
In accordance with the requirements of Title II of the Americans with Disabilities Act 
(ADA), the City of Neenah will not discriminate against qualified individuals with 

disabilities on the basis of disability in its services, programs, or activities.  If you need 
assistance, or reasonable accommodation in participating in this meeting or event due 

to a disability as defined under the ADA, please call the Clerk’s Office (920) 886-6100 or 
the City’s ADA Coordinator at (920) 886-6106 or e-mail attorney@ci.Neenah.wi.us 
at least 48 hours prior to the scheduled meeting or event to request an accommodation. 

CITY OF NEENAH 
FINANCE AND PERSONNEL COMMITTEE MEETING 

Monday, December 11, 2023–6:00 p.m. 
Hauser Room, Neenah City Administration Building 

211 Walnut Street, Neenah, Wisconsin 
 
 

NOTICE IS HEREBY GIVEN, pursuant to the requirements of Wis. Stats. Sec. 19.84, that a majority 
of the Neenah Common Council may be present at this meeting.  Common Council members may 

be present to gather information about a subject over which they have decision-making 
responsibility.  This constitutes a meeting of the Neenah Common Council and must be noticed as 

such.  The Council will follow the same agenda as the committee, but will not take any formal 
action at this meeting. 

 

 
AGENDA 

 
1. Public Appearances 

2. Approval of Minutes from the November 27, 2023 Regular Meeting (minutes can 
be found on the City’s website) 

3. New Position Request – Building Custodian (Attachments) (Kaiser) 

4. Refunds for Assessor Correction of Errors in 2023 (Attachments) (Rasmussen) 

5. October Vouchers (Attachments) (Rasmussen) 

6. Adjournment 

 

mailto:attorney@ci.Neenah.wi.us


Department of Public Works 
211 Walnut St.  P.O. Box 426  Neenah WI  54957-0426 

Phone 920-886-6241  e-mail: gkaiser@ci.neenah.wi.us 

GERRY KAISER, P.E. 
DIRECTOR OF PUBLIC WORKS 

 
 

M E M O R A N D U M  

DATE: December 6, 2023 

TO: Mayor Lang and Members of the Finance & Personnel Committee 

FROM: Gerry Kaiser, Director of Public Works 

RE: New Position Request – Building Custodian 

 
During the process of filling the Police Department’s Building Custodian position, staff discussed the 

benefits of adding a custodial position at city hall.  This position would provide additional flexibility for 

building maintenance since it would not only be available to handle general cleaning, construction and 

land maintenance duties around city hall but would be available to assist at the Neenah Public Library 

and Neenah Police Department when their staff need assistance or are absent. 

 
Funding for this position can be covered by reallocating 2024 operating budget line items.  That 

breakdown is shown on the attached table.  As the table shows, the position’s costs are offset by a mix 

of outside service reductions, the elimination of a temporary position at city hall and by funding a small 

portion of the position with Police Department budgeted salaries.  This approach is the same as the 

approach taken with the Building Manager’s salary, which has 5% covered by the Neenah Public Library 

budget.  Chief Olson has indicated that the Police Department also will have a cost savings in 2024 

salaries due to the retirement of their current building custodian. 

 
The proposed position description is attached.  This position would report to the Building Manager, who 
has been working directly with Library and Police Department on their maintenance issues.  The position 
is almost a mirror of the Building Custodian position at the Police Department, which the evaluation 
placed in a grade 7. 
 
Staff requests the creation of a Building Custodian position within the Municipal Building budget with an 
assigned grade of 7 and funded by the outlined adjustments to the 2024 operating budget. 
  



Custodian Cost Calculation     

      

Costs      

010-1801-709-0101 Grade 7, Step 61:  47,763    

010-1801-709-0110 Health Insurance2: 19,500    

010-1801-709-0111 Fringes (at 20%): 9,553    
Total:   76,816    
 

 
 

   

      
Budget Offsets      

      Starting Remaining  
    Budget Budget  
010-1801-709-0103 Temporary Wages -7,500 7,500 0 

010-1801-709-0236 Municipal Building Cleaning3 -42,000 48,000 6,000 

010-1801-709-0236 Municipal Building Bathroom Deep Clean4 -4,200 6,000 1,800 

010-2101-711-0101 Police Dept Wages for Building Manager5 -3,400 4,362,580 4,359,180 

010-2101-711-0101 Police Dept Wages for Custodian6 -2,400 4,359,180 4,356,780 

041-6205-952-0236 Training Center Cleaning7 -9,600 9,600 0 

044-7702-738-0219 Landscape Maint on City Hall N and W lots.8 -666 16,500 15,834 

044-7705-738-0236 Parking Ramp Cleaning9 -10,200 31,000 20,800 

Total:   -79,966      

      
Difference:   -3,150    

      

Note 1:  Assumed placement. Actual placement will depend on position evaluation and candidate qualifications. 

Note 2:  For budgeting purposes, the cost of health insurance divided by the number of employees.  

Note 3:  Cleaning service at $3500/mo City Hall.     

Note 4:  Service currently provided by Cintas.  Estimate based on $177/cleaning, 2 times per month.  

Note 5:  Assumes 5% of Bulding Manager annual wage using 2023 request.    

Note 6:  Assumes 5% of Custodian wages at $47,763.     

Note 7:  Cleaning service at $800/mo Training center/clinic.     

Note 8:  Service currently provided by Treeo's.  Estimate is based on 33% of 2023 charges.   

Note 9:  Cleaning service at $850/mo.     
 
 
 



 
City of Neenah  
Posifion Descripfion 

 

Posifion: Building Custodian Department: Public Works 

FLSA Status/Annual Hrs: Non-Exempt/1950 Grade: 7 

Reporfing Supervisor: City Building Manager Date: November 2023 

The City of Neenah is an Equal Opportunity Employer.  In compliance with the Americans with Disabilifies Act, the City will provide 

reasonable accommodafions to qualified individuals with disabilifies and encourages both prospecfive and current employees to 

discuss potenfial accommodafions with the employer.  

JOB SUMMARY: 

The purpose of this posifion is to perform and oversee the maintenance, updafing, and repair of the City Municipal 

building, employee clinic, public ramp, associated equipment, and grounds.  The work is performed under the direcfion 

of the City Building Manager.  

ESSENTIAL JOB DUTIES 

 Perform roufine building custodial and janitorial dufies. 

 Maintain building grounds by way of snow removal, lawn and landscaping maintenance, parking lot maintenance 
and repair, and pest control as needed.  

 Assess, diagnose, and maintain repairs related to mechanical, electrical, fire, and security systems within the 
building. 

 Upkeep the condifion of the facility by way of painfing, office remodels, general repairs, and some construcfion 
related projects.  

 Assist with building aesthefics with holiday displays, furniture placement, and other related dufies.  

 Coordinate recycling effort for the facility. 

 Order and maintain supplies relevant to custodial/janitorial needs. 

 Coordinate and accept material deliveries. 

 Provide input with relafion to building maintenance budget and capital improvement needs. 

 Work with City Building Manager to oversee contractors/vendors on maintenance/custodial related projects or 
repairs.  

 Assist with development and the maintenance of building maintenance specificafions and schedules. 

 Assist with maintaining maintenance records, reports, inventory, and operafion manuals. 

 Assist building custodian with other city facilifies during periods of absence or for larger projects as needed. 

 Respond to after-hours emergency repair work, snow removal, or other building needs in a fimely manner. 

 Assist the general public as needed. 

 Adhere to provided schedule and aftendance requirements. 

 Adhere to City and departmental policies and procedures. 

 Adhere to safety standard pracfices. 

EDUCATION AND EXPERIENCE: 

 High School diploma or equivalent 

 Valid Driver’s License 

 3 years technical training in building maintenance and; 

 3 years experience in building maintenance 

 Or a combinafion of training and experience 
 
 
 



KNOWLEDGE/SKILLS/ABILITIES: 

 Ability to process, calculate, compute, and/or tabulate data and/or informafion. 

 Ability to persuade, convince, influence, train, and monitor in favor of a desired outcome. 

 Ability to lead and direct in various situafions. 

 Ability to read and interpret various data sources 

 Ability to communicate orally and in wrifing. 

 Ability to problem solve and provide appropriate solufions to a variety of subjecfive criteria. 

 Knowledge of a variety of operafing systems relevant to building maintenance 

 Skill in the use of a variety of hand and power tools. 

 Skill in the use of a variety of small equipment such 

SUPERVISORY CONTROLS: 

 The City Building Manager assigns work in terms of general instrucfions.  The supervisor spot-checks completed 
work for compliance with procedures, accuracy, and the nature and propriety of the final results.  

GUIDELINES: 

 Guidelines include city policies and procedures, department standard operafing procedures, and OSHA safety 
standards.  These guidelines are generally clear and specific but may require some interpretafion in applicafion.  

COMPLEXITY: 

 The work consists of maintenance and custodial related dufies.  The variety of projects add to the complexity of 
the posifion. 

PERSONAL CONTACTS: 

 Contacts are typically with contractors, co-workers, other city personnel, cifizens, and the general public 

PURPOSE OF CONTACTS: 

 Contacts are typically to give or exchange informafion, to resolve problems, and to provide services 

PHYSICAL REQUIREMENTS: 

The physical demands described here are representafive of those that must be met by an employee to successfully 
perform the essenfial funcfions of this job. Reasonable accommodafions may be made to enable individuals with 
disabilifies to perform the essenfial funcfions. 

 Ability to alternate between sifting, standing, bending, stooping, crawling, lifting, pushing, pulling, twisfing, 
climbing, balancing, and walking.  

 Ability to recognize and idenfify similarifies or differences between characterisfics of colors, shapes, textures, and 
sounds associated with job-related objects, materials, and tasks.  

 Ability to lift 50 pounds regularly, up to 75 pounds on occasion, push/pull objects up to 150 pounds without 
wheels, and push/pull objects up to 400 pounds on wheels.  

 Ability to work safely in small spaces or on uneven terrain. 

 Ability to operate various forms of equipment for extended periods of fime. 

 Ability to climb stairs and ladders while carrying up to 40 pounds. 

 Ability to work in extreme weather condifions 

WORK ENVIRONMENT 

The work environment characterisfics described here are representafive of those an employee encounters while 
performing the essenfial funcfions of this job. Reasonable accommodafions may be made to enable individuals with 
disabilifies to perform the essenfial funcfions. 

 The work is performed in both indoor and outdoor environments 

 Moderate exposure to loud noises or equipment 

 Moderate travel to various job sites exists. 

SUPERVISORY AND MANAGEMENT RESPONSIBILITY: 

 None 
To perform this job successfully, an individual must be able to perform each essential job function satisfactorily. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential job functions herein described. Since every duty connected with this position may not be described herein, 
employees may be required to perform duties not specifically spelled out in the job description, but which may be reasonably considered to be incidental in the 
performing of their duties just as though they were actually written out in the job description sheet.  AT ANY TIME, AN EMPLOYEE MAY BE ASKED TO ASSIST ANOTHER 
DEPARTMENT WHERE NEEDED AND IN PERIODS OF DOWN TIME. 

 



 

 
                
 

M E M O R A N D U M 
                
 

DATE:  December 6, 2023 
 
TO: Chairman Erickson, Members of the Finance and Personnel Committee, City Council Members 
 
FROM: David C. Rashid, City Attorney 
 
RE:  Refunds for Assessor Correction of Errors 2023  
                
 

DESCRIPTION OF BASIS FOR REFUND 

This memo deals with two personal property files and one real estate property file that are subject to refunds 
due to palpable errors discovered during open book this year. The errors found this year also affected last 
year's assessment. Pursuant to the authority found at Wis. Stat. §70.43, the assessor may correct the error, 
report the error to the Board of Review and if approved by the board, the taxpayer is eligible for either a refund, 
if the error resulted in a decrease in assessed value, or additional tax if the error involved an increase in 
assessed value. 

 

Astar/Cardinal Capital Management:  Astar/Cardinal Capital Management was the property management 
company for WHPC Dominium, owner of low-income apartment located at 210 Haylett St. Astar/Cardinal did not 
file a Statement of Personal Property for tax year 2022.  Assuming they were still managing the property for 
2023, Astar/Cardinal was doomaged based on their filing for 2021.  In February 2023, it was learned that WHPC 
Dominium took over managing the property, thus Astar did not own the personal property on January 1, 2022.  
WHPC Dominium is an exempt entity resulting in their personal property being exempt and should not have been 
assessed for 2022. 
 
This is a palpable error - 74.33(1)(c) property is exempt from taxation – which can be corrected for the prior year.   
It is appropriate to process the chargeback associated with this palpable error.  
 
 
Void Technologies Limited:  VOID Technologies Limited has operated a Research & Development facility in 
Neenah since 2019. Department of Revenue does not assess this company as a manufacturer. 
 
During discussions with the Chief Financial Officer (CFO) it was learned that their tax preparation company 
reported their machinery as personal property prior to 2023.  As of the 2018 assessment year, these assets 
(machinery) are exempt personal property per Wis Stats 70.111(27)(b) and should not have been assessed.  
 
VOID Technologies paid their 2022 tax bill in full and on time (1/20/2023) 
 
This is a palpable error - 74.33(1)(c) property is exempt from taxation – which can be corrected for the prior year 
(i.e., 2022).   It is appropriate to process the refund. (approx. $35,000) associated with this palpable error. 
 

Dept. of Legal & Administrative Services 
Office of the City Attorney 

211 Walnut St.P.O. Box 426Neenah WI   54957-0426 

Phone 920-886-6106Fax 920-886-6109 
e-mail drashid@neenahwi.gov 

DAVID C. RASHID, CITY ATTORNEY 



City of Neenah 
Office of the City Attorney 
Refunds for Assessor Correction of Errors 
December 6, 2023  
Page 2 of 2 
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715 Wilderness Court:  A discrepancy between the assessed square footage and the actual square footage 
was brought to the homeowner’s attention by their insurance agent. The assessment record showed a finished 
attic.  As a result of an onsite visit, the assessor determined that the attic was not finished.   
 
This is a palpable error under Wis. Stat. §74.33(1)(b) improvements which did not exist – which can be corrected 
for the prior year.  It is appropriate to process the refund associated with this palpable error. 
 

STATUTORY CLAIM REQUIREMENTS 

Under Wis. Stat. §70.43, the Assessor is empowered to make corrections to the tax roll and relay those corrections 
to the Board of Review. The assessor in this case did make the corrections of tax-exempt property for 
Astar/Cardinal Capital Management and Void Technologies Limited.  The assessor also made corrections by 
removing improvements that had not been done for the 715 Wilderness Court property.  These errors and 
corrections were reported to the Board of Review. The Board of Review approved those changes referring the 
refunds to the Council for approval as provided by statute. Based on the revised values and the tax rate for 2022, 
Aster/Cardinal Capital Management is entitled to a refund of $149.01, Void Technologies is entitled to a refund of 
$35,349.25 and the property owners at 715 Wilderness Court are entitled to a refund of $703.08 Said amounts 
were calculated by the Finance Director. 

 
 
An appropriate motions would be to recommend Council approve the 2023 palpable errors found and 
corrected by the Assessors as reported to and approved by the Board of Review.  
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