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A Machine firmware updates

A Absentee Envelopas3 styles

A Homeland Security Webinar and Ifgperson security
assessments

A Referendum timeline

A Notices

A General Topics & Questions: Monthly Zoom meetings, CT
Reports, Budgets, Fence Line Disputes, Property Vacation
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Year In the Life of a Clerk

This I s not my presentation, 1t 1 s ex
training that | attended.

Melissa Kono, Associate Professor, Community
Development UW -Madison Extension

Daniel Foth, JD, Local Government Education Specialist,
UW-Madison Extension
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So Now YouodooMowd&/hat!|l er k

ODond6t P¥emnic
O Take a Deep Breath

O Help is on the way

O You Can Do This

OLetds Show You What
L ook Like

o
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Clerk Duties per State Statute

Wis. Stats.§ 19.33 61.25 (villages) and 62.09(11) (cities)

O care and custody of the corporate seal and municipal papers
and records and transfer of
successor;

O allowmg Inspection of those records as permitted by
sconsindos public records

tending common council or village board meetings and
keeping a full record of the proceedings;

O maintaining a minute book with governing body proceedings;

O countersigning all ordinances and resolutions adopted and
publishing or posting as required by law and recording proof

thereof: @
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Clerk Duties per State Statute  (cont 5d

O

maintaining an ordinance book noting all ordinances adopted, in
chronological order, with information pertinent to the adoption;

things weforget. blogspet.com

O

maintaining records of all licenses and permits granted, as well as
recording all bonds;

O

responsibility for elections and voter registrations.

otifying persons elected or appointed to municipal offices; notifying
other governmental offices of elections as necessary;

administering oaths and affirmations;

drawing and countersigning orders on the municipal treasury In
accordance with statutory requirements and maintaining accounts
thereof in the appropriate books; @
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Clerk Duties per State

O keeping an accurate account with the treasurer and charging the
treasurer with all tax lists presented for collection and with all moneys
paid into the treasury; and notifying the county treasurer by February
20, of the proportion of property tax revenue and of the credits
under sec. 79.10 that is to be disbursed by the taxation district
treasurer to each taxing jurisdiction located in the municipality;

lllage clerks must make and deliver a tax roll to the village treasurer
and make and transmit to the county treasurer, on forms provided
by the department of revenue, a statement showing the total
amount of all taxes levied in the village;

O stamping or endorsing street trade permits at the request of an
employer under sec. 103.25 (3m) (b) and stamping or endorsing
traveling sales crew worker permits at the request of an employer
under sec. 103.34 (11) (c); @
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Other Duties Imposed by Statute

O Board of Review (BOR) comprised of municipal officials, Wis.
Stat. § 70.46 makes the clerk a member of the board, except
In 1st class cities, as well as the recording secretary and BOR
records custodian.

O Annexation which requires the clerk to take certain actions
when annexation petitions are filed or annexation ordinances
are enacted.

O Numerous statutes require the clerk to convey information to
specific state departments (e.g., the clerk must send a list of
liguor licensees to the Department of Revenue annually).

O With a broad brush, Wis. Stat. § 61.25(9) requires the clerk to
operform all other duties required
or other direction of the
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Typical Clerk Duties Per Sample Job
Description

O Administrative
O Human Resources
O Elections

O

Taxes

O Records, Permits & Licenses
O Cemetery
O Meetings

O Miscellaneous 8 tha t kitchen sink again

o

Extension
UNIVERSITY OF WISCONSIN-MADISON
LOCAL GOVERNMENT EDUCATION PROGRAM




Records Custodian

Wis. Stat. § 19.33

O Maintains Records and makes decisions
regarding access

O Elected oOfficials are custodians unless an
employee has been designhated

f none, highest rank officer or chief
administrative officer

O Statutes designates clerks as record keepers

O Custodial Services
O Other Authority staff may participate or assist

ORecommend establishing an 0int e
P

ocedur ebo @
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Records Notice & Hours

O Records Request Notice - Wis. Stat. § 19.34 (1)

O Custodian identity
O Times and locations to inspect records
O No regular hours, advance notice required to inspect

~

O Costs
O Hours & Wis. Stat. § 19.34 (2)(a)

nytime if regular hours

O

No regular hours:

O at least 2 hours per week; or permit access on 48 hours notice

Consider Internal Procedures Manual
O Electronic record requests & what is provided and its form

~

O Working with Requestors on records requests
O WTA should have a template for a record request

o
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BUSINESS HOURS

OPEN Most Days About 9 or 10
Occasionally as Early as 7, But SOME DAYS
AsLale As 12 0r 1.

WE CLOSE About 5:30 or 6
Occasionally About 4 or 5, But
Somelimes as Late as 11 or 12.
SOME DAYS OR Atternoons, We
Aren't Here At All, and Lately
I've Been Heore Just About All The Time,
Except When I'm Someplace Else,
But | Should Be Here Then, Too.




Monthly

Month / Year
Sun [Mon | Tue | Wed | Thu | Fri | Sat
O Meetings: - T rr
O Prepare for monthly meetings, - F 7 F F 7 F
O prepare and post agendas, - H FH B F
O prepare minutes I I I I I e B ey i
O Report Sales Tax (if applicable) e e RN T
Financial: I e
O pay bills,
O prepare monthly budget recap
O Payroll:

O withholding to Wisconsin Department of Revenue and IRS

o
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Quarterly

Ta

O 941 report to IRS

O Unemployment Wages Report to
Department of Workforce
Development

O Report Sales Tax (if applicable)

o
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January

O Nomination papers for Spring Election due January
(15t Tuesday)

O Prepare for February Primary (Third Tuesday in February)
O W2s for employees

Annual Withholding to WI DOR
O Retirement Report due to ETF, if participating

O Quarterly payroll reports

o
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February

O February Primary (third Tuesday)

Pa

O Tax exemption reports are due in March (and July), even
years

W, Presidents' Day 4

Fe bYuﬁa'yyw ,

9 '
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March

O Notice of Annual Meeting (3 ' Tuesday of April)
O Work on Annual Financial Report (Form C or CT)
O Retail Alcohol Beverage Licenses

O Fire Dues Self Certification due by March 31 st
O Prepare for Spring Election (1 st Tuesday of April)

March

International
Women's Day

o
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April

April F=:Is Da

O Annual Meeting (3 ™ Tuesday unless otherwise noted)

O Spring Election (first Tuesday)

O Annual Recycling Report for DNR (if applicable)
O Work on Annual Financial Report (Form C or CT)

O Open Book and Board of Review Notices
O Administer Oaths to any newly elected officials
O Quarterly payroll reports

o
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May

Ta

O Annual Financial Report (Form C or CT) Due

O Open Book and Board of Review & UW Local
Government Education Program has BOR Videos for

certification
O Expenditure restraint due 5/1, if qualified
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June

O Statement of Assessment

O Alcohol Licenses: Fees due
June, expire June 30 1

(UW Local Government has
alcohol licensing training)

O Start Budget Preparation

~

O CMAR due to DNR for
sewer utility
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July

O O

o O O

Prepare for Fall Primary
(Second Tuesday in August,
even years)

Take a look at mid -year
financials and assess for
budgeted spending

Some Cities & Villages Start
Budget Preparation

Quarterly payroll report
TID form PE300 due by 7/1

Tax exemption report due
July (even years)

o
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