
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CITY OF WATERTOWN 
POLICY MANUAL 

 
The City of Watertown: Opportunity runs through it. 

Adopted:   
May 2021 

 



2 
 

Contents 
 

Introduction       4 

Chapter One: Finance      5 

1.1 Investment Policy     6 

  1.2 Fund Balance Policy     13 

  1.3 Purchasing Policy     16 

 1.4 Capitalization Policy     33 

 1.5 Continuing Disclosure Policy    38 

 1.6 Fraud Prevention Policy    43 

Chapter Two: Human Resources    51 

  2.1 Recruitment Policy     52 

  2.2 Onboarding Policy     55 

2.3 Offboarding Policy     58 

Chapter Three: Social Media and Communications  60 

  3.1 Social Media Policy     61 

  3.2 Press/Media Requests – future policy  69 

 3.3 TextMyGov Notification Alerts   70 

3.4 Meeting Notice Materials and Timeline Policy 71 

3.5 Open Records Policy     72 



3 
 

 

Chapter Four: Facilities Management    78 

4.1 Display of Flags      79 

4.2 Use of City Hall Meeting Rooms   82 

4.3 Identification Cards     83 

4.4 Access to City Buildings (keys)   85 

4.5 Animals in City Buildings    87 

Chapter Five: Information Technology    88 

5.1 Requesting IT Support    89 

5.2 Electronic Tablet Usage Policy   91 

5.3 E-Mail Use – reserve for future policy  93 

Chapter Six: Emergency Management    94 

6.1 Emergency Operations    95 

6.2 Continuity of Operations Plan (COOP) 

6.3 Building Safety Plans 

6.4 Flooding Procedure 

 

 

 

 

 

 



4 
 

 

 

 

Introduction 
 

 

 

The purpose of the City of Watertown Policy Manual is to have a central document that contains all 
of the city’s internal operational policies. These policies govern the manner in which the city 
conducts business. The city acknowledges that the Watertown Police Department and Watertown 
Fire Department have preexisting policies and procedures; when/if in disagreement, their policies 
supersede those contained in this document. This document is for operational policies and 
procedures; any policies effecting the benefits or responsibilities of employees shall be contained in 
the Employee Handbook. 
 
This document is for internal operations. The Executive Assistant to the Mayor will be the owner of 
this document. They will review the document twice annually and incorporate and disseminate any 
necessary changes. Changes outside of those timeframes are permitted. Those requested changes 
should be submitted to the Executive Assistant to the Mayor in the format used in this document. 
They will provide to the Mayor for consideration and the Mayor will review with the Leadership 
Team. Approved changes will be incorporated into the manual and disseminated to the Leadership 
Team and Administrative Assistants upon update. Should individual policies require the approval of 
a governing body, those shall be approved by the governing body prior to inclusion in the manual. 
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Chapter One: Finance 
 

 

 

The contents of this chapter pertain to financial policies associated with the city. Policies such as 
investments, balances, purchasing, credit cards, reimbursement and more are in this chapter. 

 

1.1 Investment Policy 
 

1.2 Fund Balance Policy 
 

1.3 Purchasing Policy 
 

1.4 Capitalization Policy 
 

1.5 Continuing Disclosure Policy 
 

1.6 Fraud Prevention Policy 
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This policy applies to those funds that are under the authority of the City of Watertown, Wisconsin (City). 
Financial assets of funds not under the authority of the City are administered in accordance with a separate 
policy. Financial assets of all other funds may be administered in accordance with this policy but are not 
required to. 

 
 

 

 
The policy is divided into the following sections: 

General Objectives 

Standards of Care 

Internal Controls 

Investment Parameters 

Reporting 

Pooling of Cash 

Adoption and Approval 

List of Attachments 

 

 

 
The actions of this policy wish to achieve the following objectives: 

A. SAFETY 

Investments shall be undertaken in a manner that seeks to ensure the preservation of capital 

in individual investments and the overall portfolio. The objective will be to mitigate credit 

risk, interest rate risk and custodial risk. 

 

Investment Policy
1.1 

SCOPE OF APPLICATION 

SUMMARY 

GENERAL OBJECTIVES 
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1. Credit Risk 

The City will minimize credit risk, which is the risk of loss due to the failure of the security 

issuer or backer, by: 

• Limiting investments to the types of securities permitted under Wisconsin Statutes 

Chapter 66.0603 

• The City Council shall by resolution approve the public depositories that are 

deemed appropriate for use under Wisconsin and Federal law. 

• Diversifying the investment portfolio so that the impact of potential losses from any 

one type of security or from any one individual issuer will be minimized. 

 

2. Interest Rate Risk 

The City will minimize interest rate risk, which is the risk that the market value of 

securities in the portfolio will fall due to changes in market interest rates, by: 

• Structuring the investment portfolio so that securities mature to meet cash 

requirements for ongoing operations, thereby avoiding the need to sell securities on 

the open market prior to maturity. 

 

3. Custodial Risk 

The City will minimize custodial risk, which is the risk that in the event of a financial 

institution failure, the City’s deposits may not be returned to it, by: 

• Maintaining a list of public depositories, financial institutions and broker/dealers 

authorized to provide deposit and investment services. 

• All public depositories, financial institutions and broker/dealers authorized to 

provide deposit and investment services must supply as appropriate audited 

financial statements demonstrating compliance with states and federal capital 

adequacy guidelines. 

 

B. LIQUIDITY 

The investment portfolio shall remain sufficiently liquid to meet all operating requirements that 

may be reasonably anticipated. Investment portfolios will be structured so that securities 

mature concurrent with cash needs to meet anticipated demands. Alternatively, a portion of any 

portfolio may be placed in money market mutual funds or local government investment pools 

authorized and permissible under Wisconsin statutes which offer same-day liquidity for short term 

funds. 
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C. YIELD 

Investment portfolios shall be designed with the objective of attempting to attain a market rate 

of return throughout budgetary and economic cycles, taking into account investment risk 

constraints and liquidity needs. Return on investment is of secondary importance compared 

to the safety and liquidity objectives described above. Securities shall generally be held until 

maturity with the following exceptions: 

• A security with declining credit quality may be sold prior to maturity to minimize loss 

of principal. 

• Liquidity needs of the City require a security or securities are sold prior to maturity. 

• A security swap would improve the safety and yield of the overall portfolio. 
 

With the exception of cash accounts, all investments will be selected on the basis of competitive 

quotations; at least two qualified institutions will be contacted each time an investment is placed. 
 

 
 

A. PRUDENCE 

The standard of prudence to be used by investment officials shall be the “prudent person” 

standard, which states “investments shall be made with judgment and care, under 

circumstances then prevailing, which persons of prudence, discretion and intelligence 

exercise in the management of their own affairs, not for speculation, but for investment, 

considering the probable safety of their capital as well as the probable income to be derived” 

and shall be applied in the context of managing an overall portfolio. 

 
Investment officers acting in accordance with written procedures and this Investment Policy 

and exercising due diligence shall be relieved of personal responsibility for an individual 

security’s credit risk or market price changes, provided deviations from expectations are 

reported in a timely manner and the liquidity and the sale of securities are carried out in 

accordance with the terms of this policy. Notwithstanding any other provision of law, the 

Clerk/Treasurer (or other City employee in the absence of the Clerk/Treasurer) who deposits 

public money in any authorized public depository, in compliance with Wisconsin statues sec. 

34.05 is, under the provisions of Wisconsin statues sec. 34.06, relieved of any liability for any 

loss of public monies which results from the failure of any public depository to repay the 

public depositor the full amount of its deposits, thus causing a loss as defined in Wisconsin 

Statutes sec. 34.01(2). 

 

 

 

 

STANDARDS OF CARE 
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B. ETHICS AND CONFLICTS OF INTEREST 

City officers and employees involved in the investment process shall refrain from personal 

business activity that could conflict with the proper execution and management of the 

investment program, or that could impair their ability to make impartial decisions. Officers 

and employees shall refrain from undertaking personal investment transactions with the 

same individual with whom business is conducted on behalf of the City. 

 

C. DELEGATION OF AUTHORITY 

Management and administrative responsibility for the investment program of the City is 

entrusted to the Clerk/Treasurer under the directions of the Common Council. Individuals 

authorized to engage in investment transactions on behalf of the City are the 

Clerk/Treasurer, Deputy Clerk/Treasurer, the Mayor or those individuals designated by the 

Clerk/Treasurer, Mayor or Common Council. 

 

D. AUTHORIZED AND SUITABLE INVESTMENTS 

Authorized investments include any investment stipulated in Wisconsin statue 66.0603 (1m). 

• In accordance with Wisconsin statues 34.01 (5) and 34.09 all Wisconsin banks, state 

or federal chartered, all financial institutions insured by the Federal Deposit Insurance 

Corporation (FDIC), as well as the Wisconsin local government pooled-investment 

fund, are authorized depositories. 

 

E. COLLATERALIZATION 

It is the policy of the City of Watertown to require that all funds in excess of insured or 

guaranteed limits be secured by some form of collateral. The City will accept for collateral 

any investment that is allowed by state statute. The amount of collateral required is 102% of 

market value. 

 
All collateral held by a third party must be verified by a third-party safekeeping receipt. The 

receipt must indicate that the collateral is pledged in the name of the City of Watertown. The 

pledged collateral can only be released by written authorization of the Mayor, 

Clerk/Treasurer or Deputy Clerk/Treasurer. The City will permit collateral to be substituted, 

provided it meets the City’s collateral requirements. 

 
In addition, the City will permit the pledging of a block of collateral in the name of the City of 

Watertown. This will enable the bank to conduct Repurchase transactions on a regular basis 

without the need to daily pledge collateral. The City will not, however, permit any institution 

to under pledge or fail to pledge proper collateral. 
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The Clerk/Treasurer shall establish a system of internal controls designed to prevent losses of City 

funds arising from fraud, misrepresentation by third parties, unanticipated changes in financial 

markets, employee error or imprudent actions by employees. 

Internal controls shall address: 
 

• Separation of transaction authority from accounting and record keeping. 

• Clear delegation of authority to subordinate staff members. 

• Written confirmation of transactions for investments and wired transfers. 

• Dual authorizations of wire transfers. 

• Development of a wire transfer agreement with the lead bank and third-party custodian. 

• Investment and interest earnings will be recorded in the City’s accounting records based on 

generally accepted government accounting procedures. 

• A summary of all investment transactions will be prepared by the Clerk/Treasurer for 

review by the Finance Committee and/or Common Council. 
 

 
 

Diversification 
 

Investments shall be diversified by: 
 

• Limiting investments to avoid concentration in securities from a specific issuer, industry 

or business sector, excluding U.S. Treasury obligations. 

• Investing in securities with varying maturities. 

• Continuously investing a portion of the investment portfolio in readily available funds such as 

local government investment pools, money market accounts or money market mutual funds 

permissible under state statute. 

 

 
 

The City Clerk/Treasurer will maintain monthly reports listing the current investments of the City and 

the performance of the City’s investment portfolio. When requested, the Clerk/Treasurer will 

present a report on the City’s investments and financial status to the Finance Committee. Annually, 

the Clerk/Treasurer will provide a report to the Common Council detailing the performance of the 

investment portfolio that will allow the Common to determine if investment activities during the 

reporting period conform to this Investment Policy. 

 

 

INTERNAL CONTROLS 

INVESTMENT PARAMETERS 

REPORTING 
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Except where otherwise provided by the Common Council, the City Clerk/ Treasurer is authorized to 

pool the cash of various funds to maximize investment earnings where it is advantageous and 

prudent to do so. Investment income will be allocated to the various funds based on the pro rata 

portion of each fund. 
 
 

 
 

By resolution, the Investment Policy shall be formally approved and adopted by the Common Council 

and reviewed as needed but at least every three years. 
 
 

 
 

For more information or clarification about this policy, see the following attachments: 
 

• Wisconsin Statue 34.03 Public Deposits 

• Wisconsin Statue 66.0602 Municipal Law 

• Internal Controls 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   POOLING OF CASH 

ADOPTION AND APPROVAL 

LIST OF ATTACHMENTS 
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Chapter 76. Finance and Taxation Article I. General Regulations 
 

§ 76-1. Depositories. 
 

A. Designation. Every state or national bank, savings and loan association, savings and trust 

company, mutual savings bank, and credit union located in this state which has qualified as a public 

depository with the Secretary of Financial Institutions and has complied in all other respects with Ch. 

34, Wis. Stats., is hereby designated as a public depository of the City to receive and hold such funds 

of the City as may from time to time be deposited therein. [1] 

[1]        Editor's Note: Amended at time of adoption of Code (see Ch. 1, General Provisions, Art. II). 
 

B. Local government pooled investment fund. 
 

(1) The City is authorized to participate in the Wisconsin Local Government Pooled Investment 

Fund pursuant to § 25.50, Wis. Stats. 

(2) The City Clerk-Treasurer is designated as the local official who may transfer City funds to the 

State Treasurer for deposit in the fund. 

[Amended by Ord. No. 87-31] 
 

(3) The State Treasurer is authorized to accept telephone requests for withdrawal of City funds. 
 

C. Authorized and suitable investments. Authorized investments include any investment 

stipulated in Wisconsin Statutes § 66.0603(1m). In accordance with §§ 34.01(5) and 34.09, Wis. 

Stats., all Wisconsin banks, state and federal chartered, all financial institutions insured by the 

Federal Deposit Insurance Corporation (FDIC), as well as the Wisconsin Local Government Pooled 

Investment Fund, are authorized depositories. [Amended by Ord. No. 87-32; Ord. No. 98-68; 12-15- 

2015 by Ord. No. 15-47] 

D. Delegation of authority. Management and administrative responsibility for the investment 

program of the City is entrusted to the City Clerk/Treasurer under the direction of the Common 

Council. Individuals authorized to engage in investment transactions on behalf of the City are the 

Clerk/Treasurer, the Mayor or those individuals designated by the Clerk/Treasurer, Mayor or 

Common Council. 

[Added 12-15-2015 by Ord. No. 15-47] 
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The policy is comprised of the following sections: 

Section 1. Policy Statement 

Section 2. Purpose of Unassigned Fund Balance 

Section 3. Policy and Procedure 

 
 

The objective of this policy is to establish a framework for reporting classification of fund balances 

and utilization of the unassigned fund balances in the general fund. These guidelines will provide 

direction during the budget and fiscal year-end processes to demonstrate commitment to long-term 

financial planning. 

This policy will be a positive factor in the municipal market’s assessment of the City’s credit quality. 

It is important for the City to maintain appropriate reserves to withstand economic downturns and 

to have adequate cash reserves to maintain consistent operations. Bond rating agencies may look 

unfavorably if the unassigned general fund balance of the City falls below the parameters established 

in this policy. 
 

 
 

The purpose of this policy is to establish a reasonable level of unrestricted fund balance and to 

establish guidelines for the uses of fund balance. Fund balance is defined as the difference between 

assets and liabilities in governmental type funds. Fund balance is comprised of both spendable and 

non-spendable forms. Spendable fund balance is available based on the constraints that control how 

specific amounts can be spent as defined by this policy. 

Unassigned fund balance provides funds for unforeseen contingencies. Reserves provide flexibility 

to withstand economic downturns without compromising recurring structural balance (annual 

revenues equal to or greater than annual expenditures). 
 

 

Fund Balance Policy 
1.2 

SUMMARY 

S1. POLICY STATEMENT 

S2. PURPOSE OF UNASSIGNED FUND BALANCE 



14 
 

 

 
 

Financial stability is important in safeguarding City assets, operations and providing a stable tax rate 

for City residents. The unassigned fund balance is an indicator of sound financial planning and 

impacts the following: 

• Bond rating – Ability to repay commitments increases bond rating potential. Higher bond 

ratings reduce the overall cost of long-term borrowing. 

• Cash flow – Ability to utilize existing cash flow for normal operations without the need for 

short-term borrowing. 

• Investment Interest Income – Additional income reduces the reliance on property taxes and 

provides ability to fund on-going operations. 

 

 
 

The non-spendable fund balance describes the amount of fund balance that cannot be spent 

because it is either in a non-spendable form or there is a legal or contractual requirement for the 

funds to remain intact. 
 

 
 

The restricted fund balance represents resources constrained by legal restrictions stipulated by 

outside parties or based on state statutes or grant requirement placed on the use for specific 

purposes. 
 

 
 

The committed fund balance represents resources constrained by limitations imposed by the 

Common Council. Committed fund balance shall be set by the recommendation of the Finance 

Committee and authorized by the Common Council. Action to authorize committed fund balance 

must occur prior to the end of the fiscal period and remain binding unless removed by action in the 

same manner. These fund balance along with imposed restrictions are maintained by the 

Clerk/Treasurer by account number. 
 

 

 
 

The assigned fund balance reflects the City’s intended use of resources. The assigned fund balance 

shall be set by the Finance Committee. These assignments shall be reviewed by the Common Council 

as part of the end of fiscal year reconciliation. These fund balances along with imposed restrictions 

are maintained by the Clerk/Treasurer by account number. 
 

S3. POLICY AND PROCEDURE 

Non-spendable Fund Balance 

Restricted Fund Balance 

Committed Fund Balance 

Assigned Fund Balance 
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The general fund shall be the only governmental type fund balance with an amount of unassigned 

fund balance. The City shall maintain an unassigned fund balance that is between 20% to 30% of the 

annual general fund budgeted expenditures with a targeted goal of 25%. Amounts exceeding the 

targeted goal of the annual general fund budgeted expenditures may be designated for non- 

recurring expenditures (examples: capital outlay items or special programs) if possible. As an 

alternative, the unassigned balance may be applied to reduce the subsequent year’s tax levy during 

the annual budget process. Caution shall be exercised to ensure the utilization of fund balance does 

not result in a spike in the required subsequent year tax levy. 

The Clerk/Treasurer shall annually provide an estimate of the current year-end unassigned fund 

balance to the Mayor during the budget process. The Mayor will recommend utilization of the 

unassigned fund balance according to this policy and will further consult with the Finance Committee 

regarding any recommended usage during the budget process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Unassigned Fund Balance 
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The policy is comprised of the following sections: 

Section 1. Policy Objectives 

Section 2. Competitive Bidding 

Section 3. Central Purchasing 

Section 4. Purchase Related Charges and Allowances 

Section 5. Cooperative Purchasing 

Section 6. Charge Cards 
 

Section 7. Sale of Surplus Property 

Section 8. Purchasing 

Section 9. Procurement for State and Federal Awards 
 

Section 10. Procedures for Contracted Services and Other Contracted Purchases 

Section 11. Emergency Purchases 

Section 12. Grants as a Revenue Source 

Section 13. Donation Policy 

Section 14. Miscellaneous Considerations 
 
 
 
 
 
 
 
 
 
 

Purchasing Policy
1.3 

SUMMARY 
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1.1 Objectives. The objectives of the City's Purchasing Policy are: 
1. To ensure that materials, equipment and services are purchased at the lowest 

prices consistent with quality and performance. 
2. To provide adequate controls over City expenditures and financial commitments 

with proper Documentation. 
3. To obtain quality goods required by City departments and to ensure that these goods 

are at the place needed at the time needed. 
4. To provide a standardized system of purchasing for use by all City departments. 

 

 
 

2.1 Policy. It is the policy of the City of Watertown to procure needed materials, equipment 
and services at the lowest cost consistent with quality and performance. Therefore, City 
purchases will be made only after price quotations have been obtained or attempted 
to have been obtained from different suppliers through either competitive bidding 
process (see Sec. 2.5) or obtaining bids (see Sec. 2.2), if required pursuant to this policy. 

 
2.2 Obtaining Bids. Unless required by State Statute, it shall be the Department Head’s 

discretion on the method of obtaining bids and proposals. Options include invitations to 
bid and proposals by US mail, e- mail, and publication in the official newspaper, telephone 
contacts or verbal requests. Purchasers shall attempt to obtain bids or proposals from at 
least three (3) vendors to ensure that comparison pricing is demonstrated. 

 
2.3 Exceptions.  The only exceptions to this Policy are: 

1. Sole-source purchases (i.e., when only one known supplier is available): includes 
diagnostic vehicle repairs and warranty work that needs to be done by service providers 
equipped and trained for repairs on the make and model of equipment being repaired. 

2. Emergency purchases and repairs covered by insurance proceeds. 
3. Items purchased by State contract (Wis. Stat. sec. 345.05(1)(c). 
4. Purchases paid with grant funds which require specific purchasing procedures. 
5. For purchases below $1,000, the bidding/proposal process is waived although the 

purchaser is expected to compare prices for routine purchases and supplies. The intent 
is to look for quality and pr ic e  over convenience, wherever practical. 

6. Committee approval of department using a single vendor where department has 
a long-standing history of using the product where switching products complicates 
operations or maintenance (examples: fire hydrants, manhole castings and lids, etc.) 

 
2.4 Prohibited Conduct. The intentional staggering of purchases as well as dividing purchases 

and/or contracts to consciously evade this policy is strictly prohibited. Any employee found 
to be in violation of this policy will be subject to disciplinary action, up to and including 
termination of employment. 

 
 

S1. POLICY OBJECTIVES 

S2. COMPETITIVE BIDDING 
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2.5 Competitive Bidding Process. 

   Request for Bid (RFB): Commonly used when deliverables are commodities for  
      which there are clear specifications and when price will be the primary 
      determining factor. 

   Request for Information (RFI): Commonly used to develop lists of qualified vendors  

      and gain more input for resource availability. 

   Request for Proposal (RFP): Commonly used when deliverables are not well 
      defined or when other selection criteria will be used in addition to price, such as  
      the quality of the vendor (qualified-based selection (QBS). 

  Request for Quotation (RFQ): Commonly used when deliverables are commodities 
     for which there are clear specifications and when price will be the primary  
     determining factor. Unlike an RFB, this solicited price quote is used for  
     comparison purposes and is not a formal bid for work. 
 

2.5.1 Taxpayer Benefit Policy.  Pursuant to resolution #8443, that with respect to every expense 
constituting a purchase of any good or service that is not subject to Wis. Stats. 62.15(1), 
wherein, additionally, such expenditure to result from the purchase is within budget 
authorization, and otherwise conforms to the procedures in this policy, the competitive 
bidding, award and all procedures administered in connection therewith shall conform as 
follows when one or more local businesses participate in the competitive process: 
1. Include in the bid solicitation and any other procurement document or 

communication notice in substantially the following form: “It should be noted that 
the City of Watertown has a local bidder benefit policy, the details of which may be 
obtained from the City Clerk/Treasurer’s office.” The policy, generally known as the 
Taxpayer Benefit, will be used in the evaluation of bids or quotes, along with unit costs 
to be applied under the formula described below. 

2. On the bid or quote summary for each local business competitor list first the base bid or 
quote amount. On a separate line item labeled “Taxpayer Benefit” list an amount 
calculated at 1.5% of the local competitor’s base bid or quote which is then deducted 
to establish the cumulative total for bid or quote comparison amount. For competitive 
bids or quotes under $5,000 being solicited, the Taxpayer Benefit deduction shall be 2%, 
while all competitive bids or quotes of $5,000 or more shall have a Taxpayer Benefit 
deduction of 1.5% of the local competitor’s base bid or quote. Where one or more 
local businesses are competing for the successful bid or quote, the lowest responsible 
bid or quote shall prevail. In addition, where the local business that competes with a 
non-local business in a bid or quote process, the lowest responsible bid or quote shall 
prevail, after the Taxpayer Benefit deduction has been applied. 

 
2.5.2 Tie Bids.  If two or more bids are in the same amount or unit price, quality, service and 

other factors deemed relevant being equal, the contract shall be awarded to a bidder 
whose principal place of business is located within the City limits, if any. If there is not a 
City of Watertown bidder, the Department Head should award the contract to one of the 
tie bidders by coin toss open to public viewing. 
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2.5.3 Rejection of Bids.  Department Heads have the authority to reject bids or parts of bids, or 
all bids, where the public interest will be served. In all cases, the Department Head has the 
authority to re-advertise and re-bid any proposed purchase or to reject all bids and to 
negotiate a purchase directly with any supplier if this procedure is deemed most 
advantageous to the City. 

 

2.5.4 Bidders in Default to the City. A Department Head should not accept the bid of any 
supplier for goods or services in excess of $50,000, who is in default or delinquent in 
the payment of taxes, licenses, forfeitures, or any other moneys whatsoever due the City. 
Such information should be obtained from the City Clerk/Treasurer. 

 
2.5.5 Vendor Selection. In addition to price, Department Heads may consider the following 

factors in selecting the acceptable bid, proposal or quotation: 
1. The ability, capacity and skill of the vendor to perform the contract or provide the 

service required. 
2. Whether the vendor can perform the contract or provide the service promptly, 

or within the time s p e c i f i e d , without delay or interference. 
3. The experience and efficiency of the vendor. 
4. The quality of performance of previous contracts or services by the vendor. 
5. The previous and existing compliance by the vendor with laws and ordinances 

relating to the contract or service. 
6. The sufficiency of the financial resources and ability of the vendor to perform 

the contract or provide t h e  service. 
7. The quality, availability and adaptability of the supplies or contractual services to 

the particular use r e q u i r e d . 
8. The ability of the vendor to provide future maintenance and service for the use of 

the subject of the contract. 
9. The number and scope of conditions attached to the bid, proposal or quotation. 

 

 
 

3.1     Policy. Many of the items purchased by the City are commonly used by all or several 
departments. By consolidating the needs of all departments, the City can take advantage 
of price discounts for large quantity orders of these items. Annual orders are encouraged. 
Department Heads and all purchasers are strongly encouraged to work together to 
coordinate purchases of common items between departments. 

 

 
 

4.1 Shipping and Freight. It is the policy of the City to avoid paying shipping charges whenever 
possible. If the City is to pay shipping charges, it must be billed at the time of invoicing. 
Purchasers, when obtaining price quotations, should inquire into applicable freight 
charges. Any charges to be paid by the City will be regarded as part of the price 
quotation when selecting the successful bidder. Unless otherwise stated in the RFP/RFQ, 
all formal bids and proposals shall include freight and delivery charges, if any. 

S3. CENTRAL PURCHASING 

S4. PURCHASE RELATED CHARGES AND ALLOWANCES 
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4.2 Sales Tax Exemption.  The City is exempt from paying city, county and state sales tax. 

Purchasers have the responsibility to inform vendors of tax-exempt status. Tax exempt 
forms are available in the City Clerk/Treasurer’s office. Invoices received by the City that 
include sales tax will be amended by reducing the amount of sales tax prior to payment. 
Any person seeking reimbursement for a City purchase that includes sales tax shall not 
be reimbursed for the portion of the purchase that includes sales tax, absent extenuating 
circumstances, approved in writing by the Mayor. 

 

4.3 Vendor Discounts.   It is the policy of the City to take advantage of all available 
vendor discounts. The following considerations should be kept in mind: 
1. Cash discounts are offered for prompt payment, usually within ten days of the date 

of the invoice. Department Heads can aid the City by forwarding invoices to the 
City Clerk/Treasurer’s office promptly for inclusion in accounts payable batches. 

 

 

 
5.1 Policy. Cooperative purchasing between the City and the State of Wisconsin or between 

the City and other local governments can result in significant savings on the purchase 
price of many items. The City Clerk/Treasurer shall have the authority to analyze the 
desirability of cooperative purchasing arrangements and to make recommendations to 
the Mayor. The City Council encourages cooperative purchasing but maintains the right 
to reject any or all such agreements. It is the policy of the City to enter into cooperative 
purchasing agreements when: 
1. Substantial savings will result. 
2. Quality, availability, or service will not be sacrificed. 
3. The City will be separately billed for its purchases. 
4. Ordered items will be delivered directly to the City (unless otherwise agreed to). 

 

 

 

6.1 Policy. During the course of everyday business, situations arise that call for the use of 
a charge card. A charge card is not meant to interfere with any of the other policies and/or 
procedures currently in place in terms of purchasing needed items and/or services for the 
City. Its use is meant to enhance or augment the City’s ability to make purchases in the 
most efficient manner possible. Competitive pricing practices are still required for items 
purchased on a charge card if above $1,000 dollars. 

 
6.2 Use of Card. Charge cards shall not be used when a convenience fee or additional charge will 

be applied by using this manner of payment unless approved by the Clerk/Treasurer. 
 

6.2.1 Examples of when the charge card MAY be used: 

1. Payment for goods and services at area retail establishments where such purchase is 
within budget and is made pursuant to the terms of this policy. 

S5. COOPERATIVE PURCHASING 

S6. CHARGE CARDS 
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2. Payment for goods and services from internet vendors. 
3. Payment of invoices for goods and services where there is no additional fee to pay with 

a credit card and the purchase is within budget and is made pursuant to the terms of 
this policy. 

4. Lodging (registering in advance and paying upon departure). 
5. Transportation: flights, car rentals, trains, inter-city buses, taxis and ride-share services. 
6. Registration fees for conferences and seminars. 
7. Costs associated with business-related training. 
8. Online purchases for items such as government or business-related literature. 
9. Meal costs as follows: 

a. Costs must follow the standards established in the City’s Travel Guidelines in 
the Employee Handbook. 

b. Group meetings where the City is paying must receive prior approval of the 
Mayor whose approval means that it is appropriate for the City to pay the 
expense. 

c. The City will allow tips up to the limit set by the travel policy in the employee 
handbook of the bill to be applied to the charge card. If a tip is made that is 
in excess of the allowed amount, the overage should be left by the employee 
in cash and will not be recoverable from the City as a valid expense. 

d. Employees do not need to obtain tax exemption for individual meals or groups 
up to three (3) people. Groups over three should try to obtain the tax-exempt 
status. (See Tax Exemption section of this policy.) 

 
6.2.2 Examples of when the charge card MAY NOT be used: 

1. Tips, except when it is part of an approved meal cost. 
2. Personal purchases of any kind. 
3. Cash advances. 
4. Gift cards. 

 

6.3 Employee Access to Credit Card. Department Heads are responsible for determining the 
individual(s) in their organization who will have a charge card, subject to approval of the 
City Clerk/Treasurer. Employees may not make purchases without the prior knowledge of 
the Department Head. Approved employees will be required to sign an agreement that: 

1. Acknowledges that they understand the purpose of the use of credit cards, certifies that 
they have read and understand the City’s Purchasing Policy. 

2. Confirms that improper  use  of  the  card  may  result  in  disciplinary  action  up  
to and including termination of employment. 

3. Guarantees return of the card to the Department Head for reasons such as, but not 
limited to: 
a. Change in duties. 
b. Retirement. 
c. Termination of employment. 
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d. Improper use. 
e. Any   other   sound   reason   determined   by   the   Department   Head   or   City 

Clerk/Treasurer. 
 
6.4 Tax Exemption. Purchases made on credit cards are still eligible for tax exemption. The City, as 

a government office, is exempt from paying State of WI sales tax on purchases. Those who 
will be issued cards will be given the tax exemption number. Certificates are available by 
contacting the City Clerk/Treasurer. The Purchaser is responsible to provide the vendor proof 
of the City’s tax-exempt status at the time the charge is incurred. 

 
6.5 Meals in Excess of Travel Guidelines. If a meal (plus tip) purchase exceeds that which is 

allowed by the City’s Travel Guidelines/Expense Reimbursement Policy, located in the 
Employee Handbook, or if an unauthorized charge occurs, or if a good faith attempt to 
receive a tax exemption is not made, the employee must immediately reimburse the 
difference between what is allowed, and the dollar amount being charged to the City 
Clerk/Treasurer. 

 
6.6 Documentation. As with any purchases made for the City, proof of purchase (usually a 

receipt) is required. To ensure payment of the charge card debt in a timely manner, it will be 
necessary for the following rules to be followed: 
1. Employees who use a City charge card shall, as soon as possible after making a 

purchase, submit supporting documentation to the Department Head or Department 
Head’s designee. Supporting documentation may include: 

a. The vendor’s detailed sales receipt. 

b. Itineraries. 

c. Rental agreements. 
d. Completed registration flyers. 
e. Renewal notification letters. 
f. Order confirmations. 
g. Agendas. 

2. Documentation must include the name of the vendor providing the goods or services, 
the date (and time for meal reimbursements), the employee(s) involved, the goods 
and services received, the a m o u n t , and the business purpose. 

3. Upon receipt of the monthly statement, the City Clerk/Treasurer will distribute the 
statement to all departments that hold a credit card. All sales slips should be turned 
in to the City Clerk/Treasurer within the time specified by the City Clerk/Treasurer 
following distribution of the statement. 

4. Timely response is required so the charges can be applied to the appropriate month. 
5. Charge card purchases will have to be paid before the Mayor can approve them. 
6. The Mayor will review and approve all credit card charges once all receipts have been 

turned in to the Clerk/Treasurer’s office. Any purchases over $10,000 made on a credit 
card will be reported monthly to the Finance Committee. 

7. Upon leaving employment, or when an employee no longer needs to have the charge 
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card, the Department Head will be responsible for retrieving it and forwarding it to the 
office of the City Clerk/Treasurer for cancellation and disposal. The City 
Clerk/Treasurer or his/her designee will maintain a list of employees to whom cards 
have been issued. Department Heads therefore must inform the City Clerk/Treasurer 
when it is necessary to remove the employee’s name from the list of those who are 
holding a City charge card. 

 
6.7 Loss of Privilege. If an employee exhibits non-compliance with these procedures, 

discipline for non- compliance may occur, up to and including the loss of privilege to use 
the charge card or termination. A Department Head has the right to establish additional 
restrictions on City charge card use within his/her respective department. 

 

 
 

7.1 Tangible Property. City property is declared “surplus” when it is no longer necessary, 
practical or economical to be retained by the City. Department Heads are responsible for 
identifying surplus furniture, equipment, supplies, etc., in their departments. The 
Department Head or designee shall determine the best method for sale or disposal of 
surplus property for which the original purchase price was under $10,000. Such methods 
shall include internet postings on the Wisconsin Surplus Auction site or public bid. For items 
with an original purchase price of $10,001 to $50,000, Mayor approval is required prior to 
disposal. The Finance Committee shall approve the method of sale or disposal of surplus 
property for which the original purchase price was over $50,000. Disposal of all items 
with an original cost of over $5,000 must be reported to the Clerk/Treasurer for removal 
from insurance and the capital asset inventory. 

 

7.2 Police Unclaimed Property. Watertown Police Department shall conform to Wis. Stat. secs. 
66.0139 and 170.105. 

 

7.3 Real Estate. Whenever City owned property is proposed for sale, there should be an internal 
review conducted by the Mayor to determine whether the City may need the parcel in the 
future and for what purpose. The Mayor will then prepare a report for Plan Commission 
for review. The Plan Commission will consider the land sale request, along with the 
Mayor’s Report on the property, and then prepare a recommendation based on zoning or 
land use of the property. The Plan Commission recommendation will then be submitted 
to the Finance Committee who shall consider whether an appraisal is necessary, how the 
property may be disposed of, and then forwards a recommendation on to the City Council 
for final action. The Mayor is responsible for carrying out the Council’s actions for 
disposition of the property. Property may be disposed of by public sale or auction, sealed 
bids, or by a mutual sales agreement. 

 

 

S7. SALE OF SURPLUS PROPERTY 
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8.1 Routine Budgeted Purchases. Routine budgeted purchases made by the City may be grouped 
under the following categories: 

1. Purchases under $10,000 are authorized by a Department Head without further 
authorization except that purchases shall meet the competitive b i d d i n g  
requirements, as outlined in this Policy, and the item is within the current budget 
and would not require a budget amendment. 

2. Purchases from $10,001 to $50,000 shall be approved prior to ordering by the Mayor, 
but only after the Department Head complies with competitive bidding requirements, 
forwards copies of bids or quotes received, and the item is within the current budget 
and would not require a budget amendment. 

3. Purchases over $50,000 shall be approved prior to ordering by the appropriate 
standing committee, but only after the Department Head complies with competitive 
bidding requirements, forwards copies of bids or quotes received to the City 
Clerk/Treasurer for inclusion in meeting  packets, and the item is within the current budget 
and would not require a budget amendment. 

 

8.2 Construction and Public Works Contracts.  Construction and public works contracts must be 
advertised and bid according to state law. 

 
8.3 Department Head Responsibilities. Department Heads are required to monitor total 

spending for each of their function budgets and not exceed the total budgeted amount for 
each function. The total budget for each function will be considered the spending 
parameter for legal notice purposes. 

 
8.4 Unbudgeted Purchases/Budget Amendments.  Purchases which exceed amounts set forth 

by the annual budget must be approved by the Common Council, by way of a 
recommendation from the appropriate standing committee prior to purchasing. The 
Department Head must still comply with competitive bidding requirements and forward 
copies of bids or quotes received to the City Clerk/Treasurer for inclusion in meeting 
packets. A budget amendment will be required when a purchase will cause a department 
to exceed its budget for the year. Budget amendments must be offset by a reduction to 
another expense line. A budget amendment of any amount must be approved by the 
Finance Committee and Common Council. 

 

8.5 Purchasing Procedure. The following is the standard procedure to be used for all 
purchasing categories after proper authorization is secured. The Department Head or 
designee shall follow procedures listed in this policy and the Watertown Municipal Code 
for all purchases. 

S8. PURCHASING 
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1. When the material or service has been received and accepted, the Department Head 
will forward applicable invoices to the City Clerk/Treasurer’s office for processing. 
Invoices shall indicate approval for payment by the Department Head whose budget 
accounts will be affected by the payment. If partial shipments are received, the 
Department will submit applicable invoices marked in the same manner previously 
described in order to make timely payments. 

 

2. The City Clerk/Treasurer or designee will review the invoices awaiting payment 
for accuracy, discounts available, erroneous sales tax charges and may make 
changes if errors are found. 

 

3. All financial obligations, after administrative review, shall be submitted to the Council 
for approval at the regular meetings of the Council provided that payment of regular 
wages and salaries of officials and employees according to schedules adopted by the 
Common Council, utility bills that could receive a late penalty, bills from other 
governmental agencies that shall by law be paid, investment of City funds, employee 
insurance as provided by union contract and/or personnel code, and bond and interest 
payments as required by prior Council action shall be made by the Clerk/Treasurer 
without submission to Common Council  after verification by the department head 
and approval by the Clerk/Treasurer. 

 
 

 

 
9.1 Responsibility. City of Watertown department heads are responsible for determining 

whether a purchase is allowable under the terms of any state and federal program from 
which their department is receiving support. The process used for procurement under 
terms of any state and federal program should follow the guidance of the program. 
Approvals as set forth by Section XIII still apply to procurement/purchasing under state and 
federal programs. 

 
9.2 Procurement. Uniform grant guidance issued by the Federal Office of Management and 

Budget (OMB) outlined the following procurement standards for all dollars applied to federal 
grant programs. 

 

1. Micro Purchases (Items less than $3,000). Procurement by micro-purchase is the 
acquisition of supplies or services, the aggregate dollar amount of which does not 
exceed the micro- purchase threshold. To the extent practicable, the City of 
Watertown will distribute micro- purchases e q u i t a b l y  among qualified vendors. 
Micro-purchases may be awarded without soliciting competitive quotations if the City 
considers the price to be reasonable. 

 

 

 

S9. PROCUREMENT FOR STATE AND FEDERAL AWARDS 
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2. Small Purchases (Items between $3,000 and $150,000). Small purchase procedures are 
those relatively simple and informal procurement methods for securing services, 
supplies, or other property that do not cost more than the Simplified Acquisition 
Threshold (less than $150,000). If small purchase procedures are used, price or rate 
quotations shall be obtained from a minimum of three qualified sources. Efforts 
should be made to obtain at least one bid from a small or minority-owned business, 
if available. 

3. Large Purchases (Items greater than $150,000). All purchases valued at $150,000 
or greater require sealed bids. Under this purchase method, formal solicitation is 
required and the fixed 

price (lump sum or unit price) is awarded to the responsive and responsible bidder 
who conformed to all material terms and is the lowest in price. This procurement 
method requires formal  solicitation, fixed-price or cost-reimbursement contracts, 
and is used when sealed bids are not appropriate. A full and open competitive 
bidding process shall be implemented and will obtain at least three written proposals 
before the vendor selection is made. The formal solicitation will include: 

a. A clear and accurate description of the product or service to be procured. The 
description shall not be designed to limit competitive solicitation from 
multiple bidders. 

b. Requirements which City of Watertown must fulfill and all other factors to 
be used in evaluating bids or proposals. 

c. A description, where practicable, of technical requirements in terms of 
functions to be performed or performance required, including the range of 
acceptable characteristics or minimum acceptable standards. 

d. The specific features of “brand name” or equal descriptions that bidders 
are required to meet when such items are included in the solicitation. 

4. Noncompetitive proposals: Also known as sole-source procurement, this may be 
appropriate only when specific criteria are met. Examples include when an item is 
available only from one source, when a public emergency does not allow for the time 
of the competitive proposal process, when the federal awarding agency authorizes, 
or after a number of attempts at a competitive process, the competition is deemed 
inadequate. 

 

 
 

10.1 Contracts Defined. For purposes of this policy, “contracts” are defined as any 
document meeting any of the following statements: 
1. Requiring signature of statutory officers of the City. 

2. Expressly waiving liability of the vendor. 
3. Expressing a scope of service to be performed by the vendor. 
4. Placing conditions (other than payment) upon the City. 
5. Contracts also include lease agreements (other than office equipment leases). 
6. Memorandums of understanding (other than those with no cost to the City). 

S10. PROCEDURES FOR CONTRACTED SERVICES AND OTHER CONTRACTED 
PURCHASES 
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10.2 Competitive Bidding.  Department Heads must follow all competitive bidding 
requirements for procuring contracted services or purchases. However, a purchase order 
is not needed in these instances. 

 
10.3 Signatories. The signatories for the City are the City Clerk/Treasurer (Deputy 

Clerk/Treasurer in absence of Clerk/Treasurer) and Mayor, each of whom are authorized 
to execute the contracts without additional Council action. Department Heads do not 
have legal standing to enter into contracts on behalf of the City unless expressly authorized 
to do so by the City Council. 

 

The Mayor shall have authority to sign contracts to purchase items or services without 
an additional signatory provided they are included in the annual budget and meet the 
guidelines of the purchasing policy. 

10.4 Contract Review. All contracts must be reviewed by the City Attorney as to form prior 
to the execution of the contract. Department Heads should submit contracts to the 
City Attorney as soon as possible for timely review – ideally at least two business weeks 
prior to the execution date. All questions about whether a document is a contract 
should be directed to the City Attorney prior to execution of the document. The 
contract routing form must be used to ensure proper review before any contract will 
be signed. 

 

 
 

11.1 Policy.  Emergency purchasing procedures should only be used when normal 
purchasing channels are not feasible. Emergency purchases may be made: 
1. When there is an immediate threat to employees, public health or safety. 
2. To meet emergencies rising from unforeseen causes. 
3. When there is an emergency declaration. 

 
Emergency Purchases over $10,000. For emergency purchases over $10,000 or that 
exceed budget authority, the Department Head shall notify the Mayor of the 
emergency and receive a written waiver of the provisions of the purchasing policy. 

 
 

 

 
12.1    Policy. Prior approval from the Finance Committee is required when the grant requires 

a City matching contribution. Approval must be granted prior to the submission of 
the grant application. City matching contributions are defined to include any monetary 
contribution, change in service or staffing. A copy of the grant application, terms and 
any other pertinent documentation must be forwarded to the City Clerk/Treasurer for 
review prior to submission to the Finance Committee for evaluation of effects on the City’s 
finances. 

 
 

S11. EMERGENCY PURCHASES 

S12. GRANTS AS A REVENUE SOURCE 
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13.1 Policy. The purpose of this policy is to establish a formal process for acceptance and 
documentation of donations made to the City and to ensure compliance with applicable 
laws and accounting procedures. This policy supersedes other departmental policies 
regarding these issues. This policy provides guidance when individuals, community 
groups, and businesses wish to make donations to the City. This policy also establishes 
the standards for City employees and City officials regarding the acceptance of gifts and 
fundraising activities during the performance of  City business. 

 
13.2 Types of Donations. Donations may be offered in the form of cash, real or personal 

property. 

Designated donations are those donations that the donor specifies for a City department, 
location, or purpose. Undesignated donations are those donations that are given to the 
City for an unspecified use. Designated donations may only be accepted when they 
have a purpose consistent with the City’s goals and objectives and are in the best interest 
of the City of Watertown. 

 
13.3 Acceptance of Donations. Based on the value of the donation offered as out l ined  

below, appropriate City staff shall review every donation and determine if the benefits 
to be derived warrant acceptance of the donation. The following points list the threshold 
amounts for donation acceptance. 
1. Offers of donations of cash or items valued at $10,000 or below that are not 

real property shall be considered for acceptance by the Department Head. 
2. Offers of real property shall be forwarded to the Mayor considered by the Plan 

Commission pursuant to Wis. Stats. 
3. Donations of cash or items valued more than $10,000 and up to $50,000 shall 

be considered for acceptance by the Mayor. All donations over $10,000 shall be 
reported to the Finance Committee as informational. 

4. Offers of donations of cash or items valued more than $50,000 shall be considered 
for acceptance by the Finance Committee. 

 

13.4 Acceptance of Designated Donations. Prior to acceptance of designated donations, 
appropriate City staff will review the conditions of any designated donation and determine 
if the benefits to be derived warrant acceptance of the donation. Criteria for the evaluation 
include but are not limited to: 
1. Consideration of an immediate or initial expenditure required in order to accept the 

donation. 
2. The potential and extent of the City’s obligation to maintain, match, or supplement 

the donation. 
3. The need for the property, including where and what type of property it is (see 13.3(2)). 

 
 
 

S13. DONATION POLICY 
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13.5 Fundraising. Solicitation of voluntary contributions shall not violate the Code of Ethics for 
local officials under Wisconsin Statutes and City of Watertown Code of Ordinances. In 
addition, no solicitation shall state or imply that a donation will influence or affect how the 
party is treated by City officer and employees. 
1. All fundraising and solicitation efforts shall be consistent with the missions, goals, and 

mandates of the City. Solicitation for business, commercial, or personal reasons by 
City employees not directly related to City operations is prohibited. All donated funds 
or property become public property upon acceptance and shall be used or expended 
for public purposes. 

2. All significant fundraising and solicitation efforts, as reasonably defined by the Mayor, 
which support City programs and projects shall be authorized by the City Council after 
prior review and recommendation by the appropriate oversight Committee, 
Commission or Board. Council authorization may include continuing authorization or 
authorization for a one-time only project. 

 

13.6 Accounting. Prior to donation acceptance, the Department shall obtain written approval 
of the City Clerk/Treasurer or delegate regarding procedures to account for the donation. 
Said approval shall include proper accounting protocols for fundraising revenues and 
expenditures to be coordinated through the office of the City Clerk/Treasurer. No 
Department shall be allowed to maintain a checking or savings account for fundraising 
activities that is separate from the City accounting system. The City Clerk/Treasurer shall 
also be responsible for ensuring donated property is properly insured upon acceptance 
of said property. 

13.7 Status of Donated Property. All donated property given to the City of Watertown 
becomes the property of the City to oversee, maintain, and manage and may be used 

              in the complete discretion of the City, unless the parameters of the donation specifically 

              require otherwise. The City will decide when changes shall be made to any facility or 

  materials, with no guarantee of donated items being retained. If personal property becomes 

  obsolete, the City will attempt, if possible, to find another use for the property. The City is  

  not required to maintain the property beyond its useful life. The City does not guarantee  

  future funding for repair, maintenance, use or replacement of donated items. 

 

 

14.1 Encumbrances and Financial Recordkeeping. Encumbrances are commitments related 
to contracts that have been issued, but for which no goods or services have yet been 
received. Encumbrances are recorded in the year they occur for budgetary control 
purposes. 

The signing of a contract creates an encumbrance of the amount required to be paid during 

the current year. This amount is no longer available for obligation or expenditure unless 

the contract is canceled. 

 

S14. MISCELLANEOUS CONSIDERATIONS 
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14.2 Non-Budgeted Items. Purchases that have not been provided for in the current budget 
will require Council approval through budget transfers or amendments. The Department 
Head shall notify the City Clerk/Treasurer and provide written documentation regarding 
the expenditure. This information will be provided to the appropriate standing committee 
for a recommendation to Council concerning purchase approval and necessary 
budgetary transfers or amendments (note: budget amendments and transfers may only be 
approved by Finance Committee and Common Council). 

 

14.3 Insurance Claim and Settlement Proceeds. Purchases and insurance deductibles resulting 
from an accident or loss covered by the City's insurance policy or legal settlement will be 
treated as non- budgeted items. Purchases will be expended from the appropriate capital 
outlay or maintenance account and may necessitate a budget amendment. 

 

14.4 Property Room Surplus. Police Department property room surplus items shall be disposed 
of at the discretion of the Police Chief or designee and pursuant to State Statute. Any 
proceeds from the sale of said items shall be entered into the budget. 

 

14.5 Local Merchants. The City will give utmost consideration to local merchants taking price 
and service into account. See also Taxpayer Benefit section of this policy. 

  
14.6 Conflict Of Interest. Employees of the municipality are regulated by §946.13, Wis. Stat., 

and City Ethics Code (Chapter 165), concerning conflicts of interest. It shall be unethical 
for any City employee to participate directly or indirectly in a purchase or contract when 
the City employee or any member of the employee's immediate family has a financial 
interest pertaining to the contract or purchase unless the contract has been competitively 
bid or the service is highly specialized and only one supplier is available, and the employee 
has followed the procedure set forth in City Code. 

 

14.7 New Vendors. New vendors must be created in the accounting software and approved by 
the City Clerk/Treasurer prior to the purchase being initiated to satisfy internal control 
procedures. 
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City departments may use this as a general guide for purchases, but this is intended to be a 
summary only and does not supersede the material contained in the Purchasing Policy. 

 
 

 
 

1. Department   verifies purchase   is within budget or obtains approval   from Council via 
appropriate standing committee. 

2. Department competitively bids for the purchase pursuant to Purchasing Policy. 
3. Department determines if purchase will require a contract. 

 a.  If YES: 
1.  Submit vendor’s contract to City Attorney for review or contact City   
    Attorney for contract drafting. 
2.  Contract is signed by City Clerk/Treasurer (Deputy Clerk/Treasurer in  
      absence of Clerk/Treasurer) or Mayor AFTER the vendor has signed.  
3.  Original copy of contract goes to City Clerk/Treasurer for filing. 

 b.  If NO: 
     1.  Department places order. 
     2.  When department receives bill/invoice, this must be forwarded to City  
           Clerk/Treasurer.  
  

 
 

1. Department   verifies purchase   is within budget or obtains approval   from Council via 
appropriate standing committee. 

2. Department competitively bids for the purchase pursuant to Purchasing Policy. 
3. Department completes purchase order requisition and submits copies of bids/quotes to 

Mayor. 

4. Mayor approves purchase. 

5.  Department determines if purchase will require a contract. 
 a.  If YES: 

1.  Submit vendor’s contract to City Attorney for review or contact City   
    Attorney for contract drafting. 
2.  Contract is signed by City Clerk/Treasurer (Deputy Clerk/Treasurer in  
      absence of Clerk/Treasurer) or Mayor AFTER the vendor has signed.  
3.  Original copy of contract goes to City Clerk/Treasurer for filing. 

 b.  If NO: 
     1.  Department places order. 
     2.  When department receives bill/invoice, this must be forwarded to City  
           Clerk/Treasurer.  
 
 
 
 

PURCHASING WORKFLOW FOR CITY DEPARTMENTS 

PURCHASE UNDER $10,000 

PURCHASE BETWEEN $10,001 - $50,000 
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1. Department verifies purchase is within budget or obtains approval from Council 

via appropriate standing committee. 
2. Department competitively bids for the purchase pursuant to Purchasing Policy. 
3. Department submits copies of bids/quotes to City Clerk/Treasurer. 
4. Purchase requires approval from Common Council ONLY IF the item was not previously 

approved by Council. 
5. Department determines if purchase will require a contract.  

a. If YES: 
1.  Submit vendor’s contract to City Attorney for review or contact City   
    Attorney for contract drafting. 
2.  Contract is signed by City Clerk/Treasurer (Deputy Clerk/Treasurer in  
      absence of Clerk/Treasurer) or Mayor AFTER the vendor has signed.  
3.  Original copy of contract goes to City Clerk/Treasurer for filing. 

b.  If NO: 
     1.  Department places order. 
     2.  When department receives bill/invoice, this must be forwarded to City    
           Clerk/Treasurer. 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PURCHASE $50,001+ 
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This policy is comprised of the following sections: 

Section 1. Summary 

Section 2. Infrastructure Capital Assets 
 
 

 
 

Governmental Accounting Standards Board (GASB) Statement 34 requires the City to record and 

depreciate all capital assets. Capital assets include land and land improvements, buildings and building 

improvements, machinery and equipment, construction work in progress, infrastructure, and all other 

tangible or intangible assets that are used in operations that have initial useful life of at least two 

years. Infrastructure assets are generally long-lived capital assets that are stationary in nature. 
 

I. General Guidance 

Capitalization Criteria 

GASB No. 34 requires the following treatment of various cost categories for users of the depreciation 
method. 

 

Issue 
Maintenance Costs 

(a) Preservation 

Costs (b) Additions 

Improvements 

Ancillary Costs (freight, etc.) 

Interest cost during 

construction 

Treatment 

Expense 

Capitalize 

Capitalize 

Capitalize 

Capitalize 

Expense 

(a) These costs do not increase the useful lives of the assets. 

(b) These costs do extend the lives of the assets.  

Capitalization Thresholds 

Capital assets may be acquired through donation, purchase or may be self-constructed. The 
asset value, when purchased, will be the initial cost plus the trade-in value of any old asset 
given up, plus all costs related to placing the asset into operation. Donated or contributed 
assets are recorded at fair market value as of the date the asset is acquired. The cost of 
self-constructed assets will include all costs of construction. 

Capitalization Policy
1.4 

SUMMARY 

S1. SUMMARY 
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GENERAL CAPITAL ASSETS 
 
Class of Asset Examples of Costs to 

be Capitalized 

 
Machinery and equipment  Purchase price, freight 

charges, assembly, installation 

 

Land Purchase price or market 
value, closing costs, cost of 

preparing the land for use, 

demolition of existing 

buildings and improvements. 

 
 

Threshold 
 

 
$5,000 

 

 
Capitalize all land 

Land Improvements Includes, parking lots, outdoor $5,000 

lighting, covered walkways, 
fences, tennis courts, 
tracks, and grandstands.  It 
does not include landscaping. 

 
 

 

Buildings Materials, labor permits, 

design costs, site excavation, 

$5,000 

purchase price. 

Building Improvements Component Units separately when $5,000 
replaced depreciated over remaining 
life of building. 

Major renovation or alterations will be 
added to cost of original building and 
depreciated over remaining life. 

Intangible assets Software, land use rights, 
patents, copyrights, trademarks 

$25,000 

 
 

Construction work in progress 
 

(a) Land -The City capitalizes all land acquisitions, regardless of cost. This results 

in a complete inventory of land owned by the City and reduces the possibility 

of confusion about whether additional parcels should have been included in 

the capital asset records. 

(b) Construction work in progress is reported for assts that will ultimately be 
capitalized based on the capitalization policy for the particular asset. 
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Class of Asset Threshold 
 
 

All infrastructure networks $50,000 
 

See Attachment A for specific guidance on the treatment of infrastructure costs to be 
capitalized. 

 
II. Useful Lives 

 

Consider the following when determining the useful life of an asset: 
 

• The length of time these assets have historically lasted 

• Anticipated changes in technology 

• Specific asset use 

• Maintenance practices -among City departments, similar assets may be 

assigned different useful lives, depending on asset use and 

maintenance 

 

GENERAL CAPITAL ASSETS – GENERAL GUIDANCE 
 

• Buildings and building improvements - 15 to 70 years 

• Machinery and Equipment -5 to 45 years 

• Airport -20 to 30 years 

• Land Improvements - 12 to 40 years 

• Intangible assets -2 to 100 years 

INFRASTRUCTURE CAPITAL ASSETS -SPECIFIC GUIDANCE: 

• • Asphalt Roads     .................................................................................... 50 years 

• • Storm Sewer ....................................................................... 50 years 

• • Rail Spur ................................................................................................... 80 years 

• • Dams  ...................................................................................................... 80 years 

• • Bridges   ..................................................................................... 80 years  

• • Sidewalks ............................................................................. 60 years 

S2. INFRASTRUCTURE CAPITAL ASSETS 
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The useful lives of the general capital assets and infrastructure capital needs will be 
reviewed periodically, and adjustments will be made to the capital asset records as 
necessary. 

 

III. Salvage Value 
 

The salvage value of general capital assets is estimated to be immaterial to the 
financial statements. Therefore, generally the City will not record salvage value on 
general capital assets. 

 

IV. Disposition of Assets 
 

Fixed assets may be disposed of due to sale, obsolescence, loss, destruction, or 
replacement. Upon disposal of an asset, the capital asset records will be relieved of 
the cost and related depreciation. 

 

V. Depreciation Method 
 

The straight-line depreciation method will be used for all general capital assets. The 
capital asset software program used by the City allows for depreciation to be calculated 
on an individual asset basis. In addition, depreciation will be calculated in the year 
of addition based on one half year's depreciation regardless of when in the year the 
asset was put into use. 

 

Infrastructure capital assets will be depreciated on the straight-line method on an 
annual basis. Assets will be depreciated on an individual segment basis, when possible, 
or a composite method when determined to be more reasonable. 

 

VI. Collections 
 

The general City policy is that assets will be reported individually in the capital asset 
system. However, collections of assets (and all additions to the collection) will be 
capitalized together if the collection meets all of the following conditions: 

a. The collection is held for public exhibit, education, or research in furtherance 
of public service, rather than financial gain. 

b. The collection is protected, kept unencumbered, cared for, and preserved. 
c. The collection is subject to a City policy that requires the sale of the 

collection items to be used to acquire other items for the collection. 

 

Capitalized collections should be depreciated over their estimated useful lives unless 
the collection is inexhaustible. See Section VII for Works of Art and Historical Treasurers 
capitalization policy. 
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VII. Works of Art and Historical Treasures 
 

Works of art and historical treasures purchased by or donated to the City should be 

reported at their historical cost or estimated fair value at date of donation. 

Capitalization Policy 
 

Attachment A -Specific infrastructure Capitalization Guidance 
 
 
 

 

Network 

Roads 

 

 

 

 
Dams 

 

 

 

Rail spur 
 

 

 

Storm Sewers 
 

 
 

Bridges 
 

 

 

 
Sidewalks 

 

 

 
Riverwalk 

 

 

Fiber Optics 

Examples of Costs to 
__be Capitalized___ 

 
New construction, partial 

reconstruction, full 

r eco n s t ru c t i o n  

 

 

 
New construction, partial 

r eco n s t ru c t i o n , full 

reconstruction. 

 

New construction, partial 

r eco n s t ru c t i o n , full 

reconstruction. 

 
New storm sewers, replacement 

of storm sewers 

 

 
New construction, partial 

reconstruction, full 

reconstruction 

 

 
New construction, partial 

or full reconstruction. 

 

 
New construction 

 

 
New installations, major 

upgrades to network 

Examples of Costs to 

  be Expensed   

 
Crack filling, sweeping, 

patching, seal coating, 

pavement rehabilitation, 

pavement recycling, overlay 

 

 
Spot repairs, maintenance 

 

 

 
Spot repairs, maintenance 

 

 

 
Storm sewer repairs 

 

 

 
Crack filling, patching 

 

 

 

 

Spot replacements 
 

 

 
Surface overlay, landscaping 

 

 
Parts replacement, minor 

upgrades to network 
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This policy is comprised of the following sections: 

Section 1. Introduction 

Section 2. Statement of Purpose 

Section 3. Accompanying Procedures 

Section 4. Compliance Officer 

Section 5. Compliance with Outstanding Continuing Disclosure Agreements 
 
 

 
 

This Continuing Disclosure Compliance Policy (the "Policy") sets forth policies of the City of Watertown, 

Wisconsin (the "Issuer") designed to ensure that the Issuer complies in all material respects with any and 

all continuing disclosure certificates and agreements ("Continuing Disclosure Agreements") entered into 

in connection with the Issuer's outstanding municipal bond s and notes. This Policy is also intended to 

ensure that the Official Statement for any new bond or note offering by the Issuer properly describes the 

Issuer's prior compliance (within the five years prior to any such Official Statement) with such Continuing 

Disclosure Agreements. This policy authorizes and incorporates the attached Procedures Regarding 

Continuing Disclosure Compliance. 
 

 
 

This Policy is intended to help ensure that the Issuer complies with Rule 15c2-12 ("Rule 15c2- 12") 

promulgated by the U.S. Securities and Exchange Commission under the Securities Exchange Act of 1934. 

Rule 15c2-l 2 requires an underwriter in an offering of municipal securities to determine that the issuer 

of the bonds or notes has undertaken, pursuant to a written Continuing Disclosure Agreement, to provide 

financial information - including the issuer's financial statements,  ce1tain financial and operating data, 

and notice of the occurrence of certain events - on a continuing basis while the bonds or notes are 

outstanding g. Rule 15c2-12 further requires that Official Statements used to offer bonds or notes to 

investors must describe any instances in the previous five years (from the date of the Official Statement) 

in which the issuer failed to comply, in all material respects, with its prior Continuing Disclosure 

Agreements. 

 

Continuing Disclosure Policy
1.5 

SUMMARY 

S1. INTRODUCTION 

S2. STATEMENT OF PURPOSE 
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The Issuer recognizes that compliance with Rule l 5c2-12 is required during the entire term the related 

bonds or notes are outstanding and takes on additional importance when an Official Statement of the 

Issuer is prepared in connection with a new offering of bonds or notes subject to Rule 15c2- I 2. 

Accordingly, the administration and implementation of the Policy and the accompanying Procedures will 

require ongoing monitoring and ongoing consultation with the Issuer's dissemination agent, counsel, and 

other agents, as applicable. 

 

 
 

The attached Procedures Regarding Continuing Disclosure Compliance are hereby authorized. The 

Compliance Officer (identified in the Procedures) is authorized to amend and update the Procedures as 

the Compliance Officer deems necessary to achieve the purposes of this Policy. Such procedures are 

incorporated herein in such form as the same may be updated and amended from time to time. 
 

 
 
The Issuer's Clerk/Treasurer ("Compliance Officer") is designated as the individual responsible for 

administering and carrying out these Procedures. The Compliance Officer may coordinate with staff, and 

may engage a dissemination agent, counsel, and/or other professionals to assist in discharging the 

Compliance Officer's duties under these Procedures as the Compliance Officer deems necessary. 

 

 
 

 
 

The Compliance Officer shall compile and maintain a set of all currently effective Continuing Disclosure 

Agreements of the Issuer. Such agreements are included in the transcript of proceedings for the Issuer's 

respective bond or note issue. Continuing Disclosure Agreements are "Currently Effective" for purposes 

of these Procedures (and hence shall be included in the set of Currently Effective Continuing Disclosure 

Agreements) for so long as the bonds or notes to which they relate are outstanding. As bonds and re notes 

are completely repaid or redeemed, the Compliance Officer shall remove the related continuing 

disclosure agreements from the set of Currently Effective Continuing Disclosure Agreements. 
 

 

 

 
 

The Compliance Officer shall ensure that all necessary financial statements, financial information and 

operating data is filed in the manner and by the filing dates set forth in the Currently Effective Continuing 

Disclosure Agreements. The Compliance Officer shall review the set of Currently Effective Continuing 

Disclosure Agreements annually, prior to each annual filing, keeping in mind: 

 

S3. ACCOMANYING PROCEDURES 

S4. COMPLIANCE OFFICER 

S5. COMPLIANCE WITH OUTSTANDING CONTIUING DISCLOSURE AGREEMENTS 

Compilation of Currently Effective Continuing Disclosure Agreements 

Annual Review and Annual Reporting Requirements 
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• The financial information and operating data required to be reported under a particular 

Continuing Disclosure Agreement may differ from the financial information and operating data 

required to be reported under another Continuing Disclosure Agreement; 

• The timing requirements for reporting under a particular Continuing Disclosure Agreement may 

differ from the timing requirements for filing under another Continuing Disclosure Agreement; 

and 

• Filings may need to be made on EMMA against more than one base CUSIP number, if the Issuer 

has different base CUSIP numbers for different types of bonds or notes (e.g. general obligations 

as compared to utility revenue obligations). 

 

 
 

The Compliance Officer shall keep a calendar of all pertinent filing dates required under the Issuer's 

Currently Effective Continuing Disclosure Agreements. The Compliance Officer shall also subscribe to 

notification services made available through the EMMA system. 

 

 
 
As part of the annual review process, the Compliance Officer shall also review prior filings made within 

the past five years subsequent to the last such review of prior filings. If the Compliance Officer discovers 

any late or missing filings, the Compliance Officer (after discussing the circumstances with the Issuer's 

dissemination agent, counsel or other agents as necessary) shall "remedy" such prior failures by ensuring 

that the missing information is filed. 

 

 
 

The Compliance Officer shall monitor the occurrence of any of the following events and/or other events 

set forth in the Currently Effective Continuing Disclosure Agreements and shall provide notice of the same 

in the required manner and by the relevant reporting deadline (likely within IO days of the occurrence): 

• Principal and interest payment delinquencies; 

• Non-payment related defaults, if material; 

• Unscheduled draws on debt service reserves reflecting financial difficulties; 

• Unscheduled draws on credit enhancements reflecting financial difficulties; 

• Substitution of credit or liquidity providers, or their failure to perform; 

• Adverse tax opinions, the issuance by the Internal Revenue Service of proposed or final 

determinations of taxability, Notices of Proposed Issue (IRS Form 5701-TEB) or other material 

notices or determinations with respect to the tax status of the Issuer's bonds or notes, or other 

material events affecting the tax status of the Issuer's bonds or notes; 

 

Calendar; EMMA Notification System 

Annual Review of Prior Filings 

Monitoring of Material Events 
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• Modification to rights of holders of the Issuer's bonds or notes, if material; 

• Calls of the Issuer's bonds or notes, if material, and tender offers; 

• Defeasances of the Issuer's bonds or notes; 

• Release, substitution or sale of property securing repayment of the Issuer's bonds or notes, if 

material; 

• Rating changes; 

• Bankruptcy, insolvency, receivership or similar event of the Issuer; 

• The consummation of a merger, consolidation, or acquisition involving the Issuer or the sale of all 

or substantially all of the assets of the Issuer, other than in the ordinary course of business, the 

entry into a definitive agreement to undertake such an action or the termination of a definitive 

agreement relating to any such actions, other than pursuant to its terms, if material; and 

• Appointment of a successor or additional trustee or the change of name of a trustee, if material. 

• Incurrence of a Financial Obligation of the Issuer. if material, or agreement to covenant , events 

of default, remedies, priority rights , or other similar terms of  a Financial Obligation of the Issuer, 

any of which affect holder of the securities . if material; and 

• Default, event of acceleration termination event, modification of term or other similar events 

under the terms of the Financial Obligation of the Issuer, any of which reflect financial difficulties. 

• "Financial Obligation means a (i) debt obligation: (ii) derivative instrument entered into in 

connection with or pledged as security or a source of payment for an existing or planned debt 

obligation; or (iii) guarantee of (i) or (ii). The term Financial Obligation shall not include municipal 

securities as to which a final official statement has been provided through the EMMA system 

consistent with the Rule. 

 

 
 

The Compliance Officer shall review drafts of any Official Statement for a new offering or bonds or notes, 

with assistance from its dissemination agent, counsel or other agents of the Issuer as necessary, and shall 

determine that the Official Statement accurately and completely describes the Issuer’s continuing 

disclosure compliance history within the five years prior to the date of the respective Official Statement. 

This compliance review is not meant to limit the Issuer's other reviews of or diligence procedures relating 

to its Official Statements. 
 

 
 

If the Issuer has previously reported to the Division of Enforcement (the "Division") of the U.S. Securities 

and Exchange Commission (the "Commission") under the Municipalities Continuing Disclosure 

Cooperative Initiative (the "MCDC Initiative") and if the Division recommended enforcement proceedings 

and settlement terms in that connection, then the Compliance Officer shall also be responsible, 

 

Review of Official Statements 

Municipalities Continuing Disclosure Cooperative Initiative 
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with assistance from its dissemination agent, counsel, and/or other agents of the Issuer, for implementing 

the undertakings required by such settlement. A list of these "undertakings" is set forth in the Division's 

announcement describing the MCDC Initiative: http://www.sec.gov/division/enforce/municipalities-   

continuing-diclosure-cooperation- initiative.shtml. 

 

 
 

The Compliance Officer shall retain documentation evidencing the Issuer's annual reviews and its reviews 

of Official Statements in connection with new offerings as set forth above. This Issuer shall retain this 

documentation, for each Continuing Disclosure Agreement, for the period that the related bonds or notes 

are outstanding. 
 

 
 

The Compliance Officer may (or may not) choose to use and retain the attached Annual Review Checklist 

to assist in implementing these Procedures. 
 

 
 

The Compliance Officer shall have a succession plan and shall train his/her successor regarding the 

required Procedures prior to departure of the Issuer. 

Record Retention 

Annual Review Checklist 

Succession Plan 

http://www.sec.gov/division/enforce/municipalities-continuing-diclosure-cooperation-%20initiative.shtml
http://www.sec.gov/division/enforce/municipalities-continuing-diclosure-cooperation-%20initiative.shtml
http://www.sec.gov/division/enforce/municipalities-continuing-diclosure-cooperation-%20initiative.shtml
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The policy is comprised of the following sections:  

Section 1. Statement of Policy 

Section 2. Applicability  

Section 3. Fraudulent Acts  

Section 4. Definitions 

Section 5. Whistleblower Protection 

Section 6. Failure to Comply 

Section 7. Responsibilities of Employees an Officials 

Section 8. Investigation of Suspected Fraud 

Section 9. Media and Other Inquiries 

Section 10. Exceptions and Clarifications 

Section 11. Acknowledgement 

 

 
 
 

It is the policy of the City of Watertown to safeguard revenues, assets and resources against loss or 

misuse through deterrence, detection and correction of fraudulent and dishonest conduct. The City 

of Watertown expresses zero tolerance regarding fraud and corruption. 

 
It is the intent of the City to promote and maintain an environment of fairness and ethical behavior 

and prevent fraud or other dishonest behavior which may compromise City operations, resources or 

finances. This policy establishes acts that are considered to be fraudulent; assigns responsibility for 

instituting and enforcing controls to aid in the detection and prevention of fraudulent acts; requires 

City officials and employees to report such acts when suspected; develops procedures for the 

investigation of suspected fraudulent acts; and establishes consequences for such acts. 

Fraud Prevention Policy 
1.6 

SUMMARY 

S1. STATEMENT OF POLICY 



44 
 

Accordingly, it is the policy of the City to promptly and thoroughly investigate reports of suspected 

fraudulent activity and when appropriate, ensure adequate consequences for such activity including but 

not limited to organizational discipline, referral to appropriate law enforcement authorities, pursuit of 

legal remedies and recovery of losses by any lawful means. 

 

 
 
This policy applies to employees of any department of the City of Watertown; all elected or appointed 

officials of the City of Watertown and any consultants, vendors, contractors, outside agencies, or persons 

with a business relationship with the City of Watertown. All persons or entities to which the policy is 

applicable are prohibited from engaging in fraudulent conduct in the course of their employment, duties 

or business relations with the City of Watertown. 

 
This policy is an integral part of the City of Watertown’s internal control framework and should be read 

and applied in conjunction with the City of Watertown Purchasing Policy, City of Watertown Ethics Code 

and the City of Watertown Personnel Policies. Any question or concern arising as to interpretation or an 

actual or apparent conflict among or between this any other City policy or directive will be brought to the 

attention of the City Attorney. 
 

 
 
For purposes of this policy, fraud is defined as the use of deception by an individual with the intention of 

obtaining an advantage for him/herself or for a third party or parties, avoiding an obligation, or causing 

loss to another party. Fraud includes offenses such as, but not limited to, deception, bribery, forgery, 

extortion, corruption, theft, conspiracy, embezzlement, conversion, misappropriation, false 

representation, concealment of material facts, and collusion. 

 
The City of Watertown specifically prohibits the following acts and considers the terms corruption; fraud; 

fraudulent acts, activity, incident or conduct; dishonest acts, activity, incident or conduct to include but 

not be limited to: 

 

▪ Any dishonest or fraudulent act; 

▪ Any apparent violation of Federal, State of Wisconsin or local laws related to dishonest activities 

and/or fraud; 

▪ Intentional, false representation or concealment of materials or facts for the purpose of personal 

gain; 

▪ Theft or misappropriation of funds, securities, supplies, or other City assets; 

▪ Conversion of City assets or resources for one’s own use or benefit; 

▪ Unauthorized destruction or removal of supplies, furniture, computers, equipment or other City 

assets; 

▪ Theft of a city check, credit card, or other diversion of payment; 
 

S2. APPLICABILITY 

S3. FRAUDULENT ACTS 
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▪ Unauthorized use of a city check or credit card for a purchase not exclusively for the benefit of the 

City; 

▪ Forgery or unauthorized alteration of any account, check, bank draft, contract, invoice, purchase 

order, or any other financial statement or document; 

▪ Misrepresentation of information or falsification of any account, check, bank draft, contract, 

invoice, purchase order or any other financial statement or document; 

▪ Improprieties in handling or reporting of financial transactions related to City activities; 
▪ Authorizing or receiving payment for goods not received or services not performed; 

▪ Any claim for reimbursement of expenses not made for the exclusive benefit of the City including 

falsification of expense reports and or timecards. 

▪ Any  computer  related  activity  involving  unauthorized  alteration,  destruction,  forgery  or 

manipulation of data for fraudulent purposes or misappropriation of City-owned software; 

▪ Hacking into or interference with City computer servers or systems; 

▪ Soliciting, demanding or accepting an exchange of anything of material value from those doing 

business with the City including vendors, consultants, contractors, lessees, applicants and 

grantees. Materiality is defined in the City of Watertown Ethics Code and Subchapter 19 of the 

Wisconsin Statutes; 

▪ Accepting a bribe or inducement by a supplier or partner; 
▪ Disclosing confidential or proprietary information to outside parties; 

▪ Obtaining profit or personal gain as a result of “insider” knowledge of City activities; 

▪ Any similar or related irregularity. 
 

 
 

Employee - Any individual or group of individuals who receive compensation, either full or part time, from 

the City of Watertown for employment or providing services. The term also includes any volunteer who 

provides services to the City through an official arrangement with the City or a City organization, as well 

as consultants, vendors, contractors, outside agencies and/or any other parties with a business 

relationship with the City of Watertown. 

 
External Auditor – Independent audit professionals who perform annual audits of the City’s financial 

statements and condition. 

 

Fraud - fraud is defined as the use of deception by an individual with the intention of obtaining an 

advantage for him/herself or for a third party or parties, avoiding an obligation, or causing loss to another 

party. Fraud includes offenses such as, but not limited to, deception, bribery, forgery, extortion, 

corruption, theft, conspiracy, embezzlement, conversion, misappropriation, false representation, 

concealment of material facts, and collusion. 

 

Internal Control(s) - A process, affected by the governing body, management and other employees, 

designed to provide reasonable assurance that risks are managed so as to ensure the achievement of the 

organization’s objectives. 

S4. DEFINITIONS 
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Investigation - A search for or collation of evidence connecting or tending to connect a person or body 

with conduct that infringes the law of the City of Watertown’s policies and procedures. 

 
Management - Any administrator, manager, director, supervisor, or other individual who manages or 

supervises funds or other resources, including human resources and any other employee who has the 

authority to sign another employee’s performance evaluation. 

  

Officials - Elected officials, officers and members of advisory or appointed boards, commissions or 

committees of the City of Watertown. 
 

 
 

Employees who observe and, in good faith, report a violation of the City’s fraud policy shall be granted 

the protections contained herein. However, such protection shall not be afforded to employees on a 

retroactive basis to those employees who are the subject of pending disciplinary action. When informed 

of a suspected fraud incident, neither the City nor any person acting on behalf of the City shall: 

▪ Dismiss or threaten to dismiss the employee reporting suspected fraud; 
▪ Discipline, suspend or threaten to discipline or suspend the employee reporting 

suspected fraud; 
▪ Impose any penalty upon the employee reporting suspected fraud; or 

▪ Intimidate or coerce the employee reporting suspected fraud. 

 
Violation of this section may result in discipline up to and including dismissal in accordance with 

applicable federal, state and local administrative laws. 

 
Whistleblower protections shall not apply to an employee who discloses information that the employee 

knows to be false. 
 

 

 
 

Failure to comply with any portion of this policy is grounds for disciplinary action up to and including 

termination of employment, service to or business relationship with the City of Watertown. 

 
Employees who have engaged in or concealed fraudulent or dishonest activity and those who intentionally 

report false or misleading information may be subject to disciplinary actions up to and including 

termination of employment. Any member of management who does not pass every report of suspected 

fraud made by an employee or other person to the City Attorney as required is subject to disciplinary 

action. In all cases, disciplinary action will be based on the circumstances of the violation and in 

accordance with the City’s personnel policies. 

 
 
 

S5. WHISTLEBLOWER PROTECTION 

S6. FAILURE TO COMPLY 
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Elected or appointed officials found to have violated this policy may be temporarily suspended or 

permanently removed from the committees, commissions or boards on which they serve. Consultants, 

vendors, contractors, outside agencies or any other persons or entities conducting business with the City 

found to have violated this policy will be subject to cancellation of contracts and business relationships 

with the City of Watertown. Future business transactions may be suspended for a specified period of 

time. 

 
If an investigation of suspected fraud or dishonest activity indicates a possible criminal act has occurred, 

the City of Watertown will refer the investigation to the appropriate law enforcement agency and/or 

District Attorney for possible arrest and prosecution. Where the City of Watertown has suffered pecuniary 

loss or loss of material assets, reasonable efforts will be made to recover such losses from individual(s) 

involved including court ordered restitution or other appropriate sources. 
 
 

 
 
All employees and officials, whether elected or appointed, have an obligation to conduct themselves 

lawfully and properly in the use of City resources and shall be responsible for understanding and 

adherence to this policy. All employees and officials are required to be alert to the possibility of fraudulent 

or dishonest acts and to report any such acts using the procedures described in this policy. 

 
It is the responsibility of every employee or official to immediately report suspected fraudulent or 

dishonest incidents or practices that they have observed or been made aware of. Employees and officials 

shall report such incidents to their department head. Department heads are in turn required to refer all 

reports to the City Attorney, regardless of whether the report appears credible. Elected or appointed 

officials shall make reports of suspected fraud directly to the City Attorney. If a report of suspected fraud 

involves a department head, the report shall be made directly to the City Attorney. If a report of suspected 

fraud involves the City Attorney, the report shall be made directly to the Mayor who shall assign further 

investigatory responsibilities to special counsel. Reports of suspected fraud should be made in written 

form whenever possible and should include the names of individuals involved, dates, locations and any 

other pertinent details. 

 
Employees (including management) and officials shall refrain from any further investigation of the 

incident or activity, confrontation with the alleged violator or further discussion of the case or allegations 

with anyone unless specifically requested by the City Attorney, Mayor, law enforcement or external 

auditor involved with the investigation. Employees and officials shall not make accusations, alert 

individuals suspected of committing fraud that an investigation is underway, treat individuals suspected 

of committing fraud unfairly or make statements that could lead to claims of false accusations or other 

offenses. Any inquiries from the individual suspected of committing fraud or their legal representative 

should be referred to the City Attorney. 

 

 

 

S7. RESPONSIBILITES OF EMPLOYEES AND OFFICIALS 
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Employees and officials shall cooperate fully with investigations of fraud including prosecution of 

offenders. Employees and officials must allow free and unrestricted access to municipal records to any 

properly designated members of the investigative team. All City property is open to inspection at any 

time and there is no assumption of privacy. Failure to cooperate with an investigation may subject 

employees and officials to disciplinary action, up to and including termination of employment or service 

to the City of Watertown. 

 
Management Responsibilities 

Management, including anyone in a supervisory or department head role, sets the overall tone to 

reinforce the message that fraud will not be tolerated in the City of Watertown. Management has 

increased responsibility for acting with integrity and promoting ethical behavior within their respective 

departments. Management should encourage staff to report reasonable suspicions of fraud and treat 

all such reports received seriously. 

 
Department heads are required to develop and enforce adequate internal controls to provide reasonable 

assurance for the prevention and detection of fraudulent or dishonest acts within their department. This 

requires becoming familiar with the types of improprieties that may occur within or involving their 

department and being alert for indications of such conduct. Department heads shall regularly review 

internal controls within their department to ensure they are properly and adequately complied with. 

Department heads must also implement and monitor any internal controls policies recommended by the 

City’s external audit staff. Authority to carry out these additional responsibilities may be delegated. 

However, accountability for their effectiveness will remain with the department head. 

 
Following a completed investigation, department heads are responsible for taking appropriate corrective 

action to ensure adequate controls exist to prevent reoccurrences of fraud. Management is also required 

to enforce appropriate corrective and disciplinary action, up to and including dismissal, where such action 

has been deemed advisable by the City Attorney, labor, bond or other specially assigned counsel, in 

conformance with the City’s personnel policies. 

 

 
 
It is the intent of the City of Watertown to fully investigate all reports of suspected fraudulent or dishonest 

activity without regard to the position, title, length of service or relationship with the City of anyone 

suspected of such activity. The City Attorney has primary responsibility for the organizational response 

and investigation of reports of suspected fraud as well as keeping secure records of all such reports. In 

cases where the City Attorney is the subject of a report of suspected fraud, the Mayor assumes primary 

responsibility for the organizational response and shall assign investigatory responsibilities to special 

counsel. 
 

Depending on the magnitude and complexity of the suspected fraud, the City Attorney may designate 

external law enforcement or an external audit firm with specialized forensic accounting expertise as part 

of the investigative team. Due to the sensitive nature of suspected violations, other employees or officials  

S8. INVESTIGATION OF SUSPECTED FRAUD 
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shall not under any circumstances investigate actual or suspected instances of fraudulent or dishonest 

behavior on their own. Financial allocations shall not be reasonably withheld from the City Attorney to 

the extent deemed necessary to make the foregoing designations. Any hindrance experienced by the City 

Attorney in attempting to secure necessary investigatory designations as he or she sees fit shall relieve 

the City Attorney of his or her obligations under this Policy so long as the City Attorney gives due and 

immediate notice to the Mayor of any such hindrance. 
 

Every effort will be made to protect the rights and reputations of everyone involved in an investigation of 

suspected fraud. Once a report of suspected fraudulent or dishonest activity is received by the City 

Attorney’s office, the City Attorney shall conduct a preliminary review of the information provided to 

determine the credibility of the report. If the report is determined to be either not credible or not an 

incident of fraud, the City Attorney shall document this determination in writing and present it to the 

Finance Committee in closed session. In cases where a report of suspected fraud is determined by the 

City Attorney to be credible or a possible case of fraud, he/she shall promptly begin investigation of the 

report. 
 

The City Attorney and properly designated members of the investigative team have authority to examine, 

copy, and/or remove all or any portion of contents of records, files, desks, physical or electronic storage 

or any other items without prior knowledge or consent of any individual who uses or has custody of such 

items when it is within the scope of the investigation. Any items collected as part of the investigation shall 

be kept in a secure environment at all times by the City Attorney. Upon completion of the investigation, 

including all legal and personnel actions, all records, documents and other evidentiary material obtained 

from the department under investigation shall be returned to the department. 
 

In all circumstances where there appears to be reasonable grounds for suspecting that fraud has occurred, 

the City Attorney shall: 

• Contact all appropriate law enforcement or prosecutorial agencies; 

▪ Report the fraudulent activity to the Finance Committee during closed session; 

▪ Take immediate action to prevent theft, alteration or destruction of evidentiary record including 

but not limited to removing records to a secure location or limiting access to such records; 

▪ Discuss findings with management and the appropriate department head; 

▪ Advise management of the appropriate disciplinary steps to be taken; 

▪ Report to the City’s external auditor to assess the effect of the illegal activity on the City’s financial 

statements; 

▪ Coordinate with the City’s insurance carrier regarding filing of any claims and reporting losses; 

▪ Respond appropriately to inquiries from media, accused persons, attorneys, law enforcement and 

other parties. 

Upon completion of an investigation, the City Attorney shall prepare a final report documenting the 

content of the investigation, findings and any disciplinary recommendations and present the report to the 

Finance Committee in closed session. Unless exceptional circumstances exist, a person under investigation 

for fraud shall also be given notice in writing of the allegations and findings following conclusion of the 

investigation. 
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If any weaknesses in internal controls have been identified during an investigation of suspected fraud, the 

City Attorney will advise management of controls which need to be strengthened or implemented to 

mitigate the risk of future occurrence or losses. The City Attorney will also meet with management and 

assist in determining appropriate disciplinary action of perpetrators of fraud, up to and including dismissal. 

The City Attorney has authority to use any legal means to recover assets lost through fraudulent acts. 

 

 
 
All inquiries regarding alleged fraudulent or dishonest activity, and/or investigations of such activity shall 

be referred to the City Attorney, or in certain cases the Mayor, including but not limited to those from an 

attorney, press, law enforcement agency and the person or persons under investigation. 

 
Alleged fraud investigations and substantiated cases of fraud should not be discussed with the media by 

anyone other than persons trained to do so. Any employee or official contacted by the media with respect 

to a fraud investigation or substantiated fraud is encouraged to refer the media to the City Attorney or 

Mayor.  Employees may only release information when it is approved by the City Attorney or Mayor. 
 

 
 

Exceptions to this policy must be approved in writing by the City Attorney and the Mayor. No exception 

will be valid if the person authorizing the exception is the subject of the related allegation. 

 
Questions or other clarifications of this policy and its related responsibilities should be addressed to the 

City Attorney who shall be responsible for the administration, revision, interpretation and application of 

this policy. If the City Attorney position is vacant or if the City Attorney is the subject of a current 

investigation, the Mayor shall be responsible for the administration, revision, interpretation and 

application of this policy. 

 

 
 
I have received a copy of the City of Watertown Fraud Prevention Policy. I have read and I understand its 

contents. I acknowledge my responsibility to comply with all rules and expectations set forth in this policy.  

I also acknowledge my responsibility to protect the assets of the City of Watertown by aiding in the 

prevention, detection and reporting of suspected fraudulent activity or misconduct. 

   

     

Supervisor’s Signature Date 
 

 
  

Employee’s Signature Date 

S9. MEDIA AND OTHER INQUIRIES 

S10. EXCEPTIONS AND CLARIFICATIONS 

S11. ACKNOWLEDGMENT 
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Chapter Two: Human Resources 
 

 

 

This chapter shall contain all policies associated with human resource operations for the City of 

Watertown. 

 

2.1 Recruitment Policy 
 

2.2 Onboarding Policy 
 

2.3 Offboarding Policy 
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This policy is comprised of the following sections: 
 

 

 
 

Section 1. Objective 
 

Section 2. Filing Vacant Positions 

Section 3. Evaluating Vacant Positions 

Section 4. Developing a Recruitment Plan 

Section 5. Interviewing Guidelines 

Section 6. Candidate Selection 

Section 7. Extending Offers 
 

 
 

The purpose of this procedure is to identify standard operating procedures pertaining to recruitment and 

onboarding of city employees. Identifying personnel needs and filling the department vacancy 

consistently is vital to completing our services for our community and to support our staff. The city 

acknowledges that the Police Department and Fire Department have contractual and statutory 

requirements for recruitment. Where possible, the process below should be followed. 

The departments of the City of Watertown and Human Resources team will work closely through the 

following process to select new team members as laid out in the Recruitment Process Checklist. CW 001 

RECRUITMENT process checklist. 

 

 

When a department has a need to fill an opening a “Request to Fill (RTF)” form and the most up-to-date 

job description must be submitted by the department head, approved by the Mayor and then forwarded 

to the Human Resource (HR) Department. CW 002 RECRUITMENT Request to fill Form, Job 

Recruitment Policy 
2.1 

SUMMARY 

S1. OBJECTIVE 

S2. FILING VACANT POSITIONS 
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Prior to submitting the RTF, the individual department head will have the responsibility to determine the 

employment need for their specific departments and request a Job Description Questionnaire (JDQ) 

should duties of the current position be different from the position vacated. JDQ requests shall be 

approved by the Mayor prior to submission of the RTF. Job Description Questionnaire  

 

 
 

Prior to submitting the RTF, the individual department should determine how long and where the position 

should be posted as well as the desired skills an applicant should have. Next, the department will work 

with HR to provide standard interview questions, the desired timeline for interviews, the persons making 

up the interview panel, and identify who will screen resumes. 

The hiring panel should be as diverse as possible. 
 
 

 
 
 

The hiring department will designate a resume reviewer to review all application materials and forward 

identified candidates to HR. Interviews will be scheduled at this time. Initial interviews are conducted by 

the identified hiring panel using behavior-based interview questions and a structured interview process. 

Candidate evaluation forms will be completed after each interview and retained with the application. 

Conducting secondary interviews will be organized through HR at the discretion of the department head. 

The department head will communicate the top 3 candidates based on the results of the candidate 

evaluation forms with HR. The HR department will notify all applicants who are interviewed and not 

selected for positions with The City. 

The top candidate based on the results of the candidate evaluation forms will move on to a reference 

check and background check. The department head shall conduct professional reference checks and 

employment verification using the “Reference Check Sample Questions.” Final candidate(s) shall be 

forwarded to HR on the “Candidate Selection Form (CSF).” hiring department head. The candidate will be 

requested to complete and return a release of information to the Human Resources Department. CW 009 

RECRUITMENT References, CW 004 RECRUITMENT Background Check Only-Word  
 
 
 
 
 

  

S2. EVALUATING VACANT POSITIONS 

S4. DEVELOPING A RECRUITMENT PLAN 

S5. INTERVIEWING GUIDELINES 
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The top three candidates identified will be submitted on the Candidate Selection Form (CSF) to the Mayor. 

After review, the department head will forward the selection form to the Clerk/Treasurer office with the 

verbiage to be added to the Finance Committee meeting agenda for approval. Should less than three 

candidates exist, the CSF should still be submitted. CW 003 RECRUITMENT Candidate Selection Form-for 

committee 

Internal applicants must complete required background checks or tests not previously completed. 
 
 

 
 
 

An official offer letter will be extended once Finance Committee approves and screening results have been 

received. The candidate will have approximately one week to provide acceptance to be communicated in 

the letter. Candidate’s acceptance of the offer is required. Acceptance can be verbal and followed with a 

signature at time of orientation if email or signature is unavailable. CW 005 RECRUITMENT Offer Letter  

Acceptance is communicated by HR to the department head and onboarding steps begin. The 

“Onboarding New Employee Checklist” is designed to be a baseline of information that every city 

employee should receive. Departments are encouraged to provide information beyond the contents of 

this document, but in the least, these components are required. 

Onboarding Procedure, CW 102 ONBOARDING Dept. New Employee Checklist, CW 103 ONBOARDING HR 

City Orientation Checklist Full Time, CW 104 ONBOARDING HR New Employee Schedule  

S6. CANDIDATE SELECTION 

S7. EXTENDING OFFERS 
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This policy is comprised of the following sections: 

Section 1. Objective 

Section 2. Communicating the Start of a New Employee 
 

Section 3. Preparing the Department for the Incoming Employee 

Section 4. First Day Process 

Section 5. First Week Process 

Section 6. Second Week Process 

 

 
 

The purpose of this procedure is to identify standard operating procedures pertaining to incorporating 

new employees through consistent onboarding methods. An initial standard is set for the expectations of 

the employee in the position as part of the department as well as his/her relationship with team members. 

*The city acknowledges that the Police Department and Fire Department have contractual and statutory 

requirements for newly hired employees. Where possible, the process below should be followed. 

The departments of the City of Watertown and Human Resources team will work closely through the 

following process to incorporate new team members as laid out in the Onboarding Process Checklist. CW 

101 ONBOARDING process checklist  

 

 
 

When a candidate successfully completes conditional offer requirements, HR will provide communication 

to the Department Head. The Department Head will confirm the date the new employee can start after 

the training/department ability has been confirmed. At this time, the Department Head should also 

complete the Network Access Request form in preparation for the new employee and submit it to 

helpdesk@cityofwatertown.org. 

Onboarding Policy 
2.2 

SUMMARY 

S1. OBJECTIVE 

S2. COMMUNICATING THE START OF A NEW EMPLOYEE 

mailto:helpdesk@cityofwatertown.org
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HR will communicate the completion of the hiring process, refer to background check policy, and will 

provide the employee the anticipated date. A followed message will be made with first day paperwork 

and items the employee will need to know. A confirmation message of first day sent to the Department 

Head and to the Clerk/Treasurer office. 

Communication will be made one week prior to the start date by HR with the Department Head and the 

employee as a first day follow up confirmation. 
 
 

 
 

When a department anticipates a new employee planning for his/her first day will include identifying 

equipment, personal space, and training members will be completed with the Department Checklist. CW 

102 ONBOARDING Dept New Employee Checklist, 

The HR office will complete communication to the Clerk/Treasurer office. HR will begin the following 

checklists: CW 103 ONBOARDING HR City Orientation Checklist Full Time, CW 104 ONBOARDING HR New 

Employee Schedule  

 

 
 

The Department Head will have the designated personnel meet with the employee for his/her first day. 

The immediate supervisor will complete the Department checklist and any site training. Human Resources 

will contact the supervisor to schedule a benefit meeting for the new employee at City Hall with HR. 

 

 
 

The Department Head will provide a follow up connection with HR regarding the employee’s first week 

questions, concerns, and any feedback they may have provided. 
 

 
 

HR will follow up with the Department regarding a time they can make the employee available for any 

benefit questions regarding orientation paperwork. 

S3. PREPARING THE DEPARTMENT FOR THE INCOMING EMPLOYEE 

S4. FIRST DAY PROCESS 

S5. FIRST WEEK PROCESS 

S6. SECOND WEEK PROCESS 
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This policy is comprised of the following sections: 

Section 1. Objective 

Section 2. Notice Provided by Employee 
 

Section 3. Transferring of Duties, Responsibilities, Equipment 

Section 4. Last Day 

Section 5. Exit Interview Feedback 
 
 

 
 

The purpose of this procedure is to identify standard operating procedures pertaining to the transition of 

separating city employees. This process will consistently guide personnel through his/her last days while 

meeting the department needs to provide a positive experience for the exiting employee and to keep the 

team informed of the changes. 

*The city acknowledges that the Police Department and Fire Department have contractual and statutory 

requirements for separation of employees. Where possible, the process below should be followed. 

The departments of the City of Watertown and Human Resources team will work closely through the 

following process to transitioning team members as laid out in the Separation Process Checklist. CW 201 

SEPARATION process checklist  

 

 
 

Once notice is provided by the employee to the Department Head a written copy will be sent to the HR 

department as soon as notice is given. Required reporting must be made by the HR department five days 

within receipt of notice. 

***SEE RECRUTIMENT PROCESS-The recruitment process checklist can begin. CW 001 RECRUITMENT 

process checklist The department will complete a “Request to Fill (RTF)” form and the most up-to-date 

Offboarding Policy 
2.3 

SUMMARY 

S1. OBJECTIVE 

S2. NOTICE PROVIDED BY EMPLOYEE 
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job description must be submitted by the department head, approved by the Mayor and then forwarded 

to the Human Resource (HR) Department. CW 002 RECRUITMENT Request to fill Form, Job description  

 

 
 

The Department will complete the Department Separation Checklist. The Department Head will connect 

with his/her team regarding a transition of duties, responsibilities, and equipment. The Department Head 

will provide the availability of the employee to complete the Employee Exit Interview. The Department 

Head will also re-evaluate the Network Access form for any networks the employee had access to and 

submit the updated document. Human Resources will complete the HR Dept Checklist and communicate 

with Clerk/Treasurer office. CW 202 SEPARATION Dept. Employee checklist, CW 203 SEPARATION HR Dept 

checklist, Network Access Request Form  

 

 
 

Department will complete last day portion of the department checklist and will thank the employee for 

his/her service. The employee will be responsible for maintaining current contact information for W-2 file. 

 

 
 

Constructive feedback from the employee exit interview will be provided to the department head and to 

the Mayor after the employee’s last day of work. CW 204 Exit Interview Questions 

S3. TRANSFERRING OF DUTIES, RESPONSIBILITIES, EQUIPMENT 

S4. LAST DAY 

S5. EXIT INTERVIEW FEEDBACK 
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Chapter Three: Social Media and 
Communications 

 
 

 

This chapter shall contain the guidelines that all govern the social media and communication operations 

for the City. 

 

3.1 Social Media Policy 

 

3.2  Press/Media Requests – Future Policy 

 

3.3 TextMyGov Notification Alerts 

 

3.4 Meeting Notice Materials and Timeline Policy 

 

3.5 Open Records Policy 
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This policy is comprised of the following sections: 

Section 1. Purpose 

Section 2. Benefits of Social Media 

Section 3. Definitions 

Section 4. Separate Personal and Professional Accounts 

Section 5. Professional Guidelines 

Section 6. Personal Use 

Section 7. Responsibilities 

Section 8. Terms of Use Agreements for Public 
 
 

 
 

To address the fast-changing landscape of the Internet and the way citizens communicate and obtain 

information online, City of Watertown Departments may consider using social media technologies. As 

more citizens in our community make the shift towards or include the use of social media technologies 

to receive and share information and communicate their opinions, it is imperative for the City to 

incorporate social media technologies into the existing communication infrastructure. Where 

appropriate, the use of social media technologies in work-related activities, events, and announcements 

is encouraged to enhance customer service, increase citizen involvement, and to further the goals of the 

organization. 

The Mayor has an overriding and legitimate interest and expectation in deciding what is spoken on behalf 

of the City on social media sites. It is a policy of the City that a standard for interaction with social media 

tools and their associated technology is hereby established, emphasizing that social networks of the City 

of Watertown and personal social networks of employees and affiliates must be kept separate at all times. 

Social Media Policy 
3.1 

SUMMARY 

S1. PURPOSE 
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• Provides a low-cost resource for communicating the City’s various messages and promoting City 

Services, programs, and initiatives; 

• Allows for real-time interaction with the public, thus, enabling the City to better serve the public’s 

needs; 

• Creates an additional opportunity for the public to be informed and engaged in the City’s affairs; 

• Increases efficiency as it pertains to the sharing of information, news and events; 

• Provides a support device to internal departments and divisions for promoting events, 
partnerships, and other city-driven initiatives and opportunities; and  

• Serves as an additional advertising tool for increasing traffic on the City’s official website. 

 

 
 

Authorized User – shall mean any employee, and all persons acting on their behalf, who has been 

authorized by their Department Head and registered with and approved by the Mayor’s Office to 

establish, create, edit, or maintain any social media account and the posts it may contain in the 

transaction of official business of the City of Watertown. 

Covered Personnel – shall include any City officer or employee (but shall specifically exclude any 

elected official) whether appointed, paid or unpaid, full or part-time, any member of any City Board, 

Committee, Commission or Authority, and any approved volunteer. 

External Entity – shall mean any person or party not employed by, or an authorized representative of, 

the City. 

External Information – shall mean any social media post by any external entity, and the information 

or substance it contains. 

Personal Networking/Websites – any blog, chat room, forum, social networking site and/or website 

created or configured by an individual for individual, social, or entertainment purposes. 

Post – shall mean any e-mail, message, picture, graphic, image, advertisement, notification, fee, 

stream, transmission, broadcast, podcast, video, instant message, text message, blog, microblog, 

status update, wall post, comment, and any and all other forms, means or attempts at collaboration 

or communication that is uploaded, posted to, or otherwise displayed on or transmitted by, any social 

media account or network. 

S2. BENEFITS OF SOCIAL MEDIA 

S3. DEFINITIONS 
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Social Media – are various forms of user-created content tools such as social networks, blogs, video 

sharing, podcasts, wikis, message boards, and online forums. Technologies include, but are not limited 

to: picture and video sharing, wall postings, email, instant messaging, and music sharing. Examples of 

social applications include but are not limited to: Facebook and MySpace (social networking), Twitter 

(social networking and microblogging), YouTube (social networking and video sharing), LinkedIn 

(business networking); Google and Yahoo Groups (reference, social networking). This policy covers all 

social media tools, both current and future. 

Social Networking – is the practice of expanding one’s business and/or social contacts by making 

connections using a range of social media tools including blogs, video, images, tagging, lists of friends, 

forums, and messaging that use the Internet to promote such connections through Web- based 

groups established for that purpose. 

Social Media Account – shall mean any registration, login credential, tool, forum, website, or network 

that is created or maintained by a Department for the purpose of establishing or perpetuating a social 

media presence. 
 

 
 

Covered Personnel shall not blur or combine their personal and professional lives when operating 

Professional City Networking/Websites or Personal Networking/Websites. 

 

 
 

A. All City of Watertown social media site proposals and uses are subject to prior review and approval 

by the Mayor’s office. 

B. City social media sites are an extension of the City’s communication infrastructure. 

C. The City’s official website (www.ci.watertown.wi.us) will remain the City’s primary and 

predominant Internet presence. 

1. The best and most appropriate uses of social media tools fall generally into two categories: 

a. As channels for disseminating time-sensitive information as quickly as possible (e.g. 

emergency information, cancellations/closures). 

b. As marketing/promotional channels that increase the City’s ability to broadcast its 

messages to the widest possible audience (e.g. recreation programming information). 

2. Whenever reasonable, content posted to a City social media site should also be available on 

the City’s official website and the main social media page via a link or tag. 

S4. SEPARATE AND PROFESSIONAL ACCOUNTS 

S5. PROFESSIONAL GUIDELINES 
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3. Whenever reasonable, content posted to a City social media site should contain links directing 

users back to the City’s official website for in-depth information, forms, documents and online 

services necessary to conduct business with the City. 

4. All social media sites should include the City of Watertown logo as well as any other branding 

or logos that identify the involved party. The City Logo must be displayed as most prominent, 

ideally as the profile picture or the cover photo. 

5. All Authorized Users should be using the tag line, “opportunity runs through it” or a variation 

of it as frequently as possible. Ex: advertising yoga class, “come and experience a new 

opportunity in Watertown…”#opporunityrunsthroughit# 

D. Social media accounts will be maintained by Authorized Users, who must be approved as an agent 

of the social media account by the appropriate Department Head and the Mayor’s Office. 

E. Authorized Users are responsible for the content and upkeep of assigned Department social media 

sites. 

F. All City social media sites and the conduct of Authorized Users shall comply with all appropriate 

City policies and standards. 

G. City social media sites are subject to State of Wisconsin and City of Watertown open records laws. 

Any content maintained in a social media format that is related to City business, including a list of 

subscribers and posted communication, is a public record. Content related to City business shall 

be maintained in an accessible format so that it can be readily produced in response to a public 

records request. 

H. Wisconsin State law and relevant City records retention schedules apply to social media formats 

and their content. 

I. Social media sites shall clearly indicate that any content posted or submitted for posting are 

subject to public disclosure. 

J. The Mayor’s office reserves the right to restrict or remove any content that is seemed in violation 

of this Social Media Use policy and/or any applicable law found not to be in accord with City 

purposes and policies, or for any other reason. 

K. Any exceptions to the policy are subject to the prior review and approval of the Mayor. 
 

 
 

Covered Personnel are allowed to have Personal Networking/Websites. These sites must remain personal 

in nature and be used to share personal opinions or non-work-related information. The Covered Person 

must maintain a distinction between sharing personal and official City views. In addition, Covered 

Personnel should never use their City e-mail account or password in conjunction with Personal 

Networking/Websites. 

S6. PERSONAL USE 
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A. When operating your Personal Networking/Websites, prominently display a disclaimer on the 

homepage such as “The opinions expressed on this site are the views of the author alone as well 

as those of anyone who may post to this site” when you: 

1. refer to work done by the City; 

2. comment on any City related issue; or 

3. provide a link to a City Website. 

B. Covered Personnel are responsible for the purposeful or inadvertent disclosure of any confidential 

information or information that violates the privacy rights or other rights of a third party. 

C. The City is free to view and monitor any Covered Personnel’s Personal Networking/Websites at 

any time without consent or prior approval. 

D. Covered Personnel are prohibited from making statements about the City or any other Covered 

Personnel that would be considered harassing, threatening, libelous or defamatory. 

E. All postings on any Covered Personnel’s Personal Networking/Websites are subject to all municipal 

codes and ordinances as well as all employment rules. 

F. Use of social media by Covered Personnel that adversely affects job performance of fellow 

associates, residents, family members, people who work on behalf of the City of Watertown or 

violates the HIPPA privacy laws may result in disciplinary action up to and including termination. 

 

 
 
 

 
 

• Reviews proposals for new social media accounts and grants formal approval. 

• Provides counsel to Department Heads as to the appropriate use of the social media tools and 

guidance as to the types of information that may be posted. 

• Monitors content on Department social media accounts to ensure adherence to the guidelines in 

this policy. Inappropriate use may result in the removal of the content and/or Department page 

or account from these social media sites. 

• Maintains credentials for social media accounts. 
 
 

 

• Manages public records request for information found on City social media sites through the City’s 

record retention service . 

• Reviews and approves any changes or additions to the Terms of Use Agreement, as requested. 

• Renders opinions on matters regarding disclaimers, terms of use, and privacy concerns as they 

arise. 

S7. RESPONSIBILITIES 

Mayor’s Office 

City Attorney’s Office 
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• Provides opinions on matters of public records, in accordance with any applicable federal, state, 

and local laws. 
 

 
 
Establishing a Social Media Account 

 

• Contact the Mayor’s Office to discuss objectives and desired outcomes for utilizing social media 

technologies and to help determine the site’s effectiveness in reaching the Department’s 

objectives. 

• Obtain prior formal approval from the Mayor’s Office to proceed with any proposed social media 

account. 

• The Department Head shall specify all initial Authorized Users for the project prior to establishing 

any social media account. 

• Obtain a completed and signed Authorized User Agreement Form for each employee responsible 

for managing social media accounts and return signed agreement(s) to the Mayor’s Office. 

• Establish the social media account using a City e-mail address and provide the account user name 

and password to the Mayor’s Office, including all subsequent modifications to credentials. 
 

Operating and Maintaining a Social Media Account 
 

• Include an introductory statement that clearly specifies the work-related purpose of the social 

media site. The City’s website should accompany the purpose statement. 

• When reasonable, social media accounts should link back to the City website for the purpose of 

downloading any forms, documents, and other information. 

• Conspicuously post the approved Terms of Use Agreement For Public to view. 

• Enable features for public comments, if such capability exists, and comply with and enforce the 

posted Terms of Use Agreement. 

• When possible, hide and DO NOT delete content that violates the Terms of Use Agreement. 

Maintain compliance with all applicable federal, state, and local laws related to public records 

requests and records retention. 

• All sites shall be monitored on a regular and frequent basis with an update to content (e.g. post, 

tweet) once each week. 

• When practical, questions and comments received from citizens on social media should be 

responded to within 48 hours to better serve the public and encourage conversation on social 

media. 

Departments 
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• When social media account credentials are unknown by the Mayor’s Office or are 

intentionally excluded for the (name of backup software) archive, Department account holders 

manage public records requests for information found on social media sites. 
 

 
 

It shall be the policy of the City that the following agreement must be conspicuously posted on each 

social media site established and maintained by the City, if such capability exists. The agreement will 

also be posted on the City’s website (www.ci.watertown.wi.us) for easy access. 
 

Social Media Terms of Use Agreement 
 

While this is an open forum, please keep your comments clean and appropriate. Inappropriate 

comments are subject to deletion by the administrator of this account. If you do not comply with the 

terms of use outlined below, your message will be removed. If you post inappropriate content a 

second time, your profile may be blocked from posting any more information to the site. 

This forum is not monitored at all times. DO NOT use this forum to report emergency situations or 

time- sensitive issues. 

Please remember the following rules when posting: 
 

• All content is subject to public records law. 

• Content should be related to the subject matter of the social media site where it is posted. 

• If your post violates any of the below rules, it will be deleted: 

o Content that is graphic, obscene, or explicit. 

o Content that is abusive, threatening, hateful, or intended to defame anyone or 

any organization. 

o Content that suggest or encourages illegal activity 

o Content that promotes, fosters, or perpetuates discrimination on the basis of race, 

creed, color, age, religion, gender, marital status, status with regard to public 

assistance, national origin, physical or mental disability, gender identity, sexual 

orientation, lawful source of income, or arrest/conviction record. 

o Content posted by person whose profile picture or avatar, username, or e-mail 

address contains any of the aforementioned prohibited conduct. 

o Solicitations or advertisements, including but not limited to, promotion or endorsement 

of any private financial, commercial, or non-governmental agency. 

o Content attempting to defame or defraud any person or private financial, commercial, 

or governmental agency. 

o Content that compromises the safety or security of the public or public systems. 

 

S8. TERMS OF USE AGREEMENT FOR PUBLIC 

http://www.ci.watertown.wi.us/
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• You participate at your own risk and take personal responsibility for your comments, your 

username, and all information provided. 

• The appearance of external links on this site does not constitute official endorsement by or on 

behalf of the City. 

• Any public records request for information found on City of Watertown social media sites shall be 

directed to the City Attorney’s Office at 920-262-4033. 

• All information and materials generated by the City of Watertown and provided on City of 

Watertown’s social media sites are the property of the City of Watertown. The City retains 

copyright in all text, graphic images and other content that was produced. 
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This policy is comprised of the following sections: 

Section 1. 

Section 2. 
  

Press/Media Requests
3.2 

SUMMARY 



70 
 

 
 

 

 
 

This policy is comprised of the following sections: 

Section 1.  Objective 

Section 2.  Notification Authorization 
 
Section 3.  Notification Dissemination Process 
 
Section 4.  Notification Topics 

 

 
 

The purpose of this procedure is to identify standard operating procedures pertaining to the creation and 
dissemination of notification alerts via TextMyGov notification system.  
 

 
 
The Fire Chief, Chief of Police, Mayor and Public Information Officer are the four sole positions that can 
authorize City-originated notifications through the TextMyGov system. TextMyGov accounts will reside with 
Dispatch (1 account), Public Information Officer (1 account), Strategic Initiatives and Development 
Coordinator (1 account), and HelpDesk (1 account). 
 

 
 
The Fire Chief and Chief of Police will communicate with Dispatch to disseminate alerts. The Mayor and 
Department Heads will communicate with the Public Information Officer to disseminate alerts. Public 
Information Officer shall be contacted by phone call at (920) 342-0537. Notification information shall then 
be either texted or emailed to the Public Information Officer. Prior to notification release, at least one 
individual with supervisory status must review message for content and accuracy. 
 

 
 
Notifications will pertain primarily to emergency issues at the discretion of the Fire Chief, Chief of Police, 
Mayor, and Department Heads. Example notifications include, but are not limited to: Overturned tanker, 
tornado sirens are not functioning, power outages, snow emergencies, flooding, water main breaks, election 
notifications, etc. Notifications are intended to be an alert service, not the news source itself. 

TextMyGov Notification Alerts
3.3 

SUMMARY 

OBJECTIIVE 

NOTIFICATION AUTHORIZATION 

NOTIFICATION DISSEMINATION PROCESS 

NOTIFICATION TOPICS 
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This policy is comprised of the following sections: 

Section 1. Objective 

Section 2. Process 

 

 
 

The purpose of this procedure is to identify standard operating procedures pertaining to the weekly 

meeting notice that is created and made available to employees and members of the public. It also 

pertains to the materials that are used to assemble packet information for meetings. 

 

 
 

Agendas  

On a regular work week, Monday – Friday, it is requested that all agenda’s (or agenda items) for 

meetings to be held the following week, be emailed to the Clerk/Treasurer’s Administrative Assistant 

by the close of business (COB) on Wednesday. It is preferred if the agenda is sent using the template 

provided by the Administrative Assistant. The draft meeting notice will be prepared on Thursday morning 

and emailed to all for review by 1 p.m. If there are any additions or corrections, please email the 

Administrative Assistant by COB on Thursday. 

Materials  

On a regular work week, Monday – Friday, it is requested that all materials for packets be emailed to the 

Clerk/Treasurer’s Administrative Assistant by the close of business (COB) on Thursday. Agendas and 

packets will be assembled on Friday, emailed and posted (Clerk’s Office and on-line if applicable) by COB 

on Friday. 

Temporary Change to Policy 

If for some reason there is a holiday during the work week or if the Administrative Assistant has a vacation 

planned, an email will be sent to all the week prior indicating the changes in requirements for submittal 

of agendas and materials. 

Meeting Notice Materials and Timeline Policy
3.4 

SUMMARY 

S1. OBJECTIVE 

S2. PROCESS 
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This policy is comprised of the following sections: 

Section 1. Objective 

Section 2. Definitions 
 

Section 3. Duty to Maintain Records 

Section 4. Legal Custodians 

Section 5. Public Access to Records 

Section 6. Access Procedures 

Section 7. Limitations on Right to Access 

Section 8. Destruction of Records 

 

 
 

The purpose of this procedure is to identify standard operating procedures pertaining to retention of and 

provision of records to the public. 
 

 

 
 

“Authority”: an office, elected official, agency, board, commission, committee, council, department or 

public body corporate and politic created by constitutional law, ordinance, rule or order; or a formally 

constituted subunit of the foregoing. 

“Custodian”: the officer, department head, division head, or employee of the City designated under this 

policy or otherwise responsible by law to keep and preserve any City records or file, deposit or keep such 

records in his or her office or is lawfully in possession or entitled to possession of such public records and 

who is required by this policy to respond to requests for access to such records. 

Open Records Policy
3.5 

SUMMARY 

S1. OBJECTIVE 

S2. DEFINITIONS 
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“Record”: means any material on which written, drawn, printed, spoken, visual or electronic information 

is recorded or preserved, regardless of physical form or characteristics, which has been created or is being 

kept by an authority. “Record” does not include drafts, notes, preliminary computations and like materials 

prepared for the originator’s personal use or prepared by the originator in the name of a person for whom 

the originator is working; materials which are purely the personal property of the custodian and have no 

relation to his/her office; materials to which access is limited by copyright, patent or bequest; and 

published materials in the possession of an authority other than a public library which are available for 

sale, or which are available for inspection at a public library. 

“Direct cost”: means the actual cost of personnel plus all expenses for paper, copier time, depreciation 

and supplies. 
 

“Actual cost”: means the total cost of personnel including wages and fringe benefits related to the time 

spent in search of records. 
 

 
 
Each officer and employee of the City shall safely keep and preserve all records received from his or her 

predecessor or other persons and required by law to be filed, deposited or kept in his or her office or 

which are in the lawful possession or control of the officer or employee or his or her deputies, or to the 

possession or control of which he or she or they may be lawfully entitled as such officers or employees. 

Upon the expiration of an officer’s term of office or an employee’s term of employment, or whenever the 

office or position of employment becomes vacant, each such officer or employee shall deliver to his or 

her successor all records then in his or her custody. If a vacancy occurs before a successor is selected or 

qualifies, such records shall be delivered to and receipted for by the Clerk. 

 

 
 

Each elected official is the legal custodian of his or her records and the records of his or her office. 
 

Unless otherwise provided in this policy, the City Clerk or Clerk’s designee shall act as legal custodian for 

the Common Council and for any committees, commissions, boards, or other authorities created by 

ordinance or resolution of the Common Council. The following offices or authorities shall have as a legal 

custodian of records the individual so named. 

Authority Designated Legal Custodian 
 

City Assessor’s files City Assessor 

S3. DUTY TO MAINTAIN RECORDS 

S4. LEGAL CUSTODIANS 
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General City records (including Council files) City Clerk/Treasurer 

Financial and other related records City Clerk/Treasurer 

Fire Department Fire Chief 
 

Municipal Court Municipal Court Clerk 
 

Police Department Police Chief 
 

City Engineer’s office files Public Works Director/City Engineer 

Building Inspection, Zoning, Plan Commission Zoning Administrator 

City Attorney’s office files City Attorney 
 

Public Library Library Director 
 

Health Department Health Officer 
 

Airport Airport Manager 
 

Mayor’s office files Mayor 
 

Human Resources Department HR Generalist 
 

Media Department Media Coordinator 
 

Park, Recreation, Forestry, Senior Center Parks/Recreation Director 

Street Department Street Superintendent 

Water Utilities Utilities Manager 
 

For every authority not specified in this policy, the authority’s chief administrative officer is the legal 

custodian for the authority, but the officer may designate an employee of his/her staff to act as the legal 

custodian. Each legal custodian shall name a person to act as legal custodian in his/her absence or the 

absence of his/her designee, and each legal custodian shall send notice of the designated deputy to the 

City Clerk. The City code shall establish a records retention schedule. Designated legal custodians shall 

have full legal authority to render decisions and to carry out the duties of an authority under Chapter 19 

Wis. Stats. and this policy. 
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Records will be available for inspection and copying during regular office hours. If regular office hours are 

not maintained at the location where the records are kept, the records will be available for inspection and 

copying upon at least 48 hours’ advance notice of intent to inspect or copy. 

A requester shall be permitted to use facilities comparable to those available to City employees to inspect, 

copy or abstract a record. The legal custodian may require supervision during inspection or may impose 

other reasonable restrictions on the manner of access to an original record if the record is irreplaceable 

or easily damaged. 

The cost of photocopying shall be determined by the legal custodian, said cost to be calculated not to 

exceed the actual, necessary, and direct cost of reproduction. If the form of a written record does not 

permit copying, the actual and necessary cost of photographing and photographic processing shall be 

charged. If records are requested electronically, the cost of providing records on other forms of media 

such as a CD or USB drive shall be charged. If mailing or shipping is necessary, the actual cost thereof shall 

also be charged.  There shall be no charge for locating a record unless the actual cost to locate exceeds 

$50.00, in which case the actual cost shall be determined by the legal custodian and billed to the 

requester. The legal custodian shall estimate the cost of all applicable fees and shall require a cash deposit 

adequate to assure payment, if such estimates exceed $5.00.  The legal custodian may provide copies of 

a record without charge or at a reduced charge where he or she determines that waiver or reduction of 

the fee is in the public interest. 
 

 
 

A request to inspect or copy a record shall be made to the legal custodian. A request shall be deemed 

sufficient if it reasonably describes the requested record or the information requested. However, a 

request for a record without a reasonable limitation as to subject matter or length of time represented 

by the record does not constitute a sufficient request. A request may be made orally, but a request must 

be in writing before an action to enforce the request is commenced under Section 19.37, Wis. Stats. 

Except as provided below, no request may be refused because the person making the request is unwilling 

to be identified or to state the purpose of the request.  No request may be refused because the request 

is received by mail, unless prepayment of a fee is required under this policy. A requested may be required 

to show acceptable identification whenever the requested record is kept at a private residence or 

whenever security reasons or regulations so require. 

Each legal custodian, upon request for any record, shall either fill the request or notify the requester of 

the authority’s determination to deny the request in whole or in part and reasons therefor.   If after 

S5. PUBLIC ACCESS TO RECORDS 

S5. ACCESS PROCEDURES 
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conferring with the City Attorney, it is determined that a written request is so general as to be unduly 

time consuming, the party making the request may first be required to itemize his or her request in a 

manner which would permit reasonable compliance. 

If a request is made orally, the request may be denied orally unless a demand for a written statement of 

the reasons denying the request is made by the requester within 5 business days of the oral denial. If a 

written request is denied in whole or in part, the requester shall receive a written statement of the reasons 

for denying the request. Every written denial of a request shall inform the requester that, if the request 

for the record was made in writing, then the determination is subject to review upon petition for a writ 

of mandamus under Wis. Stats. 19.37(1), or upon application to the attorney general or a district attorney. 
 

 
 

Records described in Wis. Stats. 19.36 are exempt from inspection. 
 

Public library circulation records are exempt from inspection under Wis. Stats. 43.30. 
 

In responding to a request for inspection or copying of a record which is not specifically exempt from 

disclosure, the legal custodian, after conferring with the City Attorney, may deny the request, in whole or 

in part, only if he or she determines that the harm to the public interest resulting from disclosure would 

outweigh the public interest in full access to the requested record. Examples of matters for which 

disclosure may be refused include but are not limited to: 

• Records obtained under official pledges of confidentiality which were necessary and given in order 

to obtain the information contained in them; 

• Pursuant to Wis. Stats. 19.85(1)(a), records of current deliberations after a quasi-judicial hearing; 

• Pursuant to Wis. Stats. 19.85(1)(b) and (c), records of current deliberations concerning 

employment, dismissal, promotion, demotion, compensation, performance, or discipline of any 

City officer or employee, or the investigation of charges against a City officer or employee, unless 

such officer or employee consents to such disclosure; 

• Pursuant to Wis. Stats. 19.85(1)(d), records concerning current strategy for crime detection or 

prevention; 

• Pursuant to Wis. Stats. 19.85(1)(e), records of current deliberations or negotiations on the 

purchase of City property, investing of City funds, or other City business whenever competitive or 

bargaining reasons require nondisclosure; 

• Pursuant to Wis. Stats. 19.85(1)(f), financial, medical, social or personal histories or disciplinary 

data of specific persons which, if disclosed, would be likely to have a substantial adverse effect 

upon the reputation of any person referred to in such history or data; 

• Pursuant to Wis. Stats. 19.85(1)(g), communications between legal counsel for the City and any 

officer, agent or employee of the City, when advice is being rendered concerning strategy with 

S7.  LIMITATIONS ON RIGHT TO ACCESS 
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respect to current litigation in which the City or any of its officers, agents or employees is or is 

likely to become involved, or communications which are privileged under Section 905.03 Wis. 

Stats.; 

• Pursuant to Wis. Stats. 19.85(1)(h), requests for confidential written advice from an ethics board, 

and records of advice given by such ethics board on such requests. 

If a record contains information that may be made public and information that may not be made public, 

the custodian of the record shall provide the information that may be made public and delete the 

information that may not be made public from the record before release. The custodian shall confer with 

the City Attorney prior to releasing any such record and shall follow the guidance of the City Attorney 

when separating out the exempt material. 

 

 
 
The destruction of City records shall be governed by the retention schedule in Chapter 160 of the City of 

Watertown Municipal Code. 

S8. DESTRUCTION OF RECORDS 
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Chapter Four: Facilities Management 
 

 

 

This chapter shall serve as the guidelines for the maintenance and operations of city buildings. 
 
 

4.1 Display of Flags 
 

4.2 Use of City Hall Meeting Rooms 
 

4.3 Identification Cards 
 

4.4 Access to City Buildings (keys) 
 

4.5 Animals in City Buildings 
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This policy is comprised of the following sections: 

Section 1. Purpose 

Section 2. Policy 
 

Section 3. Procedure 
 

 
 

The purpose of this policy is to ensure that all city staff handle and display flags appropriately and 

respectfully. 

 

 
 

It is the policy of the City of Watertown to comply with all rules and laws governing the display of all 

flags. The rules for handling and displaying the U.S. Flag are defined by a law known as the U.S. Flag 

Code. We have excerpted the federal regulations within our policy. Refer to the U.S. Flag Code for 

additional information. 
 

 
 

A. Pledge of Allegiance to the Flag – Manner of Delivery 

1. The following should be rendered by standing at attention facing the flag with the right hand 

over the heart. When not in uniform, men should remove any non-religious headdress with 

their right hand and hold it at the left shoulder, the right hand being over the heart. Persons 

in uniform should remain silent, face the flag, and render the military salute. 

2. All shall recite The Pledge of Allegiance to the Flag: “I pledge allegiance to the Flag of the United 

States of America, and to the Republic for which it stands, one Nation under God, indivisible, 

with liberty and justice for all.” 

 

 

 

 

Display of Flags
4.1 

SUMMARY 

S1. PURPOSE 

S2. POLICY 

S3. PROCEDURE 
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B. Time and Occasions for Display 

1. It is the universal custom to display the flag only from sunrise to sunset on buildings and on 

stationary flagstaffs in the open. However, when a patriotic effect is desired, the flag may be 

displayed twenty-four hours a day if properly illuminated during the hours of darkness. 

2. The flag should be hoisted briskly and lowered ceremoniously. 

3. The flag should not be displayed on days when the weather is inclement, except when an all- 

weather flag is displayed. 

4. The flag should be displayed on all days, especially on: 

i. New Year’s Day, January 1 

ii. Inauguration Day, January 20 

iii. Martin Luther King Jr.’s birthday, third Monday in January 

iv. Lincoln’s Birthday, February 12 

v. Easter Sunday (Variable) 

vi. Mother’s Day, second Sunday in May 

vii. Armed Forces Day, third Saturday in May 

viii. Memorial Day (half-staff until noon), the last Monday in May 

ix. Flag Day, June 14 

x. Father’s Day, third Sunday in June 

xi. Independence Day, July 4 

xii. Labor Day, First Monday in September 

xiii. Constitution Day, September 17 

xiv. Columbus Day, second Monday in October 

xv. Navy Day, October 27 

xvi. Veterans Day, November 11 

xvii. Thanksgiving Day, fourth Thursday in November 

xviii. Christmas Day, December 25 

xix. Such other days as may be proclaimed or ordered by the President of the United States 

and/or the Governor of the State of Wisconsin 

xx. The birthday of the State of Wisconsin, May 29, 1848 

xxi. Any other State holidays. 

5. The flag should be displayed daily on or near the main administration building of every public 

institution. 

6. The flag should be displayed in or near every polling place on election days. 

7. The flag should be displayed during school days in or near every schoolhouse. 

8. When the American Flag is displayed against a wall with another flag, it should be on the flag’s 

own right with its staff in front of the other flag. 
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C. Respect for Flag 

1. No disrespect should be shown to the flag of the United States of America. 

i. The flag should never touch anything beneath it, such as the ground, the floor, water, 

or merchandise. 

ii. The flag should never be carried flat or horizontally, but always aloft and free. 

iii. The flag, when it is in such condition that it is no longer a fitting emblem for display, 

should be destroyed in a dignified way, preferably by burning. 

D. Requests for Flags by City Staff 

1. Requests for flags at special events, ceremonies, etc. shall be directed to each employee’s 

respective building maintenance and/or custodial staff. 
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This policy is comprised of the following sections: 

Section 1. Objective 

Section 2. Process 
 
 
 

 
 
 

The purpose of this procedure is to identify standard operating procedures pertaining to using a room at 

City Hall. 
 

 

If you have access to a calendar, please view and make sure the room is not in use during for the specific 

date and time that you need the room.  If available, book the room indicating the specific time the room 

is needed and what it will be used for. 

If you do not have access to a calendar, please email the person in charge of booking the room with 

specifics of date, time and nature of the meeting. The administrator will check the calendar and if 

available, book it for you. 

Please remember, if the meeting is cancelled or changed for any reason, make the necessary changes on 

the calendar. 
 

 
 

Remember to leave no trace of your meeting. The room should be kept as clean or cleaner than it was 

when you occupied it. 

Use of City Hall Meeting Rooms 
4.2 

SUMMARY 

S1. OBJECTIVE 

S2. PROCESS 

S3. OUTCOME 
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This policy is comprised of the following sections 

Section 1. Purpose 

Section 2. Policy 
 

Section 3. Procedure 

 

 
 

The purpose of this policy is to ensure that all city staff have an identification card available to display at 

all times during their work hours. 

 

 
 

It is the policy of the City of Watertown to provide guidance for acquiring, displaying and using official 

identification cards. 

 

 
 

A. Identification 

1. All department employees shall be issued an identification card upon hire. Requests for 

identification cards shall be directed by each department head to City Hall. Replacement cards 

will be provided at no charge to the employee. 

2. Employees may elect to display their identification card by using a lanyard or clip. At minimum, 

the employee shall have their identification card readily assessable at all times to provide proof 

of employment if requested by a citizen. 

3. For privacy reasons, employees may elect to have only their first name or first name and last 

initial displayed on their identification card. 

B. Abuse of Position 

1. Employees shall not accept, either directly or indirectly, any gift, gratuity, reward, loan, fee, 

favor, benefit, advantage, or privilege, for themselves or their relatives, arising from or offered 

because of their position as a municipal government employee. Employees shall only use their 

Identification Cards
4.3 

SUMMARY 

S1. PURPOSE 

S2. POLICY 

S3. PROCEDURE 
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identification card for approved city business to gain acceptable government discounts, such 

as discounted government rates for hotel rooms while on city business. 

2. Employees shall not use their identification cards for the above-described purposes, nor shall 

they lend them to another person or permit them to be photographed or reproduced without 

the Mayor’s permission. 

3. Employees shall not permit their names, photographs, or official titles to be used to endorse 

any product or service which is any way connected to the City of Watertown. Likewise, 

employees shall not allow their names, photographs, or official titles to be used in any 

commercial testimonial which alludes to their position or  employment with  the City of 

Watertown without the Mayor’s permission. 
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This policy is comprised of the following sections 

Section 1. Objective 

Section 2. Process 

 

 
 

The purpose of this procedure is to identify standard operating procedures pertaining to the safekeeping 

of all keys for the municipal building. 

 

 
 

The Chief of Police or his designee will be responsible for the safekeeping of all keys for the municipal 

building. The keys will be secured in a locked cabinet in the administrative area. 

Department Heads will be responsible for initiating a request for an employee to receive a key. Requests 

will be sent by email to the Chief of Police or his designee. The request will be reviewed and forwarded 

to an employee that is trained and authorized to copy keys. 

 
The Chief of Police or his designee will keep a log of keys as they are provided, received and/or copied. 

 
In the event an employee separates from the city, the Department Head who supervises the employee is 

responsible for collecting the issued key(s) and returning them to the Chief of Police or his designee. If 

the employee separating from the city is a Department Head, the Mayor is responsible for collecting and 

returning the issued key(s). 

 
Lost, stolen or missing keys must be reported to the Chief of Police or his designee. 

 
The following actions are in violation of this policy. Departments in violation of this policy may be assessed 

damage and/or replacement costs to re-key the building. 

a. Loaning keys without proper authorization 

b. Duplicating keys 

c. Altering keys, locks or mechanisms 

Access to City Buildings (keys)
4.4 

SUMMARY 

S1. OBJECTIVE 

S2. PROCESS 
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d. Failing to return a key when requested 

 
Department Heads are responsible for determining if an employee shall have a key to gain access to the 

building not readily available to the public and/or key(s) for access to areas within their respective area. 
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This policy is comprised of the following sections: 

Section 1. Purpose 

Section 2. Policy 
 

Section 3. Procedure 
 

 
 

The purpose of this policy is to provide guidance for allowing animals inside any city owned building. 
 
 

 
 

It is the policy of the City of Watertown that only certain animals be allowed inside city owned buildings. 
 

 
 

A. The following animals shall be allowed inside city owned buildings: 

1. Service animals 

2. Police canines 

B. All other animals shall only be allowed inside city owned buildings with the permission of the 

department head. 

Animals in City Buildings
4.5 

SUMMARY 

S1. PURPOSE 

S2. POLICY 

S3. PROCEDURE 
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Chapter Five: Information Technology 
 

 

 

This chapter shall serve as the guidelines for the maintenance and operations of city buildings. 
 
 

4.1 Requesting IT Support 
 

4.2 Electronic Tablet Usage Policy 
 

4.3 E-Mail Use – future policy 
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The policy is comprised of the following sections: 

Section 1. Objective 

Section 2. IT Support Requests 

Section 3. Non-Emergency Requests 

Section 4. Emergency Requests 

 

 
 

The purpose of this policy is to guide city staff on how to request IT help desk support. This policy will 

allow for the most efficient use of the limited IT resources available to the city and assist in prioritization 

of help desk requests. 
 

 
 

When requesting help desk support, the request should be self-categorized as emergent or not emergent 

and follow the specific process for each. For either case, when contacting the help desk, users must 

provide an indication of the issue in the subject line, for example, “email not working.” In the body of 

communication, the user should provide a description of the issue experienced, along with the time and 

date it occurred. If possible, the user should attach screenshots of the issue to the email. The user shall 

also indicate the four-digit asset tag # located on the asset sticker that contains the City of Watertown 

logo. This sticker is often near the power button or on top of the machine. Lastly, the user should include 

contact information (Desk phone / cell phone / email) of the person experiencing the issue and when they 

are unavailable should a need arise to communicate with the user. 

Requesting IT Support
5.1 

SUMMARY 

S1. OBJECTIVE 

S2. IT SUPPORT REQUESTS 
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1. Email helpdesk@cityofwatertown.org – please give up to 2 full days for a response. 
2. After 2 days without a response call 920-206-4265 or stop by the IT Department located 

on the second floor of City Hall. 
 

 
 

1. During business hours - call IT desk phone at 920-206-4265. 
2. During business hours - call IT cell phone at 920-390-0051. 
3. During business hours - physically walk up to the IT Department located on the second 

floor of City Hall. 
4. After business hours – call 920-390-0051 and send email to 

helpdesk@cityofwatertown.org. 

S3. NON-EMERGENCY REQUESTS 

S4. EMERGENCY REQUESTS 

mailto:helpdesk@cityofwatertown.org
mailto:helpdesk@cityofwatertown.org
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The policy is comprised of the following sections:  

Section 1. Objective 

Section 2. Software on the Tablet 

Section 3. Email Usage for City Business 

Section 4. Acceptable Use 

Section 5. Return of the Tablet 
 
 

 
 

This policy applies to elected officials and administrative staff of the City of Watertown who are 

issued a tablet by the City. 

 

 
 

The software and applications installed by the City must remain on the tablet in usable condition and 

be always readily accessible. From time-to-time, the City may require Users to check in their tablets 

with the IT Manager to add or upgrade software applications or for periodic updates and syncing. In 

the event it becomes necessary to restore a tablet to its original condition, the City will not be 

responsible for the loss of any soft Electronic Tablet Usage Policy ware or data deleted due to a re-

format and/or re- image. Any software, email messages, or files downloaded via the Internet into the 

City system, including a City-issued tablet, become the property of the City and may only be used in 

ways that are consistent with applicable licenses, trademarks, or copyrights. 

 

The City is the sole licensee of the software included with a tablet. Any copying, modification, or 

distribution of any software, including written documentation, by the User is prohibited. The User is 

responsible for complying with any and all hardware, software, service provider licensing agreements, 

terms of use, and applicable state and federal copyright and other intellectual property protections. A 

User may not download a file or open an email attachment unless the User knows that the file or  

 

Electronic Tablet Usage Policy
5.2 

SUMMARY 

S1. OBJECTIVE 

S2. SOFTWARE ON THE TABLET 
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attachment comes from a trustworthy source. Downloaded files and attachments may contain viruses or 

hostile applications that could damage or breach the security of the City's information systems. A User 

will be held accountable for any such consequences that result from the User downloading a file or 

opening an email attachment for a purpose other than City business. The City provides antivirus 

software for the tablets. Users are required to scan attachments before opening, and to download all 

antivirus software updates as directed. 
 

 
 

A User shall use his or her assigned City email account for all email related to City business. Emails sent 

or received on a User’s City email account are archived and retained by the City. This account shall be 

synced to the User's individual tablet. A User's personal email box also may be synced to the tablet, but 

a User either shall conduct all City-related business through the User's City email account, or copy all 

email related to City business from the User's personal email box to the User's City email account. 
 

 
 
The tablet, Internet, and email access that the City provides to Users will be primarily for City business 

related purposes, such as to review City Board and Committee agenda materials and obtain useful 

information for City-related business. City-issued tablets are not to be used for operation of a business 

for personal gain, sending chain letters, or any other purpose that interferes with normal City business 

activities. Users shall not use City-issued tablets for any illegal activity. Except in an emergency, Elected 

Officials shall not use email, instant messaging, text messaging, or similar forms of electronic 

communications at any time during a meeting of the Board of Aldermen. Elected Officials should consult 

the City Attorney for information regarding Open Meetings Act requirements related to electronic 

communications. A User may download and maintain music and applications on the User's tablet; 

however, the items downloaded and synced to the tablet must be in compliance with Federal copyright 

laws and shall be acquired at the expense of the User. The City's IT staff shall not install, work on, or 

support an application that is not issued by the City. All applications used in the course of business- 

related activities shall be secured in conjunction with the IT manager. 
 

 
 

Users shall return their tablet to the IT Manager or department designee when the User's term of service 

or employment has ended. Upon return of the tablet to the City and following the preparation of any 

appropriate backup files, the tablet will be wiped clean of any and all information and issued to the 

User's successor. 

 

 

 

S3. EMAIL USAGE FOR CITY BUSINESS 

S4. ACCEPTABLE USE 

S5. RETURN OF TABLET 
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The policy is comprised of the following sections:  

Section 1. Objective 

Section 2. 

 

 
 

This policy applies to elected officials and administrative staff of the City of Watertown who are 

issued a tablet by the City. 

 

 
 
  

E-Mail Use Policy 
5.3 

SUMMARY 

S1. OBJECTIVE 

S2.  
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Chapter Six: Emergency Management 
 

 

 

This chapter shall serve as an outline for emergency management plans that are available via separate 

documents for the City of Watertown. These documents are the responsibility of the Fire Department 

and area available for review via a request to the Fire Department. 

 

6.1 Emergency Operations 
 

6.2 Continuity of Operations Plan (COOP) 
 

6.3 Building Safety Plans 
 

6.4 Flooding Procedure 


