection: 
correspondence and inspection records. 

Event+ 7 years; 
Residential 1 Event=Construction No Waived 
and 2 Family 

Authority provided by Wis. Admin. Code§ SPS 
completed 

Dwellings 
320.10(6)(a)3. 

Code Reports completed during field investigations to 
Compliance determine if buildings and system installations 

Permanent No N/A 
Inspection comply with the specifications of appropriate 
Reports codes. 

Engineering 

Material submitted to the Department of 

Airport 
Transportation when a municipality wants to 

Event+?; 
Improvement 

make an improvement to the airport. Records 
Event= petition No Waived 

may include public hearing records, briefs, 
Petition File 

reports and recommendations, and 
submitted to DOT 

correspondence. 

Airport Master 
The Airport Master Plan provides information 

Event+20 years; 
Plan 

about the condition of the airport and projects 
Event=new plan issued 

No Notify 
development for the next 20 years. 
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Record Series 
Series Description Retention and Confidential WHS 

Title Disposition Notification 

Construction Final as-built plans and original drawings for 
Event; 

Plans: Final As- public for buildings, streets, sewers, sidewalks, 
Event=life of structure 

No Waived 
Built Projects etc. 

Construction 
Plans: Final As-

Event; 
Built Projects Use for historically significant projects. No Notify 
(Historically 

Event=life of structure 

Significant) 

Environmental 
Official copies of environmental assessments, 

Event+6 years; 
Assessment & Event=Termination of 

Impact 
impact statements and related documentation 

municipal ownership of 
No Notify 

Statements 
related to municipal construction projects. 16 

the land 

Maps: May include maps covering environmental 
Construction impact/changes, development of specific areas, 

Permanent No N/A 
and and the impact on public infrastructure (utilities, 

Topographical roads, sidewalks). 

16 May include: environmental assessment reports and drafts, environmental impact statements (draft and final), legal notices, comments from the 
public, DNR and others, related correspondence and supporting materials. 
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Record Series Series Description Retention and Confidential WHS 
Title Disposition Notification 

All documents pertaining to a project including , 
design and construction contracts, proposed and 
approved amendments to all contracts, bidding Event+10 years; 

Project Records plans and specifications, details on materials Event=Date project is No Waived 
used on each project, and all other related completed 
project materials. Use for buildings, streets, 

sewers, sidewalks, etc. 

Project Records 
Event; (Historically Use for historically significant projects. 

Event=Life of structure No Notify 
Significant) 

Maintenance and Operations 

American with Records cover ADA inspections, investigations, 
Event+6 years; Disabilities Act complaint investigations, facility logs and reports 

Event=Close of review No Waived (ADA) Facility regarding ADA compliance relating to facilities 
or audit 

Reviews and structures. 

Asbestos and 
Hazardous 

Project files on asbestos abatement and Event+30 years; Material and 
Environmental 

hazardous materials and environmental Event=Completion of Yes 18 Waived 

Remediation 
remediation projects at state owned buildings. 17 the project 

Case File 

17 OSHA 29CFR 1926.1101 governs asbestos abatement projects. The records include medical surveillance records for certain people who wear 
protective equipment performing asbestos abatement work. 
18 Patient health care records in this series are confidential per Wis. Stat. § 146.82. 
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Record Series Series Description Retention and Confidential WHS 
Title Disposition Notification 

Building 
Maintenance: Documents the installation, maintenance, service Event+1 month; 

Equipment and history of equipment commonly used to Event=Removal and No Waived 
Repair and maintain facilities. disposal of equipment 

Service Records 

Building Lease 
Files on leased facilities. 

Event+ 7 years; 
No Waived 

Files Event=End of lease 

Series may document road locations or surfaces, 

Maps 
zoning information, parks, flood plains, soils, or 

Permanent No NIA 
parcel boundaries. This record series may also 

include indexes to maps. 19 

Physical Plant Records documenting the operation of all facets 
Monitoring and of facilities: VAC; plumbing, mechanical, 

Creation+6 years No Waived 
Inspection electrical, structural as well as special monitoring 
Reports of building components. 

19 Copies of maps that are retained by local government offices after originals have been sent to other government units for retention may be 
destroyed 90 days after they have been transferred. An example of this are copies of certified survey maps created by local units and then sent to 
the county register of deeds office for retention under Wis. Stat§ 236.34(2). 
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Record Series Series Description Retention and Confidential WHS 
Title Disposition Notification 

Profile and 
Documentation of landscape and features . Permanent No N/A 

Grade Books 

State Highway 
Records of state aid pertaining to road 

Aids Program Creation+ 7 years No Waived 
Records 

maintenance. 

Documentation of the performance of tasks 
Street and related to street and sidewalk maintenance. This 
Sidewalk may include solid waste management, street Creation+ 7 years No Waived 

Operations File cleaning, repairs, snow removal, and garbage 
collection. 

Event+120 days 21 

Event=Date of 

Monitoring and surveillance recordings for public recording 
Surveillance 

buildings, street cameras, and public (Note: Recordings may be No Waive 
Recordings 

transportation . 20 subject to longer 
retention. See footnote for 

more information.) 22 

20 The schedule does not apply to footage recorded by police body cameras, patrol dashboard cameras, or any similar police recording device. 
21 120 days is the time within which a claim may be filed against a governmental body as defined in Wis. Stats. § 893.80. 
22 Surveillance recordings that are required for any legal or programming purpose (such as open records requests, claims, case file, or litigation 
holds) must be retained in accordance with any applicable records schedules and/or have completed their legal or programming requirements. 

Page 44 



Record Series Series Description Retention and Confidential WHS 
Title . Disposition Notification 

Planning and Zoning 

Aerial Aerial photographs used for planning and map Event; 
No Notify Photographs creation. Event=Superseded 

Annexation Incorporation records such as petitions, hearing 

Records 
testimony and exhibits, court orders, notices, Permanent No N/A 

resolutions, and related correspondence. 23 

Comprehensive 
Provides general goals, objectives, policies and Event+14 years; Growth and 

Development 
implementation recommendations to guide the Event=Superseded by No Notify 

Plan future growth and development of the city. new plan 

Applications and related documents for a 
conditional use permit. Applications include site 

plan, applicate statement, and evidence 
Conditional Use evidence/documentation. Event+ 7 years; 

Permits Event=termination of No Waived 
This series may also include public hearing conditional use permit 

notice, reports, public hearing documentation , 
and decision. 

23 Records cover proposed incorporations of town areas into cities and villages pursuant to Wis. Stat.§ 66.0201 - § 66.0209, and municipal 
consolidations of towns with cities and villages pursuant to Wis. Stat. § 66.0229. 
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Record Series Series Description Retention and Confidential WHS 
Title Disposition Notification 

Easements Grants of easement to the municipality. Permanent No N/A 

A map showing the divisions of a piece of land, 

Final Plats 
this series includes vacation or alterations of 

Permanent No N/A 
plats, annexation plats, and final subdivision 

plats. 

Event; 
Preliminary Plats Created during the development of subdivisions. Event=Superseded by No Waived 

final plat 

Property Survey Includes field notes, benchmark books, and 
Permanent No N/A 

Records section corner monument logs. 

Material submitted 1o appeal a zoning decision. 

Zoning Appeals, 
May include maps, rezoning application, written 

local description of the proposed zoning Permanent No N/A 
Approved 

boundaries, and drawings of the boundaries. 
Also includes public hearing records. 

Page 46 



Record Series Series Description 
Retention and Confidential WHS 

Title Disposition Notification 

Material submitted to appeal a zoning decision. 

Zoning Appeals, 
May include maps, rezoning application, written Event+ 7 years; 

Unapproved 
local description of the proposed zoning Event=Final appeal is No Notify 

boundaries, and drawings of the boundaries. closed 
Also includes public hearing records. 

Zoning Board 
and Zoning Agendas, minutes, reports, plans, and other 

Board of material submitted to the Zoning Board, and/or Permanent No N/A 
Appeals Zoning Board of Appeals. 

Meeting Material 

The text of the zoning ordinance spells out 
uniform rules that apply to each zoning district 

Zoning 
including: uses of the land (permitted, conditional 

Ordinance 
and prohibited uses), dimensional standards (lot Permanent No N/A 

size, frontage, setbacks, building height, bulk, 
floor area), and the density of development. 

Authority provided by Wis. Stat. ~ 60.61. 

May include, but is not limited to, maps, rezoning 
Zoning, application, written local description of the 

Permanent No N/A 
Rezoning Files proposed zoning boundaries, and drawings of the 

boundaries. Also includes public hearing records. 

Zoning Variance 
Records related to area and use variances. 
Documentation submitted by landowners to Permanent No N/A 

Files 
secure a variance to the zoning ordinance. 
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Record Series Series Description Retention and Confidential WHS 
Title Disposition Notification 

Utilities 24 

Abandoned 
Records may include final designs and location 

Mains and 
Services As-

maps. Includes plans of private sewer and water Permanent No N/A 

Built 
systems. 

Excavation 
Plans submitted by utilities needing to excavate 

Plans of Private Permanent No N/A 
Utilities 

to develop, expand, or repair utility lines. 

Inspections 
Records documenting the inspection of water 

Permanent No N/A 
and sewer lines. 

Sewer Indicates problems such as cracked or broken 
Event; 

Inspection pipes, improper alignment, or loose lateral 
Event=Superseded 

No Waived 
Records connections. 

24 Wis. Stat. § 19.21 (4)(b) defines the minimum retention cities, villages, and towns may set for water stubs, receipts of current billing , and 
customer's ledgers of any municipal utility is 2 years. Local governments should also consult the schedule set by the PSC for Municipal Utilities. A 
complete list of records and schedules is located in "Investigation to Consider Proposed Changes to Records Retention Requirements for Electric, 
Gas and Water Utilities." 
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Record Series 
Series Description 

Retention and 
Confidential WHS 

Title Disposition Notification 

Water and 
A record documenting the history of breaks in 

Sewer Main Permanent No N/A 
Break Records 

water and sewer main lines. 

Water, Storm, Maps providing the location of water, storm, and 
and Sanitary sanitary sewer mains. Also provides information 

Permanent No N/A Sewer Main about the depth, slope, size and composition of 
Maps these features. 

Table of Contents 
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Revenue Records 

Requirements Specific to Revenue Records 
Records in the Revenue section are arranged under the following subsections: 

• Assessment 
• Board of Review 
• Special Assessment 
• Tax Calculation and Collection 

The Revenue section is intended to provide municipalities with schedules for the most common record series generally grouped 
under this topic. Municipalities that are in need of schedules for records not covered in this section are encouraged to review the 
County General Schedule for reference on scheduling similar records. The County General Schedule cannot be adopted by 
municipalities for use, but the schedules can be used for creating record schedules through municipal ordinances. 

Final real property assessment rolls have a retention period of 15 years and may be destroyed after that time has lapsed. 
However. Wis. Stat. § 59.52(4)(c)3 states that no assessment roll containing forest crop acreage may be destroyed without the 
prior approval of the secretary of the Department of Revenue. Municipalities should assume that assessment rolls from rural areas 
include forest crop acreage and that this provision applies to their assessment rolls . Municipalities should contact the Wisconsin 
Department of Revenue, Local Government Services Bureau for more information. This step is in ADDITION TO notifying the 
Wisconsin Historical Society of the upcoming record destruction. 

Note: Notification should be given on any records 75 years or older regardless if they are marked waived . 
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Record Series 
Series Description 

Retention and 
Confidential WHS 

Title Disposition Notification 

Assessment 

Assessor' Final Documents yearly changes to master property Event+5 years; 

Reports record and personal property returns. Final report Event=Final report filed No Waive 
is filed with DOR. with DOR 

Includes any plats, assessor's plats, certified 
Cadastral Maps surveys, or aerial photographs used in Permanent No NIA 

determining taxable boundaries. 

Final Creation+15 years 

Assessment Both real and personal property rolls. (Provided no Forest 
No Notify Crop Acreage is Rolls 

recorded) 25 

Master Property Details the appraisal of real property, based on Event+5 years; 
No Notify Records the field inspections of the assessor. Event=Life of structure 

25 Wis. Stat. § 59.52(4)(c)3 states that no assessment roll that contains forest crop acreage may be destroyed without the prior approval of the 
secretary of revenue. Notification to the Wisconsin Historical Society is still required before approved assessment rolls can be destroyed. 
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Record Series Series Description Retention and Confidential 
WHS 

Title Disposition Notification 

Notice of 
Notices sent to property owners informing them 

Increased Creation+ 7 years No Waive 
Assessment 

of increases on assessment. 

Reports filed by individuals who own property 
Taxation exempt from personal property tax under Wis. 

Exemption Stat. § 70.11 . The reports are submitted to the Creation+ 10 years No Waive 
Reports clerk of the taxation district. 

Authority provided by Wis. Stat. § 70.339. 

Personal 
Yes 

Property 
Statements filed with local assessor declaring 

Creation+5 years 
Confidential per Waive 

Statements 
taxable personal property. Wis. Stat.§ 

70.35(3) 

Board of Review 

Objections submitted by taxpayers. Includes 
Event+ 7 years; 

Form of Event=Final action of 
Objection 

written objections and all other material submitted 
Board of Review or 

No Waive 
to the board of review. 

completion of appeal 

Minutes 
Record of all proceedings of the board of review. 

Creation+ 7 years No Notify 
Authority provided by Wis. Stat. § 70.47(5). 
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Record Series Series Description 
Retention and Confidential WHS 

Title Disposition Notification 

Event+ 7 years; 
Notice of Final decisions sent to property owners. Event=Final action of 

No Waive 
Determination Authority provided by Wis. Stat. § 70.47(12). Board of Review or 

completion of appeal 

Includes audio recordings and any transcripts of Event+ 7 years; 

Proceedings 
board of review proceedings, along with any Event=Final action of 

No Waive 
notes taken by clerk. Board of Review or 

Authority provided by Wis. Stat.§ 70.47(8)(f) . completion of appeal 

Special Assessments 

Final Resolution 
Final authorization of special assessments. Permanent No N/A 

Authority provided by Wis. Stat. § 66.0703(8)(d) . 

Payment 
Event+ 7 years; 

Record of the receipt of scheduled payments. Event=Final collection No Waive 
Register 

of payments 

Issued by municipal district describing the Creation+2 years 
Preliminary 

purpose of the project, calculations, limits of 
(provided report is on 

assessment district, and number of installments No Waive 
Resolutions 

to be paid. 
file with public works 

Authority provided by Wis. Stat. § 66.0703(4). 
project record) 
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Record Series Series Description Retention and Confidential WHS 
Title Disposition Notification 

Report of project that includes plans, 
Creation+2 years 

Report of specifications, cost estimates, and property 
(provided report is on 

Special affected. See Wis. Stat. § 66.0703(5) for more 
file with public works 

No Waive 
Assessment information. 

Authority provided by Wis. Stat. § 66.0703(5). 
project record) 

Tax Calculation and Collection 

Escrow Account List of real estate taxes paid directly from an Event; 
No Waive 

List escrow account. Event=Superseded 

Real and personal property rolls. Calculated from 
Final Tax Roll assessment rolls to include total taxes and Creation+ 15 years No Notify 

charges to be collected. 

Statement of Combined record of calculations used to set final 
Permanent No N/A 

Taxes taxes. 

Tax Calculation 
Any record used to calculate municipal taxes. 

Support 
These include any certificates, evaluations, Event+ 7 years; 

No Waive 
levies, estimates, payments, and credits used to Event=Audit 

Records 
determine real and personal property tax rolls. 
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Record Series 
Series Description 

Retention and 
Confidential WHS 

Title Disposition Notification 

Receipts issued by treasurer upon payment of Event+ 7 years; 

Tax Receipts 
taxes. Includes any supporting documents Event=Audit of records 

No Waive associated with issuing and recording receipts of by outside accounting 
payments. firm 

Tax Settlements 
Used to verify tax collections compared to the Event+ 7 years; 

No Waive taxes levied in the municipal records. Event= Audit 

Unpaid Tax List of postponed real property, delinquent real Creation+15 years 
No Waive Statements property, and delinquent personal property taxes. (Retain with tax roll) 
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10/30/2018 11:26 AM 
LICENSES: ALL 
LICENSE CODES: Include: RECBURN-E 
CLASSES: All 
STATUS: ACTIVE 
CITY LIMITS: INSIDE, OUTSIDE 

NAME/ 
ID CODE PROPERTY ADDRESS 

00140 RECBURN-E WEHRENBERG 
10/22/18-12/31/19 1045 GREEN BAY ST 

01826 RECBURN-E DUNLAP 
10/22/18-12/31/19 2000 CHARLES AVE 

05411 RECBURN-E DALBERG 
10/12/18-12/31/19 415 MAIN ST 

REPORT TOTALS: 3 LICENSES 

L I C E N S E M A S T E R R E P 0 R T 
SORTED BY: LICENSE NUMBER EFFECTIVE 

EXPIRATIC 
COMMENT: 

STATUS 

RICHAR ACTIVE 

GARY & ACTIVE 

JAY ACTIVE 

CLASS/ 
REPORT 

REC BURN 
REC BURN 

REC BURN 
REC BURN 

REC BURN 
REC BURN 

ORIG/ 
RENEW 

5/08/2012 

7/06/2016 

10/12/2018 

TERM/ 
PRINTED 

PAY STAT( 

10/22/2018 

10/22/2018 

10/22/2018 
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ORDINANCE NO. 1621-2018 

AN ORDINANCE TO AMEND CHAPTER 4 OF TITLE 7 
OF THE CODE OF ORDINANCES OF THE CITY OF ONALASKA RELATING TO 

DIRECT SELLERS 

THE COMMON COUNCIL OF THE CITY OF ONALASKA DOES HEREBY ORDAIN AS 

FOLLOWS: 

SECTION I. Chapter 4 of Title 7 of the City of Onalaska Code of Ordinances related to 

Direct Sellers is hereby deleted in its entirety and replaced as follows: 

7-4-1 
7-4-2 
7-4-3 
7-4-4 
7-4-5 
7-4-6 
7-4-7 
7-4-8 
7-4-9 

Chapter 4 

Direct Sellers 

Direct Sales License Required 
Definitions 
Exemptions 
License 
Investigation 
Appeal 
Regulation of Direct Sellers 
Records 
Suspension, Revocation and Nonrenewal of License 

Sec. 7-4-1 Direct Sales License Required. 

It shall be unlawful for any direct seller to engage in direct sales within the City of Onalaska 
without being a license for that purpose as provided herein. A licensee shall be responsible for 
the acts and omissions of any employee, agent, or independent contractor or other individual. 
This license is specific to a person, not a company, so each individual engaging in solicitations 
must acquire a direct seller license. 

Sec. 7-4-2 Definitions. 

In this Chapter the following definitions shall be applicable: 
(a) Direct Seller. Any person who sells goods, or takes sales orders for the later delivery of 

goods, at any location other than the permanent business place or residence of said person 
and shall include, but not be limited to, peddlers, solicitors and transient merchants. The 
sale of goods includes donations required by the direct seller for the retention of goods by 
a donor or prospective customer. 
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(b) Permanent Merchant. A direct seller who, for at least one (1) year prior to the 
consideration of the application of this Chapter to said merchant: 
(1) Has continuously maintained a permanent retail location in this City and maintained 
consistent business hours open to the public. 

( c) Goods. Shall include personal property of any kind and shall include goods provided 
incidental to services offered or sold. 

( d) Charitable Organization. Shall include any benevolent, philanthropic, patriotic or 
eleemosynary person, partnership, association or corporation, or one purporting to be 
such, but shall not include religious organizations. 

( e) Clerk. The City of Onalaska City Clerk. 
(f) Person. All humans of any age or sex, partnerships, corporations, associations, groups, 

organizations and any other description of a collection of human beings working in 
concert or for the same purpose or objective. 

(g) Special Event. An athletic event, ceremony, demonstration, exhibition, march, pageant, 
parade, procession, show or other similar display which interferes with the normal flow or 
regulation of traffic upon the streets, sidewalks or rights-of-way, or the normal use of 
parks or other public grounds and for which a special event permit has been issued for. 

Sec. 7-4-3 Exemptions. 

The following shall be exempt from all provisions of this Chapter: 
(a) The delivery of goods to regular customers on established routes. This exemption shall not 

apply to direct sales on sidewalks. 
(b) The sale of goods at wholesale to dealers in such goods. 
( c) The sale of agricultural products which such person has grown. 
( d) A home visit requested by the buyer. 
( e) A sale required by statute or by order of any court. 
(f) A bona fide auction sale pursuant to law. 
(g) Direct sales conducted by a charitable organization or an agent thereof. 
(h) Direct sales conducted by a permanent merchant or an agent thereof. Any person who 

claims to be a permanent merchant, but against whom complaint has been made to the 
City Clerk that such person is a transient merchant, shall be exempt provided that there is 
submitted to the City Clerk proof that such person has leased for at least one (1) year, or 
purchased, the premises from which they are conducting business, or proof that such 
person has been a permanent merchant in this City for at least one (1) year prior to the 
date complaint was made. 

Sec. 7-4-4 License. 

(a) License Information. Applicants for license must complete and return to the City Clerk 
an application form furnished by the City Clerk which shall require the following infonnation: 

(1) Name, permanent address and telephone number, and temporary address, if any; 
(2) Height, weight, color of hair and eyes, and date of birth; 
(3) Name, address and telephone number of the person, firm, association or corporation 

that the direct seller represents or is employed by, or whose merchandise is being 
sold; 
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( 4) Temporary address and telephone number from which business will be conducted, if 
any; 

(5) Nature of business to be conducted and a brief description of the goods offered and 
any services offered; 

(6) Proof that the applicant holds a current state seller's permit, which include a state 
sales tax number. 

(7) Photograph of Applicant. Each applicant for a license shall file with the application 
one recent photograph suitable to the City Clerk for inclusion on the applicant's 
official pe1mit, of the size and shape of a passport photo. 

(8) Proposed method of delivery of goods, if applicable; 
(9) Make, model and license number of any vehicle to be used by applicant in the 

conduct of his business; 
(10) Last cities, villages, town, not to exceed three (3), where applicant conducted similar 

business just prior to making this registration. 
(11) Place where applicant can be contacted for at least seven (7) days after leaving this 

City; 
(12) Statement as to whether applicant has been convicted of any crime or ordinance 

violation related to applicant's transient merchant business within the last five (5) 
years, the nature of the offence and the place of conviction. 

(b) Identification; Licenses. Applicants shall present to the City Clerk for examination: 
(1) A current driver's license or valid form of government issued identification bearing 

the applicant's photograph; 
(2) A state certificate of examination and approval from the sealer of weights and 

measures where applicant's business requires use of weighing and measuring devices 
approved by state authorities; 

(3) A state health officer's certificate where applicant's business involves the handling of 
food or clothing and is required to be certified under state law; such certificate to 
state that applicant is apparently free from any contagious or infectious disease, 
dated not more than ninety (90) days prior to the date the application for license is 
made. 

( c) License Fee and Miscellaneous. 
(1) At the time the application is submitted, a fee shall be paid to the City Clerk to cover 

the cost of processing and issuing said license. Every person who shall be engaged in 
direct sales must file a separate application form. The fee for a direct seller's, 
solicitor's or canvasser's license shall be as set forth on the City of Onalaska Fee 
Schedule. All license fees will be reviewed annually. All persons within a group must 
comply with the other provisions of this Chapter. A license granted hereunder shall be 
valid for a period of (90) days from the date of issuance. 

(2) The applicant shall sign a statement appointing the City Clerk his or her agent to 
accept service of process in any civil action brought against the applicant arising out 
of any sale or service performed by the applicant in connection with the direct sales 
activities of the applicant, in the event the applicant cannot, after reasonable effort, be 
served personally. 

(3) Upon payment of said fee and the signing of said statement, the City Clerk shall issue 
a license to the applicant as a direct seller and the date of entry. The license shall be 
valid for a period of ninety (90) days from the date of entry, subject to subsequent 
refusal as provided in Sec. 7-4-5(b) below. 
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Sec. 7-4-5 Investigation. 

(a) Upon receipt of each application, the City Clerk may refer it immediately to the Chief of 
Police or their designee who may make and complete an investigation of the statements 
made in such registration. If the police department determines that any portion of the 
application is false or that the applicant has been convicted of a violation of an ordinance 
or law which substantially relates to the activity described in the application or the 
applicant has pending charges and such charges substantially relates to the activity 
described in the application, the application may be denied by the police department in 
conference with the City Clerk. 

(b) If the police department approves the application, and there have been no complaints of 
material nature that have been received against the applicant by authorities in the last two 
(2) years by any cities, villages and towns, in which applicant conducted similar business 
and applicant has met all of the requirements of this Title7, Chapter 4 the City Clerk may 
grant the permit without further review. 

Sec. 7-4-6 Appeal. 

Any person denied a license may appeal the denial through the appeal procedure provided by 
ordinance or resolution of the Common Council or, if none has been adopted, under the 
provisions of Secs. 68.07 through 68.16, Wis. Stats. An applicant whose permit has been 
denied by the police department or whose appeal has been denied by the common council may 
not apply for a permit for a period of one year from the date of the original application. 

Sec. 7-4-7 Regulation of Direct Sellers. 

(a) Prohibited Practices. 
( 1) Direct Sellers are hereby prohibited from: 

a. Calling at any dwelling or other place between the hours of 7:00 p.m. and 9:00 
a.m. except by appointment; 

b. Calling at any dwelling or other place where a sign is displayed bearing the words 
"No Peddlers," "No Solicitors" or words of similar meaning; 

c. Calling at the rear door of any dwelling place; or 
d. Remaining on any premises after being asked to leave by the owner, occupant or 
other person having authority over such premises. 

(2) A direct seller shall not misrepresent or make false, deceptive or misleading 
statements concerning the quality, quantity or character of any goods offered for 
sale, the purpose of his visit, his identity or the identity of the organization he 
represents. A charitable organization direct seller shall specifically disclose what 
portion of the sale price of goods being offered will actually be used for the 
charitable purpose for which the organization is soliciting. Said portion shall be 
expressed as a percentage of the sale price of the goods. 

(3) No direct seller shall impede the free use of sidewalks and streets by pedestrians or 
vehicles. Where sales are made from vehicles, all traffic and parking regulations 
shall be observed. No direct seller shall be upon any street used as a parade route 
between the time of one-half (1/2) hour immediately preceding the commencement 
of any scheduled parade until after the conclusion of any scheduled parade. 
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(4) No direct seller shall make any loud noises or use any sound amplifying device to 
attract customers if the noise produced is capable of being plainly heard outside a 
one hundred (100) foot radius of the source. 

(5) No direct seller shall allow rubbish or litter to accumulate in or around the area in 
which such direct seller is conducting business. 

(6) Sales of any type of device that expels a projectile, including but not limited to, silly 
string, marshmallows, or other type of projectile are prohibited. 

(7) No direct seller shall engage in direct sales at a special event without permission of 
the organization holding the special event permit, or if no permit is needed, the 
organization sponsoring the special event. 

(b) Disclosure Requirements. 
(1) After the initial greeting and before any other statement is made to a prospective 

customer, a direct seller shall expressly disclose the seller's name, the name of the 
company or organization with which they are affiliated, if any, and the identity of 
the goods or services they offer for sale. The direct seller shall also carry their direct 
seller license on their person at all times when engaged in selling and display the 
same to a prospective customer upon request. 

(2) If any sale of goods is made by a direct seller or any sales order for the later delivery 
of goods is taken by the seller, the buyer shall have the right to cancel said 
transaction if it involves the extension of credit or is a cash transaction of more than 
Twenty-five Dollars ($25.00), in accordance with the procedure as set forth in Sec. 
423.203, Wis. Stats.; the seller shall give the buyer two (2) copies of a typed or 
printed notice of that fact. Such notice shall conform to the requirements of Sections 
423.203(1)(a)(b) and (c), (2) and (3), Wis. Stats. 

(3) If the direct seller takes a sales order for the later delivery of goods, the direct seller 
shall, at the time the order is taken, provide the buyer with a written statement 
containing the terms of the agreement, the amount paid in advance, whether full, 
partial or no advance payment is made, the name, address and telephone number of 
the seller, the delivery or performance date and whether a guarantee or warranty is 
provided and, if so, the terms thereof. 

Sec. 7-4-8 Records. 

The Chief of Police or their designee shall report to the City Clerk all convictions for violation 
of this Chapter and the City Clerk shall note any such violation on the record of the registrant 
convicted. 

Sec. 7-4-9 Suspension, Revocation and Nonrenewal of License. 

(a) Licenses may be suspended, revoked or nonrenewed for a violation of any provision of 
this chapter or a violation of a statute, ordinance or regulation substantially related to the 
permitted activity. A hearing for the suspension, revocation or nonrenewal of a license 
shall be conducted before the Common Council. 

(b) Written notice of the hearing shall be served personally on the licensee at least seventy­
two (72) hours prior to the time set for the hearing; such notice shall contain the time and 
place of hearing and a statement of the acts upon which the hearing will be based. 
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( c) Appeal from a decision of the Common Council shall be to the circuit court for La Crosse 
county. 

SECTION IL This Ordinance shall take effect and be in force from and after its passage 

and prior to publication although it will be published in due course. 

Dated this __ day of _____ , 2018. 

PASSED: 
APPROVED: 
PUBLISHED: 
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CITY OF ONALASKA 

By:~---------------
Joe Chilsen, Mayor 

By: _______________ _ 
Caroline Burmaster, Clerk 



FISCAL IMPACT OF ORDINANCE 1621-2018 Please route in this order 

Eric Rindfleisch, Administrator 
(let Caitlin review all annexation ordinances) (signature) -

~Fiscal Impact 

D Budgeted Item 

D Will need $ for to meet the 
~~~~~- -~~~~~~~~~~~~~~~~-

requirements of this ordinance. 

Jarrod Holter, City Engineer 
( signatur&$ 

l)g No Fiscal Impact 

D Budgeted Item 

D Will need $ for to meet the 
~~~~~- -~~~~~~~~~~~~~~~~-

requirements of this ordinance. 

Troy Miller, Chief of Police 'SI ~ ;v\ ,,;,_, (signatuh~ 
~ No Fiscal Impact 

D Budgeted Item 

D to meet the 
requirements of this ordinance. 

Fred Buehler, Financial Services Director .dJl ~ /e>-htf--' 

~o Fiscal Impact 

D Budgeted Item 

(signature) 

D Will need $ for to meet the 
~~~~~- -~~~~~~~~~~~~~~~~-

requirements of this ordinance. 
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