
Meeting Location
3400 East Howard Avenue, St. Francis Wisconsin

1. Roll Call:
Alderpersons Wattawa, Feirer and Damon

2. Call to Order
3. Minute Approval

a. Minutes of the Finance Committee meeting held

July 5, 2023

4. Discussion Items with Possible Action:

Food Truck Event - Celebrations Committee partnering with Milwaukee Rotary

Job Descriptions

Deputy Clerk/Treasurer

Clerk II Payroll/Insurance

Clerk II Elections Specialist/Records Retention

Public Works Superintendent

Bike/Ped Study

Sale of Surplus Property - 1975 Ford 2000 Tractor Model BL022 w/attached sickle bar, Auger
attachment with 2 Auger bits 16"x24"

5. Adjourn
NOTE: There is a potential that a quorum of the Common Council or other governmental body may
be present. No action will be taken by any other governmental body.

PUBLIC NOTICE
Upon reasonable notice, a good faith effort will be made to accommodate the needs of individuals to
participate in public meetings, who have a qualifying disability under the Americans with Disabilities
Act. Requests should be made as far in advance as possible, preferably a minimum of 48 hours. For
additional information or to request this service, contact the St. Francis City Clerk at 481-2300.

Finance Committee Meeting
Tuesday, September 19, 2023 at 6:00 pm
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| Agenda published on 09/14/2023 at 2:24 PM
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MINUTES OF THE FINANCE COMMITTEE MEETING HELD JULY 5, 2023 

Present:  Alderman Damon, Alderman Feirer 

 

Also Present:  City Administrator Johnsrud, City Clerk/Treasurer Uecker, Bill Pinnow – MSA 

 

Excused:  Alderman Wattawa 

 

Alderman Damon called the meeting to order at 6:33 p.m. 

 

Minutes: 

Moved by Alderman Feirer, seconded by Alderman Damon to place on file the minutes of the Finance 

Committee meeting held June 20, 2023.  Motion carried. 

 

Discussion and Action Items: 

Urban Forestry Proposal 

Bill Pinnow gave a background on the City’s 2023 grant award for tree inventory.  Bluestem Forestry has 

expertise for this project and the grant application was modified to have all data in GIS format.  The 

work will be completed by the end of the year.  The contract with Bluestem Forestry is with MSA and 

MSA will bill the City.   

 

Moved by Alderman Feirer, seconded by Alderman Damon to recommend to the Common Council the 

approval of the Urban Forestry proposal as presented by MSA and Bluestem Forestry.  Motion carried. 

 

Adjourn: 

Moved by Alderman Feirer, seconded by Alderman Damon to adjourn.  Motion carried. 

 

Time:  6:45 p.m. 
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City of St. Francis 

Job Description 

 

Deputy City Clerk/Treasurer 

 

 

Department:  City Clerk/Treasurer   Date of Hire: 

Reports To:  City Clerk/Treasurer   Wage Range:  $34.62 (2080 hours) 

 

 

OBJECTIVE: 

The Deputy Clerk/Treasurer performs routine clerical, customer service, administrative and data 

processing work in Accounts Payable/Receivable, Cash Receipting, Licensing, Election Administration, 

meeting preparation and follow-up and Tax Collection at the direction of and supervision of the City 

Clerk/Treasurer. 

 

RELATIONSHIPS: 

Reports to the City Clerk/Treasurer.  Position supervises staff in the City Clerk/Treasurer’s department in 

the absence of the City Clerk/Treasurer.  Has work contacts with appointed City officials, co-workers, 

property owners, vendors and the general public. 

 

ESSENTIAL DUTIES: 

(This list is not limited to all duties and responsibilities that may be assigned to the position) 
1. Process Accounts Payable including preparation of bills for payment, compilation of Voucher Lists 

for Council approval, responding to vendor inquiries, coordination of bill payment with 

Department Heads, distribution of payable checks and compilation of required reports 

2. Assists in Election Administration according to State Statutes and requirements prescribed by the 

Wisconsin Election Commission.  Publishes notices, assists voters in registering to vote, absentee 

balloting by mail and in-person, conducts public tests of tabulation equipment, publishes notices, 

coordinates the packing of poll site supplies, prints poll lists, absentee ballot logs, and various 

reports from the statewide voting system, poll worker recruitment and on-site training.  Provides 

assistance on Election Day, results reporting and reconciliation of election returns 

3. Provides and processes license for the City to include annual Alcoholic Beverage licenses, mails 

and processes applications for licenses, processes all license renewals and new license 

applications, completes licensing reporting with the Wisconsin Department of Revenue as 

required and coordinates inspections with Police, Fire, Health and Building departments for 

renewals.  Preparing of License Committee agendas and packets 

4. Acts as back-up to the City Clerk/Treasurer in the preparation of meeting agendas as well as 

meeting attendance and taking minutes 

5. Maintains Fixed Asset records, record additions and deletions of same, and reconcile annual 

reports for the auditors 

6. Submits bi-weekly and quarterly payments and reconciliation reports for State and Federal payroll 

taxes and any state or federal payroll garnishment payments.  Completes year-end 1099 reporting 

and ACA reporting, supports Payroll/Insurance Clerk II in completion and reporting of year-end 
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payroll related processes (including W-2 online transmissions).  Calculates imputed income and 

communicates same with employees 

7. Provides citizen and customer assistance to walk-in customers and answers questions; respond 

to inquiries from employees, citizens and others and refer, when necessary, to appropriate 

persons.  Assist citizens with concern and empathy; respect their confidentiality and privacy and 

communicate with them in a courteous and respectful manner 

8. Supports the Clerk/Treasurer in calculating retirement payout amounts as needed.  Prepares 

Proclamations and Resolutions as needed 

9. Maintains and updates the City website as needed, in include creation of new content as directed.  

Updates City social media pages (YouTube and Facebook) as needed and/or directed.  Responsible 

for curation, submission, and publication of the City Newsletter published bi-annually or more 

frequently if needed 

10. Type and edit a variety of correspondence, reports, memoranda, and other material requiring 

moderate judgment as to content, accuracy, and completeness.  This includes the assistance in 

the preparation of committee agendas 

11. Assist in creation of forms for documentation and systems for organization as appropriate for 

operating of the department 

12. Maintain inventory and documentation of Fixed Assets 

13. Processing payments, not limited to taxes, sewer, building permits, licenses, etc. 

14. Balancing the daily cash drawer 

15. Other duties as assigned by the Clerk/Treasurer 

 

QUALIFICATION REQUIREMENTS: 

1. Ability to establish and maintain effective working relationships with City of St. Francis employees, 

department heads, City Attorney, City Administrator and citizens. 

2. Working knowledge of computers and electronic data processing, modern office practices and 

procedures and general bookkeeping procedures. 

3. Working knowledge of business software applications, including word processing and 

spreadsheets, data entry and maintenance, e-mail, internet usage and website utilization. 

4. Working knowledge and command of the English language, including usage, grammar, spelling, 

punctuation, style and proof reading. 

5. Ability to communicate effectively, professionally, and diplomatically in verbal and written form.   

6. Ability to work effectively with a variety of people in difficult or problem situations. 

7. Ability to establish and maintain efficient working relationships with co-workers, property owners 

and general public. 

8. Ability to exercise sound judgment, initiative and independent decision making skills. 

9. Ability to recognize and maintain confidentiality. 

10. Valid Wisconsin Driver’s License required with satisfactory driving record. 

 

EDUCATION AND EXPERIENCE: 

1. High School diploma or general education degree (GED).  Bachelor’s Degree preferred.  Municipal 

experience preferred. 

2. Experience in dealing effectively and professionally with the public and stakeholders as required. 
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3. Willing to attend the Wisconsin Municipal Clerk’s Institute in Green Bay, Wisconsin to become a 

Certified Municipal Clerk over a period of three years, one week increment per year 

4. Continuing education to sustain recertification by the Wisconsin Election Commission 

5. Knowledge and experience of governmental procedures and practices 

6. At least three years administrative or office experience 

 

PHYSICAL DEMANDS: 

The physical demands described herein are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations will be provided to 

individuals with disabilities. Must be able to stand, sit, bend and walk.  Must be able to operate a personal 

computer, communicate effectively via telephone, computer and in-person. Must be able to operate a 

motor vehicle. 

 

EQUIPMENT USED: 

General office equipment including but not limited to: personal computer, desk phone and 

copier/printer/scanner. 

 

 

 

 

I, the undersigned, have read and understand this job description and am able to perform essential job 

functions with or without reasonable accommodation: 

 

Employee Signature: _____________________________________Date:________________________ 

 

Approval: _________________________________Approval:_________________________________ 

  City Clerk/Treasurer    City Administrator 

 

Effective Date: _____________________________Revision__________________________________ 
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City of St. Francis 

Job Description 

 

Clerk II – Payroll/Insurance 

 

 

Department:  City Clerk/Treasurer    Date of Hire: 

Reports To:  City Clerk/Treasurer    Wage Rate:  $25.00 (2080 hours) 

 

 

OBJECTIVE: 

The Clerk II processes payroll and supporting documentation for all City of St. Francis employees as well 

as maintaining property, liability and workers compensation insurances; customer service including but 

not limited to assisting with processing of payments, answering phones, distribution of mail. 

 

RELATIONSHIPS: 

Reports to the City Clerk/Treasurer.  Position has no supervisory responsibility.  Has work contacts with 

appointed City officials, co-workers, property owners and the general public. 

 

ESSENTIAL DUTIES: 

(This list is not limited to all duties and responsibilities that may be assigned to the position) 

1. Process and set up of all payroll files for new employees 

2. Process bi-weekly payroll for all employees including accumulating leave time; filing State 

reports, monthly and annual payroll reports 

3. Handling all property, liability, workers compensation and vehicle insurance policies including 

processing claims, correspondence and policy maintenance 

4. Answers central telephone system and either responds to inquiry or directs caller to appropriate 

personnel 

5. Provides citizen and customer assistance to walk-in customers and answers questions; respond 

to inquiries from employees, citizens and others; and refer when necessary, to appropriate 

persons.  Assist citizens with concern and empathy; respect their confidentiality and privacy and 

communicate with them in a courteous and respectful manner 

6. Type and edit a variety of correspondence, reports, memoranda and other material requiring 

moderate judgment as to content, accuracy and completeness.  This includes the assistance in 

the preparation of committee agendas 

7. Assist in creating of forms for documentation and systems for organization as appropriate for 

operation of the department 

8. Assist City staff members with brochures, newsletters, mailings, website, etc. 

9. Establish and maintain filing systems and indexes 

10. Maintain inventory and documentation of office supplies, including ordering and purchase 

orders 

11. Prepare outgoing mail; sort and distribute incoming mail 

12. Processing payments, not limited to taxes, sewer, building permits, licenses, etc. 

13. Balancing the daily cash drawer 
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14. Accept and process license applications 

15. Duplicate and distribute various materials 

16. Assist with voter registration processing or license applications and processing 

17. Compose condensed minutes of Council meetings and send same to paper for publication 

18. License and titles for all City owned vehicles.  Cataloging and maintaining submission of 

applications; ensuring that all City owned vehicles have proper insurance identification cards in 

vehicles 

19. Contacting insurance when adding or selling City owned vehicles to make sure that insurance is 

added or cancelled 

20. OPEB reporting 

21. Annual workers compensation reporting 

22. Monthly US Department of Labor reporting  

23. FOIA yearly report 

24. Other duties as assigned by City Clerk/Treasurer 

 

QUALIFICATION REQUIREMENTS: 

1. Ability to establish and maintain effective working relationships with City of St. Francis employees, 

department heads, City Attorney, City Administrator and citizens. 

2. Working knowledge of computers and electronic data processing, modern office practices and 

procedures and general bookkeeping procedures. 

3. Working knowledge of business software applications, including word processing and 

spreadsheets, data entry and maintenance, e-mail, internet usage and website utilization. 

4. Working knowledge and command of the English language, including usage, grammar, spelling, 

punctuation, style and proof reading. 

5. Ability to communicate effectively, professionally, and diplomatically in verbal and written form.   

6. Ability to work effectively with a variety of people in difficult or problem situations. 

7. Ability to establish and maintain efficient working relationships with co-workers, property owners 

and general public. 

8. Ability to exercise sound judgment, initiative and independent decision making skills. 

9. Ability to recognize and maintain confidentiality. 

10. Valid Wisconsin Driver’s License required with satisfactory driving record. 

 

EDUCATION AND EXPERIENCE: 

1. High School diploma or general education degree (GED).  Municipal experience preferred. 

2. Two years customer service experience required 

3. Experience in dealing effectively and professionally with the public and stakeholders as required 

4. Knowledge and experience of governmental procedures and practices 

 

PHYSICAL DEMANDS: 

The physical demands described herein are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations will be provided to 

individuals with disabilities. Must be able to stand, sit, bend and walk.  Must be able to operate a personal 
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computer, communicate effectively via telephone, computer and in-person. Must be able to operate a 

motor vehicle. 

 

EQUIPMENT USED: 

General office equipment including but not limited to: personal computer, desk phone and 

copier/printer/scanner. 

 

 

 

 

I, the undersigned, have read and understand this job description and am able to perform essential job 

functions with or without reasonable accommodation: 

 

Employee Signature: _____________________________________Date:________________________ 

 

Approval: _________________________________Approval:_________________________________ 

  City Clerk/Treasurer    City Administrator 

 

Effective Date: _____________________________Revision__________________________________ 
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City of St. Francis 
Job Description 

 
Clerk II – Elections Specialist/Records Retention 

 

 
Department:  City Clerk/Treasurer     Date of Hire:   
Reports to: City Clerk/Treasurer     Wage Rate: $25.00 (2080hrs) 
 

 
OBJECTIVE: 
The Clerk II performs routine clerical, customer service, administrative and data processing work in 
Records Retention, Cash Receipting, Licensing, Election Administration, and Tax Collection at the direction 
and supervision of the City Clerk/Treasurer. 
 
RELATIONSHIPS: 
Reports to the City Clerk/Treasurer.  Position has no supervisory responsibility.  Has work contacts with 
appointed City officials, co-workers, property owners and the general public. 
 
ESSENTIAL DUTIES: 
(This list is not limited to all duties and responsibilities that may be assigned to the position) 

1. Provides citizen and customer assistance to walk-in customers and answers questions 

2. Provides fee-designated services to the public including copies, permits, pet licensing, title 

searches 

3. Responds to inquiries from employees, citizens and others and refer, when necessary, to 

appropriate persons 

4. Assist citizens with concern and empathy; respect their confidentiality and privacy and 

communicate with them in a courteous and respectful manner 

5. Provide Notary services to public upon request 

6. Provide all required services as needed to the Front Counter as first point of contact to the City. 

7. Assists in Election Administration according to State Statutes and requirements prescribed by the 

Wisconsin Election Commission 

8. Assists voters in registering to vote, absentee balloting both by mail and in-person and assists on 

Election Day as needed 

9. Maintain training needed to be certified to use State Election System software (WisVote) 

10. Type and edit a variety of correspondence, reports, memoranda, and other material requiring 

moderate judgement as to content, accuracy and completeness 

11. Assist in the preparation of committee agendas (posting within City’s website program as well as 

creating/managing agendas in “Town Cloud)  in the absence of the City Clerk/Treasurer or Deputy 

Clerk/Treasurer 

12. Assist in creation of forms for documentation and systems for organization as appropriate for 

operation of the department 

13. Processing payments not limited to taxes, sewer, building and other permits, licenses, etc. 

14. Balancing the daily cash drawer  

15. Prepare Monthly Retiree Insurance Invoices in Account Receivable and invoices as requested by 

Department Heads for services such as brush pick up and Attorney Fees 
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16. Email City Administrator and Mayor of daily permit activity in the Building Inspection Department 

17. Manage the Beautification Program by ensuring payment, signage, and locations are accurate 

18. Work with local municipalities when Building Inspection Department is Closed 

19. Prepare ingoing and outgoing daily mail and night deposits in drop box 

20. At the request of the Engineering department provide Administrative Support for Change of 

Zoning correspondence and mailings 

21. Order and maintain all office supplies  

22. Call appropriate service companies when office machine equipment is not working properly 

23. Manage Outlook Calendar as requests come through for Room Reservations as needed by 

requesting Departments within the City  

24. Other duties as assigned by the City Clerk/Treasurer 

 

 

QUALIFICATION REQUIREMENTS 

1) Ability to establish and maintain effective working relationships with City of St. Francis 

employees, department heads, City Attorney, City Administrator and citizens. 

2) Working knowledge of computers and electronic data processing, modern office practices and 

procedures and general bookkeeping procedures. 

3) Working knowledge of business software applications, including word processing and 

spreadsheets, data entry and maintenance, e-mail, internet usage and website utilization. 

4) Working knowledge and command of the English language, including usage, grammar, 

spelling, punctuation, style and proof reading. 

5) Ability to communicate effectively, professionally, and diplomatically in verbal and written 

form.   

6) Ability to work effectively with a variety of people in difficult or problem situations. 

7) Ability to establish and maintain efficient working relationships with co-workers, property 

owners and general public. 

8) Ability to exercise sound judgment, initiative and independent decision making skills. 

9) Ability to recognize and maintain confidentiality. 

10) Valid Wisconsin Driver’s License required with satisfactory driving record. 

 

EDUCATION AND EXPERIENCE 

1) High School diploma or general education degree (GED).  Bachelor’s Degree preferred.  

Municipal experience preferred. 

2) Experience in dealing effectively and professionally with the public and stakeholders as 

required. 

3) Willing to attend the Wisconsin Municipal Clerk’s Institute in Green Bay, Wisconsin to become 

a Certified Municipal Clerk over a period of three years, one week increment per year 

4) Continuing education to sustain recertification by the Wisconsin Election Commission 

5) Knowledge and experience of governmental procedures and practices 

6) At least three years administrative or office experience 
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PHYSICAL DEMANDS: 

The physical demands described herein are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations will be provided to 

individuals with disabilities. Must be able to stand, sit, bend and walk.  Must be able to operate a personal 

computer, communicate effectively via telephone, computer and in-person. Must be able to operate a 

motor vehicle. 

 

EQUIPMENT USED: 

General office equipment including but not limited to: personal computer, desk phone and 

copier/printer/scanner. 

 

 

 

 

I, the undersigned, have read and understand this job description and am able to perform essential job 

functions with or without reasonable accommodation: 

 

Employee Signature: _____________________________________Date:________________________ 

 

Approval: _________________________________Approval:_________________________________ 

  City Clerk/Treasurer    City Administrator 

 

Effective Date: _____________________________Revision__________________________________ 

Page 12Page 12Page 12Page 12Page 12



City of St. Francis 

Job Description 

 

Public Works Superintendent 

 

 

Department:  Public Works   Date of Hire: 

Reports To:  City Administrator   Wage: $40.87 (2080 hours) 

 

 

GENERAL DESCRIPTION OF DUTIES: 

The Public Works Superintendent shall be responsible for the administration of and shall have general 

charge and supervision of all maintenance, repair, and construction of streets, alleys, curbs and gutters, 

sidewalks, street signs and house numbering, and traffic control devices, signs and marking and such 

other duties as assigned.  

ESSENTIAL DUTIES: 

1. Administration of and supervision of all maintenance, and repair of public work's activities 

 Streets 

 Alleys 

 Curbs and gutters 

 Sidewalks 

 Signs and markings 

 Snow and ice control 

 Drop off recycling – yard waste, oil, batteries, tires 

 Storm and sanitary sewers 

 Parks 

 City trees 

 Job safety 

 Highway Department equipment 

2. Schedule, staff and assist as needed for all Public Works projects. 

3. Schedule and supervise all contractors performing work for the Public Works. 

4. Prepare daily/weekly work schedules to be reviewed by the City Administrator. 

5. Management of department budgets. 

6. Cooperate with all other departments in management of Department of Public Works. 
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SUPERVISION RESPONSIBILITIES: 

Directly oversees full-time employees and part-time seasonal employees.  Must be available for call-in 

responsibilities as needed.  Carries out responsibilities in accordance with the organization’s policies and 

applicable laws; responsibilities include but are not limited to:  training employees; planning, assigning 

and directing daily work; addressing complaints and resolving problems with residents.  Must be able to 

maintain a budget and work with the City’s purchasing system.  Position also requires acting as an 

equipment operator or laborer as needed.  

EDUCATION, EXPERIENCE and QUALIFICATIONS: 

1. High school degree or G.E.D. required. 

2. A minimum of seven years of recent experience in a municipal setting three of which should be 

supervisory is required. An Associate’s Degree in Public Works Management or related field will 

be considered in lieu of supervisory experience. 

3. Possession of a valid Wisconsin Commercial Driver’s License with Class B, C, D and M 

endorsements. 

4. Ability to read and interpret documents such as construction plan, safety rules, operation and 

maintenance instructions and procedure manual 

5. Ability to write routine reports and correspondence 

6. Ability to speak effectively, professionally, politely and respectfully before employees of the 

organization or groups of residents even in response to vocal and hostile complaints 

7. Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 

percentages, area, circumference and volume; ability to apply concepts of basic algebra and 

geometry. 

8. Ability to solve practical problems and deal with a variety of variables in situations where only 

limited standardization exists; ability to interpret a variety of instructions furnished in written, 

oral, diagrammatic or schedule form. 

9. Ability to use a computer proficiently i.e. communicates via email, create and maintain 

computer records using Word, Excel, and Outlook, etc. 

10. Familiar with methods, techniques, materials and equipment used in public works maintenance, 

repair, operations and construction practices. 

11. Familiar with occupational hazards, safety equipment and safe working practices associated 

with public works activities. 

12. Have knowledge of the operation of wastewater and surface water sewer systems. 

13. Use 4 foot level and measuring tape. 

14. Ability to instruct others in the proper use of equipment and to abide by departmental policies 

and procedures. 

15. Log necessary records neatly. 
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16. Establish and maintain effective working relationship with those contacted in the course of 

work. 

17. Responsibly ensure daily maintenance of equipment operated. 

18. Ability to operate equipment, day or night, in poor conditions such as fog, rain, ice and snow as 

needed. 

19. Ability to work under stressful conditions for long periods of time. 

20. Assist in and work during parades, festivals, etc. 

21. Responsible for cleanliness, security and maintenance of all equipment assigned to him/her. 

22. Ability to work independently and to function with no supervision. 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to stand and walk.  The 

employee frequently is required to use hands to finger, handle, or feel objects, tools or controls; reach 

with hands and arms, climb or balance, stoop, kneel, crouch, or crawl; and talk or hear.  The employee is 

occasionally required to sit. 

The employee must frequently lift and/or move up to 25 pounds and occasionally lift and/or more up to 

50 pounds.  Specific vision abilities required by this job include close vision, distance vision, peripheral 

vision, depth perception and the ability to adjust focus. 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee regularly works near moving mechanical parts and 

in outside weather conditions.  The employee frequently works in high, precarious places and is 

frequently exposed to wet and/or humid conditions.  The employee is occasionally exposed to fumes or 

airborne particles and vibration.  The noise level in the work environment is usually loud. 
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EQUIPMENT TYPICALLY USED:      SUPERVISION TYPICALLY PERFORMED 

Dump Trucks Street repairs performed by staff or others 

Pickup Trucks Snow removal/salt operations city-wide 

Vans Pump flooded areas 

Vac-all Trucks Tree maintenance, removal, planting 

Loaders Sign maintenance, installation, removal 

Snow Plow Snow fence installation and removal 

Sewer-jet Leaf collection 

Grader Catch basin cleaning 

Backhoe Sanitary sewer cleaning 

Roller Paint striping 

Mower Ditch maintenance 

Brush Chipper Shoulder maintenance 

Paint Striper Emergency response 

Street Sweeper Park maintenance 

Auger Garbage/recycle enforcement 

Air Compressor Yard waste recycle center 

Pumps Equipment repair 

Skidster/ToolCat Brush removal estimates 

Chain Saws Street sweeping 

Tailgate Paver General appearance of City (collection of loose 

garbage, dead animals, unkempt properties, etc.) 
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1702 Pankratz Street 
Madison, WI 53704 
 
P (608) 242-7779 
TF (608) 575-7568 
F (608) 242-6646 
 
www.msa-ps.com 

August 14, 2023 
 

 
CITY OF ST. FRANCIS BIKE AND PEDESTRIAN LANE EVALUATION 
PROJECT UNDERSTANDING 
 
PROJECT UNDERSTANDING 

The City of St. Francis envisions a community “in which walking and biking are 
as safe, available, and attractive as an other means of transportation”.   The 
City Council has requested options for evaluating the potential for making St. 
Francis more accommodating to pedestrians and biking.  The intention of this 
document is to create a framework that the City can evaluate various levels of 
effort to investigate options within the City of St. Francis. 
 
Master planning and evaluation will utilize the latest bicycle and pedestrian 
planning practices and national design guidance, while also harmonizing with 
past planning efforts from the City of St. Francis. Guided by a set of goals and 
strategies, the plan will identify infrastructure gaps, policy and program 
recommendations, priority projects, funding mechanisms, and an 
implementation plan that will collectively improve safety and connectivity for 
pedestrians, bicyclists, and other users within the City. 
 
PROJECT APPROACH 

We have organized the desired tasks into our typical phases for this type of 
project. 
 
PHASE 1: EXISTING CONDITIONS REVIEW 

The purpose of Phase 1 will be to a) Review and analyze past planning work 
related to bicycle and pedestrian planning and b) Evaluate and map existing 
walking and bicycling conditions throughout the city. This phase will rely upon 
the data provided by the City and additional research conducted by the 
consultant team, as allowable within the budget. 
  
Review Plans and Policies 

As part of this phase, we will review existing plans, ordinances, and policies 
that impact the existing and planned walking and bicycling network in the City 
of St. Francis. We will consult with City staff to determine the appropriate list 
of plans and ordinances to be reviewed, including relevant plans and policies 
of the State of Wisconsin and City of St. Francis. The project team has 
significant experience reviewing and analyzing local regulations and making 
recommendations to update such regulations to better align with national best 
practices and achieve the transportation and land development goals of our 
clients. Our approach is to review all relevant regulations and identify specific 
elements that should be updated or removed in order to best meet the overall 
goals and objectives of the plan. We bring our vast experience working on 
multimodal plans across the country to these types of efforts.  
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Existing Conditions Map 

Our team will gather all bicycle and pedestrian network GIS data from the City and other 
government agencies and create a comprehensive map of existing and planned facilities for 
biking and walking. The existing conditions map will be used to help the project team 
understand the current state of the walking and bicycling network in the communities and will 
also be used as a base map for online and in-person community engagement activities.  
Additional services such as sidewalk inventory conditions can be added for additional fees. 
 
PHASE 2: MEETINGS AND PROJECT COORDINATION 

The purpose of this phase is to guide and coordinate the work based on the findings in Phase 
1.  We will begin by establishing a mutual understanding of the goals of the project, creating 
a framework for collaborative project management, organizing appropriate data sets, and 
ensuring the scope, schedule, and budget are successfully managed from start to finish. 
 
Phase 2 Project Kick-Off   

The project team will attend a kick-off meeting with City staff and designated Council members 
to review and confirm the project’s scope of work, schedule, objectives, budget, and team 
roles for the Master Plan. During this meeting, we will clarify the community’s project 
management and administrative expectations for the project. Additionally, we anticipate 
discussing available background information and data that will be important to review and 
synthesize for project success. Following the kick-off meeting, the project team will revise and 
finalize the project scope and schedule and develop a data request memorandum.  
 
Commission Meetings 

As agreed to by the City of St. Francis, we will anticipate and budget for an agreed upon 
number of meetings with City Committees and with City Council.  Anticipated meetings 
include: 

 Meeting 1: Kick-off (described above) 
 Meeting 2: Existing conditions review and draft survey review 
 Meeting 3: Review survey results and route recommendations 
 Meeting 4: Review implementation recommendations, recommend plan for 

adoption 
 
Community Involvement 

We propose two primary methods of involving residents – a community survey during issue 
identification and system documentation, and a public meeting during the draft plan review 
stage of the project. 
 
Ongoing Project Management 

The project team will conduct monthly project management calls (phone or video conference 
calls) to provide project updates, review ongoing work, and collaborate on upcoming tasks 
and deliverables.  
 
Deliverables 

• Data request memorandum  
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• Final scope and schedule  
• Meeting agendas 
• Community survey (draft, final, results) 
• Monthly check-in meetings  
 
PHASE 3: IDENTIFY GAPS, BARRIERS, AND DESTINATIONS 

This phase will build off of the existing conditions review in Phase 2 by assessing existing 
walking and biking networks, identifying gaps, opportunities, and constraints, and identifying 
key destinations where residents or visitors would like to bike or walk. This phase will draw 
heavily on community member, staff, and stakeholder input gathered from the online survey 
as well as our team members’ field observations and map analysis.  Phase 3 will also include 
a review of any bicycle and pedestrian counts available from the community for key locations 
and bike/ped crash data from the City. 
 
Bicycle and Pedestrian Volume Counts 

MSA will work with the City and recommend an appropriate number of count locations in the 
City of St. Francis if desired and warranted. 

PHASE 4: PROJECT, POLICY, AND PROGRAM RECOMMENDATIONS 

One of the most significant outcomes of the Master Plan is to identify and prioritize projects, 
programs, and policies that will help create a safer, more connected network for walking and 
bicycling. 
 
Network and Facility Recommendations 

The project team will use the technical analysis and community, staff and stakeholder input 
gathered in preceding tasks to propose an updated connected, low-stress walking and 
bicycling network. This will include identifying projects such as new city and regional trail 
connections, sidewalk infill, and roadway designs that will accommodate all users. Each 
identified project will be prioritized for implementation in Phase 5. 
 
Policy and Program Recommendations 

The project team has crafted policies and support programs that guide and foster the 
development of walking and bicycling infrastructure and increased active transportation trips 
in cities throughout Wisconsin. We will partner with City staff and the Council to discuss what 
policies, programs or communications efforts would be most realistic for the City to implement 
and what would address specific community needs. 
  
Our team will develop actionable steps for policy and program implementation and clearly 
identify how each recommendation supports the plan’s vision and goals — and how they are 
right-sized to the City’s staffing and financial resources. 
 
PHASE 5: IMPLEMENTATION AND FUNDING 

One of the most important components of the Bike and Pedestrian Master Plan is developing 
an implementation plan that identifies funding programs and mechanisms. The project 
implementation plan will include a ranked list of high-priority projects, planning-level cost 
estimates, and project phasing and timelines that provide the City of St. Francis and its 
partners a blueprint for future bicycle and pedestrian projects and program investment. An 
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Impact Fee evaluation will be conducted to calculate a sensible impact fee structure if 
determined appropriate. The implementation plan will prioritize planned bicycle and 
pedestrian projects based on short-, medium-, and long-range timelines. It will be important 
to use criteria for project prioritization that reflect some of the broader goals of the project – 
which may include categories such as safety, connectivity, and equity.  
 
The implementation plan will identify funding mechanisms to help the City build new 
infrastructure, upgrade existing facilities, and perform ongoing maintenance tasks that will 
help extend the life of the City’s infrastructure investments. The implementation plan will also 
set a capital improvement schedule for plan implementation and identify alternative funding 
sources for bicycle and pedestrian projects and programs from county, state, and federal 
sources.  
 
PHASE 6: DRAFT AND FINAL PLAN 

The Bike and Pedestrian Master Plan will compile the findings from technical and outreach 
tasks into a concise, public-facing document that summarizes the work from all phases and 
tasks, including recommendations for the bicycle and pedestrian networks, support programs, 
funding opportunities, and an implementation strategy. The plan will guide the City of St. 
Francis in improving bicycling and walking conditions throughout the region. We will release 
the draft plan for presentation and comment and then will compile responses and update the 
draft based on input received from the City Council.  
 
Deliverables 

 Draft of the Bike and Pedestrian Master Plan (PDF) that compiles and presents 
information and analysis from all previous phases and tasks. 

 GIS data 
 6 hard copies 

 
TASK BREAKDOWN 

The following tasks are included in the plan scope and engagement plan as described.  We 
look forward to a process of scope and cost refinement in collaboration with City staff. 
 

PHASE TASK DESCRIPTION COST 

1 
Task 1 Inventory TBD 
Task 2 Community Assessment TBD 

2 Task 3 Meetings, Policy Updates, Document Updating/Assembly TBD 

3 
Task 4A Bike Corridor ID TBD 
Task 4B Bicycle and Pedestrian Counts TBD 

4 
Task 5 Route Alternatives and Design Treatments TBD 
Task 6 Safety Component TBD 
Task 7 Prioritization per Planning Criteria TBD 

5 
Task 8 Cost and Funding TBD 
Task 9 Impact Fee Evaluation TBD 

6 Task 10 Draft of Bike and Pedestrian Master Plan TBD 
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If you have any questions or would like to discuss further, please do not hesitate to contact 
me to discuss further. 
 
Sincerely, 
MSA Professional Services, Inc. 
 
 
 
Bill PInnow, PE 
Principal Engineer 
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