
City of Portage 
Human Resources Committee Meeting 
Tuesday, October 11, 2016, 6:00 p.m. 

Municipal Building, Conference Room One 
Agenda 

 
Members: Rick Dodd, Chairperson, Dennis Nachreiner, Jeff Montfort, Martin 
Havlovic, Doug Klapper, Rita Maass 
 
1. Roll call 
 
2. Approval of minutes from the September 13, 2016 meeting. 
 
3. Discussion and possible recommendation on Proposals Received for 2017 

Classification and Compensation Study. 
 
4. Adjourn to Closed Session per Chap. 19.85(1)(e) to Discuss proposed Side 

Letter of Agreement to 2016-2018 WPPA Collective Bargaining Unit Contract. 
 
5. Return to Open Session 
 
6. Discussion and possible recommendation on Proposed Side Letter of 

Agreement to 2016-2018 WPPA Collective Bargaining Unit Contract. 
 
7. Discussion on Scheduling City Administrator’s Performance Evaluation 
 
8. Adjournment 
 

The meeting location is handicap accessible.  If you need reasonable 
accommodations due to a disability, please contact the City Clerk at 608-742-2176 
no later than 48 hours prior to the meeting 
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City of Portage 
Human Resources Committee Meeting 

Tuesday, September 13, 2016, 6:00 p.m.  
Municipal Building, Conference Room One 

Minutes 
 
Members Present: Rick Dodd, Chairperson, Marty Havlovic, Rita Maass, Jeff Monfort 
& Dennis Nachreiner.   
 
Excused: Doug Klapper  
 
Also Present:  City Administrator Shawn Murphy, Administrative Assistant Angela 
Clemmons 
 
Media Present: Bill Welsh, CATV & Craig Sauer, PDR 

1. Roll call 
The meeting was called to order at 6:07 pm by Mayor Dodd.  

 
2. Approval of minutes from the July 12, 2016 meeting. 

Motion by Maass, second by Monfort to approve minutes from the July 12, 2016 
meeting.  Motion carried 4–0 with Nachreiner abstaining.  
 

3. Discussion and possible recommendation on 2017 non-represented 
employees cost of living adjustment. 
Shawn Murphy distributed and reviewed his 9/8/16 memorandum summarizing his 
proposed cost of living adjustment for non-represented employees.  In order to 
attract and retain quality employees Murphy recommended a 1.5% cost of living 
increase or Market Adjustment for non-represented compensation as of the 1st pay 
period in 2017.  Nachreiner asked if it will affect the overall budget and Murphy 
stated it will fall within increase parameters.  Monfort stated he was in favor of the 
1.5% in order to stay competitive.  Dodd said that he was in favor of 1% and not 
1.5% due to additional opportunities for merit increases. Maass inquired whether 
there was enough in the budget to include the former Teamster employees.  Murphy  
indicated this would apply to those employees as well.  Nachreiner asked if most 
people are eligible for merit raises.  Murphy replied that all non-represented 
employees are eligible, but the department head approves.  Nachreiner then stated 
he supports a 1% increase. Maass asked if former Teamsters would be eligible for 
merit raises.  Murphy said that annual evaluations will need to be completed in 2017 
and their performance considered for merit adjustments in 2018. 
 
Motion by Nachreiner to increase pay 1% for all non-represented employees, 
second by Havlovic. Motion carried 4 – 1 with Maass voting no. 
 

4. Convene to Closed Session per Chap. 19.85(1)(c), Wis. Stats. to review 
proposed classification of selected employees. 
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Motion by Maass, 2nd by Nachreiner to convene to closed session pursuant to 
Wisconsin State Statutes 19.85(1)(c) to review proposed classification of selected 
employees. Motion carried unanimously on call of roll at 6:24 pm.  
 

5. Return to Open Session. 
Motion by Havlovic, 2nd by Maass to return to open session. Motion carried 
unanimously on call of the roll at 6:43 pm. 

 
6. Discussion and possible recommendation on proposed classifications of 

Teamster employees in 2017. 
Motion by Dodd to Council that Teamster employees be brought into non-
represented pay ranges per Murphy’s proposal (shown below) with the condition that 
hire rate and all current wage levels not to be below current hourly rate as listed in 
the 2016 Teamster agreement, second by Nachreiner.  Motion carried unanimously 
on call of roll. 
  

9/12/2016 Number of Expiring Proposed Proposed 
Position Employees Rate(2016) 2017 Rate* Classification

MS Crewperson 8 $21.47 - $22.41 $21.47 - $31.13 4
Mechanic 1 $22.64 - $23.68 $21.47 - $31.13 4
Asst Mechanic 1 $22.12 - $23.05 $21.47 - $31.13 4
Building & Grounds 1 $17.46 - $17.97 $17.79 - $26.20 3
City Hall Custodian 1 $21.47 - $22.41 $17.79 - $26.20 3
Sewer Operator 3 $23.07 - $24.07 $21.47 - $31.13 4
Water Operator 3 $23.07 - $24.07 $21.47 - $31.13 4

*Hire rate not less than rate in expired 2016 Teamster Contract, plus COLA  
7. Adjournment 

Motion by Nachreiner, second by Maass to adjourn the meeting at 6:47 pm.  Motion 
carried unanimously. 

 
 
Submitted by Angela Clemmons, Administrative Assistant 
 
 
Date Approved:  ________________ 
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REQUEST FOR PROPOSALS 
 

City of Portage, WI 
Compensation/Classification Study 

For  
Selected Personnel 

 
Release Date: August 23, 2016 

Due: September 9, 2016 

 
Submit Sealed Proposals to: 

Marie A. Moe, City Clerk 
City of Portage 

115 W. Pleasant Street 
Portage, WI 53901 

Marie.Moe@portagewi.gov 
Phone: 608-742-2176 

Fax: 608-742-8623 

mailto:Marie.Moe@portagewi.gov
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REQUEST FOR PROPOSAL 

Compensation & Classification Study – Selected Employees 

I. INTRODUCTION/PURPOSE  

The City of Portage, WI (City) is seeking proposals from qualified consultants to conduct 
a partial compensation and classification study of selected non-represented full-time 
employees for the City for the purpose of delivering a report to the Common Council in 
2017. The purpose of the study is to evaluate the City’s present salary and benefit 
structure as compared to the job market for comparable positions in the private and 
public sectors. This Request for Proposals will assist the City in determining which 
consultant or firm can offer the highest quality service at the most cost effective means. 
The selected consultant’s remuneration will be included in the 2017 City Budget. 
Interested firms may submit a proposal to Marie A. Moe, City Clerk no later than 2:00 
PM on Friday, September 9, 2016. Proposals shall be submitted in sealed packages 
labeled “RFP – Compensation Study”. 

II. SCOPE OF SERVICES 

The City is interested in obtaining the services of one or more qualified individuals or 
companies to provide the evaluation however, the City reserves the right accept any 
proposal that is in the best interest of the City or reject any or all proposals or to retain 
services from other individuals or companies for related projects/services at any time. 

Project completion is negotiable; however a final report for review is expected no later 
than April 30, 2017. 
 
Specifically, the selected consultant or firm shall provide the following: 
 

1. Review current job classifications and position descriptions, evaluate and 
validate for knowledge, skills, abilities, essential functions, 
education/experience, supervision received and any licensing/certification 
requirements for positions in Administration, Clerical, Engineering, Public Safety 
and Public Works(custodial, parks, streets and utilities) areas. 

 
2. Conduct interviews with employees and supervisors as needed. 
 
3. Identify appropriate benchmarking standards and conduct salary/wage surveys 

as needed for similar position with comparable municipalities and businesses.  
 
4. Evaluate and comment on the quality, cost and level of City’s employee 

benefits. 
 
5. Conduct overall review of total compensation system, identify potential pay 

compression and inequities internally and externally and provide 
recommendations to address. Also evaluate administration of current system 



 

8/11/16   3 

 

and provide recommendations for improvement. 
 
6. Employees currently in Teamsters Local No. 695 did not recertify as of 

1/1/2017. Evaluate proposed classifications for affected positions and validate 
or recommend changes. 

III. COMMUNITY & DEPARTMENT PROFILE SUBJECT TO STUDY 

Portage, Wisconsin (established 1854) is the County seat for Columbia County with an 
estimated population of 10,238 (2015). The City covers approximately 10 square miles 
and has 86 FTE employees, 47 of which shall be included in this study. The City is a 
municipal corporation managed under the Council/City Administrator form of 
government. The appointed City Administrator oversees the operations of 9 

departments. Due in large part to the economic downturn of 2008, the City experienced 
a significant decline in property values that has only recently began to rebound. Annual 
budgets (and therefore staffing levels and compensation) have remained stagnant. It 
was felt that an evaluation of the level of compensation for selected positions was 
warranted to insure the City attracts and retains high quality employees. 
 
The following functional areas are subject to this study: 
 
A. Administration (8 positions): Located in the Municipal Building, City Administration is 
comprised of 7.15 full-time employees, including the City Administrator, City Clerk, 
Finance Director, Deputy Clerk, Deputy Treasurer(also serves as Public Works 
Secretary), Administrative Assistant, Business Development/Planning Director-located 
at 1800 Kutzke Rd (Enterprise Center) and Court Clerk. Administrative Services 
comprises the collective management and support activities for the City. 
 
B. Fire (2 positions): Located in the Municipal Building, the Fire Department has 2 full-
time non-represented staff: Fire Chief and Secretary (80%-shared with Administration). 
The Department has 5 full-time, represented employees and authorization for up to 40 
paid, on-call fire fighters which are not subject to this evaluation.  
 
C. Parks & Recreation (5 positions): The Parks & Recreation (P&R) Department is 
located in 2 separate locations with full-time Manager and full-time Secretary located at 
806 Silver Lake Drive. 2 full-time maintenance crewpersons and 1 Park Foreman 
located in the Maintenance Garage on Fair Blvd are members of the collective 

bargaining agreement expiring 12/31/2016. The P&R Dept employs a variety of 
seasonal employees which will are not subject to this study. 
 
D. Police (8 positions): Located in the Municipal Building, the Police Dept consists of the 
following full-time non-represented personnel: Chief, Detective Lieutenant, 
Administrative Lieutenant, Patrol Lieutenant, 2 Community Service Officers and 2 
Confidential Secretaries. The Department has 19 full-time represented personnel which 
are not part of this study. 
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E. Public Works/Engineering (14 positions): The Public Works Department is located in 
a garage facility at 616 Washington Street and consists of the following full-time 
personnel that are subject to the Teamsters Local No 695 agreement expiring 12/31/16: 
1 Public Works Forman, 6 Crewpersons and 2 Mechanics, all of whom are supervised 
by 1 Public Works Superintendent (non-represented). There are also 2 custodial 
staff(represented) that maintain 4 buildings. The City Engineer/Public Works Director 
and an Engineering Technician are located in the Municipal Building.  
 
F. Utilities (10 positions):  The wastewater and water utilities have a total of 10 
employees operating out of 3 separate locations. The Wastewater (Sewer) utility has 4 
full-time staff stationed at the treatment facility, located at 1600 E Wisconsin St 
consisting of 3 operators(represented through 12/31/16) and one Superintendent. The 
Water utility has 3 operators(represented through 12/31/16) operating out of a 

maintenance facility at 701 W. Slifer Street under supervision of one Superintendent 
and 1.75 non-represented Account/Billing Clerks located at the Utility office, 135 
Northridge Drive. Additionally, the Water Utility Superintendent (non-represented) has 
an office at 135 Northridge Drive. 

 

IV. MINIMUM RFP SUBMITTAL REQUIREMENTS 

 
The proposing firm must not be affiliated with any software company that sells, 
develops, advises or implements specific software projects.  The firm must be 
independent and unbiased. Proposals shall be valid through October 31, 2016. 

 

Six (6) copies of the complete proposal (no more than 10 pages in length) are required 

and shall include: 

1. Name, address and brief description of the business entity. This may include a 

brochure about the firm. 

2. Qualifications to undertake the City’s needs. If the firm intends to use other firms 

for specialized services associated with the list of services described in this RFP, 

the qualifications must include information on the other firms to be used.  

3. A list of similar projects completed by the firm that demonstrates the firm’s 

capabilities working with other municipalities. The list should include the name, 

address, and telephone number for each client.  

4. Profiles of key personnel to be involved in the design of this project.  

5. Statement of current workload and demonstration that the firm is capable of 

taking on additional work. 

6. A schedule of fees keyed to each component of the scope of services. The fees 

for this project shall be lump sum for each component of the project. Include 

hourly rate schedule for all personnel who will work on this project.  Note that the 

City may conclude the project at the end of any phase. 

7. A one page Executive Summary and any additional information that is believed to 

be useful in the evaluation of the firm’s qualifications. 
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V. SELECTION PROCESS 

Proposals will be evaluated and the firms judged by designated City officials to be most 
appropriately qualified may be interviewed. The selection will be based on qualifications, 
experience, and fees. Cost is one of several evaluation criteria; the City may choose not 
to select the proposal with the lowest cost.  The project is solely funded by the City of 
Portage. No reimbursement will be made for costs incurred during 
preparation/presentation of the proposal. 

 

Qualifications Evaluation 

Selection criteria will be the based upon the following: (10 BEING THE HIGHEST) 

 Item Rating 
 

 Weight 

% 

 Total 

1) Firm’s history and resource 

capability to perform required 

services. 

  

X 

 
20% 

 

= 

 

2) Related Firm experience.  X 10% =  

3) Qualifications of staff and 

consultants. 

 X 10% =  

4) Quality and content of references 

included. 

 X  
10% 

=  

5) How creative was this submittal?  

Was it prepared specifically for our 

purpose? 

  
X 

 
15% 

=  

6) Completeness and professionalism 

of information submitted. 

  
X 

 
10% 

=  

7) Fees for services and any 

reimbursable. 

 X 25% =  

 Total Score   100%   

 

The City of Portage reserves the right to accept or reject any or all proposals or select 

the proposal that it deems to be in the best interests of the City.  
 
Tentative Selection Process Schedule 

Proposals Due:  Friday, September 9, 2016 at 2:00 PM 
Interviews:  TBD 
Firm Selection:  September 22, 2017 
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VI. AMENDMENTS, ADDENDA OR QUESTIONS 
 

The City of Portage reserves the right to modify or issue amendments to this RFP. If 
questions result in the modification of this RFP, the written modifications will be 
distributed to known proposers, or anyone who has indicated an interest in writing a 
proposal. 

 

Questions of this RFP should be directed to:  Shawn Murphy, City Administrator, (608) 742-

2176, Ext 324 or email at shawn.murphy@portagewi.gov.  All questions, requests for 
interpretations or corrections of this RFP must be received by August 31, 2016.  
Proposers interested in receiving any proposal addenda shall provide an email address 
to the City Administrator by no later than August 29, 2016. 

 
VII. INSURANCE REQUIREMENTS 
 
Consultants who are awarded a contract shall be expected to provide proof of insurance 
coverage naming the City of Portage as additional insured. Proof of insurance shall 
include liability coverage - Occurrence Form in the following limits: 

 
~Vehicle Liability (owned/un-owned & hired vehicles) Bodily Injury & 
  Property Damage:        $1,000,000 
~Personal & Advertising Injury      $1,000,000 
~Professional Liability (E & O)      $1,000,000 

 
VIII. WITHDRAWAL OF PROPOSALS 

 

Proposals may be withdrawn by the proposer provided a written request is received by 
the City Clerk before the proposal opening date and time has passed.  Any proposal 
withdrawn will be returned, unopened, to the proposer after the opening process has 
been completed. 
 

mailto:shawn.murphy@portagewi.gov
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