Kris Glenn Mayberry, Sawyer County Clerk
Sawyer County Courthouse
10610 Main Street, Suite 10; Hayward, Wisconsin 54843
email address — county.clerk@sawyercountygov.org
telephone numbers 715.634.4866 and toll free 877.699.4110

June 10, 2015 (2:50 p.m.)

AGENDA
meeting of the Administration Committee
Sawyer County Board of Supervisors
Assembly Room, Sawyer County Courthouse
June 11, 2015, 8:30 a.m.

01. Meeting agenda

02. Minutes of May 14, 2015 meeting

03. Veterans Service Department report, mcludmg

e out of county travel

e budget performance report

04. Agreement with State of Wisconsin for Winter Depot PrOJect

05. Hiring following resignation of part-time employee in Register of Deeds Office and
Land Records and County Surveyor’s Office

06. Replacement of Forestry Department employee due to employee retirement

07. University of Wisconsin-Extension Department request for replacement of
Administrative Assistant following resignation and temporary part-time employee
pending replacement

08. Health and Human Services Department request to fill vacated Alcohol and Other Drug
Abuse Counselor position

09. Family Court Commissioner Susan Lein — compensation of family mediator(s)

10. Ambulance Service Medical Director professional liability insurance

- 11. Resolution in support of de-federalization of regional consolidated revolving loan fund

12. County Administrator’s report, including:

e annual memorandum of understanding with LCO regarding $100,000 of gaming
proceeds

o filling vacant position following Accounting Manager resignation

¢ year to date expense and revenue reports

13. County Clerk’s report

14. County Treasurer’s report

15. Information Technology Department report

16. Monthly department expense vouchers

17. Other matters for discussion only
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Sawyer County Clerk Kris Mayberry













minutes of the meeting of the Economic Development and UW- ExtenS|on Committee
Sawyer County Board of Supervisors
June 8, 2015; 8:30 a.m.; Assembly Room; Sawyer County Courtho

members present: Tom Duffy, Bill Voight, Tweed Shuman, Warren Johnson, Dean
Pearson ' '

others present: Linda Zillmer; Sawyer County Record Ref
Regional Director Julie Keown-Bomar, Lori Laber
Extension); Hayward Lakes Visitor & Convention B
Beckman; County Administrator Tom Hoff; Count
Clerk KI’IS Mayberry

oard Chair Hal Helwig;

Motion by Johnson, 2" by Shuman, to approv: | nda. Motion carried.

Motion by Johnson, 2™ by Shuman, to approve
Motion Carried.

11, 2015 meeting minutes.

County Clerk Kris Mayberry reported that he requested that representatives of the
Friends of the Tuscobia, the Wisconsin Department of Natural Resources, and the
Wisconsin Department of Transportation be present at the June 11" meeting of the
Administration Committee to update the Committee on progress with the redesign and
rebidding of the Winter Depot Restoration Project, the financial elements of the project,
and the County’s commitments in funding the project, including the proposed revisions
to the project’s state/municipal agreement. The Committee reviewed an email from
Wisconsin Department of Transportation Local Program Manager Bill Zimmer reviewing
the project’s recent history T

Sawyer County:
information and
between the Say
University of Wisc
preparations for the
approve

iawyer County Fair. Motion by Shuman, 2nd by Johnson, to
f understanding. Motion carried.

UnlverS|ty of WiSConsin-EXf’ on Community Natural Resource Economic
Development Agent Anga Grlgoryan requested approval to expend $350 from the
‘advertising and promotions line of the 2015 Clean Sweep Program budget to pay for a

harmacist and a law enforcement officer to be present at the 2015 Hazardous Waste
l\/led|cat|on Collectlozn event scheduled for Saturday, July 25 at the Sawyer
: Motion by Shuman, 2™ by

presented and reV|ewed with the Commlttee an Extension publication entitled
Educational Roles of County Extension Educators at County Fairs.














































minutes of the meeting of the Sawyer County Land, Water and Forestry Resources Committee
Sawyer County Board of Supervisors
June 10, 2015; Assembly Room; Sawyer County Courthouse

Committee Members Present: Dean Pearson, Bruce Paulsen, Hal Helwig, Thomas
Fred Zietlow

niarczyk, Brian Bisonette,

County Personnel Present: Greg Peterson, Dan Pleoger, Kris Mayberry, Dal ula Chisser, Tom Hoff,

Eric Wellauer, Trevin Oertel

NRCS Personnel Present:

DNR Personnel Present:

LCO Personnel Present:

Others Present: Allan Serrano, Linda Zillmer, Jan Holmes, D
1) Meeting called to order at 8:30AM by Vice-Chair Zietlow:
2) Approve agenda

Motion by Paulsen, second by Pearson to approve the agenda Wlth“ €
to section 19.85(1)(g) Wisconsin Statutes, to review a proposed settlemer

The Committee may reconvene into open sessnon to announce or take
session. Motion carried.

ition of a Closed Session, pursuant
igation involving Sawyer County.
n_matters discussed in closed

3) Approve minutes
Motion by Zietlow, second by Paulsen to approve

otion carried.

4) Audience recognition
Zillmer, Town of Edgewater - roads open to ATV's.
ATV's is up to the township.

on and Mrotek both stated that opening roads to

5) Event Dates
a) Chequamegon Yo
b) Stubborn Mule Ad

mp — 6/13/15
ture Race — 6/27/15 (insurance on file)

nce on file) — held at “OQ”

Motion by Paulsen, ‘approvebo .e:véﬁts. Motion carried.

6) Register of Deeds Department

a) Replacement of ROD/Tax Lister position due to resignation — Chisser and Pleoger both stated that help is
needed in both departments due to resignation of employee. Money has been budgeted for 2015 for this
position. Motion by Paulsen, second by Pearson to forward request to Administrative Committee again, with
recommendation for approval to hire emp[oyee as soon as possible since funds are already budgeted. Motion

Land Records and County
:County work report — han

yor Department

-(on file with minutes)

-need for a full-time GIS position and that this position will be included in the
ormat|on Grant ($150 000) a new plan needs to be written.

8) Sawyer County
a) Tuscobia Trail & raft MOU is in the hands of the DNR and will be on agenda for July 2015.
b) Proposal to trade NWNW for NENE in Section 18, Township 41 North, Range 8 West — Information and
maps were handed out. * Motion by Pearson, second by Paulsen to recommend the trade contingent upon the
need for a survey and need to go through withdrawal and entry into the County Forest. Motion carried.




c) Recreational trail report: Peterson — everything going well, working on rehab/re-route of some single track
trails. Salvage timber sale at Hatchery Creek, should be done in next week depending on rain. Mrotek — using
some wood chips on trails for erosion.

d) County Forestry report (handout on file with minutes). Year-to-date reveni
budgeted revenue for 2015.

e) Replacement of position due to employee retirement — motion by Paulsen,
request for replacement (successor) to Administrative Committee with recommen
possible. Motion carried.

s $1,534,192 (93% of

econd by Zietlow to send
ition for approval as soon as

9) Sawyer County Zoning/Conservation Department
d) Sanitation Update — Eric Wellauer (handout on file with minutes).
a) County work report (copy on file with minutes).
b) Update on Strouf pit — all permits are up-to-date.
c) Special event permit — (copy on file with minutes) to be consid

NRCS Business
None

LCO Business
None

Review and Approve Monthly Vouchers Report
Motion by Pearson, second by Zietlow to approve the vouchers as presen :Motion carried.

Other matters for discussion only
None

Closed Session
Motion by Bisonette, second by Pearson at 9:30 A ,
Wisconsin Statutes, to review a proposed settlemel
reconvene into open session to announce or take
carried. :

Motion by Paulsen, second
Session are kept in a confid

ésed Sé.ssmn pursuant to sections 19.85(1)(g),
jation involving Sawyer County. The Committee may
on matters discussed in closed session. Motion

Adjourn

Motion by Paulsen, s otion carried. Meeting adjourned at 9:38 AM.

Delores Dobilas, Recorde



Sawyer CoUnty Position Description

Title: Deputy Register of Deeds II/Tax Lister lI

Reports to: Register of Deeds and Land Records Director

Purpose of Position:

The purpose of this position is to assist the Register of Deeds with compliance to Wisconsin State Statute
59.43, which requires counties to record all deeds, mortgages, maps, instruments and writings authorized
by law to be recorded and to provide assistance to the land Records Department and the Tax Lister as
established under the provisions of Wisconsin State Statute 59.72.

Essential Duties and Responsibilities

The duties and responsibilities described below are normal for this position. These are not to be construed-
as exclusive or all-inclusive. Other duties may be required and assigned.

Register of Deeds Il duties

Reviews documents submitted for recording either paper or electronic to ensure that all statutory
requirements are met. Completes rejection sheets for documents that are not recordable and mails
back to submitter. Records. scans, indexes, annotates, and verifies each document in computerized
document tracking system. Export images daily for land records office, assessors and title companies.
Files and indexes all vital records (marriages and death) records for Sawyer County, WI statues 69.01 &
69.07. Issues certified copies of birth records both from office paper records and Wisconsin Vital
Records website. When necessary, corresponds with State of Wisconsin, funeral homes, coroner,
other counties, clergy, veterans offices and hospitals regarding vital records. Prepares certified copies
of vital records WI statutes #69.21. Keeps all marriage and death records current, through corrections,
amendments and affidavits from the state. Maintains confidentiality regarding vital records including
Wisconsin Vital Records website and access to same.

e Maintain updated indexes of all condominiums and subdivision plats for distribution in this office,
other county offices and the public’s use.

e Files, indexes and issues certified copies of Military Discharge documents. WI statutes #69.05 &
69.07

¢ Files and indexes Federal Tax Liens and Releases. #59.43

e Records Lis Pendens. #59.43

Maintain updated information on the Register of Deeds page on the county web site.

Assists the public both in person and by phone, on a daily basis with inquiries regarding questions
relating to ownership of land, including instructions on use of office facilities and software, for land
research and obtaining copies. Directs the public to related links for the Department of Revenue, real
estate forms, applications to obtain vital records, and information lists of professionals in the Hayward
area (attorneys, appraisers, etc.). »

e Makes copies of real estate records for the public, as requested. Faxes or emails copies of
documents when requested. WI statues #59.43(2) Processes credit card information for copies,
vital records and recording fees. Refers the public to appropriate attorneys, appraisers,
surveyors or other county offices, when necessary.

e Assists the public in accessing office records to conduct genealogy searches for both vital
records and real estate documents.

e Checks accuracy on Wisconsin Real Estate Transfer Receipt forms, and is able to assist the
public with questions in completing the form online. At month end prepares transfer receipts and
monthly report for submission to County Treasurer and transfer to Department of Revenue.
Corresponds with Department of Revenue on Transfer Return issues.




Maintains records of all customer accounts and sends statements when appropriate. Prints monthly
mortgage reports for financial institutions. Bills monthly for Laredo users and images for title companies.
Runs approximately 10 reports monthly for auditors and office balancing.

Utilizes county tax information and maps to obtain necessary land parcel and tax identification
information, used on a daily basis.

Completes daily bookkeeping, statements and bank deposits. Assists Register with yearly budget report
and yearly inventory lists.

Compiles stores and destroys certain office records on a yearly basis per statutory records retention
schedule.

Performs other duties as required.

Tax Lister Il duties

Determine ownership of real estate from recorded documents.

Perform title research in the Register of Deeds. ,

Make ownership changes in the tax assessment database.

Enter new Parcel ldentification Number (PIN) for property divisions, Certified Survey lots and ownership
changes such as condominiums, along with the necessary name and address change.

Enter address changes received from the Assessors, Clerks, Treasurers, and the public.

Enter corrections to property owner’'s names, legal descriptions and history information when provided
with appropriate documentation from Assessors or other County Departments.

Assist the public with inquiries regarding land ownership and tax assessment.

Perform general office duties such as answering the phone, bookkeeping, making copies and scanning
and indexing documents and records.

Prepare miscellaneous reports to verify data entry.

Assist the Real Property Lister in the performance of related duties.

Performs other duties as required.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.
The requirements listed below are representative of the knowledge, skill, and/or ability required.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions.

EDUCATION AND EXPERIENCE:

Minimum qualifications: High school diploma or equivalent, together with a minimum of two (2) years’
experience working with windows-based software, required. Experience in, or ability to learn, legal
documents, maps, tax and assessment information is necessary.




ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES:
Experience and abilities necessary to perform thejob include, but are not limited to:

e Meticulous to detail and procedure for proper recording and filing of legal documents.

e Excellent communication skills and ability to establish and maintain effective working relationships to
serve and assist the public, abstractors, attorneys, assessors, surveyors, and government officials.

e Ability to read and understand legal descriptions, property records, legal documents, tax information
records, maps, and vital records; understanding title chains and interpreting land surveys..

» Excellent penmanship for writing and printing.

Ability to use personal computer for data entry and retrieval and for word processing, calculator,

copy machine, fax machine, telephone, and similar office equipment.

Mathematical abilities including percentages, fractions and decimals.

Ability to follow oral and written instructions.

Ability to maintain confidentiality.

Considerable knowledge of Wisconsin Administrative Code and Statutes related to functions of the

Register of Deeds office and Land Records Office.

PHYSICAL AND MENTAL ABILITIES REQUIRED TO PERFROM ESSENTIAL JOB FUNCTIONS

Language Ability and Interpersonal Communication
Ability to analyze data and information using established criteria in order to file and maintain computer

programs for Register of Deeds and Land Records. Ability to compare, count, differentiate, measure, copy,
record, and transcribe data and information. Ability to classify, computes, tabulates, and categorizes data.

Physical Requirements

Ability to operate a variety of office equipment including computer terminal, typewriter, telephone fax
machine, calculator/adding machine, and photocopier.

Ability to coordinate eyes, hands, feet and limbs in performing movements requiring moderate skill, such as
typing. Ability to sustain prolonged visual concentration.

Ability to exert light physical effort in sedentary to light work which may involve some lifting, carrying,
pushing, and pulling. _

Environmental Adaptability

Ability to work under safe and comfortable conditions where exposure to environmental factors such as
repetitive computer keyboard use poses a very limited risk of injury.

The physical demands described are representative of those that must be met in order for an individual to
perform all the functions of the position. Sawyer County will comply with the Americans with Disabilities Act
regarding reasonable accommodations which enable an otherwise qualified individual with a disability to
perform the essential functions of the position.

CLOSING STATEMENT:




This description has been prepared to assist in evaluating responsibilities, duties and skills of the position.
The duties listed above are intended as illustrations of the various types of work that may be performed.
The omission of specific statements of duties does not exclude them from the position if the work is similar,
related, or a logical assignment to the position. The job description does not constitute an employment
agreement between the County and employee and is subject to change by the County as the needs of the
County and the requirements of the position change.

The job description does not constitute an employment agreement between the employer and employee
and is subject to change by the employer as the needs of the employer and requirements of the job change.

Sawyer County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act,
the County will provide reasonable accommodations to qualified individuals with disabilities and encourages
both prospective and current employees to discuss potential accommodations with representatives of
Sawyer County.

Employees Signature Human Resources

Date Date




University of Wisconsin-Extension Northwest Regional Director Julie Keown-Bomar
introduced herself and discussed her fiscal and human res es role with the
Extension. Ms. Keown-Bomar reviewed the role and history of county extension offices
and addressed the current State of Wisconsin budget develoj nt and its effect on
county extension offices, including the option of consolidati some extension
services between counties.

University of Wisconsin-Extension 4-H Youth Development Agent Lori Laberee
requested approval to fill a one-half time Administrative Assistant position in the Sawyer
County University of Wisconsin-Extension Office left vacant due to a recent employee
resignation. Motion by Voight, 2" by Shuman, to recommend Admlnlstratlve Committee
and County Board approval of the request. Motion carried.

University of Wisconsin-Extension 4-H Youth. Develop_meht Agent Lori Laberee
requested approval to hire a former Sawyer County Uni\-{érSity of Wisconsin-Extension
Office employee to work 5 hours a week in the Extension Office to perform the duties of
the Administrative Assistant until the position is filled. Motion by Johnson, 2™ by
Shuman, to recommend Administrative Commlttee and County Board approval of the
request. Motion carried.

Hayward Lakes Visitor & Conven
presented a written report, including the
Governor’s fishing season opener in Sa_
room tax revenue was the '

irector Sherry Beckman

The Committee revig
which reflected an.i
in 2014.

"fe»monthly department expense vouchers. Motion by
pprove the vouchers. Motion carried.

The Committe (
Shuman, 2™ by Johns

Motion by Shuman, 2”"‘? nson, to adjourn the meeting. Motion carried.

wyer County Clerk Kris Mayberry









































































