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INTRODUCTION 
This Legislative Procedure Manual is intended to assist Milwaukee County departments in 
preparing matters for introduction and consideration by the Milwaukee County Board of 
Supervisors, and in following these matters as they progress through the legislative process. 
 
Highlights include: 

• The role of the Legislative Services Division 
• An overview of the County Board 
• A review of standing committee and County Board meeting procedures 
• Information regarding the Passive Review Contract process 
• Requirements for drafting and introducing legislation 
• A suggested report template 
• Ordinance and resolution form requirements 
• The County Board’s referral process 
• Agenda Setting Meetings / Matters Available for Scheduling 
• Standing Committee Procedures 
• Frequently Asked Questions 

 
The Office of the Milwaukee County Clerk provides services to the Milwaukee County Board of 
Supervisors, County Executive, County departments, and the general public. 
 
Additionally, the Legislative Services Division prints and date stamps all required original 
documents, maintains all legislative files, reviews all reports, resolutions and ordinances, and 
fiscal notes as to standard form, publishes standing committee agendas in compliance with 
Wisconsin open meeting laws, staffs all standing committee and County Board meetings, 
records the Journal of Proceedings (minutes), updates existing ordinances, and publishes new 
ordinances. 
 
Another responsibility of the Office of the County Clerk is the maintenance of the County 
Legislative Information Center, which provides online public access to legislative documents, 
meeting agendas and minutes, archived video, as well as online live streaming of standing 
committee and County Board meetings. 
 
You may visit the Office of the County Clerk’s website here: 
Office of the Milwaukee County Clerk 
 
Questions about the material in this manual can be directed to Janelle M. Jensen, 
Legislative Services Division Manager, Office of the Milwaukee County Clerk, at 
(414) 278-4228, or at janelle.jensen@milwaukeecountywi.gov 
 
Definition of Terms 

• The term “Clerk” shall mean the Milwaukee County Clerk. 
• The term “CLIC” shall mean the County Legislative Information Center. 
• The term “Code” shall mean the Milwaukee County Code of General Ordinances. 
• The term “County” shall mean Milwaukee County. 
• The term “County Board” shall mean the Milwaukee County Board of Supervisors. 
• The term “LSD” shall mean the Legislative Services Division. 
• The term "OCC" shall mean the Office of Corporation Counsel. 
• The term “Office” shall mean the Office of the Milwaukee County Clerk. 
• The term “Statutes” shall mean Wisconsin State Statutes. 

https://county.milwaukee.gov/EN/County-Clerk
mailto:janelle.jensen@milwaukeecountywi.gov
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GRANICUS 
Granicus is the vendor that owns and provides support for Milwaukee County’s (the County) 
legislative information management system.  This legislative information management system is 
comprised of two parts: Legistar, and the County Legislative Information Center (CLIC), which 
are explained in greater detail below. 
 
LEGISTAR 
Legistar is the internal software suite used by the Legislative Services Division (LSD), Office of 
the County Clerk (the Office), the Milwaukee County Board of Supervisors (County Board), 
County Executive, and all County departments to create legislative files, refer files to standing 
committees, generate agendas, record standing committee and County Board meeting actions, 
and preserve the legislative activities of the County. 
 
COUNTY LEGISLATIVE INFORMATION CENTER (CLIC) 
CLIC is the external internet suite used by the general public and County departments, elected 
officials, and staff to access legislative activities. 
 
In 2011, CLIC began housing County legislative activity.  CLIC features full search capability 
and users receive a filtered report based on the search criteria entered. 
 
Legislative activity prior to 2011 is available on the Office’s website, through OnBase software, 
and on microfilm. 
 
If you would like to schedule Legistar training (creating or approving files); need your Legistar 
password reset; would like a tutorial for navigating CLIC; or assistance with OnBase software 
file searches or microfilm searches, please contact Dan Benson, Information Coordinator, Office 
of the Milwaukee County Clerk at (414) 278-4281, or at daniel.benson@milwaukeecountywi.gov 
 
If you are a new Department Head or if you are a new designated alternate and need Legistar 
installed per your Department Head, please contact the Information Management Services 
Division help desk. 
 
To access CLIC: County Legislative Information Center 

 
 
  

mailto:daniel.benson@milwaukeecountywi.gov
https://county.milwaukee.gov/EN/County-Legislative-Information-Center
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CLIC NAVIGATION 
 

 
 
Under the   Calendar   tab, you can view (from left to right) 
 

• Meeting Name 
• Meeting Date 
• Meeting Time 
• Meeting Location 
• Meeting Details 
• Agenda 
• Minutes 
• Video (live meetings in progress as well as archived video) 
• Audio 
• eComment link (appears only when the hyperlink is active) 

 
Entering Search criteria such as file numbers or key words, and 
 
Utilizing the drop-down boxes  to select a specific year, time period, or meeting type will help to 
narrow results. 
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CLIC NAVIGATION - CONTINUED 
 

 
 
Under the   Legislation   tab you will be able view files dating back to 2011. 
 
 
Entering Search criteria such as file numbers or key words, and 
 
 
Utilizing the drop-down boxes  to select a specific year, time period, or file type will help to 
narrow results. 
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CLIC NAVIGATION - CONTINUED 
 

 
 
 
After selecting a specific file number while in the  Legislation  /    Details   tab you can view 
(left to right): 

• File Number 
• File Version 
• File Name 
• File Type 
• File Status 
• File Created Date 
• In Control 
• On Agenda 
• Final Action Date 
• Title 
• Attachments 
• Related Files 
 
 

The  History  tab highlights the file referral, standing committee recommendation, County Board 
action, and whether the file was returned signed, unsigned, or vetoed by the County Executive. 
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AN OVERVIEW: THE MILWAUKEE COUNTY BOARD OF SUPERVISORS 
The County Board is a legislative body comprised of 18 members who are elected to two-year 
terms on a nonpartisan ballot in the Spring of even-numbered years. 
 
Each County Supervisor represents approximately 52,000 people, across numerous supervisory 
districts located within the County, including the following municipalities: 
 
○ Bayside  ○ Brown Deer  ○ Cudahy  ○ Fox Point 
○ Franklin  ○ Glendale  ○ Greendale  ○ Greenfield 
○ Hales Corners ○ Milwaukee  ○ Oak Creek  ○ River Hills 
○ Shorewood  ○ South Milwaukee ○ St. Francis  ○ Wauwatosa 
○ West Allis  ○ West Milwaukee ○ Whitefish Bay 
 
One member is elected the County Board Chairperson by County Board members at the 
beginning of each two-year term. 
 
You may visit the County Board’s website here: 
Milwaukee County Board of Supervisors 
 
The County Board’s procedures and rules are governed by Chapter 1 of the Milwaukee County 
Code of General Ordinances (the Code). 
Chapter 1 of the Code 
 

 

https://county.milwaukee.gov/EN/Board-of-Supervisors
https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH1RUCOBOSU
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AN OVERVIEW: COUNTY BOARD STANDING COMMITTEES 
The County Board Chairperson assigns members to the ten standing committees and 
designates the Chairpersons and Vice-Chairpersons.  Most standing committees consist of five 
members.  The Committee on Audit is comprised of six members, the Committee on Finance is 
comprised of seven members, and all 18 County Supervisors are members of the Committee of 
the Whole. 
 
Regular and special meetings of standing committees shall be held and called to order promptly 
on the days, and at the hour specified by the standing committee Chairperson. 
 
Standing committees do not meet on the following days: 
 

• Election day for a County-wide election 
• Special election for County Board Supervisor 
• Election day for United States President 

 
Standing committees do not usually meet in February or August. 
 
See Section 1.11 of the Code pertaining to the County Board’s standing committees: 
Section 1.11 of the Code 
 
 
 
Committee on Audit (AUDIT) 
Meets on the day and at the hour designated in the notice of meeting by the Chairperson of the 
standing committee.  AUDIT Webpage 
 
Audit may consider the departmental policy of: 

• Office of Equity [Org. Unit 1091] 
• Office of the Comptroller [Org. Unit 3700] 

o Audit Services 
 
The Audit Committee considers matters regarding: 
 the progress on achieving racial equity and health in the County; 
 audit reports; and 
 status updates regarding all audit recommendations to ensure that County departments 

implement program improvements and cost saving recommendations to provide the best 
service at the lowest possible cost to the taxpayer. 

 
The Audit Chairperson may appoint a special audit implementation subcommittee to spearhead 
the implementation of audit report recommendations. 
  

https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH1RUCOBOSU_1.11STCO
https://county.milwaukee.gov/EN/Board-of-Supervisors/Standing-Committees
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Committee on Community, Environment, and Economic Development (CEED) 
Meets on the day and at the hour designated in the notice of meeting by the Chairperson of the 
standing committee.  CEED Webpage 
 
CEED may consider the departmental policy of: 

• Department of Administrative Services [Org. Unit 1151] 
o Architecture and Engineering 
o Community Business Development Partners 
o Economic Development/Real Estate Services 
o Environmental Services 
o Facilities Management Director’s Office 
o Facilities Operations and Maintenance 
o Geographic Information System and Land Information Office 
o Office of Sustainability 
o Water Distribution System 

 
The CEED Committee considers matters regarding: 

 the disposition of excess surplus County lands, including, but not limited to sale or lease 
of property and financing terms; 

 the erection, major alterations, and repair of public buildings and structures; 
 the study and recommendation of plans, projects, and programs for fostering community 

development throughout the County including the Community Development Block Grant 
program and funds for County housing programs; 

 overview of the administration of all Federal, State, and local housing programs at the 
County level; 

 the study, review, and recommendation of plans and solutions of housing persons 
displaced from their dwellings by governmental actions of the County or the 
municipalities which compose it, and the coordination and implementation of relocation 
plans and procedures with Federal, State, and local agencies and units of government 
within the County; 

 veteran’s housing; 
 all policy matters pertaining to Disadvantaged Business Enterprises / Targeted 

Business Enterprises; 
 all matters pertaining to the protection of the environment, including, but not limited to 

water pollution, noise pollution, insecticide control, lakeshore erosion, community 
beautification activities, land utilization, and street tree replacement studies; 

 conservation of all uses of energy, including, but not limited to oil, coal, wind, nuclear, 
and solar energy; 

 plans and solutions relating to energy conservation in the County; 
 review of energy-related matters being considered by the Public Service Commission; 
 the conservation of air, water, energy, and all other resources; and 
 the County’s climate and carbon neutrality goals and progress made on achieving the 

recommendations of the Climate Action 2050 plan. 
  

https://county.milwaukee.gov/EN/Board-of-Supervisors/Standing-Committees
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Committee on Finance (FINANCE) 
Meets on the day and at the hour designated in the notice of meeting by the Chairperson of the 
standing committee.  Finance Webpage 
 

Finance may consider the departmental policy of: 
• General Office of the County Board [Org. Unit 1000] 
• General Office of the County Executive [Org. Unit 1011] 
• Department of Administrative Services (DAS) [Org. Unit 1151] 

o Administration 
o Central Business Office 
o Procurement 
o Project Management, Execution, and Governance, 

Information Management Services Division (IMSD) 
o Applications Development, IMSD 
o Data Center Services, IMSD 
o Support Services Organization, IMSD 
o Mainframe, IMSD 
o Managed Print Services, IMSD 
o Technology Purchase Management, IMSD 
o Cybersecurity, IMSD 
o Risk Management 

• Office of Strategy, Budget, and Performance [Org. Unit 1157] 
o Strategy Division 
o Budget Division 
o Project Management Office 

• Non-Departmental Revenues [Org. Unit 1800] 
• Non-Departmental Expenditures [Org. Unit 1940] 
• Property Taxes [Org. Unit 1991] 
• County Treasurer [Org. Unit 3090] 

o Banking Services and Delinquent Property Tax Collection 
o Investment Management 

• Office of the Comptroller [Org. Unit 3700] 
o Administration/Fiscal Services 
o Central Accounting 
o Central Payables 
o Central Capital 
o Central Payroll 
o Research Services Division 

• General County Debt Service [Org. Unit 9960] 
 

The Finance Committee considers matters regarding: 
 the annual County budget; issuance of debt; taxation; insurance; 
 funding for additional positions; 
 policies having a fiscal effect outside of the current budget; 
 all multi-year contracts and contracts with an aggregate value, which exceed $300,000; 

and 
 acceptance of grant monies. 

 

The Finance Committee has jurisdiction of Passive Review Contracts (with a value of at least 
$100,000, but not more than $300,000) under Section 59.52(31) of the Statutes. 
 

The Finance Committee has the authority to review and approve, without County Board 
approval, departmental requested waivers of Section 9.05(3)(a) of the Code related to 
contractual services with former employees. 

https://county.milwaukee.gov/EN/Board-of-Supervisors/Standing-Committees
https://docs.legis.wisconsin.gov/statutes/statutes/59/V/52
https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH9COET_9.05STCO
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Committee on Health Equity, Human Needs, and Strategic Planning (HEHNSP) 
Meets on the day and at the hour designated in the notice of meeting by the Chairperson of the 
standing committee.  HEHNSP Webpage 
 
HEHNSP may consider the departmental policy of: 

• Office of Emergency Management [Org. Unit 4800] 
o Emergency Medical Services 

• Department of Health and Human Services [Org. Unit 8000] 
o Director’s Office and Management Services (Veterans Services) 
o Division of Children, Youth, and Family Services 
o Aging and Disabilities Services 
o Housing Division 

 
The HEHNSP Committee considers matters regarding: 

 youth involved in the juvenile justice system; 
 quality of life for individuals with physical, sensory, and developmental disabilities; 
 accessibility for persons with disabilities; 
 housing; 
 senior dining and transportation services; 
 long-term care services; 
 veteran’s benefits; and 
 all matters related to County-wide and individual department strategic planning. 

 
 
 
 
 
Committee on Intergovernmental Relations (IGR) 
Meets on the day and at the hour designated in the notice of meeting by the Chairperson of the 
standing committee.  IGR Webpage 
 
IGR may consider the departmental policy of: 

• General Office of the County Board [Org. Unit 1000] 
• General Office of the County Executive [Org. Unit 1011] 
• Government Affairs [Org. Unit 1020] 

 
The IGR Committee considers matters regarding: 
 proposed Federal, State, or municipal legislation affecting County government. 

 
IGR Committee members may appear before the United States Congress, the legislature, and 
government bodies of other municipalities, as may be necessary regarding pending legislation 
to support policies advocated by the County Board. 
  

https://county.milwaukee.gov/EN/Board-of-Supervisors/Standing-Committees
https://county.milwaukee.gov/EN/Board-of-Supervisors/Standing-Committees
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Committee on Judiciary, Law Enforcement, and General Services (JLEGS) 
Meets on the day and at the hour designated in the notice of meeting by the Chairperson of the 
standing committee.  JLEGS Webpage 
 
JLEGS may consider the departmental policy of: 

• Corporation Counsel [Org. Unit 1130] 
• Combined Court Related Operations [Org. Unit 2000] 

o Administration 
o Criminal Court 
o Children’s Court 
o Civil Court 
o Family Court 
o Probate 
o Family Drug Treatment Court 
o Permanency Plan Review 
o Self Help 

• Child Support Services [Org. Unit 2430] 
• Pretrial Services [Org. Unit 2900] 
• County Clerk and Election Commission [Org. Unit 3270] 
• Register of Deeds [Org. Unit 3400] 

o Administration 
o Real Estate Services 
o Vital Statistics 
o Document Examination and Cashier Services 
o Tax Listing Services 

• Sheriff [Org. Unit 4000] 
o Administration and Compliance 
o Training Academy 
o County Jail 
o Police Services 
o Court Security 
o Airport Security/K9 
o Investigative Services 
o Civil Process/Warrants 
o County Grounds Security 
o Park/Targeted Enforcement Unit 
o Specialized Units 
o High Intensity Drug Trafficking Area 
o Building Security 

  

https://county.milwaukee.gov/EN/Board-of-Supervisors/Standing-Committees


14 

Committee on JLEGS - continued 
 
JLEGS may consider the departmental policy of: 

• House of Correction [Org. Unit 4300] 
o Administration 
o House of Correction 
o Medical and Mental Health 
o Programming 

• District Attorney [Org. Unit 4500] 
• Office of Emergency Management [Org. Unit 4800] 

o Director’s Office 
o Emergency Management 
o 911 Communications 
o Radio Services 
o Emergency Medical Services 

• Medical Examiner [Org. Unit 4900] 
 
The JLEGS Committee considers matters regarding: 
 actions against the County; 
 actions initiated by the County; 
 intra-county actions; 
 applications for licenses requiring action by the County Board; 
 purchase of surety bonds; 
 action required by Wisconsin State Statutes (the Statutes); and 
 administrative and policy guidelines relating to the Coronavirus Disease pandemic 

 
The Office of Corporation Counsel (OCC) is delegated authority to approve the payment of 
claims against the County where the payment is no more than $500, and to initiate claims or 
suits by the County against other persons or entities where the amount claimed is $10,000 or 
less, pursuant to Section 59.52(12)(b) of the Statutes. 
 
On June 7, 2018, the OCC provided an informational report contained in 
Legistar File No. 18-472 regarding settlement authority of Wisconsin County Mutual Insurance 
Corporation (WCMIC) insured claims, where the County is in a defensive posture and attorney 
fees are implied. 
 
These types of claims related to settlements, approved by WCMIC, are presented as 
informational reports to established Reference Files. 
 
*AN ANNUAL REFERENCE FILE LISTING IS AVAILABLE. 
Please contact any staff member of the LSD. 

https://docs.legis.wisconsin.gov/statutes/statutes/59/V/52
https://milwaukeecounty.legistar.com/LegislationDetail.aspx?ID=3520848&GUID=491468FC-3357-444A-8C57-EBFAA53BA4EB&Options=ID|Text|&Search=18-472
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Committee on Parks and Culture (P&C) 
Meets on the day and at the hour designated in the notice of meeting by the Chairperson of the 
standing committee.  P&C Webpage 
 
P&C may consider the departmental policy of: 

• Cultural Contributions [Org. Unit 1900] 
o Fund for the Arts (Cultural, Artistic, and Musical Programming Advisory Council) 
o Historical Society 
o Federated Library System 
o Marcus Center for the Performing Arts 
o Milwaukee Public Museum 
o Charles Allis/Villa Terrace Art Museums 
o War Memorial Center 
o Milwaukee Art Museum 

• Department of Parks, Recreation, and Culture [Org. Unit 9000] 
o Administration, Finance, and Operations 
o Operations and Trades 
o Recreation and Business Services 

• Zoo [Org. Unit 9500] 
o Administration, Finance, and Operations 
o Marketing and Communications 
o Maintenance and Facilities 
o Animal Management and Health 

• University of Wisconsin-Madison, Division of Extension Milwaukee County [Org. Unit 9910] 
 
The P&C Committee considers matters regarding: 
 County parks and parkways; 
 the War Memorial Center Board of Trustees; 
 functions to be performed by a committee on extension education under the provisions 

of Section 59.56 of the Statutes; 
 consumer education and protection, particularly in the area of public service providers. 

 
The P&C Committee exercises the powers and duties of county land conservation committees 
as required by Section 92.06 of the Statutes. 
  

https://county.milwaukee.gov/EN/Board-of-Supervisors/Standing-Committees
https://docs.legis.wisconsin.gov/statutes/statutes/59/V/56/1
https://docs.legis.wisconsin.gov/statutes/statutes/92/06
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Committee on Personnel (PER) 
Meets on the day and at the hour designated in the notice of meeting by the Chairperson of the 
standing committee.  PER Webpage 
 
PER may consider the departmental policy of: 

• Personnel Review Board, Civil Service Commission, Ethics Board [Org. Unit 1120] 
• Department of Human Resources (DHR) [Org. Unit 1140] 

o Director’s Office 
o Compensation/Human Resources Information System 
o Employee Relations 
o Human Resources Operations and Talent Acquisition 
o Learning, Development, and Diversity 
o Benefits and Human Resources Metrics 
o Retirement Plan Services 

• Employee and Retiree Fringe Benefits [Org. Unit 1950] 
 
The PER Committee considers matters regarding: 
 reclassification; 
 abolishment of positions; 
 compensation, hours, benefits, and conditions of employment of County offices and 

personnel; 
 the need for additional positions, including their classification and pay; 
 temporary assignments to a higher classification; and 
 administration of the employee’s award program. 

 
The PER Committee may review changes to the Employees Retirement System: 
Chapter 201 of the Code. 
 
Abolishing/Creating a position?  See FAQ #20 on page 55. 
  

https://county.milwaukee.gov/EN/Board-of-Supervisors/Standing-Committees
https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOII_CH201COEMRESY
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Committee on Transportation, and Transit (T&T) 
Meets on the day and at the hour designated in the notice of meeting by the Chairperson of the 
standing committee.  T&T Webpage 
 
T&T may consider the departmental policy of: 

• Department of Administrative Services [Org. Unit 1151] 
o Community Business Development Partners 

• Airport [Org. Unit 5040] 
o Milwaukee Mitchell International Airport 
o MKE Regional Business Park 
o Lawrence J. Timmerman General Aviation 

• Transportation Services, Department of Transportation (DOT) [Org. Unit 5083] 
• Highway Maintenance, DOT [Org. Unit 5100] 
• Fleet Management, DOT [Org. Unit 5300] 
• Transit/Paratransit System, DOT [Org. Unit 5600] 

o Paratransit 
o Fixed Route (Milwaukee County Transit System) 

• Transportation Director’s Office, DOT [Org. Unit 5800] 
 
The T&T Committee reviews matters regarding: 
 construction, maintenance, control, and operation of County airports; 
 construction and maintenance of matters pertaining to highways and bridges; 
 the vacation or opening of public streets, alleys, highways, or roads, for which the 

County has jurisdiction; 
 railroad and public utilities in the County; 
 mass transit policies pertaining to the establishment of fares and other charges, 

standard of service, route locations, capital and service improvements; 
 approves all facility and land leases that are not referred to other standing committees; 

and 
 all transportation matters pertaining to Disadvantaged Business Enterprises / Targeted 

Business Enterprises. 

https://county.milwaukee.gov/EN/Board-of-Supervisors/Standing-Committees
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Committee of the Whole (COTW) 
Meets on the day and at the hour designated by the County Board Chairperson. 
Committee of the Whole Webpage 
 
Some matters coming before the County Board have a significant policy impact or a unique set 
of circumstances, which overlap specific standing committee jurisdiction. 
 
Examples are: 
 the closing of a major County facility; 
 the presentation of the County Executive’s annual Recommended Budget; 
 policies regarding the Mitchell Park Horticultural Conservatory (The Domes); 
 topics considered by the Fair Deal for Milwaukee County Work Group; and 
 updates regarding the Coronavirus Disease pandemic. 

 
On such occasions, the Committee of the Whole will meet at the call of the County Board 
Chairperson. 
 
All 18 County Supervisors are members of the Committee of the Whole. 
 
 
 
 
 
 
 
OFFICE FOR PERSONS WITH DISABILITIES (OPD) 
Americans with Disabilities Act (ADA) 
All documents that are available in CLIC must be in an accessible format.  To create accessible 
PDF's, any documents written in Word, Excel, etc., need to be "saved as" a PDF (NOT 
SCANNED), then posted to the website(s). 
 
If a signature is present on a document, in addition to a wet signature, an electronic signature 
should be typed into the document. 
 
For further guidance please visit the OPD ADA webpage at: 
Office for Persons with Disabilities 
 
Under "ADA Resources," see specifically: 

o Create Accessible Documents (Section 508, IT Accessibility) 
o Websites, Accessibility of State & Local Government Websites 

 

https://county.milwaukee.gov/EN/Board-of-Supervisors/Standing-Committees
https://county.milwaukee.gov/EN/Office-for-Persons-with-Disabilities/ADA
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COUNTY BOARD MEETINGS 
The regular meeting of the County Board usually convenes on the 3rd or 4th Thursday of each 
month at 9:30 a.m.  However, special meetings may be called at other times. 
 
The County Board does not usually meet in August. 
 
At its meetings, the County Board acts on the recommendations of the standing committees, 
matters presented under suspension of the rules, and introduces new business for referral to 
standing committees. 
 
Between County Board meetings, each standing committee holds a regular meeting to conduct 
public hearings and make recommendations on files that have been referred by the County 
Board Chairperson and the County Board. 
 
While County Board meetings are open to the public, they are not public hearings, and 
departmental and public testimony are not accepted. 
 
BUDGET MEETINGS 
The County Board holds budget meetings annually from October through November.  The 
following meetings are meetings of the County Board: 

• Budget Public Hearing 
• Annual Meeting/Budget Adoption 
• Veto Meeting 

 
The Committee on Finance-Budget considers County Supervisor-sponsored amendments to the 
Recommended Budget as part of their annual deliberations during October and November. 
 
The County Board adopts the Budget annually in November. 
 
AD HOC COMMITTEES 
On occasion, the County Board and County departments may schedule special meetings for a 
particular purpose or establish ad hoc committees, commissions, councils, task forces, or 
workgroups to investigate particular issues. 
 
The Milwaukee County Task Force on the Mitchell Park Conservatory Domes, the Milwaukee 
Public Museum Task Force, the Fair Deal for Milwaukee County Work Group, the Independent 
Redistricting Committee, and the American Rescue Plan Act Task Force are recent examples of 
ad hoc committees. 
 
The LSD can provide general staffing assistance with ad hoc committees on a limited basis, and 
as schedules permit.  Departments may request the Ad Hoc Committee Meeting Assistance 
Procedure Manual and Meeting Assistance Request Form, which are available by contacting 
any staff member of the LSD. 
 
Any requests for ad committee staffing assistance can be directed to: 
George L. Christenson, Milwaukee County Clerk, at (414) 278-4625, or at 
george.christenson@milwaukeecountywi.gov and 
 
Janelle M. Jensen, Legislative Services Division Manager, Office of the Milwaukee County 
Clerk, at (414) 278-4228, or at janelle.jensen@milwaukeecountywi.gov 
  

mailto:george.christenson@milwaukeecountywi.gov
mailto:janelle.jensen@milwaukeecountywi.gov
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STANDING COMMITTEE DEADLINES 
The County Board Chairperson establishes the file submission deadline dates for all standing 
committees.  Deadlines are enforced and must be adhered to. 
 
Committee Coordinators distribute standing committee calendars, which will include the file 
submission deadline, passive review file submission date (Finance only), and standing 
committee meeting dates in April of an election year, and in December for the subsequent year, 
and are available upon request. 
 
Some standing committee Chairpersons may hold “agenda setting” meetings.  The agenda 
setting meeting process is outlined on page 41. 
 
Departments must create Legistar files and have the Approval Tracking System (ATS) review 
completed on or before the established file submission deadline date. 
 
The date and time that ATS review is completed in Legistar will constitute official file receipt by 
the LSD. 
 
Standing committee agendas clearly identify, at the end of the list of files to be considered, the 
specific deadline for the next committee cycle. 
 
If a file is submitted (status ATS Review Completed) after the established file submission 
deadline date, it will be processed for the subsequent meeting cycle. 
 
If the matter is urgent, departments may contact the County Board Chairperson, as well as the 
County Board Chief of Staff to request expedited consideration in the current meeting cycle. 
 
Upon referral by the County Board Chairperson or the County Board, the file will be 
scheduled at the sole discretion of the standing committee Chairperson. 

 
If there are subsequent revisions or additions once a file status is “ATS Review Completed,” see 
Legistar File Revisions / Corrections / Supplemental Documents After ATS Review Has 
Been Completed on page 38. 
  

File is 
created in 
Legistar 

utilizing final, 
signed 

documents

All 
attachments 
have been 

appended in 
Legistar

Legistar attachment 
naming coventions 

have been updated to:                          
[File #] REPORT                    

[File #] RESOLUTION          
[File #] FISCAL NOTE 
[File #] CONTRACT     

[File #] MAP              
*All file extensions have 

been deleted

ATS Review is 
completed by 

the 
department on 
or before the 
established 

file 
submission 

deadline date. 
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PROFESSIONAL SERVICES 
Chapter 56.30 of the Code 
 
AND 
 
PURCHASE OF CARE AND SERVICES BY THE COUNTY 
Chapter 46.09 of the Code  
 
Professional Services Contracts require the following approvals (signatures): 

• Department Head or Designee 
• Contractor 
• Community Business Development Partners 
• Risk Management 
• Comptroller 
• Corporation Counsel 
• County Executive 

 
Purchase of Care and Services Contracts require the following approvals (signatures): 

• Department Head or Designee 
• Contractor 
• Comptroller 
• Corporation Counsel 
• County Executive 

 
Professional Services and Purchase of Care and Services contracts LESS than $100,000 may 
be fully executed without standing committee or County Board approval. 
 
Contracts that Require County Board Approval 
Professional Services and Purchase of Care and Services contracts that require, or could 
potentially require, funds from more than one budget year, require County Board approval 
regardless of the contract value: 
 

• Contracts spanning between two budget years. 
• A single year contract with binding extensions into future years. 
• A single year contract with non-binding extensions into future years with the same party 

for the same purpose may require County Board approval depending on the total 
contract value (total sum of each year). 

• A series of single year contracts with the same party for the same purpose depending on 
the total contract value. 

https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOII_CH56ADCOMICO_56.30PRSE
https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH46DEHUSE_46.09PUCASECO
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PASSIVE REVIEW CONTRACT PROCESS 
SECTION 16. 59.52(31) of the Statutes reads: 
 
59.52(31) PUBLIC CONTRACTS, populous counties. 
 
(a) In this subsection, "county" means any county with a population of 750,000 or more. 
 
(b) 1. Any contract with a value of at least $100,000, but not more than $300,000, to which 
 a county is a party and which satisfies any other statutory requirements, may take 
 effect only if the board's finance committee does not vote to approve or reject the 
 contract within 14 days after the contract is signed or countersigned by the county 
 executive, or as described in subd. 2. 
 
 2. If a board's finance committee votes to approve a contract described under subd. 
 1, the contract may take effect. If a board's finance committee votes to reject a 
 contract described under subd. 1., the contract may take effect only if the contract is 
 approved by a vote of the board within 30 days after the board's finance committee votes 
 to reject the contract. 
 
(c) Any single contract, or group of contracts between the same parties which 
 generally relate to the same transaction, with a value or aggregate value of more  than 
 $300,000, to which a county is a party and which satisfies any other statutory 
 requirements, may take effect only if it is approved by a vote of the board. 
 
(d) With regard to any contract to which a county is a party and which is subject to review by 
 the board or by a committee of the board under this subsection, the board's finance 
 committee is the only committee which has jurisdiction over the contract. 
 
 
Definition and Review Period of Passive Review Contracts 
Professional Services and Purchase of Care and Services contracts with a value of at least 
$100,000, but not more than $300,000, provide for a 14-day review period (Passive Review) by 
the Committee on Finance. 
 
A Passive Review contract with a value of at least $100,000, but not more than $300,000, may 
take effect only upon one of the following scenarios: 
 

• The 14-day review period expired with no action by the Committee on Finance. 
• The Committee on Finance reviewed the contract and placed it on file within the 

14-day review period. 
• The Committee on Finance reviewed the contract and voted to approve it during the 

14-day review period. 
• The Committee on Finance reviewed the contract and voted to reject it within the 

14-day review period, but within 30 days of the Committee on Finance’s action, the 
County Board votes to approve it. 

https://docs.legis.wisconsin.gov/statutes/statutes/59/V/52
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Introduction of Passive Review Contracts 
To be entered in Legistar, Professional Services and Purchase of Care and Services contracts 
must contain: 

o a Cover Letter, Memorandum, or Report 
o the executed Contract or executed Contract Amendment (or drafts) 
o a signed Fiscal Note with Fiscal Staff Review and Community Business Development 

Partners Review check boxes selected 
 
Passive Review Contracts do NOT require a resolution. 
 
The Passive Review Contract must be entered in Legistar with ATS Review Complete ON the 
submission date established by the County Board Chairperson, without exception. 
 
Example: 
1) Passive Review Contract (consisting of Cover Letter, Memorandum, or Report, executed 
Contract or executed Contract Amendment [or drafts], and signed Fiscal Note) is entered in 
Legistar by the department on Monday, July 11, 2022, which is the established submission date. 
 
2) The Passive Review Contract is added to the Finance “Matters Available for Scheduling” 
document, which is transmitted by LSD staff to the standing committee Chairperson on a 
pre-determined date and time. 
 
3) The Passive Review Contract is added to the final Finance agenda and discussed at the 
Thursday, July 21, 2022, meeting of the Committee on Finance.  Options are: 

o Discussed with No Action Taken (equates to Approval) 
o Received and Placed on File 
o Approved by the Committee on Finance 
o Recommended for Rejection 

 
*The Passive Review Contract was entered in Legistar on Monday, July 11, 2022, therefore, 
Thursday, July 21, 2022, falls within the 14-day review period prescribed under Section 
59.52(31) of the Statutes. 
 
Amendments to Professional Services and Purchase of Care and Services contracts 
resulting in a total contract value of at least $100,000, but not more than $300,000: 
Professional Services and Purchase of Care and Services contracts that were previously less 
than $100,000 and fully executed but are being amended with additional funds NOW require 
Passive Review, if the amended result is a total of at least $100,000, but not more than 
$300,000. 
 
Professional Services and Purchase of Care and Services contracts, which exceed 
$300,000: 
All Professional Services and Purchase of Care and Services contracts with a value, which 
exceeds $300,000 shall be submitted as regular action files and shall be reviewed during the 
regularly scheduled meetings of the Committee on Finance and the County Board. 
 
A contract with a value, which exceeds $300,000 is not fully executed until it is adopted by the 
County Board and subsequently signed by the County Executive and Corporation Counsel. 

https://docs.legis.wisconsin.gov/statutes/statutes/59/V/52
https://docs.legis.wisconsin.gov/statutes/statutes/59/V/52
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Amendments to Professional Services and Purchase of Care and Services contracts 
resulting in a total contract value, which exceeds $300,000: 
Contracts that were previously less than $300,000 and fully executed under the Passive Review 
Contract process but are being amended with additional funds NOW require County Board 
approval if the amended result exceeds $300,000. 
 
The following County staff members are familiar with the Passive Review Contract process: 
 
Shanin R. Brown, Committee Coordinator 
Legislative Services Division, Office of the Milwaukee County Clerk 
shanin.brown@milwaukeecountywi.gov 
(414) 278-4073 
 
Steve Cady, Director of Research and Policy 
Research Services Division, Office of the Comptroller 
stephen.cady@milwaukeecountywi.gov 
(414) 278-4347 
 
Alexis Gassenhuber, Contracts Coordinator 
Office of the Comptroller 
alexis.gassenhuber@milwaukeecountywi.gov 
(414) 278-4164 
 
Janelle M. Jensen, Manager 
Legislative Services Division, Office of the Milwaukee County Clerk 
janelle.jensen@milwaukeecountywi.gov 
(414) 278-4228 
  

mailto:shanin.brown@milwaukeecountywi.gov
mailto:stephen.cady@milwaukeecountywi.gov
mailto:alexis.gassenhuber@milwaukeecountywi.gov
mailto:janelle.jensen@milwaukeecountywi.gov
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SUGGESTED REPORT TEMPLATE: 
 
 

COUNTY OF MILWAUKEE 
Inter-Office Communication 

 
 
Date:  [Insert Date of Communication Preparation Here] 
 
To:  [Insert Name Here], Chairperson, Milwaukee County Board of Supervisors 
 
From:  [Insert Name, Title, and Department Here] 
 
Subject: [Insert exact Legistar Title Here (copy and paste)] 
 
File Type: [Insert File Type Here: Action Report, Informational Report, Ordinance, 
  Passive Review Contract, Reference File Report, Resolution] 
 
 
REQUEST 
[Include the specific request or information being provided along with relative vendor, fiscal, and 
term information (highlight any retroactive or waiver requests)] 
 
POLICY 
[Include/Cite any corresponding: Wisconsin State Statutes, Milwaukee County Code of General 
Ordinances, Specific (Year) Adopted Budget, Specific (Year) Adopted Budget Amendment 
(assigned letter and number), Specific (Year) Adopted Capital Project (assigned letter/number 
and description)] 
 
Wisconsin State Statutes:  
Milwaukee County Code of General Ordinances:  
Specific Adopted Budget:  
Specific Adopted Budget Amendment:  
Specific Adopted Capital Project:  

 
BACKGROUND 
[Include an explanation, file history, previous related File No’s, currently associated File No’s, 
previous adoption or placed on file dates, along with any relative links to the County Legislative 
Information Center] 
 
Related File No’s:  
Associated File No’s 
(Including Transfer Packets): 

 

Previous Action Date(s):  
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SUGGESTED REPORT TEMPLATE: CONTINUED 
 
 
ALIGNMENT TO STRATEGIC PLAN 
Describe how the item aligns to the strategic plan: 
1A: Reflect the full diversity of the County at every level of County government 
1B: Create and nurture an inclusive culture across County government 
1C: Increase the number of County contracts awarded to minority and women-owned 

businesses 
2A: Determine what, where, and how we deliver services to advance health equity 
2B: Break down silos across County government to maximize access to and quality of 

services offered 
2C: Apply a racial equity lens to all decisions 
3A: Invest “upstream” to address root causes of health disparities 
3B: Enhance the County’s fiscal health and sustainability 
3C: Dismantle barriers to diverse and inclusive communities 
 
FISCAL EFFECT 
[Include whether the request was previously budgeted for and included in the Adopted Budget, if 
it will increase operating or capital expenditures, any use of contingency funds, utilization of 
grant funding, contracts that dedicate subsequent year funding] 
 
TERMS 
[Include specific term start and end dates, renewal options, automatic renewals, and termination 
clauses] 
 
VIRTUAL/HYBRID MEETING INVITES 
[Insert County contact names for those who should receive Microsoft Teams invites to present 
this file.  If outside agencies will present, include contact names AND email addresses] 
 
PREPARED BY: 
[Insert Departmental Contact Name, Title, and Signature] 
 
APPROVED BY: 
[Insert Department Head Name, Title, and Signature] 
 
ATTACHMENTS: 
[Examples: Report, Resolution/Ordinance, Fiscal Note, Memorandum of Understanding, Lease 
Agreement, DRAFT Contract, Rendering, Aerial Map, Frequently Asked Questions, Photos, 
PowerPoint, Current Municode, Adopted Budget Amendment, Website Hyperlink, etc.] 
 
 
cc: Kelly Bablitch, Chief of Staff, Milwaukee County Board of Supervisors 
 Janelle M. Jensen, Legislative Services Division Manager, Office of the County Clerk 
  

https://county.milwaukee.gov/EN/Vision
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RESOLUTION AND ORDINANCE FORM REQUIREMENTS 
Proper Form 
County Board rules require that all files be submitted in proper form, as established by 
Section 1.09(a) of the Code. 
 
Resolution/Ordinance Review 
All submitted resolutions and ordinances are reviewed by LSD staff upon receipt to ensure 
proper standard form. 
 
Specific Form Requirements for Resolutions and Ordinances 
The specific formatting requirements for resolutions and ordinances are as follows: 

• Must be drafted and appended in Legistar in word format. 
• Must be formatted to 8.5” x 11” size paper. 
• Page orientation must be portrait. 
• Margins must be 1 inch on top and bottom, 1.5 inches on the left, and 

0.5 inches on the right. 
• Style must be normal. 
• Line spacing must be single. 
• Font must be Arial, Regular, and Size 12. 
• File number must be listed on the first line, right justified. (File No. 22-XXX) 
• Line numbering must be continuous utilizing the “Page Layout” tab. 
• Use only page breaks (do NOT use section breaks). 
• Do not include a page number on resolutions and ordinances that contain only one 

page. 
• Include page numbers on the bottom and centered on resolutions and ordinances with 

numerous pages.  Be sure to select “different first page” under “Options.” 
• All WHEREAS, clauses must be uppercase and indented 0.5”. 
• All BE IT RESOLVED, and BE IT FURTHER RESOLVED, clauses must be uppercase 

and indented 0.5”. 
• BE IT RESOLVED, and BE IT FURTHER RESOLVED, clauses must include vendor, 

fiscal, term, and waiver information. 
 
Do not use the Track Changes feature when drafting your resolution or ordinance.  Files 
submitted in this format will be returned without exception. 
  

https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH1RUCOBOSU_1.09REOR
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Be It Resolved Clauses: 
The “BE IT RESOLVED” and “BE IT FURTHER RESOLVED” language is the most important 
language in a resolution or ordinance and must include relative vendor, fiscal, term, and waiver 
information. 
 
Example: 
BE IT RESOLVED, the Superintendent, House of Correction, is hereby authorized to amend an 
existing contract with the Benedict Center by increasing it $198,045, from $254,999 to 
$453,044, for case management and re-entry services provided to female residents, and to 
extend the contract to new a term effective January 1, 2023, through December 31, 2023. 
 
Additional Form Requirements for Ordinances 
As set forth in Section 1.09(c)(1) of the Code the section, subsection, or paragraph to be 
amended shall be printed in full, in which case the matter to be deleted shall be shown with a 
line drawn through the same (stricken) and bolded. 
 
The matter to be inserted or added shall be underscored (underscored) and bolded. 
 
Matters to be deleted should always precede matters to be inserted or added. 
 
Please Note: The Office will return a file status to “Draft” in Legistar and require departments to 
make all necessary corrections to ordinances. 
 
Newspaper Publication of Ordinances 
As set forth in Section 59.14(1) of the Statutes whenever a board enacts an ordinance under 
this chapter the clerk shall immediately publish the ordinance either in its entirety, as a class 1 
notice, under Chapter 985 of the Statutes or as a notice, as described under Section 
59.14(1m)(b) of the Statutes; and the clerk shall procure and distribute copies of the ordinance 
to the several town clerks, who shall file it in their respective offices. 
 
The range of ordinance publication costs in 2021 was from $64.80 to $1,015.20. 
 
The overall 2021 average publication cost was $373.73 per ordinance.  If ordinances are 
inadvertently published with departmental errors, the submitting department may be cross 
charged for re-publication fees. 
 
All ordinances are published in The Daily Reporter. 
 
Proof of Publication is attached to every Ordinance in Legistar upon publication. 
 
See Legistar File No. 22-104 and note attachment #4. 
 

https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH1RUCOBOSU_1.09REOR
https://docs.legis.wisconsin.gov/statutes/statutes/59/III/14
https://docs.legis.wisconsin.gov/statutes/statutes/985
https://milwaukeecounty.legistar.com/LegislationDetail.aspx?ID=5365197&GUID=EDB19F85-ED34-4B95-B5C9-95842ABF5156&Options=ID|Text|&Search=22-104
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Amendments to Ordinances 
When amending an existing ordinance, departments must use up-to-date existing official Code 
to be affected available on Municode at: 
Municode Milwaukee County, WI 
 

 
 
Do not use previous versions of ordinances when drafting new ordinance amendments or when 
repealing or creating any ordinance or section thereof.  Previous versions may not be accurate. 
 
Municode 
Any ordinance that affects a printed section of the Code is published by the Office to Municode. 
Municode Milwaukee County, WI 
 
Certified Copies 
Certified copies of files adopted by the County Board are available from the Office as soon as 
files are returned by the County Executive. 
 
To obtain a certified copy of a particular file, please contact Dan Benson, Information 
Coordinator, Office of the Milwaukee County Clerk, at (414) 278-4281, or at 
daniel.benson@milwaukeecountywi.gov 
 
  

https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances
https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances
mailto:daniel.benson@milwaukeecountywi.gov
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RESOLUTION SAMPLE: 
 

File No. 20-482 
 
1 From the Director, Economic Development Division, Department of Administrative 
2 Services, requesting authorization to enter a second amendment to the lease and 
3 management agreement between Milwaukee Public Museum, Inc., and Milwaukee 
4 County, by recommending adoption of the following: 
5 
6                                                        A RESOLUTION 
7 
8  WHEREAS, Milwaukee County (the County) entered into a Lease and 
9 Management Agreement (the Agreement) with the Milwaukee Public Museum, Inc. 
10 (MPM), whereby the County would own the current museum building at 800 
11 West Wells Street, and all of the artifacts, exhibits, and other items of historical or 
12 scientific value or significance, owned or held by the County, and used or intended 
13 to be used for exhibition, display, education, or research, in connection with the 
14 activities and operations of the museum; and 
15 
16  WHEREAS, the County would lease the current building, the personal 
17 property, and the artifacts to MPM, and MPM would undertake the primary 
18 responsibility for managing and operating the museum (File No. 13-598); and 
19 
20  WHEREAS, through this Agreement, the County agreed to reimburse MPM 
21 $3,500,000 per year in support of the operation of the museum from the 
22 commencement of the Agreement through at least 2022 unless a number of 
23 performance criteria were not met, whereby the funding amount would be 
24 decreased; and 
25 
26  WHEREAS, due to the current coronavirus disease (COVID-19) 
27 pandemic, it is not possible for MPM to meet its conditions of attendance and 
28 operating earnings for its Fiscal Years 2020 and 2021; and 
29 
30  WHEREAS, the Committee on Parks, Energy, and Environment, at its meeting 
31 of July 10, 2020, recommended adoption of File No. 20-482 (vote 4-0); now, therefore, 
32 
33  BE IT RESOLVED, the Milwaukee County Board of Supervisors hereby 
34 authorizes and approves the proposed Amendments to the Lease and 
35 Management Agreement (the Agreement), hereto attached to this file; and 
36 
37  BE IT FURTHER RESOLVED, the Amendments to the Agreement are 
38 subject to approval by the Milwaukee Public Museum Board of Directors. 
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ORDINANCE SAMPLE: 

File No. 20-173 
 
1 A resolution/ordinance by Supervisors Alexander and Logsdon, to amend 
2 Section 9.02(1) of the Milwaukee County Code of General Ordinances to 
3 establish in the County Ethics Code a uniform threshold for reporting gifts, 
4 honorarium fees, and expenses, by recommending adoption of the following: 
5 
6                                             A RESOLUTION/ORDINANCE 
7 
8  WHEREAS, Section 9.02(1) of the Milwaukee County Code of General 
9 Ordinances (the Code), states that “anything of value” means any money or 
10 property, favor, service, payment, advancement, forbearance, loan, or 
11 promise of future employment, business, or other consideration having a 
12 value greater than $25, but does not include compensation and expense 
13 paid by the county, fees and expenses which are permitted and reported under 
14 Section 9.14 of the Code, political contributions which are reported under 
15 Chapter 11, Wisconsin Statutes, or hospitality extended for a purpose unrelated to  
16 county business by a person other than an organization; and 
17 
18  WHEREAS, Section 9.14(2)(a) of the Code states that, "except as provided 
19 for in paragraph (b), every county public official or employee who is required to file a 
20 statement of economic interests, pursuant to Section 9.03 and who receives any 
21 lodging, transportation, money or other thing with a combined pecuniary value  
22 exceeding $50.00 not including the value of food or beverage offered coincidentally 
23 with a talk or meeting, shall report on his/her statement of economic interests the 
24 identity of every person from whom the county public official received such lodging, 
25 transportation, money or other things during the preceding taxable year, the 
26 circumstances under which it was received, and the approximate value thereof;" 
27 and 
28 
29  WHEREAS, the Code establishes two different thresholds for reporting 
30 requirements on its statement of economic interests, a $25 threshold applies to gifts 
31 and a $50 threshold applies to honoraria, or fees and expenses, or anything else of 
32 value paid by a third-party for conference attendance, meetings, or speaking 
33 engagements; and 
34 
35  WHEREAS, in November 2017, Corporation Counsel, Office of Corporation 
36 Counsel (OCC), reviewed the Code of Ethics, (Chapter 9 of the Code) and 
37 recommended “…an amendment to Chapter 9, so that the dollar threshold for both 
38 “gifts” under Sections 9.02 and 9.05 is equal to the dollar threshold under 
39 Section 9.14 (i.e., $50 or some other amount);" and 
40 
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ORDINANCE SAMPLE: CONTINUED 

41  WHEREAS, the Code of Ethics for the City of Milwaukee and the State of 
42 Wisconsin require a statement of economic interest reporting of honorarium, fees, 
43 and expenses of $50 or greater; and 
44 
45  WHEREAS, Corporation Counsel, OCC, recommended that Milwaukee 
46 County (the County) amend Chapter 9 of the Code so that the dollar threshold for 
47 both “gifts” under Sections 9.02 and 9.05 is equal to the dollar threshold under 
48 Section 9.14; and 
49 
50  WHEREAS, establishing a uniform $50 threshold for both “gifts” under 
51 Sections 9.02 and 9.05 that is equal to the $50 threshold under Section 9.14 
52 (honorariums, fees, and expenses) in the County Ethics Code will help reduce 
53 confusion over the acceptance and reporting thresholds; and 
54 
55  WHEREAS, the Committee on Judiciary, Safety, and General Services, at 
56 its meeting of March 12, 2020, recommended adoption of File No. 20-173 
57 (vote 4-0); now, therefore, 
58 
59  BE IT RESOLVED, the Milwaukee County Board of Supervisors hereby 
60 amends Section 9.02(1) of the Milwaukee County Code of General Ordinances by 
61 adopting the following: 
62 
63                                                       AN ORDINANCE 
64 
65 The County Board of Supervisors of the County of Milwaukee does ordain as 
66 follows: 
67 
68 SECTION 1.  Section 9.02(1) Code of Ethics of the Milwaukee County Code of 
69 General Ordinances is hereby amended as follows: 
70 
71 9.02. – Definitions. 
72 
73 (1) "Anything of value" means any money or property, favor, service, payment, 
74 advance, forbearance, loan, or promise of future employment, business, or other 
75 consideration having a value greater than twenty five dollars ($25.00) fifty 
76 dollars ($50), but does not include compensation and expenses paid by the 
77 county, fees and expenses which are permitted and reported under Section 9.14 of 
78 the Code, political contributions which are reported under Chapter 11, Wisconsin 
79 Statutes, or hospitality extended for a purpose unrelated to county business by a 
80 person other than an organization. 
81 
82 SECTION 2.  The provisions of this Ordinance shall become effective upon 
83 passage and publication. 
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FISCAL NOTE TEMPLATE: 
 

MILWAUKEE COUNTY FISCAL NOTE FORM 
 
 
DATE:  Original Fiscal Note    

 
Substitute Fiscal Note   

 
SUBJECT:  
 
 
 
FISCAL EFFECT: 
 

 No Direct County Fiscal Impact  Increase Capital   
   Expenditures 
 
  Existing Staff Time Required 
   Decrease Capital   
   Expenditures 

 Increase Operating Expenditures 
 (If checked, check one of two boxes below)  Increase Capital Revenues  
 
  Absorbed Within Agency’s Budget  Decrease Capital Revenues 
 
  Not Absorbed Within Agency’s Budget 
 

 Decrease Operating Expenditures  Use of contingent funds 
 

 Increase Operating Revenues 
 

 Decrease Operating Revenues 
 
Indicate below the dollar change from budget for any submission that is projected to result in 
increased/decreased expenditures or revenues in the current year. 
 
 

 Expenditure or 
Revenue Category 

Current Year Subsequent Year 

Operating Budget Expenditure  $0  $0 
Revenue  $0  $0 
Net Cost  $0  $0 

Capital Improvement 
Budget 

Expenditure  $0  $0 
Revenue  $0  $0 
Net Cost  $0  $0 
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FISCAL NOTE TEMPLATE: CONTINUED 
 
DESCRIPTION OF FISCAL EFFECT 
 
In the space below, you must provide the following information.  Attach additional pages if 
necessary.  
 

A. Briefly describe the nature of the action that is being requested or proposed, 
and the new or changed conditions that would occur if the request or proposal 
were adopted. 

B. State the direct costs, savings or anticipated revenues associated with the 
requested or proposed action in the current budget year and how those were 
calculated. 1  If annualized or subsequent year fiscal impacts are substantially 
different from current year impacts, then those shall be stated as well. In 
addition, cite any one-time costs associated with the action, the source of any 
new or additional revenues (e.g. State, Federal, user fee or private donation), the 
use of contingent funds, and/or the use of budgeted appropriations due to 
surpluses or change in purpose required to fund the requested action.   

C. Discuss the budgetary impacts associated with the proposed action in the 
current year.  A statement that sufficient funds are budgeted should be justified 
with information regarding the amount of budgeted appropriations in the 
relevant account and whether that amount is sufficient to offset the cost of the 
requested action.  If relevant, discussion of budgetary impacts in subsequent 
years also shall be discussed.  Subsequent year fiscal impacts shall be noted 
for the entire period in which the requested or proposed action would be 
implemented when it is reasonable to do so (i.e. a five-year lease agreement 
shall specify the costs/savings for each of the five years in question).  
Otherwise, impacts associated with the existing and subsequent budget years 
should be cited.  

D. Describe any assumptions or interpretations that were utilized to provide the 
information on this form.   

 
 
Department/Prepared By
 _______________________________________________________ 
 
Authorized Signature 
 _______________________________________________________ 
 
Did DAS-Fiscal Staff Review?  Yes  No 
 
Did CBDP Review?    Yes  No    Not Required 
 

 
1 If it is assumed that there is no fiscal impact associated with the requested action, then an explanatory statement 
that justifies that conclusion shall be provided.  If precise impacts cannot be calculated, then an estimate or range 
should be provided.   
2 Community Business Development Partners’ review is required on all professional service and public work 
construction contracts. 
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LEGISTAR & PROCEDURAL HELPFUL HINTS 
File History 
Departmental staff are encouraged to research related file histories via Legistar, CLIC, 
OnBase software, and microfilm, which can be helpful when submitting a new legislative file.  
The Research Services Division may also be able to assist. 
 
Auto-Populated Legistar File Numbers 
Legistar auto populates all file numbers. 
 
Legistar File Types Include: 

• Action Report (departments requesting action) 
• Appointments (must include specific term dates, and biography/resume) 
• Informational Report (no action requested) 
• Ordinance (always select when an ordinance is part of the resolution) 
• Passive Review Contracts (at least $100,000, but not more than $300,000) 
• Presentation (normally used for simple PowerPoints or verbal updates) 
• Public Hearing (used for required hearings in compliance with State or Federal grant 

funding allocations, usually includes a Notice of Public Hearing) 
• Reappointment (must include specific term dates, and biography/resume) 
• Reference File (created only by the County Board Chairperson) 
• Resolution (only used for Supervisor or County Executive-sponsored action requests) 

 
Appointments and Reappointments 
New appointments by the County Board Chairperson and County Executive are referred to 
standing committees for consideration. 
 
Reappointments may bypass the standing committee process and advance directly to the 
County Board for consideration. 
 
Supervisory appointments may bypass the standing committee process and advance directly to 
the County Board for consideration. 
 
Reappointments of Department Directors 
A reappointment of a Department Director may be referred to a standing committee for review 
or may advance directly to the County Board for consideration. 
 
Reference Files 
The County Board Chairperson establishes annual reference files for matters that are frequently 
reported to standing committees on an on-going basis by departments.  Reports relative to an 
established reference file should not be created as new files in Legistar, and MUST BE 
PROVIDED ON OR BEFORE THE ESTABLISHED FILE SUBMISSION DEADLINE EACH 
MONTH. 
 
The relative reference file report must be emailed as follows: 
To: The applicable Standing Committee Chairperson 
 The applicable Committee Coordinator 
cc: Janelle M. Jensen, Legislative Services Division Manager, Office of the Milwaukee 
 County Clerk, at janelle.jensen@milwaukeecountywi.gov 
 
requesting that the report be appended to the existing established Reference File. 
 
*AN ANNUAL REFERENCE FILE LISTING IS AVAILABLE. 
Please contact any staff member of the LSD. 

mailto:janelle.jensen@milwaukeecountywi.gov
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Legistar Text File Titles 
Text file title descriptions must be specific, descriptive, consistent, transparent, and include key 
words that will assist the general public, County departments, elected officials, and staff when 
searching for files in Legistar and/or CLIC. 
 
Text file titles must accurately reflect the information being provided, or the action being 
requested.  It is advisable to include vendor names, financial amounts, term start and end dates, 
audit report titles, waivers, etc., in text file descriptions. 
 
Departments are encouraged to review submitted reports, resolutions, and fiscal notes to gather 
pertinent information to assist with creating text file titles.  Departments are also encouraged to 
search previous Legistar file submissions and to update those titles with current information.  
Committee Coordinators are available to provide suggestions, if needed. 
 
Joint File Submissions 
If County departments are collaborating and wish to submit a joint report, the Legistar file should 
be created by one department and the Legistar text file title should include the Names, Titles, 
and Divisions/Departments of those in the collaborative party. 
 
Standard Text File Formatting Examples: 
From the Airport Director, Milwaukee Mitchell International Airport, 
               (Title)                 (Department) 
 
From the Director, Retirement Plan Services Division, Department of Human Resources, 
               (Title)     (Division)                                         (Department) 
 
requesting authorization to amend… (explain) 
requesting authorization to accept…(explain) 
requesting authorization to implement…(explain) 
requesting authorization to execute…(explain) 
requesting approval of…(explain) 
providing an informational report regarding…(explain) 
providing a status update regarding…(explain) 
providing a presentation regarding…(explain) 
 
Required Legistar File Attachments 
All files created in Legistar will include: 

• A signed Appointment Letter, Reappointment Letter, Cover Letter, Memorandum, or 
Report in PDF format.  Electronic signatures are acceptable. 

• Resolution/Ordinance (properly formatted) in word format only. 
• A signed Fiscal Note with Fiscal Staff Review and Community Business Development 

Partners Review check boxes selected in PDF format.  Electronic signatures are 
acceptable. 

 
o Informational Reports do not require a Resolution or Fiscal Note. 

 
• Passive Review Contracts do not require a Resolution, but DO require a signed Cover 

Letter, Memorandum, or Report, executed Contract or executed Contract Amendment 
(or drafts), and a signed Fiscal Note with Fiscal Staff Review and Community Business 
Development Partners Review check boxes selected.  All Passive Review Contract 
documents can be appended in Legistar in PDF format, and electronic signatures are 
acceptable. 
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Legistar Attachment Naming Conventions 
When appending attachments in Legistar, be sure to insert the File No. prefix, and use 
uppercase letters to rename each attachment.  Delete all file extensions.  When finished select 
“update attachment details.” 
 
EXAMPLE NAMING CONVENTIONS FOR FILE NO. 22-2000 
22-2000 REPORT 
22-2000 RESOLUTION 
22-2000 FISCAL NOTE 
22-2000 LEASE AGREEMENT 
23-2000 SITE RENDERINGS 
 
Fiscal Notes 
Section 1.10(1) of the Code states in part the following: 
“No resolution or ordinance from any county officer, board, or commission shall be considered 
by the County Board, or by any committee thereof to which it has been referred, unless it shall 
have attached as a note a reliable estimate of the fiscal effect which has been reviewed per the 
policies established by the comptroller.  The fiscal note shall be prepared on a form approved by 
the committee on finance and supplied by the comptroller…” 
 
Supplemental Legistar File Attachments 
File attachments may also include any of the following supplemental materials, appended in 
Legistar in PDF format (this is not an all-inclusive list): 
 
° Adopted Budget Amendment ° Agreement   ° Contract 
° Current Municode  ° Frequently Asked Questions ° Hyperlink 
° Lease    ° Map    ° Memorandum of Understanding 
° Photo    ° PowerPoint   ° Rendering 
 
If your department has an electronic presentation, please include it as part of your 
original file submission.  Additionally, you may email the presentation to Dan Benson, 
Information Coordinator, Office of the Milwaukee County Clerk at 
daniel.benson@milwaukeecountywi.gov, and it will be loaded and available on the laptop in the 
committee meeting room for in-person meetings.  During virtual/hybrid meetings, Departments 
are expected to provide any electronic presentations by sharing their screen, if appearing 
virtually. 
 
File Tracking Using Details Tab 
It is the responsibility of the submitting department to track the status of file submissions utilizing 
the "Details" tab in Legistar.  The "Details" tab will note any concerns identified as part of the 
standard LSD file review process; as well as highlight late receipt of files, special voting 
requirements, multi-year contracts, etc.  Notes are normally available 7 to 10 days after “ATS 
Review Completed” status. 
 

Public Documents  
Only final and signed documents are appended in Legistar.  Once the submitting department 
completes the Approval Tracking System (ATS) review process, the file becomes locked and is 
no longer accessible to make any revisions, corrections, or to add supplemental attachments. 
 
As soon as a file is referred to a standing committee by the County Board Chairperson, the file 
becomes a public document, available and searchable in CLIC. 
 
Please ensure all submitted documents are in final form and are ready to be made public. 

https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH1RUCOBOSU_1.10FINO
mailto:daniel.benson@milwaukeecountywi.gov
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LEGISTAR FILE REVISIONS / CORRECTIONS / SUPPLEMENTAL DOCUMENTS 
AFTER APPROVAL TRACKING SYSTEM (ATS) REVIEW HAS BEEN COMPLETED  
If revised, corrected, or supplemental documents are required, or if a department wishes to 
submit additional documents that were not part of the original Legistar file submission, said 
documents must be emailed with a request to append to the existing Legistar file as follows: 
 
To: Kelly Bablitch, Chief of Staff, County Board, at 
 CBRDChiefofStaff@milwaukeecountywi.gov 
 
cc: The applicable Committee Coordinator 
 Janelle M. Jensen, Legislative Services Division Manager, Office of the Milwaukee 
 County Clerk, at janelle.jensen@milwaukeecountywi.gov 
 

• All revised documents must be clearly marked as "revised" with the date of the 
revision. 

• All changes from the originally submitted documents must be highlighted or red-lined to 
provide clarity as to what exactly has changed. 

 
Upon review and acceptance of the revised, corrected, and/or supplemental documents by the 
Chief of Staff, County Board, said documents will be appended to the existing Legistar file by 
LSD staff. 
 
NOTE: 
While a Legistar file is in Draft status, departments can add or remove attachments. 
 
While a Legistar file is in ATS Review status, departments can add or remove attachments. 
 
Once a Legistar file is in ATS Review Completed status, the file is locked.  
  

mailto:CBRDChiefofStaff@milwaukeecountywi.gov
mailto:janelle.jensen@milwaukeecountywi.gov
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STEP-BY-STEP INSTRUCTIONS TO DRAFT A FILE IN LEGISTAR 
*SEPARATE POWERPOINT IS AVAILABLE.  Please contact any staff member of the LSD. 
1. Click “Files.” (left side of screen)  16. Once all attachments have been imported, 
2. Click “New.” (top of screen, 3rd tab) (The       use naming conventions (file #) REPORT, 
     following fields will populate themselves:       (file #) RESOLUTION, (file #) FISCAL NOTE.  
    File ID, Type, Status, File Created)         Delete all file extensions and click “Update 
3. Select “Type” of file. (using dropdown              “Attachment Details” to save your  
    box) (“Appointment”, “Action Report”,         attachment names (bottom of screen, 5th button) 
   “Informational Report”, “Ordinance”, etc.) 17. Click the “Details” tab. (middle of screen, 
4. Select “In Control” body. (use dropdown box       5th tab) 
    to select the requesting Department)  18. Insert a “File Name.” (1st box) where indicated 
5. Click “Edit.” (middle of screen, below “Text       (short or abbreviated version of original title) 
    File” tab) This will pull up Word.  19. Insert “Department” (2nd box) where indicated 
6. Click the “Add Ins” tab. (top of screen,           by selecting from the dropdown box. 
    3rd to last tab).    20. “Entered by” (3rd box) will auto-fill with your 
7. Select “Templates.” (top left side of screen)        name. 
8. Use dropdown box to select “BASIC ITEM 21. Insert any “Notes” (4th box) needed where 
    DEFAULT.” (1st option)         indicated.  If none, leave blank. 
9. Insert the Legistar text file title in the word 22. Select “Approval Tracking” tab. (middle of 
    doc underneath “..Title”. The information       screen, 6th tab) 
    that says [“Enter agenda face sheet  23. Select “Add Sequence.” Select ATS Review- 
    verbiage here, sans brackets]” can be        All Other Files, or ATS Review-Ordinances. 
    deleted including the brackets and replace 24. Focus on the right-hand side of the screen. 
    with title verbiage. Do not delete the “..Title” 25. Fill in “Approver Name” (using the dropdown 
    language.           box) on the right-hand side of the screen. 
10. Body –The information that says [“Enter 26. Action Type: Leave at default “Approver.” 
      body here”] can be deleted including the 27. Email Template: Leave at default “Individual 
      Brackets. Do not delete the “..Body”        Review Request.” 
      language.  Leave blank.   28. Due Days: Leave at default “2.” 
11. While still in the “Add-Ins” tab (top of  29. Sequence 02 on the left side of screen 
      screen, 3rd to the last tab), click the save       will default to “Janelle Jensen, FYI, County 
      icon located at the very top left side.        Clerk’s Office Review As To Form.”  Leave 
      Click the white X to close.         as is. 
12. Click “Yes” in the pop-up dialogue box. 30. Sequence 03 on the left side of screen 
13. Click the “Attachments” tab (middle of       will default to “Stephen Cady, FYI, Research 
      screen, 3rd tab) to attach the Report,        Services Division Review.”  Leave as is. 
      Resolution, Fiscal Note, etc.   31. Sequence 04 on the left side of the screen 
14. Click the “Attach” tab on the lower        will default to “County Board Chief of Staff, FYI, 
      left side of screen.          Formal Notice of Submission to the County Board 
15. Highlight the file from your drive, which you       Chief of Staff.” Leave as is. 
      intend to import and click open. Your   32. Click “Start.” (bottom of screen, 3rd button) 
     document should appear.  Repeat steps 33. Click “Yes” in the pop-up dialogue box. 
     14 and 15 to attach additional documents.       (this sends emails to the selected approver, 
      (To view/open your attachments, click “Launch”       and FYI’s to Janelle Jensen, Stephen Cady, 
     at bottom of screen, 2nd button or to delete/       and the County Board Chief of Staff. 
     remove an attachment, highlight the attachment 
     and click “Remove,” bottom of screen, 4th button) 
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FILE REFERRAL PROCESS 
Section 1.09(b)(1) of the Code states “ …the Chairperson may refer the resolution or ordinance 
to the appropriate standing committee(s) for a report.  The date upon which the Chairperson 
refers the resolution or ordinance shall be deemed as the official referral date to the 
committee(s).  Said action by the Chairperson shall be deemed as authorization to the 
appropriate standing committee Chairpersons to schedule the resolution or ordinance for 
review.” 
 
Files referred by the County Board Chairperson are scheduled at the sole discretion of the 
standing committee Chairpersons. 
 
Some files require special review by other bodies, public hearings, or publication in the official 
newspaper before they can be considered by a standing committee. 
 
Section 1.09(b)(1) of the Code further states “…If the chairperson does not refer the resolution 
or ordinance to the appropriate standing committee, that was submitted in compliance with the 
deadline and/or procedure established by the chairperson, that communication, report, or 
request shall automatically be placed on the agenda of the county board at the next meeting as 
an item not yet referred.  Any member of the county board may make a non-debatable motion to 
refer a file not yet referred by the chairperson to a standing committee by a majority vote of 
members present. 
 
Reference files are established annually by the County Board Chairperson relative to: 

o Files Referred to Standing Committees 
o Files Not Referred to Standing Committees 

 
*AN ANNUAL REFERENCE FILE LISTING IS AVAILABLE. 
Please contact any staff member of the LSD. 
  

https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH1RUCOBOSU_1.09REOR
https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH1RUCOBOSU_1.09REOR
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AGENDA SETTING MEETINGS / MATTERS AVAILABLE FOR SCHEDULING 
LSD staff provides a “Matters Available for Scheduling” document to the standing committee 
Chairperson, their assigned Legislative Assistant, and the assigned Research and Policy 
Analyst on a predetermined date and time. 
 
The “Matters Available for Scheduling” document contains all files that have been referred to 
each respective standing committee by the County Board Chairperson, including files that may 
have been Laid Over for One Meeting, Laid Over to the Call of the Chairperson, files referred 
back to standing committee from a previous County Board meeting, and files that may have 
been referred to a standing committee but not scheduled by the standing committee 
Chairperson. 
 
Standing committee Chairpersons may hold “agenda setting” meetings.  If standing committee 
Chairpersons elect to schedule in-person or virtual/hybrid agenda setting meetings, they will 
advise departments of this directly.  Further, if Chairpersons elect to host virtual/hybrid agenda 
setting meetings, the Microsoft Teams platform is normally used. 
 
*Please note: LSD staff are no longer scheduling or present for agenda setting meetings.  Not 
all standing committee Chairpersons hold “agenda setting” meetings.  Contact the office of the 
standing committee Chairperson directly to learn if and when there is any scheduled meeting. 
 
Departmental representatives are encouraged to attend/participate in any scheduled agenda 
setting meetings to provide a summary of their submitted files, highlight any potential concerns, 
such as use of contingency or a change in vendor, and to answer questions. 
 
If a departmental representative is not present/or does not participate in a scheduled agenda 
setting meeting, there is a chance that the file submission will not be scheduled by the standing 
committee Chairperson. 
 
At the conclusion of any agenda setting meeting, the standing committee Chairperson 
communicates to the Committee Coordinator what files are to be included on the final agenda 
and when the agenda is to be finalized and published. 
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FINALIZED STANDING COMMITTEE AGENDAS 
Agendas 
Agendas for standing committee meetings are finalized and published to CLIC, posted in the 
County Courthouse rotunda, and delivered to media mailboxes in Room 201 of the County 
Courthouse, or posted on the bulletin board outside of the County Board entrance in compliance 
with Section 56.27 of the Code, and Section 19.84(3) of the Statutes, no less than 24-hours 
prior to actual meeting dates and times. 
 
E-Notify 
Standing committee agendas and notices of meeting cancellations are sent to subscribers of the 
E-Notify system, which is hosted by the City of Milwaukee.  There is no guarantee that 
notifications will be received no less than 24-hours prior to actual meetings. 
 
Once the email notification leaves the City network, control passes to individual internet service 
providers.  Email is typically reliable; however, once out of the City of Milwaukee's control, there 
are various reasons that an email notification may legitimately be delayed or not received. 
 
To login or register for an E-Notify account, please go to: 
City of Milwaukee Portal 
 

 
 
You may also log in to your account periodically to update your subscription preferences for 
various standing committee and County Board notifications.  You’re also able to subscribe to 
City of Milwaukee meeting notifications. 
 
Revised agendas may be issued. 
 
CLIC is the point of reference for final agendas, revised agendas, notices of meeting 
cancellations, minutes, and video links. 

https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOII_CH56ADCOMICO_56.27PONOAG
http://docs.legis.wisconsin.gov/statutes/statutes/19/V/84
https://itmdapps.milwaukee.gov/Portal/login.jsp?from=/Enotify/
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STANDING COMMITTEE PROCEDURES 
Standing committees meet at the date and time designated by the standing committee Chairperson, 
and may be conducted in-person, virtually via Microsoft Teams, or via a hybrid option. 
 
In-Person Meetings 
In-person standing committees usually meet in Rooms 201-B and 203-R, of the County 
Courthouse.  Departmental representatives are expected to be present at in-person meetings to 
present their submitted Legistar files.  As the item is being read into the record, departmental 
staff should be seated at the testimony table.  Once acknowledged by the standing committee 
Chairperson, staff should provide their Name, Title, Division/Department and present the item. 
 
Virtual/Hybrid Meetings 
Virtual standing committee meetings occur via the Microsoft Teams platform.  Departmental 
representatives are expected to be present at virtual meetings to present their submitted 
Legistar files.  As the item is being read into the record, departmental staff should turn on their 
camera and unmute their microphone.  Departmental staff can advise the standing committee 
Chairperson that they are present and available.  Once acknowledged by the standing 
committee Chairperson, staff should provide their Name, Title, Division/Department and present 
the item. 
 
Standing committee Chairpersons and Committee Coordinators compile a Teams invite list, 
based off submitted departmental reports.  Teams invites are sent to all standing committee 
members, other County Supervisors who are not members of the committee, Research 
Services Division staff, departmental representatives, and outside contacts to participate in a 
virtual/hybrid standing committee meeting upon publication of the agenda. 
 

o Join the meeting by selecting the link in the email you receive or via the “calendar” tab in 
Microsoft Teams. 

o Ensure you are in a well-lit place, and free from noise distractions. 
o Blur or select your background (found in “Background Filters/Background Settings”). 
o Ensure your camera is turned off, until you are recognized to speak. 
o Keep your microphone muted, until you are recognized to speak. 
o Use the “Raise Hand” feature to be recognized by the Chairperson. 
o Introduce yourself by Name, Title, and Division/Department. 
o Avoid using the “chat” feature. 
o With the Chairperson’s permission, departments may share their screen to provide 

presentations. 
 
After presenting a file, departmental representatives should again turn their camera off and 
mute their microphone.  If there are no other files to be presented, departmental representatives 
may depart from the meeting at the conclusion of their item(s). 
 
Comments at any standing committee meeting must be addressed to the standing committee 
Chairperson (“Mr. Chairman” or “Madam Chairwoman”), not to individual committee members or 
County staff. 
 
Departmental Appearances at Standing Committee Meetings 
If a departmental representative is not present (either in-person or virtually) at the time a file is 
announced, the file may be temporarily laid over until later in the meeting to give a 
representative the opportunity to appear. 
 
If a departmental representative is not available, formal action may be taken by the committee 
to lay the file over to a future meeting or to the call of the chairperson. 
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Quorum 
A majority of a standing committee constitutes the quorum necessary to conduct business.  
Standing committees with five members, require that three members are present; standing 
committees with six members, require that four members are present; and standing committees 
with seven members, require that five members are present.  If a quorum is not present, 
motions cannot be made. 
 
Without a majority in attendance, a standing committee may consider files which were noticed 
on the published agenda as being “informational only.” 
 
Distribution of Documents by Departments at Standing Committee Meetings 
The distribution of new documents by departments at standing committee meetings is 
discouraged.  To continue the efforts of promoting transparency and compliance with Wisconsin 
open meeting laws, the best practice is to include all documents (including any PowerPoint 
presentations) in the original Legistar file submission. 
 
In rare and exceptional instances if a new document (not included in the original file submission) 
is distributed at an in-person standing committee meeting, a minimum of 15 copies must be 
provided to the assigned Committee Coordinator, for distribution to standing committee 
members, LSD and Research Services Division staff, and the media. 
 
If a new document is presented by a department during a virtual/hybrid standing committee 
meeting in Microsoft Teams (not included in the original file submission) it must be emailed 
without delay, to the assigned Committee Coordinator. 
 
An electronic copy of all new documents distributed or presented at a standing committee 
meeting must be provided by the department via email without delay to the assigned Committee 
Coordinator.  Please note that said documents are appended to the relative Legistar file and 
become part of the permanent record. 
 
Distribution of Documents by the Public at Standing Committee Meetings 
Any documents distributed by members of the public during an in-person standing committee 
meeting are appended to the relative Legistar file and become part of the permanent record. 
  
Committee Recommendations 
Resolutions or ordinances referred to standing committees shall be reported at a succeeding 
County Board meeting with a recommendation to: 

• Adopt 
• Adopt as Amended 
• Adopt as Substituted 
• Adoption of a By the Committee Resolution 
• Confirm 
• Place on File 
• Reject 
• Reject as Amended 

 
Once referred to a standing committee, files may be referred by the respective standing 
committee to County departments for additional drafting, fiscal impact statement preparation, a 
report, or recommendation. 
 
A standing committee cannot refer a file to another standing committee.
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Closed Session 
Departments may submit informational or action reports, which require that sensitive details be 
withheld, as protected by the Statutes.  For example, information regarding the County’s 
information technology security infrastructure or pending litigation. 
 
If your department intends to present information to a standing committee, which may be 
protected under the Statutes, please confer with the OCC to identify which subsection of the 
Statutes the information may be protected under. 
 
In addition, please note in your file submission the request from the department to consider the 
item in closed session, along with the associated statute. 
 
In order for an item to be considered in closed session, it must be properly noticed on the 
agenda.  Oftentimes, representatives from the OCC will opine on the record whether it is 
appropriate to adjourn into closed session. 
 
If closed session is conducted in-person, all departmental representatives (with the exception of 
OCC representatives, the Committee Coordinator, and the Research and Policy Analyst) will 
depart the room and wait to be summoned back into the room.  If a departmental staff member 
is asked to appear before the committee during closed session, they must sign the “closed 
session sign-in sheet” which is circulated by the Committee Coordinator. 
 
If the closed session is conducted virtually/hybrid, Microsoft Teams invitations for closed 
session will only be sent to standing committee members, other County Supervisors who are 
not members of the committee, OCC representatives, and the assigned Research and Policy 
Analyst.  Departmental staff will be “called in” individually via Teams to the closed session 
meeting ONLY at the request of the standing committee Chairperson.  Departmental staff 
should remain available in case of an invitation to join closed session.  The standing committee 
Chairperson will monitor the presence of departmental staff in any virtual/hybrid closed session 
meeting. 
 
Standing Committee Meeting Minutes and Video 
Minutes and video from standing committee meetings are usually publicly available in CLIC 
within 24-hours of the conclusion of said meeting. 
 
If votes or audio clips are needed regarding specific files prior to the minutes and video being 
available, please contact the assigned Committee Coordinator. 
 
All meetings are live streamed in CLIC. 

 

https://milwaukeecounty.legistar.com/Calendar.aspx
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PUBLIC COMMENTS (IN-PERSON, VIRTUAL & HYBRID) AND eCOMMENTS 
Persons wishing to provide public comments regarding a legislative matter during an in-person 
standing committee meeting should complete a blue “Public Comment Card” and provide it to 
the Committee Coordinator prior to the start of the meeting.  One of the boxes at the bottom of 
the card must be checked as follows: 
 
Speaking: In Favor, Against, or For Information Only 
OR 
Registering but not Speaking: In Favor or Against 
 
Once acknowledged by the standing committee Chairperson, persons wishing to speak are 
required to sit at the testimony table, speak directly into the microphone, and introduce 
themselves to committee members: 

o First and Last Name 
o Title 
o Department/Organization represented [if applicable] 

 
 
Public Comments at Virtual and Hybrid Standing Committee Meetings 
Persons wishing to provide public comments regarding a legislative matter during a virtual or 
hybrid standing committee meeting may visit the County Board’s standing committee’s webpage 
to sign-up: Standing Committees | Milwaukee County Board of Supervisors 
 
 

 
  

https://county.milwaukee.gov/EN/Board-of-Supervisors/Standing-Committees


47 

Members of the public who submit a form to testify will receive a Microsoft Teams invite from the 
Legislative Assistant to the standing committee Chairperson or from Communications Division 
staff to join the virtual/hybrid standing committee meeting. 
 

o Join the meeting by selecting the link in the email you receive or via the “calendar” tab in 
Microsoft Teams. 

o Ensure you are in a well-lit place, and free from noise distractions. 
o Ensure your camera is turned off, until you are recognized to speak. 
o Keep your microphone muted, until you are recognized to speak. 
o Use the “Raise Hand” feature to be recognized by the Chairperson. 
o Introduce yourself by First and Last Name, Title, and 

Department/Organization Represented [if applicable]. 
o Avoid using the “chat” feature. 

 
Once recognized by the standing committee Chairperson, members of the public should turn 
their camera on and unmute their microphone to provide their comment (typically 2 to 3 minutes 
will be allocated per person).  Ensure that comments are germane to the agenda item, as 
noticed on the agenda.  After providing comments, members of the public should again turn 
their camera off and mute their microphone.  Once comments have concluded, members of the 
public may depart from the virtual/hybrid meeting. 
 
Public comments at any standing committee meeting must be addressed to the standing 
committee Chairperson, not to individual committee members or County staff. 
 
The standing committee Chairperson should be addressed as “Mr. Chairman” or “Madam 
Chairwoman.” 
 
eComments 
eComments enable members of the public to provide written public comments regarding a 
legislative matter. 
 

 
Once a standing committee agenda is published, members of the public are invited to submit 
one written comment per agenda item (4,000 character maximum) through the CLIC 
"eComment" function.  Please include in the first line of your submitted comment whether you 
support, are neutral, or oppose the item.  The creation of a user login is required to submit 
eComments, by using the following link: https://milwaukeecounty.legistar.com/Calendar.aspx 
 
eComments are accepted upon agenda publication and through the duration of the meeting.  
The LSD collects eComments submitted via CLIC, and appends these official public records to 
dedicated Reference Files at the conclusion of each meeting. 

https://milwaukeecounty.legistar.com/Calendar.aspx


48 

COUNTY BOARD ACTION ON FILES 
Scheduling 
All recommendations made by standing committees since the last meeting of the County Board 
are placed on the next County Board digest.  County Board digests are divided into reports by 
the standing committees. 
 
County Board Digest (Agenda) 
The Digest (agenda) for the meeting of the County Board is finalized and published to CLIC, 
posted in the County Courthouse rotunda, and delivered to media mailboxes in Room 201 of the 
County Courthouse, or posted on the bulletin board outside of the County Board entrance in 
compliance with Section 56.27 of the Code, and Section 19.84(3) of the Statutes, no less than 
24-hours prior to actual meeting dates and times. 
 
E-Notify 
The County Board digest and notices of meeting cancellations are sent to subscribers of the    
E-Notify system.  There is no guarantee that notifications will be received no less than 24-hours 
prior to actual meetings. 
 
Once the email notification leaves the City network, control passes to individual internet service 
providers.  Email is typically reliable; however, once out of the City of Milwaukee's control, there 
are various reasons that an email may legitimately be delayed or not received. 
 
To login or register for an E-Notify account, please go to: 
City of Milwaukee Portal 
 

 
 
You may also log in to your account periodically to update your subscription preferences for 
various standing committee and County Board notifications.  You’re also able to subscribe to 
City of Milwaukee meeting notifications. 
 
Revised digests may be issued. 
 
CLIC is the point of reference for final digests, revised digests, notices of meeting cancellations, 
journal of proceedings, and video links. 

https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOII_CH56ADCOMICO_56.27PONOAG
http://docs.legis.wisconsin.gov/statutes/statutes/19/V/84
https://itmdapps.milwaukee.gov/Portal/login.jsp?from=/Enotify/
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County Board Meeting Procedures 
The Milwaukee County Clerk (the Clerk) announces each committee report. The County Board 
Chairperson announces the number of items being considered under that committee report and 
calls for separate action requests by County Board members. 
 
Except for files on which a separate vote is requested, one roll call is taken at the end of the 
committee report to adopt all the recommendations of the committee. 
 
If a file is called out for separate action, it requires a separate vote.  The Clerk reads the title of 
each separate action file along with each committee’s recommended action. 
 
Separate roll calls may be requested on any file, by any County Board member, and are also 
required under certain circumstances. 
 
County Board Actions 
As set forth in Section 1.09(b)(3) of the Code, resolutions or ordinances referred to standing 
committees shall be reported at a succeeding County Board meeting with a recommendation for 
adoption, amendment and adoption, indefinite postponement, to place on file, or to reject. 
 
As set forth in Section 1.09(e) of the Code, any measure that fails adoption may not be 
reintroduced for 90 days, unless substantially revised. 
 
Resolutions and Ordinances Presented Under Suspension of the Rules 
Resolutions and ordinances may be presented for immediate adoption on the day they are 
introduced under suspension of the rules.  A two-thirds vote is required to suspend the rules. 
 
County Board Journal of Proceedings (Minutes) and Video 
All actions from the County Board meeting are recorded in the Journal of Proceedings that are 
published after each subsequent County Board meeting. 
 
Minutes and video from County Board meetings are usually publicly available in CLIC within   
24-hours of the conclusion of said meeting. 
 
The draft and final versions of the Journal of Proceedings are available in CLIC as attachments 
to established Reference Files. 
*AN ANNUAL REFERENCE FILE LISTING IS AVAILABLE. 
Please contact any staff member of the LSD. 
 
If votes or audio clips are needed regarding specific files prior to the Journal of Proceedings and 
video being available, please contact Janelle M. Jensen, Legislative Services Division Manager, 
Office of the Milwaukee County Clerk, at (414)-278-4228 or at 
janelle.jensen@milwaukeecountywi.gov 

https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH1RUCOBOSU_1.09REOR
https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH1RUCOBOSU_1.09REOR
mailto:janelle.jensen@milwaukeecountywi.gov
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COUNTY EXECUTIVE REVIEW OF FILES 
After a County Board meeting, the Office presents all resolutions and ordinances adopted by the 
County Board to the County Executive. 
 
As set forth in Section 59.17(6) of the Statutes, “…if any resolution or ordinance is not returned 
by the county executive to the board at its first meeting occurring not less than 6 days, Sundays 
excepted, after it has been presented to the county executive, it shall become effective unless 
the board has recessed or adjourned for a period in excess of 60 days, in which case it shall not 
be effective without the county executive's approval.” 
 
Matters Vetoed by the County Executive 
Per Section 1.04(f) of the Code…“a resolution or ordinance, which has been vetoed by the 
County Executive and returned to the County Board shall be read by the Clerk, after which it 
shall be presented by the County Board Chairperson as follows: 
 
 "Shall the foregoing ordinance (resolution) vetoed by his/her honor, the County 
 Executive, be adopted?  If you wish to override the veto, you vote “aye”; if you wish to 
 sustain the veto, you vote “no.” 
 
After the presentation of the above question by the County Board Chairperson, the following 
motions are in order for non-budgetary vetoes only: 
 

1. To lay over 
2. To refer to Corporation Counsel 
3. To refer to a committee 

 
If the resolution or ordinance is referred to a committee, it shall be taken up at the next 
committee meeting and reported to the County Board at its next meeting.  Further, it shall not be 
subject to amendment or change and on its return to the County Board, shall again be 
presented by the County Board Chairperson in the manner set forth above. 
  

https://docs.legis.wisconsin.gov/statutes/statutes/59/IV/17
https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH1RUCOBOSU_1.04VO
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FREQUENTLY ASKED QUESTIONS 
1. I am a new Department Head and do not currently have Legistar installed on my 
 computer/laptop.  In addition, I have designated an alternate Legistar user.  How do we 
 get the software installed? 
 You must contact the IMSD Help Desk at (414) 278-7888 or at 
 imsdhelp@milwaukeecountywi.gov to have the Legistar application installed. 
  
 In addition, please request a Legistar Primary and Alternate Approvers Form from Dan 
 Benson, Information Coordinator, Office of the Milwaukee County Clerk, at 
 (414) 278-4281 or daniel.benson@milwaukeecountywi.gov 
 
2.  I am a new County employee.  Is there a list I can add my name to, so I receive 
 legislative notifications? 
 All legislative notifications are sent via the E-Notify system.  You can login or 
 register for an account at: City of Milwaukee Portal 
 
3. My department created a Legistar file and “Approval Tracking System” (ATS) review was 
 complete on or before the established file submission deadline date.  The file does not 
 appear in CLIC or on any distributed “Matters Available for Scheduling” document.  What 
 is the status? 
 Under Section 1.09(b)(1) of the Code files are referred to standing committees by 
 the County Board Chairperson. 
 
 You may contact the County Board Chairperson by calling the County Board at        
 (414) 278-4222. 
 

Departments are encouraged to review the “Details” tab in Legistar for any applicable 
notes made by the LSD. 

 
4. My department created a Legistar file, but I do not see it in CLIC.  Did I do something 
 incorrectly? 
 Files will not appear in CLIC until they have been referred to a standing committee by 
 the County Board Chairperson.  Submitting departments can view their files using 
 Legistar at any time. 
 
5. My department created a Legistar file and it is viewable in CLIC, but the file is not listed 
 on any final standing committee agenda.  What happened? 
 Under Section 1.09(b)(1) of the Code files are referred to standing committees by 
 the County Board Chairperson. 
 
 Once referred to a standing committee, a file is scheduled at the sole discretion of 
 the standing committee Chairperson. 
 
 You may contact the standing committee Chairperson by calling the County Board at 
 (414) 278-4222. 
  

mailto:imsdhelp@milwaukeecountywi.gov
mailto:daniel.benson@milwaukeecountywi.gov
https://itmdapps.milwaukee.gov/Portal/login.jsp?from=/Enotify/
https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH1RUCOBOSU_1.09REOR
https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH1RUCOBOSU_1.09REOR
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FREQUENTLY ASKED QUESTIONS 
6.  My department created a Legistar file and “ATS Review Completed” status occurred 

after the established file submission deadline date.  Will the file still be referred to a 
standing committee for the current meeting cycle? 

 The date and time that ATS Review is completed in Legistar constitutes official file 
 receipt by the LSD.  Late files will be processed for the subsequent meeting cycle. 
 

If the matter is urgent, departments may contact the County Board Chairperson, as well 
as the County Board Chief of Staff to request expedited consideration in the current 
meeting cycle. 

 
 Under Section 1.09(b)(1) of the Code files are referred to standing committees by the 
 County Board Chairperson and scheduled at the discretion of the standing committee 
 Chairperson. 
 
7. My department created a Legistar file with a request that it be considered by a specific 
 standing committee.  The file does not appear on the distributed “Matters Available for 
 Scheduling” document or the final agenda.  How can I get the file scheduled before a 
 specific standing committee? 
 Under Section 1.09(b)(1) of the Code files are referred to standing committees by 
 the County Board Chairperson. 
 
 You may contact the County Board Chairperson by calling the County Board at 
 (414) 278-4222. 
 
8. My department created a Legistar file and the status is “ATS Review Completed.”  I have 
 been asked to revise the report and fiscal note, and to add a map, which was omitted
 during the original file submission.  I am currently locked out of the file.  How can I regain 
 access? 
 See “Legistar File Revisions / Corrections / Supplemental Documents After ATS Review 
 Has Been Completed” on page 38. 
 
9. My department created a Legistar file, but no longer wishes to proceed.  How do I 
 withdraw/remove the file from Legistar? 
 An email can be sent to LSD staff with an official request to withdraw the file. 
 
 If the file has been referred to a standing committee by the County Board Chairperson, it 
 cannot be withdrawn. 
  

https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH1RUCOBOSU_1.09REOR
https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH1RUCOBOSU_1.09REOR
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FREQUENTLY ASKED QUESTIONS 
10. My department received a request from the Milwaukee County Board of Supervisors to 
 prepare an informational report.  How does the department respond to the request? 

A Legistar file may have already been created by LSD staff establishing the request.  
Please check with LSD staff to inquire. 

 
If there is an existing Legistar file, a new Legistar file should not be created by the 
department.  Once the departmental response (report) is final, it can be emailed with a 
request to append it to the existing Legistar file. 

 
To: Kelly Bablitch, Chief of Staff, County Board, at 
 CBRDChiefofStaff@milwaukeecountywi.gov 
cc: Janelle M. Jensen, Legislative Services Division Manager, Office of the Milwaukee 
 County Clerk, at janelle.jensen@milwaukeecountywi.gov 
 

If there is not an existing Legistar file; a new Legistar file should be created by the 
department. 

 
11. My department has a file pending before a standing committee this cycle.  Outside 
 attorneys, out-of-town officials, City of Milwaukee representatives, and/or company 
 executives will be in attendance in-person or virtually.  Can the file be considered at the 
 start of the meeting? 

This information can be relayed to the standing committee Chairperson and the 
Committee Coordinator as soon as a department is aware. 

 
Note that departments must provide email addresses for persons appearing at 
virtual/hybrid standing committee meetings. 

 
Files can be called in any order, at any time after the start of the meeting at the 
discretion of the standing committee Chairperson. 

 
12. An adopted resolution contains a “Be It Resolved” clause, that directs my department to 
 provide a follow-up report in three months.  How does my department respond? 
 The responsive report is created by the department as a new Legistar file on or before 
 the established file submission deadline date for the targeted month. 
 
13. An adopted Budget Amendment directs my department to conduct a study and provide a 
 written report summarizing the results for presentation in the September meeting cycle.  
 How does my department respond? 
 The responsive report is created by the department as a new Legistar file on or before 
 the established file submission deadline date for the targeted month. 
 
14. What is a Reference File? 
 See “Reference Files” on page 35. 
 
15. How do I know when file submission deadline dates are? 
 Calendars are distributed in April of an election year, and in December of each year 
 for the subsequent year.  Please contact any staff member of the LSD to obtain a copy. 
  

mailto:CBRDChiefofStaff@milwaukeecountywi.gov
mailto:Janelle.Jensen@milwaukeecountywi.gov
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FREQUENTLY ASKED QUESTIONS 
16. How do I know when the Passive Review Contract file submission date is? 
 Calendars are distributed in April of an election year, and in December of each year 
 for the subsequent year.  Please contact any staff member of the LSD to obtain a copy. 
 
17. Which standing committees hold monthly agenda setting meetings? 

Agenda setting meetings are scheduled at the sole discretion of each standing 
committee Chairperson.  Please contact the standing committee Chairperson to inquire 
by calling the County Board at (414) 278-4222. 

 
18. When, where, and what time does a specific standing committee meet? 
 Calendars are distributed in April of an election year, and in December of each year 
 for the subsequent year.  Please contact any staff member of the LSD to obtain a copy. 
 
 Standing committee meeting information is also available in CLIC. 
 
19. Is there a list of all County Board meetings scheduled for this year? 
 Please contact any staff member of the LSD to obtain a copy of the County Board term 
 calendar. 
 
 County Board meeting information is also available in CLIC. 
  

https://milwaukeecounty.legistar.com/Calendar.aspx
https://milwaukeecounty.legistar.com/Calendar.aspx
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FREQUENTLY ASKED QUESTIONS 
20. What is the process for creating a new position, outside of the Budget process? 
 Please see Section 17.05 of the Code 
 
On June 23, 2022, the Milwaukee County Board of Supervisors adopted File No. 22-755, which 
was signed by the County Executive, and took effect on July 11, 2022. 
 
Adopted File No. 22-755 made several changes to the Code including the process for position 
creates outside of the Budget process.  Please note attachment #3 in CLIC, “COUNTY BOARD 
RESOLUTION/ORDINANCE” and see line #’s 71 through 75; 244 through 254; 514 through 
544; and 624 through 664 specifically. 
 
Please note the following steps: 
 

1) A report outlining the position request, a departmental resolution, and departmental 
fiscal note are prepared by the Requesting Department. 

 
2) The Requesting Department communicates their request to the *Office of Strategy, 

Budget, and Performance (OSBP), AND the *Department of Human Resources (DHR). 
*Please note that each office/department referenced has their own internal 
deadlines! 

 
3) The DHR prepares a Report as to the appropriate classification and pay for the position, 

and provides a Job Evaluation Questionnaire (JEQ). 
 

4) The OSBP prepares a Report as to the need, appropriateness, and funding availability of 
the position request. 

 
5) DHR and OSBP provide their Reports/JEQ to the Requesting Department. 

 
6) The Requesting Department creates a Legistar file using final signed documents once 

all file components have been provided.  The file must be in ATS Review Completed 
status on or before the established file deadline submission date. 

 
The Legistar file must include the following attachments: 
o A signed Departmental Request in PDF format.  Electronic signatures are acceptable. 
o A properly formatted Departmental Resolution (attached in word format only) 
o A signed Departmental Fiscal Note with Fiscal Staff Review and Community Business 

Development Partners Review check boxes selected in PDF format.  Electronic 
signatures are acceptable. 

o A signed DHR Report in PDF format.  Electronic signatures are acceptable. 
o A completed Job Evaluation Questionnaire. 
o A signed OSBP Report in PDF format. Electronic signatures are acceptable. 

 
The Departmental Request is considered by the Committee on Personnel ONLY. 
Companion files for consideration by the Committee on Finance are no longer required. 
 
Please see Chapter 3: Budget and Finance Transactions in the Administrative Manual of 
Operating Procedures, specifically 03.07 - Position Change Requests.  Note the various 
templates available in the “Forms” section. 

https://library.municode.com/wi/milwaukee_county/codes/code_of_ordinances?nodeId=MICOCOGEORVOI_CH17CLSASTOR_17.05DEAPCLPO
https://milwaukeecounty.legistar.com/LegislationDetail.aspx?ID=5682174&GUID=127E9FBA-624F-43F3-A6A5-D711B13F219E&Options=ID|Text|&Search=22-755
https://county.milwaukee.gov/files/county/administrative-services/AMOP/Chapter-3-Budget--Financial-Transactions/03.07-PositionChangeRequestsAMOP.pdf
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LEGISLATIVE SERVICES DIVISION PERSONNEL 
 
Name Phone @milwaukeecountywi.gov 
Dan Benson, Information Coordinator 
*Legistar primary user account set-up, Legistar alternate 
user account set-up, Legistar password resets, Legistar 
training (entering and approving files), CLIC training; 
E-Notify training; iLegislate training; OnBase and microfilm 
searches. 
 

278-4281 daniel.benson 

Shanin R. Brown, Committee Coordinator 
 

278-4073 shanin.brown 

Kelsey A. Evans, Committee Coordinator 
 

278-4013 kelsey.evans 

Janelle M. Jensen, Manager 
 

278-4228 janelle.jensen 

Allyson R. Smith, Committee Coordinator 
 

278-4225 allyson.smith 
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