
Common Council

City of Appleton

Meeting Agenda - Final-revised

100 North Appleton Street 

Appleton, WI  54911-4799

www.appleton.org

Council Chambers7:00 PMWednesday, August 5, 2020

A. CALL TO ORDER

B. INVOCATION

C. PLEDGE OF ALLEGIANCE TO THE FLAG

D. ROLL CALL OF ALDERPERSONS

E. ROLL CALL OF OFFICERS AND DEPARTMENT HEADS

F. APPROVAL OF PREVIOUS COUNCIL MEETING MINUTES

20-0996 Common Council Meeting Minutes of July 15, 2020

 

CC Minutes 7-15-2020.pdfAttachments:

G. BUSINESS PRESENTED BY THE MAYOR

20-0997 Women's Equality and 19th Amendment Centennial Celebration Day 

Proclamation

 

20-0998 Previously Presented Proclamations:

-Children's Week Proclamation

-ADA Anniversary Proclamation

-Face Coverings Proclamation

 

Children's Week Proclamation.pdf

ADA Anniversary Proclamation.pdf

Face Coverings Proclamation.pdf

Attachments:

20-0999 COVID-19 Update

 

COVID -19 Council Meeting (006).pdfAttachments:

H. PUBLIC PARTICIPATION
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I. PUBLIC HEARINGS

J. SPECIAL RESOLUTIONS

K. ESTABLISH ORDER OF THE DAY

L. COMMITTEE REPORTS

1. MINUTES OF THE MUNICIPAL SERVICES COMMITTEE

20-0924 Request from Park Central for a Street Occupancy Permit for balconies to 

extend into the alley right-of-way 5'-8" with the minimum clearance of 14 

feet at 318 W College Avenue.

 

318 W College Ave-Street Occupancy Permit.pdfAttachments:

Legislative History 

7/20/20 Municipal Services 

Committee

recommended for approval

20-0925 Request from Friends of Hearthstone, Inc. to Vinyl wrap the traffic control 

box at the corner of S. Memorial Drive and W. Prospect Avenue be 

approved subject to the conditions outlined by the Appleton Public Art 

Committee.

 

Friends of Hearthstone-Vinyl wrap traffic control box.pdfAttachments:

Legislative History 

7/20/20 Municipal Services 

Committee

recommended for approval

20-0926 Approve State/Municipal Agreement for the design and construction of the 

Olde Oneida Street Bridge over the Power Canal.

 

Agreement-Olde Oneida St Bridge.pdfAttachments:

Legislative History 

7/20/20 Municipal Services 

Committee

recommended for approval

20-0927 Request from Jason Bruehl, 2907 E. Rail Road, for a variance to Municipal 

Code 19-91(f)(3) to extend driveway 15 feet.

 

2907 E Rail Road-driveway variance.pdfAttachments:

Legislative History 

7/20/20 Municipal Services 

Committee

recommended for approval
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20-0928 Request from The Marigold Mile to expand their Street Occupancy permit 

to install a 2nd sign at a 45 degree angle from the existing sign at the 

corner of S. Oneida Street and S. Olde Oneida Street.

 

Marigold Mild-Street Occupancy Permit.pdfAttachments:

Legislative History 

7/20/20 Municipal Services 

Committee

recommended for approval

20-0929 Request from Jaymie Holtz to have the $50 Weed Administration Fee waived 

for 3522 N. Mariah Lane.

3522 N Mariah Lane-Weed Admin. Fee waived.pdfAttachments:

Legislative History 

7/20/20 Municipal Services 

Committee

recommended for denial

20-0959 Approve the installation of STOP signs on Boyd Court at Plank Road.

 

Boyd  Plank (uncontrolled-to-stop) (003).pdfAttachments:

Legislative History 

7/20/20 Municipal Services 

Committee

recommended for approval

20-0960 Approve the installation of STOP signs on Esther Street at Christine Street.

 

Christine-Esther intersection.pdfAttachments:

Legislative History 

7/20/20 Municipal Services 

Committee

recommended for approval

20-0961 Approve the installation of YIELD signs on Woodland Avenue at Kenilworth 

Avenue/Woodland Court.

 

Kenilworth  Woodland (uncontrolled-to-yield).pdfAttachments:

Legislative History 

7/20/20 Municipal Services 

Committee

recommended for approval

2. MINUTES OF THE SAFETY AND LICENSING COMMITTEE

20-0326 Recommended Denial of Class "B" Beer License application for Nusara 

Yang d/b/a Jai Sung Mah Pool Club, located at 122 W Wisconsin Ave.

Jai Sung Mah Pool Club.pdf

Nusara Yang_denial_LtMiller.pdf

Attachments:

Legislative History 
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7/22/20 Safety and Licensing 

Committee

recommended for approval

20-0915 Salvage Dealer License application for Mr C's Motorcycles, LLC, Janet 

Ristau, Applicant, located at 724 S Outagamie St, contingent upon 

approval from all departments.

Mr C's Motorcycles LLC S&L.pdfAttachments:

Legislative History 

7/22/20 Safety and Licensing 

Committee

recommended for approval

20-0916 Class "B" Beer and "Class C" Wine License application for WAAM 

Enterprises LLC d/b/a Acoca, William J Wetzel Jr, Agent, located at 

500-502 W College Ave, contingent upon approval from all departments.

Acoca.pdfAttachments:

Legislative History 

7/22/20 Safety and Licensing 

Committee

recommended for approval

20-0917 Class "A" Beer License Change of Agent application for Kwik Trip Inc 

d/b/a Kwik Trip #181, Jennifer L Lundt, NEW Agent, located at 730 E 

Wisconsin Ave, contingent upon approval from the Police Department.

Jennifer L Lundt S&L.pdfAttachments:

Legislative History 

7/22/20 Safety and Licensing 

Committee

recommended for approval

20-0956 Commercial Quadricycle license renewal application for The Social 

Station, LLC.

 

The Social Station- Chris Burns.pdfAttachments:

Legislative History 

7/22/20 Safety and Licensing 

Committee

recommended for approval

3. MINUTES OF THE CITY PLAN COMMISSION

4. MINUTES OF THE PARKS AND RECREATION COMMITTEE

5. MINUTES OF THE FINANCE COMMITTEE
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20-0973 Request to award Unit L-20 Bridge Maintenance to Lunda Construction in 

the amount of $152,045 with a 4.6% contingency of $6,955 for a project 

total not to exceed $159,000

 

Award of Contract Unit L-20.pdfAttachments:

6. MINUTES OF THE COMMUNITY AND ECONOMIC DEVELOPMENT COMMITTEE

20-0784 Request to waive the City's repurchase rights for Tax Id #31-1-6510-51, 

Lot 1 of CSM 7369, in the Northeast Business Park, allowing the transfer 

from Fox Valley Investment Properties, LLC to Luther Group, LLC and/or 

assigns; this waiver is not transferable, survivable, or assignable and the 

City's repurchase rights remain on the property.  An additional variance 

request to the Declaration of Covenants and Restrictions be granted 

allowing access to Evergreen Drive as described in section 12 of the 

attached site plan review letter dated July 15, 2020.

NEBP Lot 1 of CSM 7369 Waiver Memo_7-22-20.pdf

Variance Request Letter_Luther Group_07152020.pdf

Purchase and Sale Agreement_SE Evergreen & Lightning Parcel.pdf

Site Plan #16-20_1st Review Letter_7-15-20.pdf

CSM7369.pdf

NEBP #2 Covenants.pdf

FV MOB Exterior Rendering_2020_0630.pdf

FV MOB Site Plan_2020_0630.pdf

Attachments:

Legislative History 

7/22/20 Community & Economic 

Development Committee

recommended for approval

20-0920 Request to approve the Coordinated Entry System Policies and 

Procedures Manual

Memo to CEDC Seeking Coord Entry Policies Approval_7-22-20.pdf

Coordinated Entry System Policies and Procedures_Draft.pdf

Attachments:

Legislative History 

7/22/20 Community & Economic 

Development Committee

recommended for approval

20-0921 Request to approve the Motel Voucher Program Policies and Procedures

Memo to CEDC Seeking Motel Voucher Policies Approval_7-22-20.pdf

Motel Voucher Program Policies and Procedures_Draft.pdf

Attachments:

Legislative History 

7/22/20 Community & Economic 

Development Committee

recommended for approval
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20-0945 **CRITICAL TIMING** Request to approve the Offer to Purchase from 

Security-Luebke Roofing, Inc., and/or its assigns, to purchase the 

easternmost 30 feet of Lot 6, Southpoint Commerce Park Plat No. 1, 

comprised of approximately 12,598 square feet, at a purchase price of 

$13,731.82 ($40,000 per acre)

OTP Security Luebke Roofing Memo_7-22-20.pdf

Offer to Purchase_Security Luebke Roofing_Part of Lot 6 Southpoint_7-16-20.pdf

Southpoint Available Parcels11-15-19.pdf

SPCP Deed Restrictions.pdf

Attachments:

Legislative History 

7/22/20 Community & Economic 

Development Committee

recommended for approval

7. MINUTES OF THE UTILITIES COMMITTEE

20-0933 Request to award three-year contract for City Service invoice printing and 

mailing services to Primadata LLC.

 

Memo Invoice Printing Contract.pdfAttachments:

Legislative History 

7/21/20 Utilities Committee recommended for approval
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20-0935 Request Approval of the Electronic Compliance Maintenance Annual 

Report (eCMAR) for 2019 and Request the following Resolution be 

presented to the Common Council for approval:

Whereas, the City of Appleton has successfully been operating a biosolids 

compost program in cooperation with the Outagamie Department of Solid 

Waste; and

Whereas, Outagamie County has committed to continue to allowing 

biosolids composting on over five acres of County property; and

Whereas, the City of Appleton had applied for and now has been re-issued 

a Wisconsin Pollution Discharge Elimination System (WPDES) permit; 

and 

Whereas, the WPDES permit application requested and the facility was 

approved for a biosolids compost program and outfall; and

Whereas, the City of Appleton now meets requirements of NR 204 for 

biosolids storage due to the reissuance of the WPDES permit as of April 

1, 2017;

Now, therefore, be it resolved by the City Council that the City of Appleton:

Article 1.  Continues supporting the current biosolids compost program

Article 2.  Continue planning for long term biosolids solutions, such as 

biosolids composting as the County site is limited to the next two years. 

 

2019 eCMAR Final Council Memo_.pdf

2019 eCMAR Final.pdf

Attachments:

Legislative History 

7/21/20 Utilities Committee recommended for approval

20-0951 Approve amending temporary Ordinance 94-20 extending the suspension 

of Sewer Service, Stormwater Utility, and Solid Waste Collection late 

charges to November 16, 2020 as recommended by staff.

 

Late Fee COVID-19 Waiver Memo and Proposed Amendment.pdfAttachments:

Legislative History 

7/21/20 Utilities Committee recommended for approval

8. MINUTES OF THE HUMAN RESOURCES & INFORMATION TECHNOLOGY 

COMMITTEE
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9. MINUTES OF THE FOX CITIES TRANSIT COMMISSION

10. MINUTES OF THE BOARD OF HEALTH

M. CONSOLIDATED ACTION ITEMS

N. ITEMS HELD

O. ORDINANCES

20-0974 Ordinance 94-20

AMEND094.pdfAttachments:

P. LICENSE APPLICATIONS AND COMMUNICATIONS REFERRED TO 

COMMITTEES OF JURISDICTION

Q. RESOLUTIONS SUBMITTED BY ALDERPERSONS REFERRED TO COMMITTEES 

OF JURISDICTION

R. OTHER COUNCIL BUSINESS

S. ADJOURN

Kami Lynch, City Clerk

Reasonable accommodations for persons with disabilities will be made upon request and 

if feasible.
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100 North Appleton Street 

Appleton, WI  54911-4799

www.appleton.org

City of Appleton

Meeting Minutes - Final

Common Council

7:00 PM Council ChambersWednesday, July 15, 2020

CALL TO ORDERA.

The meeting was called to order by Mayor Woodford at 7:00 pm

INVOCATIONB.

The invocation was offered by Alderperson Siebers

PLEDGE OF ALLEGIANCE TO THE FLAGC.

ROLL CALL OF ALDERPERSONSD.

Alderperson William Siebers, Alderperson Vered Meltzer, Alderperson Brad 

Firkus, Alderperson Joe Martin, Alderperson Katie Van Zeeland, 

Alderperson Denise Fenton, Alderperson Maiyoua Thao, Alderperson 

Matthew Reed, Alderperson Alex Schultz, Alderperson Mike Smith, 

Alderperson Nate Wolff, Alderperson Kyle Lobner, Alderperson Joe 

Prohaska, Alderperson Corey Otis and Mayor Jake Woodford

Present: 15 - 

Alderperson Patti CoenenAbsent: 1 - 

ROLL CALL OF OFFICERS AND DEPARTMENT HEADSE.

City Attorney Behrens, Deputy City Attorney Abshire, City Clerk Lynch, Director of 

Community & Economic Development Harkness, Director of Finance Saucerman, Fire 

Chief Hansen, Health Officer Eggebrecht, Director of Human Resources Matz, Director 

of Information Technology Fox, Library Director Rortvedt, Director of Parks, Recreation 

& Facilities Gazza, Police Chief Thomas, Director of Public Works Vandehey, Director 

of Utilities Shaw, Valley Transit General Manager McDonald

APPROVAL OF PREVIOUS COUNCIL MEETING MINUTESF.

20-0907 Common Council Meeting Minutes of July 1, 2020

 

CC Minutes 7-1-2020.pdfAttachments:

Alderperson Otis moved, seconded by Alderperson Reed, that the Minutes be 

adjourned. Roll Call. Motion carried by the following vote:
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Aye: Alderperson William Siebers, Alderperson Vered Meltzer, Alderperson Brad 

Firkus, Alderperson Joe Martin, Alderperson Katie Van Zeeland, 

Alderperson Denise Fenton, Alderperson Maiyoua Thao, Alderperson 

Matthew Reed, Alderperson Alex Schultz, Alderperson Mike Smith, 

Alderperson Nate Wolff, Alderperson Kyle Lobner, Alderperson Joe 

Prohaska and Alderperson Corey Otis

14 - 

Absent: Alderperson Patti Coenen1 - 

Abstained: Mayor Jake Woodford1 - 

BUSINESS PRESENTED BY THE MAYORG.

20-0914 COVID-19 Update

 

COVID-19 Update 7-15-20.pdfAttachments:

The item was presented

PUBLIC PARTICIPATIONH.

PUBLIC HEARINGSI.

20-0860 Public Hearing for Rezoning #4-20: Plamann Park 

ClassIIPublicHearingNoticeNewspaper_PlamannParkAnnex_Rezoning

#4-20.pdf

Attachments:

The public hearing was held, no one spoke during the hearing.

SPECIAL RESOLUTIONSJ.

20-0908 Resolution Authorizing the Sale of $15,000,000 General Obligation 

Promissory Notes

 

Appleton 2020 G.O. Promissory Notes - Award Resolution.pdf

REV. Appleton 2020 G.O. Promissory Notes - Award Resolution.pdf

Attachments:

Alderperson Reed moved, seconded by Alderperson Otis, that the Resolution 

be approved. Roll Call. Motion carried by the following vote:

Aye: Alderperson William Siebers, Alderperson Vered Meltzer, Alderperson Brad 

Firkus, Alderperson Joe Martin, Alderperson Katie Van Zeeland, 

Alderperson Denise Fenton, Alderperson Maiyoua Thao, Alderperson 

Matthew Reed, Alderperson Alex Schultz, Alderperson Mike Smith, 

Alderperson Nate Wolff, Alderperson Kyle Lobner, Alderperson Joe 

Prohaska and Alderperson Corey Otis

14 - 

Absent: Alderperson Patti Coenen1 - 
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Abstained: Mayor Jake Woodford1 - 

20-0909 Resolution Authorizing the Sale of $10,995,000 Sewerage System 

Revenue Refunding Bonds

Appleton 2020 Sewer Revenue Refunding Bonds - Award 

Resolution.pdf

REV. Appleton 2020 Sewer Revenue Refunding Bonds - Award 

Resolution.pdf

Attachments:

Alderperson Lobner moved, seconded by Alderperson Otis, that the Resolution 

be amended to change the amount to $10,850,000. Roll Call. Motion carried by 

the following vote:

Aye: Alderperson William Siebers, Alderperson Vered Meltzer, Alderperson Brad 

Firkus, Alderperson Joe Martin, Alderperson Katie Van Zeeland, 

Alderperson Denise Fenton, Alderperson Maiyoua Thao, Alderperson 

Matthew Reed, Alderperson Alex Schultz, Alderperson Mike Smith, 

Alderperson Nate Wolff, Alderperson Kyle Lobner, Alderperson Joe 

Prohaska and Alderperson Corey Otis

14 - 

Absent: Alderperson Patti Coenen1 - 

Abstained: Mayor Jake Woodford1 - 

Alderperson Prohaska moved, seconded by Alderperson Otis, that the 

Resolution as amended be approved. Roll Call. Motion carried by the following 

vote:

Aye: Alderperson William Siebers, Alderperson Vered Meltzer, Alderperson Brad 

Firkus, Alderperson Joe Martin, Alderperson Katie Van Zeeland, 

Alderperson Denise Fenton, Alderperson Maiyoua Thao, Alderperson 

Matthew Reed, Alderperson Alex Schultz, Alderperson Mike Smith, 

Alderperson Nate Wolff, Alderperson Kyle Lobner, Alderperson Joe 

Prohaska and Alderperson Corey Otis

14 - 

Absent: Alderperson Patti Coenen1 - 

Abstained: Mayor Jake Woodford1 - 

20-0910 Resolution Authorizing the Sale of $2,850,000 Storm Water Revenue 

Bonds

 

Appleton 2020 Storm Water Revenue Bonds - Award Resolution.pdf

REV. Appleton 2020 Storm Water Revenue Bonds - Award 

Resolution.pdf

Attachments:

Alderperson Lobner moved, seconded by Alderperson Otis, that the Resolution 

be amended to change the amount to $2,965,000. Roll Call. Motion carried by 

the following vote:
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Aye: Alderperson William Siebers, Alderperson Vered Meltzer, Alderperson Brad 

Firkus, Alderperson Joe Martin, Alderperson Katie Van Zeeland, 

Alderperson Denise Fenton, Alderperson Maiyoua Thao, Alderperson 

Matthew Reed, Alderperson Alex Schultz, Alderperson Mike Smith, 

Alderperson Nate Wolff, Alderperson Kyle Lobner, Alderperson Joe 

Prohaska and Alderperson Corey Otis

14 - 

Absent: Alderperson Patti Coenen1 - 

Abstained: Mayor Jake Woodford1 - 

Alderperson Fenton moved, seconded by Alderperson Otis, that the Resolution 

as amended be approved. Roll Call. Motion carried by the following vote:

Aye: Alderperson William Siebers, Alderperson Vered Meltzer, Alderperson Brad 

Firkus, Alderperson Joe Martin, Alderperson Katie Van Zeeland, 

Alderperson Denise Fenton, Alderperson Maiyoua Thao, Alderperson 

Matthew Reed, Alderperson Alex Schultz, Alderperson Mike Smith, 

Alderperson Nate Wolff, Alderperson Kyle Lobner, Alderperson Joe 

Prohaska and Alderperson Corey Otis

14 - 

Absent: Alderperson Patti Coenen1 - 

Abstained: Mayor Jake Woodford1 - 

20-0911 Resolution Authorizing the Sale of $6,620,000 Water System Revenue 

Bonds

Appleton 2020 Water Revenue Bonds - Award Resolution.pdf

REV. Appleton 2020 Water Revenue Bonds - Award Resolution.pdf

Attachments:

Alderperson Lobner moved, seconded by Alderperson Otis, that the Resolution 

be amended to change the amount to $6,865,000. Roll Call. Motion carried by 

the following vote:

Aye: Alderperson William Siebers, Alderperson Vered Meltzer, Alderperson Brad 

Firkus, Alderperson Joe Martin, Alderperson Katie Van Zeeland, 

Alderperson Denise Fenton, Alderperson Maiyoua Thao, Alderperson 

Matthew Reed, Alderperson Alex Schultz, Alderperson Mike Smith, 

Alderperson Nate Wolff, Alderperson Kyle Lobner, Alderperson Joe 

Prohaska and Alderperson Corey Otis

14 - 

Absent: Alderperson Patti Coenen1 - 

Abstained: Mayor Jake Woodford1 - 

Alderperson Prohaska moved, seconded by Alderperson Otis, that the 

Resolution as amended be approved. Roll Call. Motion carried by the following 

vote:

Aye: Alderperson William Siebers, Alderperson Vered Meltzer, Alderperson Brad 

Firkus, Alderperson Katie Van Zeeland, Alderperson Denise Fenton, 

Alderperson Maiyoua Thao, Alderperson Matthew Reed, Alderperson Alex 

Schultz, Alderperson Mike Smith, Alderperson Nate Wolff, Alderperson 

Kyle Lobner, Alderperson Joe Prohaska and Alderperson Corey Otis

13 - 

Nay: Alderperson Joe Martin1 - 
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Absent: Alderperson Patti Coenen1 - 

Abstained: Mayor Jake Woodford1 - 

ESTABLISH ORDER OF THE DAYK.

20-0833 Request from Nadine Van Lieshout on behalf of the Marigold Mile for a Street 
Occupancy Permit to place small signs within the Marigold Mile planting areas 
during 2020 as a fund raising opportunity.

Marigold Mile Signage.pdfAttachments:

Alderperson Otis moved, seconded by Alderperson Reed, that the Request be 

approved. Roll Call. Motion carried by the following vote:

Aye: Alderperson William Siebers, Alderperson Vered Meltzer, Alderperson Brad 

Firkus, Alderperson Joe Martin, Alderperson Katie Van Zeeland, 

Alderperson Denise Fenton, Alderperson Maiyoua Thao, Alderperson 

Matthew Reed, Alderperson Alex Schultz, Alderperson Mike Smith, 

Alderperson Nate Wolff, Alderperson Kyle Lobner, Alderperson Joe 

Prohaska and Alderperson Corey Otis

14 - 

Absent: Alderperson Patti Coenen1 - 

Abstained: Mayor Jake Woodford1 - 

20-0834 Request from Nadine Van Lieshout for a street occupancy permit to create a 
butterfly habitat in the terrace area in front of the mural at the corner of 
Jackman Street and Water Street contingent upon all installation, 
maintenance and watering being the responsibility of Nadine Van Lieshout or 
other volunteers, and not the responsibility of the City of Appleton.

Plantings by mural.pdfAttachments:

Alderperson Prohaska moved, seconded by Alderperson Reed, that the 

Request be approved. Roll Call. Motion carried by the following vote:

Aye: Alderperson William Siebers, Alderperson Vered Meltzer, Alderperson Brad 

Firkus, Alderperson Joe Martin, Alderperson Katie Van Zeeland, 

Alderperson Denise Fenton, Alderperson Maiyoua Thao, Alderperson 

Matthew Reed, Alderperson Alex Schultz, Alderperson Mike Smith, 

Alderperson Nate Wolff, Alderperson Kyle Lobner, Alderperson Joe 

Prohaska and Alderperson Corey Otis

14 - 

Absent: Alderperson Patti Coenen1 - 

Abstained: Mayor Jake Woodford1 - 

COMMITTEE REPORTSL.

Balance of the action items on the agenda.

Alderperson Reed moved, Alderperson Otis seconded, to approve the report.  

The motion carried by the following vote:
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Aye: Alderperson William Siebers, Alderperson Vered Meltzer, Alderperson Brad 

Firkus, Alderperson Joe Martin, Alderperson Katie Van Zeeland, 

Alderperson Denise Fenton, Alderperson Maiyoua Thao, Alderperson 

Matthew Reed, Alderperson Alex Schultz, Alderperson Mike Smith, 

Alderperson Nate Wolff, Alderperson Kyle Lobner, Alderperson Joe 

Prohaska and Alderperson Corey Otis

14 - 

Absent: Alderperson Patti Coenen1 - 

Abstained: Mayor Jake Woodford1 - 

MINUTES OF THE MUNICIPAL SERVICES COMMITTEE1.

20-0835 Request from Leyton Burk, 4721 N. Meade Street, for a variance to Municipal 
Code 19-91(f)(3) to extend driveway 16 feet.

4731 N. Meade St.pdfAttachments:

This Report Action Item was approved.

MINUTES OF THE SAFETY AND LICENSING COMMITTEE2.

20-0806 Class "A" Beer License Change of Agent application for Kwik Trip Inc 

d/b/a Kwik Trip #639, Ron W Hoffmeyer, NEW Agent, located at 2175 S 

Memorial Dr, contingent upon approval from Police Department.

Ron W Hoffmeyer S&L.pdfAttachments:

This Report Action Item was approved.

20-0811 Pet Store Renewal Application for Petco #1656, located at 3829 E 

Calumet St, contingent upon approval from all departments.

Petco S&L.pdfAttachments:

This Report Action Item was approved.

20-0813 Pet Store Renewal Application for HSA Corporation d/b/a Pet Supplies 

Plus, Angela DeHaan, applicant, located at 702 W Northland Ave, 

contingent upon approval from all departments.

Pet Supplies Plus S&L.pdfAttachments:

This Report Action Item was approved.

20-0817 Pet Store Renewal Application for Just Pets, Craig Weborg, applicant, 

located at 2009 N Richmond St, contingent upon approval from all 

departments.

Just Pets S&L.pdfAttachments:

This Report Action Item was approved.
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20-0858 Renewal application for Mobile Home Park License for Fox Valley 

Estates, Moore Enterprises, Inc., located at 106 E Primrose Lane, 

contingent on approval from all departments. 

 

Fox Valley Estates.pdfAttachments:

This Report Action Item was approved.

20-0859 Cigarette and Tobacco Product License application for Marley's Smoke 

Shop, Andrew Thornell, Person in Charge, located at 530 W College 

Ave.

Marley's Smoke Shop S&L.pdfAttachments:

This Report Action Item was approved.

MINUTES OF THE CITY PLAN COMMISSION3.

20-0742 Request to approve Rezoning #4-20 to rezone the Plamann Park 

Annexation, formerly part of the Town of Grand Chute, located east of 

Meade Street and south of Broadway Drive, including to the centerline of 

the adjacent Meade Street, Broadway Drive, and Ballard Road 

right-of-way from Temporary AG Agricultural District, R-1A Single-Family 

District, and R-1B Single-Family District to P-I Public Institutional District 

as shown on the attached maps

StaffReport_PlamannPark_Rezoning_For06-23-20.pdf

EmailSubmittedKaraHoman06-22-20_PlamannPark_Rezoning.pdf

Attachments:

This Report Action Item was approved.

20-0815 Request to approve the Broadway Hills Estates Annexation consisting of 

approximately 39.427 acres located at the northwest corner of the 

intersection of East Broadway Drive and North French Road, currently in 

the Town of Freedom, as shown on the attached maps

StaffReport_BroadwayHillsEstates_Annexation_For07-07-20.pdfAttachments:

This Report Action Item was approved.

20-0816 Request to approve the Trail View Estates South Annexation consisting 

of approximately 5.8958 acres located between North French Road and 

North Cherryvale Avenue, south of the creek/trail corridor, currently in the 

Town of Grand Chute, as shown on the attached maps, subject to the 

stipulation in the attached staff report

StaffReport_TrailViewEstatesSouth_Annexation_For07-07-20.pdfAttachments:

This Report Action Item was approved.
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MINUTES OF THE PARKS AND RECREATION COMMITTEE4.

20-0830  Action Item:  Request to accept a grant from the David L. and Rita E. Nelson 

Family Fund within the Community Foundation of the Fox Valley Region in the 

amount of $500,000 for the construction of the Edison Trestle

Action item communitee foundation grant.pdfAttachments:

This Report Action Item was approved.

MINUTES OF THE FINANCE COMMITTEE5.

20-0902 Request to approve a resolution authorizing and providing for the sale 

and issuance of $15,000,000 General Obligation Promissory Notes, 

Series 2020, and all related details

 

Appleton 2020 G.O. Promissory Notes - Award Resolution.pdfAttachments:

This Report Action Item was approved.

20-0903 Request to approve a resolution authorizing and providing for the sale 

and issuance of $6,620,000 $6,865,000 Water System Revenue Bonds, 

Series 2020, and all related details

 

Appleton 2020 Water Revenue Bonds - Award Resolution.pdfAttachments:

This Report Action Item was approved.

20-0904 Request to approve a resolution authorizing and providing for the sale 

and issuance of $10,995,000  $10,850,000 Sewerage System Revenue 

Refunding Bonds, Series 2020, and all related details

 

Appleton 2020 Sewer Revenue Refunding Bonds - Award 

Resolution.pdf

Attachments:

This Report Action Item was approved.

20-0905 Request to approve a resolution authorizing and providing for the sale 

and issuance of $2,850,000  $2,965,000 Storm Water System Revenue 

Bonds, Series 2020, and all related details

 

Appleton 2020 Storm Water Revenue Bonds - Award Resolution.pdfAttachments:

This Report Action Item was approved.
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20-0828 Request to accept a grant from the David L and Rita E Nelson Family 

Fund within the Community Foundation of the Fox Valley Region in the 

amount of $500,000 for the construction of the Edison Trestle

 

2020 Community Foundation.pdf

City of Appleton Grant.pdf

Attachments:

This Report Action Item was approved.

20-0827 Request to award the City of Appleton's 2020 MSB Cold Storage Roof 

Replacement project contract to Northeastern Roofing, Inc in the amount 

of $160,000 with a contingency of 10% for a project total not to exceed 

$176,000

 

2020 MSB Cold Storage Roof Repalcement_.pdfAttachments:

This Report Action Item was approved.

20-0843 Request to award the City of Appleton's 2020 Appleton Wastewater 

Treatment Plant Painting project contract to Berglund Construction, Co in 

the amount of $80,000 with a contingency of $10,000 for a project total 

not to exceed $90,000

 

2020 AWWTP Painting.pdfAttachments:

This Report Action Item was approved.

20-0844 Request to award the 2020 PRFMD Fire Alarm project to VOE Power 

and Systems, LLC in the amount of $37,697 with a contingency of 10% 

for a project total not to exceed $41,467

 

2020 PRFMD Fire Alarm.pdfAttachments:

This Report Action Item was approved.
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20-0845 Request to approve Contract Amendment/Change Order No. 1 to 

Contract No. 63-20, Unit E-20 Miscellaneous Concrete & Street 

Excavation Repair for additional quantities of water related street 

patches and the addition of Memorial Park Universal Playground 

sidewalk installations at the request of PRFMD in the amount of $40,000. 

Project contingency decreases from $36,000 to $26,000. Overall contract 

increases from $754,066 to $784,066

 

Unit E-20 Change Order No. 1.pdfAttachments:

This Report Action Item was approved

MINUTES OF THE COMMUNITY AND ECONOMIC DEVELOPMENT COMMITTEE6.

MINUTES OF THE UTILITIES COMMITTEE7.

MINUTES OF THE HUMAN RESOURCES & INFORMATION TECHNOLOGY 

COMMITTEE
8.

MINUTES OF THE FOX CITIES TRANSIT COMMISSION9.

20-0839 Request Authorization to issue a P.O. for New Flyer Buses

Request Authorization to Issue PO for Buses 07.2020.pdfAttachments:

This Report Action Item was approved.

MINUTES OF THE BOARD OF HEALTH10.

CONSOLIDATED ACTION ITEMSM.

20-0912 Consolidated Action Items: Accepting a Grant from the Nelson Family for 

the Edison Trestle Construction

Item 20-0829 Finance Committee

Item 20-0830 Parks & Recreation Committee

Alderperson Lobner moved, seconded by Alderperson Otis, that the 

Consolidated Action Item be approved. Roll Call. Motion carried by the 

following vote:

Aye: Alderperson William Siebers, Alderperson Vered Meltzer, Alderperson Brad 

Firkus, Alderperson Joe Martin, Alderperson Katie Van Zeeland, 

Alderperson Denise Fenton, Alderperson Maiyoua Thao, Alderperson 

Matthew Reed, Alderperson Alex Schultz, Alderperson Mike Smith, 

Alderperson Nate Wolff, Alderperson Kyle Lobner, Alderperson Joe 

Prohaska and Alderperson Corey Otis

14 - 

Absent: Alderperson Patti Coenen1 - 
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Abstained: Mayor Jake Woodford1 - 

ITEMS HELDN.

ORDINANCESO.

20-0913 Ordinances 82-20 through 93-20

 

Ordinances for 7-15-2020 Council Meeting.pdfAttachments:

Alderperson Otis moved, seconded by Alderperson Prohaska, that the 

Ordinances be approved. Roll Call. Motion carried by the following vote:

Aye: Alderperson William Siebers, Alderperson Vered Meltzer, Alderperson Brad 

Firkus, Alderperson Joe Martin, Alderperson Katie Van Zeeland, 

Alderperson Denise Fenton, Alderperson Maiyoua Thao, Alderperson 

Matthew Reed, Alderperson Alex Schultz, Alderperson Mike Smith, 

Alderperson Nate Wolff, Alderperson Kyle Lobner, Alderperson Joe 

Prohaska and Alderperson Corey Otis

14 - 

Absent: Alderperson Patti Coenen1 - 

Abstained: Mayor Jake Woodford1 - 

LICENSE APPLICATIONS AND COMMUNICATIONS REFERRED TO 

COMMITTEES OF JURISDICTION
P.
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RESOLUTIONS SUBMITTED BY ALDERPERSONS REFERRED TO COMMITTEES 

OF JURISDICTION
Q.

Resolution #13-R-20

Modification to Fraudulent Emergency Calls 

Submitted By: Alderperson Meltzer – District 2, Alderperson Thao – District 7, 

Alderperson Wolff- District 12

Date: 7-15-2020

Referred To: Safety & Licensing Committee

WHEREAS fraudulent emergency calls based on the perception of another individual 

to be a threat due to their race, religion, ethnicity, gender, sexual orientation, gender 

identity, immigration status, or outward appearance are exploitive, put a burden on law 

enforcement time and resources, and cause real harm to the individuals they target; 

and

WHEREAS exploitive 911 calls of a discriminatory nature, particularly calls that are 

racially discriminatory, have been highlighted as a national problem; and

WHEREAS Appleton has always been a leader in taking innovative action to improve 

the quality of life in our community;

THEREFORE be it resolved that the City of Appleton amend the municipal code 

Chapter 12 Section 28 by adding a subsection that specifies “fraudulent emergency 

calls based on the perception of another individual to be a threat due to their race, 

religion, ethnicity, gender, sexual orientation, gender identity, immigration status, or 

outward appearance” as an act of public nuisance with civil penalty.

OTHER COUNCIL BUSINESSR.

20-0918 Census 2020 Update

 

2020 Census-UPDATE 7.15.2020 Council Report.pdfAttachments:

This Report was presented

ADJOURNS.

Alderperson Otis moved, seconded by Alderperson Reed, that the meeting be 

adjourned at 8:04 p.m.. Roll Call. Motion carried by the following vote:

Aye: Alderperson William Siebers, Alderperson Vered Meltzer, Alderperson Brad 

Firkus, Alderperson Joe Martin, Alderperson Katie Van Zeeland, 

Alderperson Denise Fenton, Alderperson Maiyoua Thao, Alderperson 

Matthew Reed, Alderperson Alex Schultz, Alderperson Mike Smith, 

Alderperson Nate Wolff, Alderperson Kyle Lobner, Alderperson Joe 

Prohaska and Alderperson Corey Otis

14 - 

Absent: Alderperson Patti Coenen1 - 

Abstained: Mayor Jake Woodford1 - 
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Kami Lynch, City Clerk
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Newly Reported COVID-19 Cases in Appleton 
by Week, with an Average per Week

New Cases Last 7 Days Weekly Average New Cases



84 + 56 = 140 (2 week case counts)

140 / 75,000 = .0019 (Appleton population 75,000)

.0019 x 100,000 = 187 (equals burden)

Low less than or equal to 10 per 100,000 people
Moderate greater than 10 but less than 50 per 100,000 people
Moderately High greater than 50 but less than 100 per 100,000 people
High is greater than 100 per 100,000 people



Indicator Definition

Total number of cases per 100,000 in the 
last two weeks (

Low

      ) Moderate
Moderately High

High

Percent change in the last two weeks (

      ), p-value from a test against 

Not changing (No 
Call)

Shrinking No Call Growing

Low Low Low Medium
Moderate Medium Medium High

Moderately High Medium High High

High High High High

Case status 
indicator(Composite 
of burden and 
trajectory)

Summary concern based on Burden and 
Trajectory classifications

Trajectory

Shrinking   and 

Growing and 

Otherwise

Table 1. Two indicators being based on confirmed cases: Burden and Trajectory. A third indicator maps Burden and Trajectory 
indicators into one composite indicator.

Classes

Burden
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To: Municipal Services Committee 

From: Mike Hardy, Assistant City Traffic Engineer 

Date: June 25, 2020 

Re: Intersection traffic control at the Boyd/Plank intersection 

Follow-up to a Six-Month Trial Period 

 

 

Based on our annual crash records analysis, the Traffic Section reviewed the traffic control at the intersection of Boyd 

Court and Plank Road, and subsequently initiated a six-month trial period to change from uncontrolled to stop control.  
This is a three-legged intersection that is located three blocks west of Kernan Avenue, and one block south of Midway 

Road.  The land use in the area of this intersection is residential. 

 

In a typical intersection control study, we consider traffic volumes, crash history, safe approach speeds, etc.  In this 
case, the estimated entering volume of this intersection is moderate, at approximately 2150 vehicles per day 

(estimated).  A recent Wisconsin DOT count of Plank Road was 2100 vehicles per day.  The traffic count for Boyd 

Court is estimated to be 50 vehicles per day.  A review of crash records indicated zero crashes for the recent five-
year period of 2015 through 2019.  The critical approach speed for the intersection was found to be below 10 mph.  

Both streets are classified as local. 

 
While this intersection does not meet the volume threshold for stop control, the critical approach speed is below the 

standard.  As such, we recommend maintaining the stop control that was implemented for the trial period. 

 

 
To accomplish this, the following ordinance action is required: 

 

1. Create: “Install stop signs on Boyd Court at Plank Road.” 

“. . .   meeting community needs . . .  enhancing quality of life.”  

DEPARTMENT OF PUBLIC WORKS 
Engineering Division – Traffic Section 

2625 E. Glendale Avenue 

Appleton, WI  54911 

TEL  (920) 832-5580 

FAX  (920) 832-5570 



1

Cathy Kromm

From: Paula Vandehey

Sent: Thursday, July 16, 2020 3:01 PM

To: Cathy Kromm

Cc: Eric Lom

Subject: FW: 7/20 MSC Agenda Items

Attachments: Boyd & Plank (uncontrolled-to-stop).docx; Christine &  Esther (uncontrolled-to-

stop).docx; Kenilworth & Woodland (uncontrolled-to-yield).docx

Cathy, 

 

Do you have time to amend agenda to include these items? 

 

Paula 

 

From: Eric Lom <Eric.Lom@Appleton.org>  

Sent: Thursday, July 16, 2020 2:59 PM 

To: Paula Vandehey <Paula.Vandehey@Appleton.org> 

Cc: Michael Hardy <Michael.Hardy@Appleton.org>; Jamie Griesbach <Jamie.Griesbach@appleton.org> 

Subject: 7/20 MSC Agenda Items 

 

See attached.  Let me know if you have any questions. 

 

E 

 
Eric S. Lom, P.E. 
City Traffic Engineer 
City of Appleton | DPW Traffic Section 

920.832.5580 
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To: Municipal Services Committee 

From: Mike Hardy, Assistant City Traffic Engineer 

Date: June 25, 2020 

Re: Intersection traffic control at the Kenilworth/Woodland intersection 

Follow-up to a Six-Month Trial Period 

 

 

Based on our annual crash records analysis, the Traffic Section reviewed the traffic control at the intersection of 

Kenilworth Avenue/Woodland Court and Woodland Avenue, and subsequently initiated a six-month trial period to 
change from uncontrolled to yield control.  This is a four-legged intersection that is located seven blocks east of 

Meade Street, and two blocks north of Wisconsin Avenue.  The land use in the area of this intersection is residential. 

 

In a typical intersection control study, we consider traffic volumes, crash history, safe approach speeds, etc.  In this 
case, the estimated entering volume of this intersection is low, at approximately 300 vehicles per day (estimated).  A 

review of crash records indicated zero crashes for the recent five-year period of 2015 through 2019.  The critical 

approach speed for the intersection was found to be below 15 mph.  Both streets are classified as local. 
 

More relevant, however, is that the Manual on Uniform Traffic Control Devices, for the sake of consistency, states 

that intersection control should be installed at uncontrolled intersections which are in predominantly controlled areas 
(stops, yields, signals).  We have interpreted this to mean that if more than 75% of the four-legged intersections in an 

area (whose boundaries are typically defined by collector or arterial roadways) are controlled, the remaining 

uncontrolled four-legged intersections should have an appropriate form of control added.  The subject intersection is 

the only four-legged intersection in this area that had remained uncontrolled. 
 

Based on the above, we recommend maintaining the yield control that was implemented for the trial period. 

 
 

To accomplish this, the following ordinance action is required: 

 

1. Create: “Install yield signs on Woodland Avenue at Kenilworth Avenue/Woodland Court.” 

“. . .   meeting community needs . . .  enhancing quality of life.”  

DEPARTMENT OF PUBLIC WORKS 
Engineering Division – Traffic Section 

2625 E. Glendale Avenue 

Appleton, WI  54911 

TEL  (920) 832-5580 

FAX  (920) 832-5570 













 
 

 
“…meeting community needs…enhancing quality of life.” 

 
 
TO:  Safety and Licensing Committee  
  Common Council  
 
FROM: Lt. Jeff Miller 
 
DATE: 07/09/2020 
 
RE: Police Department’s Recommendation for Denial of Nusara N. Yang’s Class “B” 

Beer License  
 
 
 
Committee Members:  
 
The police department is requesting that the Safety and Licensing Committee recommend to the 
Common Council to deny Nusara N. Yang’s application for a Class “B” Beer License 
Applications because of the applicants prior criminal conduct. 
 
Pursuant to Wis. Stat. §111.335, it is not employment discrimination for a licensing agency to 
deny an applicant based on pending criminal charge whose circumstances substantially relate to 
the circumstances of the particular licensed activity and the pending criminal charge is for an 
exempt offense or a violent crime against a child. 
 
Pursuant to Wis. Stat. §111.335, it is not employment discrimination for a licensing agency to 
deny an applicant based on conviction record where the circumstances of the conviction 
substantially relate to the circumstances of the particular licensed activity.  If the denial is based 
on a delinquency adjudication, then the adjudication must be for an exempt offense. 
 
Pursuant to Wis. Stat. §125.04, no license or permit related to alcohol beverages may be issued 
to a habitual law offender where the circumstances of the habitual law offenses substantially 
relate to the circumstances of the particular licensed activity. 
 
Also pursuant to Wis. Stat. §111.335, the applicant is allowed an opportunity to show evidence 
of rehabilitation and fitness to engage in the licensed activity, unless the conviction(s) are for 
exempt offenses.  The applicant may produce the following to conclusively demonstrate their 
rehabilitation and fitness from a given conviction: 

A copy of the local, state, or federal release document; and either  
(1) a copy of the relevant department of corrections document showing completion of 
probation, extended supervision, or parole; or  
(2) other evidence that at least one year has elapsed since release from any local, state, or 
federal correctional institution without subsequent conviction of a crime along with 



evidence showing compliance with all terms and conditions of probation, extended 
supervision, or parole. 

Additionally, the licensing agency must consider any of the following evidence if presented by 
the individual: 

(1) Evidence of the nature and seriousness of any offense of which he or she was 
convicted. 

(2) Evidence of all circumstances relative to the offense, including mitigating 
circumstances or social conditions surrounding the commission of the offense. 

(3) The age of the individual at the time the offense was committed. 
(4) The length of time that has elapsed since the offense was committed. 
(5) Letters of reference by persons who have been in contact with the individual since the 

applicant’s release from any local, state, or federal correctional institution. 
(6) All other relevant evidence of rehabilitation and present fitness presented. 

 
 
STATEMENT ON SUBSTANTIAL RELATIONSHIP 
 
As part of any denial of licensing, the police department must determine if crimes are 
substantially related to the sale of alcohol.  Mrs. Yang was convicted of: 
MA-Fraud/Benefit Application, as a Party To A Crime (a felony in violation of Wis. Stat. 
§946.91(2)(a)), Misstate facts in food stamp application (>=$5,000), as a Party To A Crime (a 
felony in violation of Wis. Stat. §946.92(2)(a). 
The following crimes were dismissed but “read in” to the applicant’s case:   

 Receive Commercial Gambling Bet, and PTAC,  
 Failure to Disclose Events Affecting Eligibility in Outagamie County case # 

2017CF000446 
 
The convictions (and read in charges) for all of the above offenses in Outagamie County case # 
2017CF000446 are substantially related to the sale of alcohol for the following reasons. 
 
From the facts alleged in the criminal complaint, to which Mrs. Yang was eventually found 
guilty of, state that on 12/4/2014 APD officers were contacted by an agency in Minnesota. They 
told officers that they had information that Mrs. Yang and an associate were conducting an 
illegal gambling operation out of the Jai Sung Mah Pool Club at 122 W. Wisconsin Ave. A 
search warrant was executed on the business and Mrs. Yang’s home. At those locations 
significant evidence was found of gambling activities. Additional charges of falsifying 
documents and underreporting income are the basis for the other felonies reported in this 
document relating to food stamp and EBT violations.  
 
The relationship between alcohol and gambling is clear. As a person who wants to be responsible 
to serve alcohol, Mrs. Yang has not shown the ability to make good decisions related to her 
trustworthiness.  The police department is not sure she has spent the amount of time necessary to 
rehabilitate herself and make the necessary life changes to take on the continued responsibility 
for alcohol service or, indeed, management of a business. The service of alcohol includes coming 
into contact with individuals in a very vulnerable state and the Police Department feels that 
through Mrs. Yang’s prior convictions she has not demonstrated the necessary maturity and 



decision-making capacity to be allowed an alcohol beverage license in the City of Appleton.  
 
It is important to note that evidence of these crimes was recovered at the Jai Sung Mah Pool 
Club, the location where this applicant is requesting additional alcohol licensing and renewal 
 
OTHER CONSIDERATIONS RELATED TO REHABILITATION AND FITNESS 

 The applicant continues to have rules of probation/bond conditions that address gambling 
in any form.  

 Nature and seriousness of convictions 
 
 
Very Respectfully:  
 
 
Lt. Jeff Miller  
Appleton Police Department     

























TO:  Finance Committee

 Municipal Services Committee

 Utilities Committee

The Department of Public Works recommends that the following described work:

   Unit L-20 Bridge Maintenance

Be awarded to:  

Name:  Lunda Construction

Address:  PO Box 669

Black River Falls, WI 54615

In the amount of :

With a 4.6 % contingency of :

For a project total not to exceed :

In an amount Not To Exceed :

Budget:

Estimate:  

Committee Date:

Council Date:

**  OR  **

$6,955.00

$159,000.00

$150,000.00

$140,000.00

07/20/20

08/05/20

C I T Y   O F   A P P L E T O N

Department of Public Works

MEMORANDUM

$152,045.00

SUBJECT: Award of Contract

7/16/2020

J:\ENGINEERING\2ENGINEERS\Weyenberg C\Projects\2020\L-20 Bridge Maintenance Lawe Pacific\L-20 Contract Award Form.xls



BID TABULATION

NO. ITEM NUMBER DESCRIPTION Quantity Units Unit Price Total Unit Price Total Unit Price Total

1. 619.1000 Mobilization, Structure B-44-107 1 Lump Sum $5,000.00 $5,000.00 $2,500.00 $2,500.00 $3,500.00 $3,500.00

2. 619.1000 Mobilization, Structure P-44-717 1 Lump Sum $7,000.00 $7,000.00 $5,000.00 $5,000.00 $3,500.00 $3,500.00

3. 619.1000 Mobilization, Structure P-44-719 1 Lump Sum $10,000.00 $10,000.00 $30,000.00 $30,000.00 $3,500.00 $3,500.00

4. 643.5000 Traffic Control, Structure B-44-107 1 Lump Sum $2,800.00 $2,800.00 $1,500.00 $1,500.00 $5,400.00 $5,400.00

5. 643.5000 Traffic Control, Structure P-44-717 1 Lump Sum $2,800.00 $2,800.00 $1,500.00 $1,500.00 $7,300.00 $7,300.00

6. 643.5000 Traffic Control, Structure P-44-719 1 Lump Sum $4,441.00 $4,441.00 $2,300.00 $2,300.00 $5,650.00 $5,650.00

7. SPV.0060.02 Cleaning and Painting Bearings, B-44-107 20 Each $714.00 $14,280.00 $500.00 $10,000.00 $1,285.00 $25,700.00

8. 502.4107 Adhesive Anchor 7/8-Inch, P-44-717 4 Each $90.00 $360.00 $75.00 $300.00 $340.00 $1,360.00

9. 506.0105 Structural Steel Carbon, P-44-717 75 LB $255.00 $19,125.00 $75.00 $5,625.00 $115.00 $8,625.00

10. 509.1500 Concrete Surface Repair, P-44-717 10 SF $650.00 $6,500.00 $600.00 $6,000.00 $675.00 $6,750.00

11. SPV.0105.01 Traffic Gate Arm Supports, P-44-719 2 Each $12,000.00 $24,000.00 $16,900.00 $33,800.00 $9,270.00 $18,540.00

12. SPV.0105.02 Balance Bridge Leaves, P-44-719 1  Lump Sum $17,600.00 $17,600.00 $33,500.00 $33,500.00 $39,700.00 $39,700.00

13. 506.8001.S Prefabricated Fixed Inspection Platform, P-44-719 1 Lump Sum $19,360.00 $19,360.00 $15,500.00 $15,500.00 $27,300.00 $27,300.00

14. 506.8002.S Prefabricated Movable Inspection Platform, P-44-719 1 Lump Sum $9,338.00 $9,338.00 $15,000.00 $15,000.00 $8,400.00 $8,400.00

15. 662.1035.S Traffic Closure Gate Arm Replacement, P-44-719 2 Each $11,400.00 $22,800.00 $10,000.00 $20,000.00 $14,350.00 $28,700.00

16. SPV.0165.02 Slip-Resistant Coating for Steel, P-44-719 6 SF $276.00 $1,656.00 $275.00 $1,650.00 $185.00 $1,110.00

17. SPV.0060.01 Sidewalk Access Plate and Framing, P-44-719 140 LB $7.50 $1,050.00 $90.00 $12,600.00 $47.00 $6,580.00

18. City Spec 3" Topsoil, Seed, Fertilizer, Erosion Mat-Urban, Type B, P-44-719 1 Lump Sum $3,000.00 $3,000.00 $1,000.00 $1,000.00 $1,700.00 $1,700.00

19. City Spec Inlet Protection 6 Each $190.00 $1,140.00 $350.00 $2,100.00 $80.00 $480.00

20. City Spec Silt Fence 75 Lin. Ft. $25.00 $1,875.00 $6.50 $487.50 $22.00 $1,650.00

$174,125.00 $200,362.50 $205,445.00

Lunda Construction Norcon ConstructionZenith Tech

Bridge Maintenance

Unit L-20

July 13, 2020

CITY OF APPLETON L-20



 

   

 

 

 

TO: Community and Economic Development Committee 
  
FROM: Matt Rehbein, Economic Development Specialist 
 
DATE: July 22, 2020 

RE: Variance to Repurchase Right for Tax Key #31-1-6510-51 Southeast corner 
of Evergreen Drive and Lightning Drive, Northeast Business Park and 
Variance Allowing Access to Evergreen Drive 

 
 
The City received a request for a variance to the City’s Deed Restrictions and Covenants 
related to repurchase rights and access to Evergreen Drive from the Luther Group, LLC on 
July 15, 2020 (attached).  This is Lot 1 of a larger parcel that was split via CSM 7369 and 
comprises approximately 6.59 acres located in the Northeast Business Park. 

 
In 2005, Dr. John Gonis acquired the 7.73-acre site for $347,850 ($45,000/acre) with 
plans to construct a large upscale office building.  It was his intent to construct a building 
with similar architecture as the Orthopedic & Sports Institute of the Fox Valley.  In 
February of 2008, Dr. Gonis passed away before he was able to develop the property.  
Fox Valley Investment Properties LLC purchased the land from the estate in 2009 for 
$423,500 ($54,787/acre).  
 
The Luther Group, LLC has asked the City to waive their right to repurchase allowing for 
the sale of Lot 1, comprising approximately 6.59 acres for $1,578,832 ($239,580/acre).  
Additionally, the Luther Group desires a variance to Deed Restriction 7, which prohibits 
access to Evergreen Drive.  This has been reviewed by the City’s Traffic Engineer as part 
of Site Plan approval.  CEDD staff is recommending this be approved subject to the terms 
listed in section 12 of the site plan letter dated July 15, 2020. 
 

Staff Recommendation: 
 
The Community and Economic Development Committee waive the City’s Repurchase 
Rights for Lot 1, CSM 7369, in the Northeast Business Park, allowing the transfer from 
Fox Valley Investment Properties, LLC to Luther Group, LLC and/or assigns.  This waiver 
of repurchase rights is not transferable, survivable, or assignable.  The City’s Repurchase 
Rights would remain on this property.  Additionally, a variance to the Deed Restriction 
prohibiting access to Evergreen Drive be given to allow access as described in section 12 
of the site plan review letter dated July 15, 2020. 

 

 

M E M O R A N D U M 

 

 
“…meeting community needs…enhancing quality of life.” 



LUTHER GROUP 
780 Elm Grove Road, Suite 120, Elm Grove, Wisconsin  53122 

 
 
 
 
 
 
July 15, 2020 
 
 
Karen Harkness and Matt Rehbein 
City of Appleton 
100 N. Appleton Street 
Appleton, WI 54911 
 
 
RE: City of Appleton waiver of Right to Repurchase Land and Access to Evergreen Drive 
 
Dear Karen and Matt: 
 
Per your request we are submitting supplemental information related to our formal request for waiver 
of the City of Appleton’s Right to Repurchase the tax parcel 311651051 and to request driveway access 
to the parcel off of Evergreen Drive. 
 
You requested further information related to project size, cost, timing and employment.  The project 
will be an approximately 40,000 square foot outpatient medical facility with an estimated total invested 
cost of $20,000,000.00 (including FF&E).  We hope to begin construction in 2021 with an opening in 
2022, though market factors could delay these dates.  It is anticipated that approximately 40-60 new 
jobs will be created once the building is completed and the facility is operating at capacity.   
 
Attached you will find the following documents: 

• Executed purchase and sale agreement 
• Submitted site plan and drawings showing access off of Evergreen Drive 

 
Thank you for your assistance in securing these approvals.  Please contact me with any additional 
questions or concerns. 
 
Sincerely, 
Luther Group, LLC 
 
 
Jason Luther 
Managing Member 
 
 
C: Daniel Cowell 

















































 

 

 

 

 

COMMUNITY AND ECONOMIC DEVELOPMENT 

         100 North Appleton Street 

                                                                                                         Appleton, WI  54911 

                                  Telephone:  (920) 832-6468 

    Fax:  (920) 832-5994 

 

 

 

July 15, 2020 

 

Sent via email: mfranz@kahlerslater.com 

 

Michael Franz 

Kahler Slater 

111 W. Wisconsin Avenue 

Milwaukee, WI 53203 

 

RE: SITE PLAN #16-20 Fox Valley Medical Office Building – N. Intertech Court (Tax Id # 31-1-6510-

51) – Construction a new medical office building and associated off-street parking lot. 

 

Dear Mr. Franz: 

 

The Site Plan Review Committee has completed its initial review of Site Plan #16-20 for a new medical office 

building located on N. Intertech Court.  Staff offers the following review comments: 

 

Community and Economic Development Department – Planning and Economic Development 

The following comments are regarding planning issues.  Please contact Jessica Titel, Principal Planner, at (920) 

832-6476 with any related questions. 

1. Waiver of City of Appleton repurchase right shall be approved by the Common Council prior to Site Plan 

approval. 

2. Certified Survey Map #7369 restricts access to Evergreen Drive.  Applicant shall prepare a restriction 

release document for Staff review and approval to allow for one access point in a location approved by the 

Department of Public Works (see comment #12 below for details).  Restriction Release shall be signed by 

both the City and property owner and recorded with the Register of Deeds.  

3. Existing Fire Lane Easement terminates with the development of this lot.  Prior to Site Plan approval, a 

cross access easement for permanent access to the GLK property (Parcel #31-1-6510-52) shall be prepared 

and recorded with the Register of Deeds.  Please show cross access easement on the plans. 

4. Please update plans so parking stall count is consistent between all plan sheets.  Sheet G100 states 162 

parking stalls are being providing, while Sheets C100 and L1 state that 163 parking stalls are being 

provided 

5. Provide perimeter landscaping along the west side of the parking lot to meet the buffering requirements 

listed in Section 23-172(g) – Table 2:  One (1) deciduous shade tree or ornamental tree shall be planted 

 

 

 
“…meeting community needs…enhancing quality of 

life.” 



for every forty (40) feet on center the property abuts a dedicated public street plus a two (2) to three (3) 

feet high staggered row of evergreens and/or deciduous shrubs at the time of planting shall be provided 

across 80% of the frontage of the parking lot excluding driveways, to provide an opaque screen.  

Plantings can be adjacent to the western property line so they do not interfere with any future parking lot 

expansions. 

6. Show lighting levels at the southern property line adjacent to GLK Foods (Parcel #31-1-6510-52) to 

confirm lighting levels do not exceed 0.5 foot-candles. 

7. Label existing utility and water main easements on all plan sheets.  Be sure to include document numbers. 

8. No trash enclosure is shown on the plan sheets.  Please provide trash enclosure details if dumpsters will be 

located outside of the building. 

Department of Public Works – Engineering 

The following comments are from the Engineering Division.  Please contact Sue Olson, Staff Engineer, at 

(920) 832-6473 with any related questions. 

9. This project requires Stormwater Management Permit.  A plan has been accepted for review.  The 

engineering review of drainage and grading will be part of that process. Comments will be sent under 

separate cover.   

10. The plans must be stamped by the licensed architect and professional engineer. 

11. Provide completed Stormwater Utility Service Application form. The impervious surface on plan sheets 

G100 and C100 do not match.  Revise as needed to be consistent with each other and the form.  

12. Contact Eric Lom, City Traffic Engineer, regarding the following items: 

 Scaling the drawing, it appears the proposed Evergreen Drive access is located in the correct spot (as 

previously discussed); however, add a dimension to the plan that specifies the exact distance between 

the island nose (east of the roundabout) and the west edge of the proposed driveway.  Previous 

discussion regarding this access point indicated the location of any new driveway access to Evergreen 

Drive shall be restricted to a location which is centered a minimum of 287 feet east of the existing 

centerline median nose of the Lightning Drive roundabout. 

 For the proposed Evergreen Drive access, Staff would like to a see a modified apron.  Use the existing 

El Jaripeo driveway as a template sent via email on July 7.   

 If possible, Staff prefers to see the Lightning Drive access shifted south to line up with the existing 

access across the street. 

13. The Future Parking is not reviewed or approved with this site plan process.   

14. Although it will not be reviewed or approved with this submittal, show the Future Building (referenced 

below the storm sewer table).  

15. On each street frontage, provide dimensions from the back of curb to the property line.  

16. Define the concrete aprons and public sidewalk at the driveways to be 7 inch thick concrete per City 

specifications.  Show the Evergreen Drive sidewalk at the driveway to be removed and replaced at 7 inch 

thick.  Provide grades at this driveway/sidewalk meeting ADA. Show removing additional sidewalk if 

needed.  If other internal concrete is to be a different thickness, properly label this on the drawings.   

17. For the sanitary sewer connection: 

 Provide the rim and invert elevation of the existing public manhole and pipe.  



 Call out the sanitary lateral crossing the 12” public water main.  Provide proposed elevations for each 

pipe at the crossing and required separation distance.  

 The note to replace the pavement “in kind” is not adequate.  The pavement removal and replacement 

shall include the following: 

o Full depth sawcut 

o Aggregate slurry backfill 

o Full panel replacement 

o Tie bars 2 ft center to center 

o A separate permit from DPW 

o Inspection by DPW Engineering Technician prior to sawcut and prior to concrete placement 

  

18. Revise the first note on C103 to replace “Special Provisions” with “Standard Specifications”.  

19. For the storm sewer: 

 Label the public manholes in plan view.  Provide rim elevations and all invert elevations for the public 

manholes.  

 In the table, clarify MH D “endwall” description.   

 Verify the diameter of the public manhole in Lightning Drive and the wall integrity with the new 15” 

pipe at the proposed angle.   

20. For the grading plan: 

 Provide spot grades at each property corner, each grade break along the property line and at 50 ft 

intervals.  

 At each driveway to the public street, provide gutter grades, edge of sidewalk grades, and define the 

high point of drainage to the street.  

 For the driveway connections to GLK, define the high point and drainage direction of flow between the 

properties.  Provide documentation of agreement of drainage pattern between the two property 

owners.  

 There can be no runoff onto Primary Care to the east without written permission.  Revise the grading 

plan as needed.  

 It appears the east driveway from the building and dumpster sheet flows into InterTech Court.  Capture 

this flow into storm sewer. 

Inspections Division – Erosion Control 

The following comments are regarding erosion control issues.  Contact Sue Olson, Erosion Control at (920) 

832-6473 with any questions. 

21. The Erosion and Sediment Control plan will also be reviewed by Brown and Caldwell with the stormwater 

plan.  Comments will be sent under separate cover.   

Inspections Division – Plumbing  

The following comments are regarding plumbing issues. Contact Jim Becker, Plumbing Inspector at (920) 832-

6420 with any questions. 

22. This building, if classified as a Health Facility as defined under DSPS 382.10(116), shall be reviewed by the 

DSPS.  If not, a full site-specific plan review will be required by City of Appleton (Jim Becker). Please send 

plans, application, and fees as soon as possible.  Application forms can be found on the City’s website. 



 

 

 

Future Submittals: The revised site plan materials can be submitted at any time addressing the above 

referenced comments.  The Community and Economic Development Department will distribute the 

revised site plan materials to City staff for review and comment.  Please submit the revised Site Plan set 

via email in PDF.  I will coordinate submittal of the final hard copies upon approval of the Site Plan. 

 

Please contact me at (920) 832-6476 if you have any questions or concerns.   

 

Sincerely, 
 

 

 
 

Jessica Titel 

Principal Planner  

 

cc: Alderperson Lobner 

 Dan Meissner, Inspections 

 Jim Becker, Inspections 

 Sue Olson, Public Works & Erosion Control 

 Erick Cardew, Public Works 

 Steve Patterson, Fire 

Eric Lom, Traffic 

Karen Harkness, Community & Economic Development 

Tim Wittmann, Davel Engineering 
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Project Information

Site Information

Parcel: 31-1-6510-51

Zoning: M-1; Industrial Park

Legal Description: Lot 1 CSM 7369

Building Information:

Occupancy Classification:  B

Construction Type:  IIB

Gross Floor Area:  39,990 SF

Building Height:  28' to Roof  and 38' overall (Includes equipment screen)

Setback Information

Front: 40' (North, West, East)

Rear: 25' (South)

Sides: 25' (East)

Proposed Disturbed Area: 220,000± SF

Site Areas - Lot 1 CSM 7369

Building coverage   20,000 SF

Parking and Drives           79,366 SF

Lawn and Landscaping 187,472 SF

Total Site Area       286,838 SF± (6.5849 Acres)

Impervious Area = 34.64% (99,366 SF)

Parking Information:

Parking Requirements:

40,248 SF Office: (1 per 250 SF) 160

Surface Parking Stalls Provided:

157 proposed stalls + 6 Handicap stalls (Proposed)

Parking lot striping shall be 4" painted white

Surface Parking Lot Interior Islands Requirements:

Interior landscape Island 5% of Parking Lot

(79,242 SF at 5%) = 3,962 SF

Island Area Provided:

Total = 5,812 SF

Soil Types:

BtB: Briggsville Silt Loam

McA: Manawa Silty Clay Loam

WnA: Winneconne Silty Clay Loam

General Notes

No Hazardous materials will be stored on the site.  No outdoor storage is

proposed.

Snow storage shall be located beyond curb in lawn areas per plan.

All Curb & Gutter shall reject drainage (inverted pan) unless otherwise

noted on plan.

Dimensions along curb is measured to the curb face.



 

 

 

 

 

 

 

 

TO:  Community and Economic Development Committee  

FROM: Nikki Gerhard, Community Development Specialist 

DATE:  July 22, 2020 

RE: Approval of the 2020 Coordinated Entry Policies & Procedures Manual   

 

 

Effective April 2, 2020, the City of Appleton became the Coordinated Entry Lead for the Fox Cities Housing 

Coalition. On April 1, 2020, Committee and Council approved the creation and addition of a Coordinated 

Entry Specialist, under the umbrella of the Community & Economic Development Department, which was 

filled on May 27, 2020. To ensure effective and efficient workflow with this role, staff created policies and 

procedures that outline Coordinated Entry in the Fox Cities. 

 

The City of Appleton’s vision for Coordinated Entry is a community response to ending homelessness that 

accounts for the diversity of needs of people experiencing homelessness, urgently responding to these needs 

with permanent housing solutions, and successfully incorporating housing, healthcare, and employment 

systems. This community response will ensure an accessible and navigable set of entry points, a universal 

assessment for all persons requesting assistance, and effective and appropriate connections to housing and 

services for all populations and subpopulations. The City of Appleton’s Coordinated Entry System will 

include a data-driven approach to ensure that the system is able to measure and respond to current needs 

with a transparent framework of collaboration. 

 

Coordinated Entry is a centralized and streamlined system for accessing housing and support services to 

end homelessness in a community and is required by the U.S. Department of Housing and Urban 

Development for all Continuums of Care (CoC), as stated in 24 CFR 578.7(a)(8) of the CoC Interim Rule. 

These processes help communities prioritize assistance based on vulnerability and severity of service needs 

to ensure that people who need assistance the most can receive it in a timely manner. Coordinated Entry 

also provides vital information to communities about service needs and gaps to help communities plan their 

assistance and identify needed resources. Utilizing a standard assessment tool and practices, the goal is for 

the system to ensure that households experiencing homelessness have equal and fair access to resources 

that will end their homelessness.  

 

The Wisconsin Balance of State Continuum of Care (WIBOSCOC), the entity that oversees the Coordinated 

Entry systems across the State, has reviewed and approved of the policies and procedures as presented. 

Staff recommends approval of the Coordinated Entry Policies & Procedures Manual, as presented. 

 

The following attachment is provided for this action item.   

 

Attached Document: 

 

1.) Coordinated Entry Policies & Procedures Manual 

 

 

If you have any questions, please contact me at 832-6469 or nikki.gerhard@appleton.org.  Thank you! 

M E M O R A N D U M 

 

 

“…meeting community needs…enhancing quality of life.” 

mailto:nikki.gerhard@appleton.org


 

 

 

 

 

   City of Appleton 
 

 
 Coordinated Entry System 

      Policy & Procedure Manual 
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Key Terms & Definitions 
 

Coordinated Entry System staff need to understand several concepts 
and terms as part of the operating Fox Cities Housing Coalition 
Coordinated Entry System. Terms used throughout this document 
are defined below. 

 
Access- The engagement point for persons experiencing a housing crisis. Also refers to 
how a person enters the Coordinated Entry System. 
 
After Hours Plan- Outlines the process for connecting people experiencing 
homelessness to emergency services and the Coordinated Entry System outside of the 
operating hours of participating agencies in the Fox Cities. 
 
Assessment- Progressive gathering of information at various phases in the 
Coordinated Entry process, for different purposes, by one or more staff. 
 
Chronically Homeless- An individual who: 

(i) Is homeless and lives in a place not meant for human habitation, a safe 
haven, or in an emergency shelter; and 

(ii) Has been homeless and living or residing in a place not meant for human 
habitation, a safe haven, or in an emergency shelter continuously for at 
least one year or on at least four separate occasions totaling 12 months or 
more in the last three years; and 

(iii) Can be diagnosed with one or more of the following conditions: substance 
use disorder, serious mental illness, developmental disability (as defined 
in section 102 of the Developmental Disabilities Assistance Bill of Rights 
Act of 2000 (42 U.S.C. 15002)), post-traumatic stress disorder, cognitive 
impairments resulting from brain injury, or chronic physical illness or 
disability. 

 
An individual who has been residing in an institutional care facility, 
including a jail, substance abuse or mental health treatment facility, 
hospital, or other similar facility, for fewer than 90 days and met all of the 
criteria in paragraph (1) of this definition before entering that facility; 
 
A family with an adult head of household (or if there is no adult in the 
family, a minor head of household) who meets all of the criteria in 
paragraph (1) of this definition, including a family whose composition has 
fluctuated while the head of household has been homeless. (24 CFR 
578.3) 
 

Client Rights & Responsibilities- A document provided to all persons accessing the 
Coordinated Entry System that outlines his/her rights as a participant in the Coordinated 
Entry System, as well as his/her responsibilities to maintain his/her placement on the 
Prioritization List. 

Section 

1 



P a g e  | 5 

 

 
CE POLICIES & PROCEDURES MANUAL |      

 
Coordinated Entry- An approach to coordination and management of a crisis response 
system’s resources that allows users to make consistent decisions from available 
information to efficiently and effectively connect people to interventions that will rapidly 
end their homelessness. 
 
Crisis Response System- All of the services and housing available to persons who are 
at imminent risk of experiencing literal homelessness and those who are homeless. 
 
Department of Housing and Urban Development (HUD)- The Federal agency that 
oversees the CoC and ESG programs. HUD is the principal Federal agency responsible 
for programs concerned with the nation’s housing needs, fair housing opportunities, and 
improvement and development of the nation’s communities. 
 
Department of Energy, Housing, and Community Resources (DEHCR)- The 
recipient of ESG funds from HUD and administrator of several supportive housing 
program funds. 
 
Emergency Services- Services typically accessed by a person experiencing a housing 
crisis, including but not limited to: homeless prevention assistance, domestic violence 
and emergency services hotlines, drop-in service programs, domestic violence shelters, 
emergency shelters, and motel voucher programs, and other short-term crisis 
residential programs. 
 
Emergency Shelter- A place for people to live temporarily when they cannot live in 
their previous residence. This includes programs that provide motel vouchers to 
persons experiencing homelessness. Emergency shelters assist persons experiencing 
homelessness in regaining permanent housing. 
 
Emergency Solutions Grant (ESG)- A Federal grant program that funds street 
outreach, homelessness prevention, emergency shelter, and rapid re-housing activities.  
 
EHH- The combined grant programs of the Emergency Solutions Grant, State of 
Wisconsin Housing programs, and Homeless Prevention Program. 
 
Fleeing Domestic Abuse or Violence (HUD Homeless Definition, Category 4)- Any 
individual or family who: (i) is fleeing, or is attempting to flee, domestic violence, dating 
violence, sexual assault, stalking, trafficking, or other dangerous or life-threatening 
conditions that relate to violence against the individual or a family members, including a 
child, that has either taken place within the individual’s or family’s primary nighttime 
residence or has made the individual or family afraid to return to their primary nighttime 
residence; (ii) has no other residence; and (iii) lacks the resources or support networks 
to obtain other permanent housing (24 CFR 587.3) 
 
Homeless Management Information System (HMIS)- The information system 
designated by the Wisconsin Balance of State Continuum of Care (WIBOSCOC) to 
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comply with the HMIS requirements prescribed by HUD. The HMIS used in Wisconsin is 
Service Point. 
 
Homeless System- All of the services and housing available to persons who are 
literally homeless. 
 
Household- Covers any configuration of persons in crisis, whatever their age or 
number (adults, youth, or children; singles, couples or multiple adults; with or without 
children). 
 
HMIS Lead- The entity designated by the Fox Cities Housing Coalition to operate the 
Continuum’s HMIS on its behalf. The City of Appleton is the HMIS Lead for the Fox 
Cities. 
 
Housing Interventions- Housing programs and subsidies; these include transitional 
housing, rapid re-housing, and permanent supportive housing programs, as well as 
permanent housing subsidy programs (e.g. Housing Choice Vouchers). 
 
Imminently at Risk of Homelessness (HUD Homeless Definition, Category 2)- Any 
individual or family who will imminently lose their primary nighttime residence, provided 
that: (i) the primary nighttime residence will be lost within 14 days of the date of 
application for homeless assistance, (ii) no subsequent residence has been identified; 
and (iii) the individual or family lacks the resources or support networks needed to 
obtain other permanent housing (24 CFR 587.3). 
 
Literally Homeless (HUD Homeless Definition, Category 1)- An individual or family 
who lacks a fixed, regular, and adequate nighttime residence, meaning: 

(i) An individual or family with a primary nighttime residence that is a public 
or private place not designed for or ordinarily used as a regular sleeping 
accommodation for human beings, including a car, park, abandoned 
building, bus or train station, airport, or camping ground; 

(ii) An individual or family living in a supervised publicly or privately operated 
shelter designated to provide temporary living arrangements (including 
congregate shelters, transitional housing, and hotels and motels paid for 
by charitable organizations or by federal, state, or local government 
programs for low-income individuals); or 

(iii) An individual who is exiting an institution where he or she resided for 90 
days or less, and who resided in an emergency shelter or place not meant 
for human habitation immediately before entering that institution (24 CFR 
578.3). 

 
Local Coordinated Entry Lead- The person chosen by the Fox Cities Housing 
Coalition to serve as the point of contact. 
 
Local Coordinated Entry System- A geographic area represented by one or more 
local homeless coalitions that implements the WIBOSCOC Coordinated Entry System. 
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Non-HMIS List- A Prioritization List powered by Google Docs that uses anonymous, 
unique identifiers in order to accommodate domestic violence survivors and other 
households that do not consent to sharing their information in HMIS. 
 
Non-HMIS List Holder- The person designated by the Fox Cities Housing Coalition to 
manage the Non-HMIS Prioritization List. 
 
No Wrong Door- An approach to Coordinated Entry that ensures people experiencing 
homelessness can access services regardless of how they enter the Coordinated Entry 
System. 
 
Person or Persons- Someone who access the Coordinated Entry System. 
 
Personally Identifiable Information- Any information about an individual, maintained 
by an agency, which can be used to distinguish, trace, or identify an individual’s identity, 
including personal information which is linked or linkable to an individual. 
 
Pre-Screen Form- a WIBOSCOC-approved document that is completed at the 
beginning of the Coordinated Entry process that gathers the minimum information 
needed to make a referral to the Prioritization List. 
 
Prevention Services- Financial assistance and supportive services designed to 
prevent homelessness for an otherwise housed household. 
 
Prioritization- Ensures that those persons with the greatest need and vulnerability 
receive the supports they need to resolve their housing crisis. 
 
Program Standards- A set of expectations for a project type, based on HUD guidance 
and best practices, and approved by the WIBOSCOC Board of Directors, that CoC-
funded and EHH-funded agencies are required to follow. 
 
Project- Housing and/or supportive services intended to help people exit 
homelessness. 
 
Provider- Organizations that serve program participants in projects funded by CoC 
program or ESG program grants. This includes recipients and subrecipients. 
 
Rapid Re-Housing- A housing intervention designed to help individuals and families 
quickly exit homelessness and return to permanent housing. 
 
Permanent Supportive Housing- A housing intervention that combines housing 
assistance with voluntary support services to address the needs of chronically homeless 
people.  
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Street Outreach- A project type that meets people experiencing homelessness where 
they live and provides supportive services, advocacy, and access to emergency 
services and housing options. 
 
Transitional Housing- A time-limited housing intervention that combines housing 
assistance with support services to address the needs of people experiencing 
homelessness. 
 
VI-SPDAT, VI-F-SPDAT, TAY-VI-SPDAT- Vulnerability Index-Service Prioritization 
Decision Assistance Tool; Vulnerability Index-Service Prioritization Decision Assistance 
Tool for Families; and Transition-Age Youth Vulnerability Index-Service Prioritization 
Decision Assistance Tool are the standardized assessment tools used in the 
Coordinated Entry System. The VI-SPDAT series is a set of triage tools that are 
designed to be used by all providers within the Coordinated Entry System to quickly 
assess the health and social needs of people experiencing homelessness and match 
them with the most appropriate support and housing interventions that are available. 
 
Wisconsin Balance of State Continuum of Care (WIBOSCOC)- A statewide coalition 
comprised of 21 local homeless coalitions, representing 69 counties throughout the 
state of Wisconsin that ensures, promotes, and provides funding to community-wide 
commitments to the goal of ending homelessness. 
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Overview of the Coordinated Entry System 
 

City of Appleton’s Community Vision 
The City of Appleton is dedicated to meeting the needs of the 
community and enhancing the quality of life. The City of Appleton’s 
vision for Coordinated Entry is a community response to ending 
homelessness that accounts for the diversity of needs of people 

experiencing homelessness, urgently responding to these needs with permanent 
housing solutions, and successfully incorporating housing, healthcare, and employment 
systems. This community response will ensure an accessible and navigable set of entry 
points; a universal assessment for all persons requesting assistance; and effective and 
appropriate connections to housing and services for all populations and subpopulations. 
The City of Appleton’s Coordinated Entry System will include a data-driven approach to 
ensure that the system is able to measure and respond to current needs with a 
transparent framework of collaboration. 
 

What is Coordinated Entry 
Coordinated Entry is a centralized and streamlined system for accessing housing and 
support services to end homelessness in a community, and is required by the U.S. 
Department of Housing and Urban Development for all Continuums of Care (CoC), as 
stated in 24 CFR 578.7(a)(8) of the CoC Interim Rule. 1 “HUD’s primary goals for 
Coordinated Entry Processes are that assistance be allocated as effectively as possible 
and that it be easily accessible no matter where or how people present.” Such a system 
incorporates a community-wide Housing First approach to all programs and prioritizes 
resources for those with the most complex needs. 
 
Coordinated Entry processes help communities prioritize assistance based on 
vulnerability and severity of service needs to ensure that people who need assistance 
the most can receive it in a timely manner. Coordinated Entry also provides vital 
information to communities about service needs and gaps to help communities plan 
their assistance and identify needed resources. 2Utilizing a standard assessment tool 
and practices, the goal is for the System to ensure that households experiencing 
homelessness have equal and fair access to resources that will end their 
homelessness. 
 

Guiding Principles 
The following principles are present throughout the Fox Cities Coordinated Entry 
Process. 
 
Nondiscrimination 
All programs receiving Federal and State funds will comply with applicable civil rights 
and fair housing laws and requirements, and recipients and subrecipients of CoC 

                                                           
1 The Department of Housing and Urban Development, Coordinated Entry Policy Brief (2015) 
2 The Department of Housing and Urban Development, Coordinated Entry Policy Brief (2015) 

Section 

2 
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Program and ESG Program-funded projects must comply with the nondiscrimination 
and equal opportunity provisions of Federal civil rights laws.  
 

Fair Housing Act- Prohibits discriminatory housing practices based on race, 
color, religion, sex, national origin, disability, or familial status; 

 
Section 504 of the Rehabilitation Act- Prohibits discrimination on the basis of 
disability under any program or activity receiving Federal financial assistance; 

 
Title VI of the Civil Rights Act- Prohibits discrimination on the basis of race, color, 
or national origin under any program or activity receiving Federal financial 
assistance. 

 
Title II of the Americans with Disabilities Act- Prohibits public entities, which 
includes state and local governments, and special purpose districts, from 
discriminating against individuals with disabilities in all their services, programs, 
and activities, which include housing, and housing-related services such as 
housing search and referral assistance. Title III of the Americans with Disabilities 
Act prohibits private entities that own, lease, and operate places of public 
accommodation, which include shelters, social service establishments, and other 
public accommodations providing housing, from discriminating on the basis of 
disability; and 

 
HUD’s Equal Access Rule- Prohibits discriminatory eligibility determinations in 
HUD-assisted or HUD-insured housing programs based on actual or perceived 
sexual orientation, gender identity, or marital status, including any projects 
funded by the CoC Program or ESG Program. The CoC Program interim rule 
also contains fair housing provisions at 24 CFR 578.93, as does ESG at 24 CFR 
576.407(a) and (b). 

 
Affirmative Marketing and Outreach 
The Coordinated Entry System and services available within it will be affirmatively 
marketed to “eligible persons regardless of color, race, national origin, religion, sex, 
age, familial status, or disability, who are least likely to apply in the absence of special 
outreach, and will maintain records of those marketing activities. Housing assisted by 
HUD and made available through the CoC must also be made available to individuals 
and families without regard to actual or perceived sexual orientation, gender identity, or 
marital status in accordance with 24 CFR 2.105(a)(2).”3 
 
Accessibility 
The City of Appleton is required to take the following steps to ensure effective 
communication with, and Coordinated Entry System accessibility by, individuals with 
disabilities: 
 

                                                           
3 HUD CPD Notice 17-01: Notice Establishing Additional Requirements for a Continuum of Care Centralized or 
Coordinated Assessment System, January 23, 2017. 
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 Advertising must be accessible by using large font, audio, and Braille; 

 Including auxiliary aids and services necessary to ensure effective 
communication within Coordinated Entry materials, ensuring that information is 
provided in appropriate accessible formats as needed; 

 Making available access points to individuals with disabilities, including 
accessible physical locations for individuals who use wheelchairs, as well as 
people in the Fox Cities Housing Coalition who are least likely to access 
homeless assistance. 
 

The City of Appleton is required to take the following steps to ensure effective 
communication with, and Coordinated Entry System accessibility by, persons with 
Limited English Proficiency (LEP): 
 

 The City must evaluate the extent of its obligation to provide LEP services in the 
community by using the following four-step process: 
 
1) The number or proportion of LEP persons served or encountered in the 

eligible service area; 
2) The frequency with which LEP individuals come in contact with the program; 
3) The nature and importance of the program, activity, or service provided by the 

program; 
4) The resources available and costs. 

 

 After the four questions above have been answered and evaluated, the City of 
Appleton must determine and select which language services are appropriate for 
the needs of the community and the population served. Typical language 
services include, but are not limited to: oral language services through 
interpretive services, bilingual staff, telephone interpreter lines, and written 
language services through document translation. 

 
Low Barrier 
The Coordinated Entry System prohibits the “screening out” of clients “due to perceived 
barriers relating to housing or services, including but not limited to: too little or no 
income, active or a history of substance use, domestic violence history, resistance to 
receiving services, the type or extent of disability-related services or supports that are 
needed, history of evictions or poor credit, lease violations or history of not being a 
leaseholder, or criminal records- with exceptions for state and local restrictions that 
prevent projects from serving people with certain convictions.”4 
 
Client Choice 
Clients are provided with information about the Fox Cities Coordinated Entry System, 
including which programs are available, so that they may make an informed decision 
regarding in which programs they wish to participate, if any. Clients are also free to 

                                                           
4 HUD CPD Notice 17-01: Notice Establishing Additional Requirements for a Continuum of Care Centralized or 
Coordinated Assessment System, published January 23, 2017. 
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decide what information they provide during the assessment process, and clients may 
not be denied services if the client refuses to provide certain pieces of information 
unless the information is required to establish or document program eligibility for the 
applicable project. 
 
Collaboration 
Coordinated Entry is a system-wide process, and therefore all providers within the Fox 
Cities network must collaborate to ensure the system functions smoothly and effectively. 
The use of weekly case conferencing meetings is intended to facilitate regular, in-
person collaboration to the greatest extent possible. To have the most effective 
Coordinated Entry, the City of Appleton recognizes that partnerships from across 
sectors will help the Fox Cities to best provide services for all persons who are 
experiencing or at-risk of homelessness, and invite non-HUD funded programs and 
agencies to participate in the Homeless System Coordinated Entry process. 
 
Data 
A key function of Coordinated Entry is the collection of data regarding each client’s 
housing crisis and needs in order to provide clients with the most appropriate housing 
interventions available. The data gathered is also utilized to reveal gaps in services and 
inform funding decisions. Clients may not be denied services if they refuse to allow their 
personally identifying information to be shared unless required by local, state, or federal 
statute as a condition of program participation. 
 
Housing First 
The Fox Cities Coordinated Entry System is based upon a Housing First approach. 
Providers mandated to participate in Coordinated Entry agree to prioritize housing 
placement over supportive services. All providers who participate in Fox Cities 
Coordinated Entry System, either voluntary or mandated, are required to follow the 
Housing First approach. 
 
Prioritization 
Coordinated Entry will ensure that those clients with the highest needs are provided with 
services first. A uniform assessment process is utilized for all clients experiencing 
housing crises to ensure needs-based access to housing interventions. Prioritization 
may not be based on any of the following: race, color, religion, national origin, sex, age, 
familial status, disability, type or amount of disability or disability-related services or 
supports required, actual or perceived sexual orientation, gender identity, or marital 
status.”5 
 
Privacy Protections 
The City of Appleton Coordinated Entry Specialist will only gather information that is 
deemed necessary to provide quality services, and assessments will not require the 
disclosure of specific disabilities or diagnoses unless otherwise required in order to 
determine eligibility. 

                                                           
5 HUD Notice CPD 17-01. While the factors may not be used to prioritize, they may be used as eligibility criteria 
unless otherwise prohibited by Federal, State, or local civil rights laws. 
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Clients will be notified of their HMIS-related privacy rights in accordance with the 
notification requirements included in the HMIS Policies and Procedures manuals of the 
Wisconsin Balance of State Continuum of Care (WIBOSCOC). The Coordinated Entry 
Specialist will access client information only as necessary to provide services and 
referrals. No identifiable client information will be released to any individual, agency, 
organization, or government entity unless written consent is obtained from the client or 
is otherwise required by law. The Coordinated Entry Specialist, and all Coordinated 
Entry-participating staff, will adhere to the following privacy protocols: 
 

 Participant consent will be obtained in order to share and store information for 
the purposes of assessing and referring through the Coordinated Entry process. 
Verbal or written consent is obtained through the Pre-Screen Form, the Case 
Conference Release of Information, the WI Service Point Release of Information, 
and prior to administering the VI-SPDAT/VI-F-SPDAT/TAY-VI-SPDAT. 

 Records containing personally identifying information must be kept secure and 
confidential.  

 Participants must be informed of the ability to file a nondiscrimination complaint. 
 
Data Security Protections 
The Fox Cities Housing Coalition Coordinated Entry System uses both HMIS and non-
HMIS databases to operate its referral process. 
 
HMIS Data Security Protections 
HMIS is an internet-based database that is used by homeless service organizations 
across Wisconsin to record and store client-level information about the numbers, 
characteristics and needs of homeless persons and those at-risk of homelessness. The 
decision to use WI HMIS as the primary tool for Coordinated Entry was approved and 
required by the WIBOSCOC. 
 
Along with the Coordinated Entry Policy and Procedure Manual, there are several other 
documents relating specifically to HMIS that must be adhered to when using HMIS for 
Coordinated Entry. These include: 
 

 The WIBOSCOC Governance Charter; 

 Agency Partnership Agreements; 

 WISP User Agreements 

 HMIS Policies and Procedures manual 
 
Data security and privacy extends to staff who may not have an HMIS license, as well. It 
is the responsibility of the Coordinated Entry Specialist, and other staff with an HMIS 
license, to protect the data coming out of the system, including the Prioritization Lists.6 
 

                                                           
6 Institute for Community Alliances HMIS Policies and Procedures Manual regarding the protection of client data 
and Personally Identifiable Information. 
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Non-HMIS Data Security Protections 
To accommodate domestic violence survivors and other households that do not consent 
to sharing their information in HMIS, Coordinated Entry referrals will be made to the 
Non-HMIS Prioritization List. This List is a Google Doc that has two parts- a link to refer 
a person, and the Prioritization List for the Fox Cities Housing Coalition. Any agency 
staff person that has signed the staff agreement and completed the required 
Coordinated Entry trainings can receive this link to the referral survey. The questions on 
the survey mirror the questions asked in HMIS, but the staff person is able to choose a 
unique identifier for the individual or family, thus ensuring the Non-HMIS List contains 
no names. Once the survey is complete, the referral is generated in the Non-HMIS 
Prioritization List. 
 
The Non-HMIS List is only accessible to the WIBOSCOC Director and other entities as 
designated by the WIBOSCOC Board of Directors, and the City of Appleton’s 
Coordinated Entry Specialist, who serves as the Non-HMIS List Holder for the Fox 
Cities. The Coordinated Entry Specialist is responsible for giving the non-HMIS survey 
link to the participating agency staff after training requirements have been successfully 
completed; the List holder is not allowed to share this link with anyone else. The City’s 
Community Development Specialist is designated as the back-up List Holder, who can 
access the Non-HMIS List when the primary List Holder is unavailable for long periods 
of time. The back-up List Holder can only access the Non-HMIS List when the List 
Holder is unavailable.  
 
When a housing provider has a program opening, the Coordinated Entry Specialist will 
identify the highest-prioritized individual or family for the program on the HMIS 
Prioritization List. The Coordinated Entry Specialist, being the Non-HMIS List Holder, 
will determine if there is an individual or family that is prioritized higher than the 
individual or family in HMIS. If the Non-HMIS List individual or family is highest 
prioritized, the Non-HMIS List Holder will contact the referring agency to inform them of 
a program opening. The referring agency will have the individual or family sign a 
Release of Information to share information with the housing provider in order to 
facilitate the move to permanent housing. 
 
Safety Planning 
When the Coordinated Entry Specialist, or other City of Appleton staff- a non-victim 
service provider- is providing services to an individual or family fleeing, or attempting to 
flee, domestic violence, dating violence, sexual assault, stalking, human trafficking, or 
other life-threatening situation, they will follow the safety protections in the Violence 
Against Women Act (VAWA) and HUD Protections Against Survivors of Violence (16-
159). The Coordinated Entry Specialist will give the safety and confidentiality rights of 
the survivor the highest priority and will ensure the survivor’s individual autonomy, self-
determination, and safety are respected. 
 
When the Coordinated Entry Specialist is responding to a victim of domestic or sexual 
violence, s/he will provide a private space for data collection and referral to the Non-
HMIS Prioritization List, if requested. Should a victim of violence choose to seek shelter 
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with a program that does not provide victim-specific services, they cannot be 
discriminated against due to the violence and must be offered the same confidentiality 
of services through victim service providers, including but not limited to: data collection, 
privacy, and sharing. 
 
Fox Cities Housing Coalition housing providers have emergency transfer plans in place 
to allow for a survivor to move immediately to a safe and available unit if the survivor 
fears for their life and safety. Such plans allow a survivor to self-certify their need for the 
transfer, do not require the survivor to undergo an application process as a new tenant, 
and allow the survivor to determine what a safe unit is for purposes of the transfer. 
 
Non-victim service providers consult and collaborate with domestic violence service 
providers and familiarize themselves with safety planning resources available in the 
community. This list is updated at least annually. 
  

Grievance Policies 
 
Participant Grievances 
This policy refers to participant grievances regarding the City of Appleton’s Coordinated 
Entry System only. If a participant has a grievance regarding the City of Appleton or the 
Coordinated Entry Specialist, they should follow that this grievance procedure. 
 
The Coordinated Entry Specialist should address any complaints by participants as best 
they can in the moment. Ideally, the person and the Coordinated Entry Specialist will try 
to work out the problem directly as a first step in the process. If this does not resolve the 
issue, the person may begin the grievance procedure. 
 
The person has the right to be assisted by an advocate of his/her choice at each step of 
the grievance process. The person has the right to withdraw his/her grievance at any 
time. Any grievance paperwork filed by a participant should note his/her name and 
contact information so the Coordinated Entry Specialist can contact him/her to discuss 
the issues. 
 
There are two levels of review available for each grievance: 
 
Level 1 
The first person to review the grievance is the Coordinated Entry Specialist. The person 
with the grievance should contact the Coordinated Entry Specialist with a written 
statement describing the alleged violation of the Coordinated Entry System policies and 
procedures, and any actions taken on behalf of the person or the City of Appleton to 
resolve the issue. Once the Coordinated Entry Specialist has gathered relevant 
information about the situation, s/he will decide if the grievance is valid and determine 
what, if any, action needs to be taken, and prepare a response to the grievance. 
 
If both the person and the City of Appleton agree, the process ends and the resolution is 
implemented. 



P a g e  | 16 

 

 
CE POLICIES & PROCEDURES MANUAL |      

 
If the person or the City of Appleton disagrees, the grievance moves to the next level. 
 
Level 2 
The Fox Cities Housing Coalition President reviews the grievance if there is 
dissatisfaction with the Coordinated Entry Specialist’s resolution. The FCHC President 
may designate other members or other entities to review the situation. After gathering 
relevant information, the President or designated members or entities will inform the 
person and provide what will happen to resolve the grievance. This is the final step in 
the process and the decision of the Fox Cities Housing Coalition is final. 
 
Provider Grievances 
It is the responsibility of all boards, staff, and volunteers of CoC-funded and EHH-
funded projects to comply with the rules and regulations of the Coordinated Entry 
System. Anyone filing a complaint concerning a violation or suspected violation of the 
policies and procedures must be acting in good faith and have reasonable grounds for 
believing an agency is violating the Coordinated Entry System policies and procedures. 
 
To file a grievance regarding the actions of any agency, contact the Coordinated Entry 
Specialist with a written statement describing the alleged violation of the Coordinated 
Entry System policies and procedures, and the steps taken to resolve the issue. The 
Coordinated Entry Lead will contact the agency in question to request a response to the 
grievance. Once the Coordinated Entry Lead has received all documentation, s/he will 
decide if the grievance is valid and determine if further action needs to be taken. If the 
individual or agency filing the grievance, or the agency against whom the grievance is 
filed, is not satisfied with the determination they may file an appeal with the Fox Cities 
Housing Coalition President. This must be done by providing a written statement 
regarding the reasons for the appeal. The FCHC President will bring the matter to the 
Executive Committee for discussion and final decision. 
 

Geographic Area 
The Fox Cities Housing Coalition covers three counties, Outagamie, northern Calumet, 
and northern Winnebago. This geographic area includes urban, suburban areas. The 
FCHC is responsible for carrying out the Wisconsin Balance of State Continuum of Care 
Coordinated Entry System at the local level. The City of Appleton’s Coordinated Entry 
Specialist serves as the Coordinated Entry Lead for the Fox Cities Housing Coalition.  
 

Accessing the Coordinated Entry System 
Access to the Coordinated Entry System follows a “No Wrong Door” approach. The 
principles of this approach are: 
 

 All people experiencing homelessness can access the Coordinated Entry System 
regardless of which participating agency they initially contact; 

 Each participating agency will use the same assessment tools and use the same 
assessment approach; 
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 Staff of participating agencies will connect persons experiencing homelessness 
to the Coordinated Entry System and provide appropriate referrals to emergency 
services, even if that service is not available at their agency; 

 Participating providers have a responsibility to respond to the range of service 
needs pertaining to homelessness and housing, and the Coordinated Entry 
Specialist will act as the primary contact for persons who apply for assistance 
through projects, until another provider assumes that role; 

 People will have equal access to information about the housing assistance for 
which they are eligible in order to assist them in making informed choices about 
available services that best meet their needs. 

 
Participating housing providers will work collaboratively to achieve responsive and 
streamlined access to services, and cooperate to use available resources to achieve the 
best possible housing outcomes for people, particularly for those with high, complex, or 
urgent needs. 
 
Street Outreach 
All CoC-funded and EHH-funded Street Outreach projects must participate in the Fox 
Cities Coordinated Entry System. Street Outreach staff must ensure persons living in 
unsheltered locations are offered access to the Coordinated Entry system through the 
same process as persons who have contact with site-based programs. Fox Cities Street 
Outreach projects will refer all willing persons to the City’s Coordinated Entry Specialist, 
who will act as an access point for Coordinated Entry (i.e. conducting assessments and 
referring to the Prioritization List). 
 

Accessing Emergency Services 
Access to emergency services, such as domestic violence and emergency services 
hotlines, drop-in service programs, emergency shelters, and motel voucher programs, 
or other short-term crisis residential programs, is not prioritized through the Coordinated 
Entry System. All persons in need of emergency services should be connected to those 
services as requested. 
 
After Hours Plan 
The Fox Cities Housing Coalition maintains an After Hours Plan that outlines the 
process for connecting people experiencing homelessness to emergency services and 
the Coordinated Entry System. This After Hours Plan covers the entire geographic area 
of the Fox Cities Housing Coalition, including Outagamie County, northern Winnebago 
County, and northern Calumet County. 
 
The After Hours Plan is a collaboration of emergency service providers and crisis 
response systems, including emergency shelters, law enforcement, school districts, 
transit systems, healthcare providers, correctional institutions, and local motels. The 
Fox Cities After Hours Plan is updated annually and submitted to the Wisconsin 
Balance of State Continuum of Care (WIBOSCOC). Reference Appendix A for the 
current version of the Plan. 
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Prevention Services 
Fox Cities Housing Coalition agencies that receive EHH funds for Homeless Prevention 
programming are required to participate in Coordinated Entry.7 Agencies that have 
Homeless Prevention projects that are not EHH-funded are encouraged to use the 
Coordinated Entry System to prioritize their prevention funding. Section four outlines the 
process for assessment and eligibility for homelessness prevention services. 
 

Connection to Mainstream Resources 
The City of Appleton’s Coordinated Entry Specialist is required to provide referrals and 
assist with access to mainstream resources, health insurance, and community-based 
emergency assistance services. The Coordinated Entry Specialist should be aware of 
all mainstream benefits available in the Fox Cities in order to make appropriate 
referrals. 
 
The City’s Coordinated Entry Specialist encourages providers of mainstream resources 
to become access points for the Coordinated Entry System.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                           
7 HUD Notice CPD 17-01 
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Fox Cities Coordinated Entry System 
 
The Fox Cities Coordinated Entry System covers the same geographic 
footprint as the Fox Cities Housing Coalition, which includes 
Outagamie County, northern Winnebago County, and northern 
Calumet County.  

 

Coordinated Entry Lead 
The Fox Cities Housing Coalition has chosen, through a majority vote of the 
membership, the City of Appleton’s Coordinated Entry Specialist to serve as the point of 
contact for the WIBOSCOC Board of Directors, the CoC Director, and other entities as 
designated by the Board of Directors. The Coordinated Entry Specialist will serve as the 
conduit of information between the WIBOSCOC and the participating agencies in the 
Fox Cities Housing Coalition. 
 
Expectations of the Coordinated Entry Lead 
Duties include, but are not limited to: 
 

1. Serves as the Coordinated Entry expert in the Fox Cities; 
2. Ensures a consistent and accurate flow of information between the WIBOSCOC 

Board of Directors, or other designated entity, and the Fox Cities Housing 
Coalition; 

3. Reports out of HMIS; 
4. Ensures all participating agency staff within the FCHC have completed the 

required [annual] trainings; 
5. Attends all Coordinated Entry and Coordinated Entry Lead trainings; 
6. Provides updates on Coordinated Entry System updates, changes, etc. to the 

FCHC; 
7. Serves as the Non-HMIS List Holder; 
8. Maintains copies of all Agency Agreements and Staff Agreements for the FCHC; 
9. Updates the WIBOSCOC training spreadsheet for participating agencies in the 

FCHC; 
10. Ensures participating staff and agencies are in compliance with WIBOSCOC 

Coordinated Entry System policies and procedures; 
11. Ensures marketing and outreach activities are occurring within the FCHC, as 

required by WIBOSCOC policy; 
12. Ensures the FCHC has established an After Hour Plan for access emergency 

services, and reviews this Plan at least annually; 
13. Complies with all HMIS policies and procedures. 

 
The Coordinated Entry Specialist is able to change data and run reports for other HMIS-
using agencies under a MOU between the City of Appleton and Coordinated Entry-
participating agencies. These MOU’s are updated annually, and copies are forwarded to 
the WIBOSCOC.  

Section 

3 
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Non-HMIS List Holder 
The Fox Cities Housing Coalition has chosen, through a majority vote of the 
membership, the City of Appleton’s Coordinated Entry Specialist to serve as the Non-
HMIS List Holder to manage the Non-HMIS Prioritization List. 
 
Expectations of the Non-HMIS List Holder 
Duties include, but are not limited to: 
 

1. Maintains the Non-HMIS List in Google Docs, including troubleshooting 
problems, identifying and communicating issues and concerns with the Google 
Form and Non-HMIS Prioritization List; 

2. Provides the highest prioritized person’s unique identifier, prioritization 
information (VI-SPDAT score, length of time homeless, chronic homeless status), 
and the referring agency contact information upon request from a housing 
project; 

3. Responds to requests from participating agencies and staff in a timely manner; 
4. Attends all Coordinated Entry and List Holder trainings; 

 
The Coordinated Entry Specialist cannot provide access to the Non-HMIS List to other 
agencies, projects, or staff. S/he cannot download the Non-HMIS List to share, or email 
information about the individuals/ families on the List. 
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The Coordinated Entry Process 
 
The Coordinated Entry process can be divided into two phases: placing 
persons on the Fox Cities’ Prioritization List and removing persons from 
the Prioritization List. Within these phases, there are several elements. 
The Pre-Screen forms, assessment, and referral occur prior to placing 

people on the Prioritization List; follow-Ups occur while people are on the Prioritization 
List; and determining eligibility and program enrollment occur to remove people from the 
Prioritization List.  
 

Participant Consent and Pre-Screen 
When an individual or family contacts the Coordinated Entry Specialist for housing 
assistance, or an individual or family is referred, several documents are completed. 
First, a Pre-Screen Form is completed to gather sufficient information to determine if 
referral to the Prioritization List is appropriate (e.g. person or persons are homeless and 
unable to secure housing on their own). The Pre-Screen Form gathers the minimum 
information needed to make a referral to the Prioritization List. At the bottom the second 
page of the form is a short statement seeking to obtain the person’s consent to share 
information for the purposes of referral. This form can be completed in-person or 
verbally (Appendix B). 
 
If the individual or family is appropriate to refer to the Prioritization List, the Coordinated 
Entry Specialist must review the Coordinated Entry Client Rights and Responsibilities 
with the person(s), and obtain written or verbal confirmation of his/her understanding of 
these rights and responsibilities (Appendix C). 
 
The Coordinated Entry Specialist asks the person(s) if they would like to be referred to 
the HMIS or Non-HMIS Prioritization List. If the person chooses to be referred to the 
HMIS Prioritization List, the Coordinated Entry Specialist will review the WI Service 
Point Release of Information and obtain written or verbal consent to share data in HMIS 
(Appendix D). If the person chooses to be referred to the Non-HMIS Prioritization List, 
no additional Release of Information is necessary. 
 
If the person(s) declines a referral to either Prioritization List, this must be noted on the 
Pre-Screen Form and kept on file. The Coordinated Entry Specialist must inform the 
person(s) of their right to ask to be referred to the Prioritization List in the future.  
 
The Coordinated Entry Specialist uploads the Pre-Screen Form, Client Rights and 
Responsibilities, and WI Service Point Release of Information into HMIS. 
 

Assessment 
The WIBOSCOC, and subsequently the FCHC, uses different assessment tools for 
single adults, adults with children, and unaccompanied youth (see below). The 
WIBOSCOC, and subsequently the FCHC, uses a different referral process for 

Section 

4 
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households fleeing or attempting to flee domestic violence (Non-HMIS Prioritization 
List). 
The Coordinated Entry Specialist is trained in using a trauma-informed approach to 
conducting assessments to reduce the risk of re-traumatization. The assessment space 
and manner of conducting the assessment utilized provide privacy, allowing people to 
safely reveal sensitive information and safety issues.  
 
Standardized Assessment Tool 
The Coordinated Entry System utilizes three tools for the purposes of prioritizing 
individuals and families for housing services. These tools are: 
 

 Vulnerability Index-Service Prioritization Decision Assistance Tool (VI-SPDAT) 
(Appendix E)- This tool is used for single adults and households without children 
under the age of 18. 

 Family Vulnerability Index-Service Prioritization Decision Assistance Tool (VI-F-
SPDAT) (Appendix F)- This tool is used for households with at least one adult 
and one child under the age of 18. 

 Transition-Age Youth Vulnerability Index-Service Prioritization Decision 
Assistance Tool (TAY-VI-SPDAT) (Appendix G)- This tool is used for youth aged 
24 yours and younger. 

 
The VI-SPDAT series was created through a collaboration between OrgCode 
Consulting, creators of the SPDAT, and Community Solutions, creators of the 
Vulnerability Index. It is a brief survey that quickly assesses the health and social needs 
of persons experiencing homelessness. It assists in matching people with the most 
appropriate support and housing interventions that are available in the community. 
 
The VI-SPDAT is designed and structured to only use self-report. The person being 
surveyed should be able to complete it with anyone, not just the staff or agency that 
knows his/her case history or has other information from other circumstances or 
sources. 
 
Opening Script 
The Coordinated Entry Specialist and City staff persons completing a VI-SPDAT must 
use the same introductory script. 
 

My name is [interviewer name] and I work for [organization name]. I have a short 
survey that I would like to complete with you. The answers will help us determine 
how we can best go about supporting you and helping you with housing. Most 
questions only require a yes or no. Some questions require a one-word answer. 
Some of the questions are personal in nature, but you can choose to skip or 
refuse to answer any question. 

 
For HMIS Prioritization List: The information collected will go into a database 
called Wisconsin Service Point. This is a secure, web-based database that is 
utilized by homeless providers in Wisconsin. 
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For Non-HMIS Prioritization List: The information collected will result in a number 
that will be entered into an anonymous Prioritization List, along with a unique 
identifier that only our agency knows. Your specific answers will not be saved in 
this List. 

 
If you do not understand a question, let me know and I will be happy to clarify. If 
it seems to me that you don’t understand a question I will also do my best to 
explain it to you without you needing to ask for clarification. 

 
Finally, it is important that you are honest with your answers. You do not need to 
embellish or keep information from me in order to get a program. This survey is 
just one factor we use in figuring out how to best support you. So please answer 
honestly as you feel comfortable doing. 

 
 
Whether the VI-SPDAT is first conducted on paper or directly inputted within HMIS, all 
VI-SPDAT assessments are recorded in either the HMIS Prioritization List or the Non-
HMIS Prioritization List within two business days of when the information was first 
collected.  
 
If the individual/family is not prioritized for any interventions, the Coordinated Entry 
Specialist will explain to the household why they will not be referred to the Prioritization 
Lists. The Coordinated Entry Specialist will refer the household to other 
supports/services that are available, such as emergency shelter, mainstream resources, 
or help connect him/her with family or friends. The Coordinated Entry Specialist will 
inform the person(s) that they should contact a Coordinated Entry provider if their 
circumstances change in order to be re-assessed. The Coordinated Entry process ends 
for the person(s) at this point. 
 

Pre-Screen and Assessment of Domestic Violence Survivors 
Domestic violence service providers can choose to conduct the Pre-Screen and 
Assessment processes for those accessing the Coordinated Entry system through their 
agency, or refer to the City of Appleton for these activities.  
 

Scoring 
If the VI-SPDAT is completed in HMIS, the score will automatically be calculated. If the 
VI-SPDAT is completed on paper to be entered into the Non-HMIS Prioritization List, the 
Coordinated Entry Specialist will have to calculate the score. The method for calculating 
the score is written into the VI-SPDAT itself. Directions for scoring can also be found on 
OrgCodes website. 
 
VI-SPDAT scores are only one factor used to identify which people will be referred to 
specific housing interventions. Other factors include length of time homeless, presence 
of disabling condition, and chronic homelessness. 
 

file:///C:/Users/gerharna/Downloads/OrgCode%20Consulting,%20Inc_%20%20Catalysts%20for%20Better%20Outcomes_com-.mht
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Referral 
The Fox Cities Coordinated Entry System ensures that potential program participants 
are referred to all of the available resources for which they are prioritized and eligible. 
The Coordinated Entry System utilizes the written program standards and Orders of 
Priority established by the WIBOSCOC Board of Directors. 
 
A referral to the Fox Cities’ Prioritization List can be done in one of two ways- through 
HMIS or through the Non-HMIS Referral form. Both methods result in a household 
being placed on a prioritization list for housing projects. Both methods require the 
collection of certain information for appropriate prioritization to occur. 
 
HMIS Prioritization List 
The Institute for Community Alliances has created a “How To” Guide called, Wisconsin 
Balance of State CoC Coordinated Entry and Referral Process (Appendix H). This 
Guide provides instructions for completing the VI-SPDAT in HMIS, adding individuals 
and households to the prioritization List in HMIS, updating referrals, viewing the 
Prioritization List, cancelling referrals, and returning someone to the Priority List. The 
City of Appleton Coordinated Entry Specialist defers to this guide for processes related 
to the Prioritization List activities.   
 
Non-HMIS Prioritization List 
The Fox Cities Housing Coalition has its own link for the Non-HMIS Referral Form, a 
Google Form. This link can be used by anyone that wants to refer households to the 
Non-HMIS List, but only after the staff have completed the appropriate training. The link 
to the Non-HMIS Referral Form will be provided by the Coordinated Entry Specialist (the 
Non-HMIS Prioritization List Holder) once the staff person has satisfactorily completed 
the required training(s). 
 
Multiple Referrals 
Persons accessing the Coordinated Entry System can be referred to multiple 
Prioritization Lists throughout the WIBOSCOC. If a person or persons want to be 
referred to more than one Prioritization List, it is the responsibility of the Coordinated 
Entry Specialist to make those referrals. 
 
If a person or persons has accepted a housing intervention with a specific housing 
project, it is the Coordinated Entry Specialist’s responsibility to take the person off all 
Prioritization lists. The Coordinated Entry Specialist should have access to see what 
referrals to priority lists have been made in HMIS by looking on the Service 
Transactions tab under Referrals. The housing provider will accept the referral off all 
lists. There will be communication between the housing provider, the Coordinated Entry 
Specialist, and the referring agency staff (if different than the Coordinated Entry 
Specialist) to whose Prioritization List the client has been referred, to ensure all 
providers are aware of the person’s movement throughout the Coordinated Entry 
System. If the household was accepted off the Non-HMIS Prioritization List, the housing 
provider must contact the Coordinated Entry Specialist so that the agency can ensure 

file:///C:/Users/gerharna/Downloads/BoS-CoC-Coordinated-Entry-v4.1.2020-(1).pdf


P a g e  | 25 

 

 
CE POLICIES & PROCEDURES MANUAL |      

the household is removed from any other Non-HMIS Prioritization Lists to which they 
have been referred. 
 
If the household does not enroll in the housing opportunity, it is the responsibility of the 
Coordinated Entry Specialist to put the household back on any Prioritization Lists they 
had been placed previously, assuming they want to be placed back on the Prioritization 
Lists. 
 
All households that meet the acuity threshold for housing projects should be referred to 
the Prioritization List if the person wants. The Coordinated Entry Specialist can decide if 
persons falling below the acuity threshold should also be referred to the Prioritization 
List. The Coordinated Entry Specialist may refer persons falling below the acuity 
threshold to the Prioritization List because a non-CoC or EHH-funded project is also 
using the Prioritization List for referrals, or to gather data on all persons experiencing 
homelessness within the Fox Cities.  
 
Prioritization is a separate process from determining project eligibility. No household will 
be denied referral to a Prioritization List because they lack verification or documentation 
of eligibility for any or all projects in the Fox Cities. The Coordinated Entry Specialist will 
work to help persons on the Prioritization List become “document ready”. This is 
intended to ensure a quick and seamless move into permanent housing when it comes 
available. 
 

Follow-Up 
The Coordinated Entry Specialist will be responsible for following up with the persons 
referred to the Prioritization Lists in order to determine whether the individual or family is 
still in need of permanent or transitional housing. Follow-up contact will occur every 30 
days at a minimum.  
 
The Coordinated Entry Specialist will gather the following information: 
 

1. Confirm or update contact information; 
2. Confirm or update homeless situation; 
3. Confirm the person(s) still need housing assistance; 
4. Confirm the person(s) wish to remain on the Prioritization List. 

 
If the household is no longer in need of housing assistance, the Coordinated Entry 
Specialist can close the referral to remove the individual or family from the Prioritization 
List.  
 
If the Coordinated Entry Specialist is unable to contact a person on the Prioritization List 
after three attempts, the attempts should be documented in the follow-up assessment in 
HMIS. After 30 days of no contact, the referral should be cancelled from the 
Prioritization List. If the person makes contact with the Coordinated Entry Specialist, 
s/he can request to be placed back on the Prioritization List. 
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Prioritization 
All households referred to the HMIS and Non-HMIS Prioritization Lists are automatically 
prioritized for each project type based on the Order of Priority for each project type. The 
following project types have an established Order of Priority: 
   

Permanent Supportive Housing8 
1) Individual or head of household has a disability and has been 

living in a place not meant for human habitation, in an 
emergency shelter, or in a safe haven for at least 12 months 
continuously or cumulatively over a period of at least four 
occasions in the last three years. 
 
When no chronically homeless individuals and families are on 
the Prioritization Lists: 
 

2) An individual or family that is eligible for CoC-funded PSH who 
has experienced fewer than four occasions where they have 
been living or residing in a place not meant for human 
habitation, a safe haven, or in an emergency shelter but where 
the cumulative time homeless is at least 12 months and has 
been identified as having severe service needs; 

3) An individual or family that is eligible for COC-funded PSH who 
is residing in place not meant for human habitation, a safe 
haven, or an emergency shelter and has been identified as 
having severe service needs. The length of time homeless 
should also be considered, but there is not a minimum length of 
time required; 

4) An individual or family that is eligible for COC-funded PSH who 
is residing in a place not meant for human habitation, a safe 
haven, or an emergency shelter where the individual or family 
has not been identified as having severe service needs. The 
length of time homeless should also be considered, but there is 
not a minimum length of time required; 

5) An individual or family that is eligible for CoC-funded PSH who 
is currently residing in a transitional housing project, where prior 
to residing in the transitional housing had lived in a place not 
meant for human habitation, in an emergency shelter, or safe 
haven. This priority also includes individuals and families 
residing in transitional housing who were fleeing or attempting to 
flee domestic violence, dating violence, sexual assault or 
stalking and prior to residing in that transitional housing project 
even if they did not live in a place not meant for human 
habitation, an emergency shelter, or a safe haven prior to entry 
into the transitional housing. 

                                                           
8 HUD Notice CPD 16-11 
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  Rapid Re-Housing  

CoC-funded9  
1) The program will screen/assess each household for barriers to 

obtaining housing and barriers to retaining housing.  
a. Barriers to obtaining housing only include problems that a 

prospective landlord could find out during the application and 
screening process AND could use as a reason to deny a rental 
application, whether or not a landlord’s manner of determination 
and use is legal or illegal. 

b. Barriers to retaining housing are defined by the direct impact 
they have had on the on the household’s previous housing 
history, and the potential for impacting future housing.  

2) The program will prioritize each applicant household using the VI-
SPDAT or F-VI-SPDAT Assessment Tool based on number and 
severity of barriers.  

3) Service prioritization must look at all programs and services within the 
local CoC, not just within a single agency. 

 
EHH-Funded10 
1) The program will screen/assess each household for barriers to 

obtaining housing and barriers to retaining housing.  
a. Barriers to obtaining housing only include problems that a 

prospective landlord could find out during the application and 
screening process AND could use as a reason to deny a rental 
application, whether or not the manner of determination and use 
is legal or illegal.  

b. Barriers to retaining housing are defined by the direct impact 
they have had on the on the household’s previous housing 
history, and the potential for affecting future housing.  

2) The program will prioritize each applicant household using the VI-
SPDAT of F-VI-SPDAT Assessment Tool based on number and 
severity of barriers.  

3) Service prioritization must look at all programs and services within the 
local CoC, not just within a single agency. 
 

  Transitional Housing11 
1) Categories 1 & 4- Homeless individuals and families with a disability 

with the most severe service needs; 
2) Categories 1 & 4- Homeless individuals and families without a disability 

with the most severe service needs; 

                                                           
9 WIBOSCOC COC Rapid Re-Housing Standards and Order of Priority 
10 WIBOSCOC ESG Rapid Re-Housing Standards and order of Priority 
11 WIBOSCOC Order of Priority for CoC-Funded Transitional Housing Beds 
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3) Category 2- Homeless individuals and families with a disability and 
with the most severe service needs who are imminently at risk of 
homelessness; 

4) Category 2- Homeless individuals and families without a disability who 
are imminently at risk of homelessness. 
 

Determining Eligibility 
The Coordinated Entry System is not responsible for determining project eligibility or 
maintaining eligibility documentation after a referral to the Prioritization List is made.  
 
When a project has an opening, the responsible staff person will consult with the 
Coordinated Entry Specialist to inquire about individuals/families listed on the 
Prioritization List and the Non-HMIS Prioritization List. Using the Order of Priority 
established for the program, and program-specific requirements, the project will offer 
housing and supportive services to the highest prioritized person(s). 
 
When contacting a person on the Prioritization List, the Coordinated Entry Specialist 
must attempt contact at least three times with a minimum of 24 hours between each 
attempt. If s/he is unable to contact the person in those three attempts, they may move 
on to the next prioritized person 24 hours after the third attempt. Details of each attempt 
should be detailed in the follow-up section of the VI-SPDAT. 
 
The person(s) make the final decision of which project or project type in which to enroll. 
For enrollment to be final, the project must establish that the prospective participant 
meets its eligibility requirements. If the project has an application for entry into the 
project, it cannot be a barrier to enrollment and should not collect any information 
beyond what is necessary to ensure eligibility for the project. 
 
If the person(s) does not meet the project’s eligibility requirements, the person(s) retain 
his/her priority placement on the Prioritization List. 
 
Documentation Requirements 
CoC-funded and EHH-funded housing projects are required to maintain documentation 
showing adherence to the established Order of Priority for the project type and use of 
the Coordinated Entry System. In order to document this appropriately, every client that 
entered a project after April 1, 2016, will have a Pre-Screen Form in the file. It must be 
signed by both the client and the Coordinated Entry Specialist. 
 
To document the person(s) enrolled in the housing program was the highest prioritized 
household, there should be a copy of the Prioritization List from the day assistance was 
offered on file, highlighting the household. If the household offered housing assistance 
is not the highest prioritized, there will be an explanation as to why the households who 
were prioritized higher were not given the housing opportunity. The Prioritization Lists 
should not have any Personally Identifying Information on them when they go into the 
client file. If there is Personally Identifying Information in the Notes section for any 
household on the list, it must be redacted before adding to the client file. 
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If the client is on multiple lists, the housing provider does not need to include the Priority 
List for the other Housing Coalition’s Prioritization Lists they may be on.  
 
If the potential participant was prioritized on the Non-HMIS List, there should be a 
statement in the client file, signed by the Coordinated Entry Specialist as the Non-HMIS 
List Holder that states the household came from the Non-HMIS List and explains if there 
were others prioritized higher and what the circumstances were that they were not given 
the housing opportunity. 
 
Rejected Referrals 
If a housing project does not take the highest prioritized person or persons from the 
Prioritization List to fill an available spot, that project must document the reason for not 
accepting that referral in either the HMIS client file, or by providing a written explanation 
to the Coordinated Entry Specialist as the Non-HMIS List Holder. It is the responsibility 
of the Coordinated Entry Specialist to ensure that the household has a new referral to 
the Prioritization List, if needed.  
 
Declined Referrals 
The Coordinated Entry Specialist and other Coordinated Entry staff should inform the 
person(s) about the housing project that has the opening, other project types for which 
the person(s) are eligible, and other relevant factors of each housing project, assisting 
the person(s) in making an informed and careful decision about where to enroll. If a 
person declines a referral to a housing project, their name remains on the Prioritization 
List until the next housing opportunity is available.  
 

Project Enrollment 
It is prohibited for any CoC-funded or EHH-funded housing project to serve individuals 
and/or families experiencing homelessness or who are at imminent-risk of 
homelessness, without the household first going through the Coordinated Entry System 
and receiving a referral to the Prioritization List. Once the Coordinated Entry Specialist 
has verified and documented a household’s eligibility, and the person(s) has accepted 
the offer of housing assistance and supportive services, the project can enroll the 
household. 
 
Standardized Assessment Tool 
The WIBOSCOC, in collaboration with ICA, developed an assessment tool for the 
purposes of prioritizing individuals and families for Homelessness Prevention services 
(Appendix I). The WIBOS Coordinated Entry Prevention Prioritization Assessment was 
created by comparing national prevention screening tools, prevention screening tools 
already in use, SSVF prevention models, and nationally recognized bet practices 
regarding homelessness prevention prioritization. 
 
Scoring 
The Prevention Assessment is completed in HMIS. If it is completed on paper, the 
responses must be entered into HMIS. The Prevention Prioritization Report will 
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calculate the points and determine a score. The provider does not need to calculate the 
score manually, as the report will do the scoring for the user. Agency staff will be able to 
see the points available per question, total points, and the thresholds for who should be 
served with EHH Homeless Prevention funds on the paper assessment. 
 
Referral 
Once the Prevention Assessment is complete, a referral to the Prevention Prioritization 
List will be completed in HMIS.  
 
Follow-Up 
Agencies making referrals to the Prioritization List will be responsible for following up 
with the persons they refer in order to determine whether the individual or family is still 
in need of Homeless Prevention services. Follow-up contact must occur every 90 days 
at a minimum. The staff should gather the following information: 
 

1. Confirm or update contact information; 
2. Confirm or update housing situation; 
3. Confirm the person(s) still need housing assistance; 
4. Confirm the person(s) desire to remain on the Prevention Prioritization List. 

 
If the household no longer is in need of homeless prevention assistance, the agency 
can close the referral to remove the individual or family from the Prioritization List. 
Providers that contact a referral to offer services and find out the household is no longer 
in need, should close the referral in HMIS, even if that provider did not make the original 
referral. 
 
If the referring agency or housing provider is unable to contact a person on the 
Prevention Prioritization List after three attempts, this should be documented in the 
follow-up assessment in HMIS. After 90 days of no contact, the referral should be 
cancelled from the Prioritization List. If the person makes contact with a participating 
agency, s/he can request to be placed back on the Prioritization List. This should be 
done by the agency that receives the request from the person. 
 
Determining Eligibility 
When a project has an opening, the responsible staff person must consult the HMIS 
Prioritization List. Using the Order of Priority established, and any program-specific 
requirements, the project will offer homeless prevention assistance to the highest 
prioritized person(s). 
 
When contacting a person on the Prioritization List, the provider must attempt contact at 
least three times with a minimum of 24 hours between each attempt. If the provider is 
unable to contact the person in those three attempts, they may move on to the next 
prioritized person 24 hours after the third attempt. 
 
The Coordinated Entry System is not responsible for determining project eligibility or 
maintaining eligibility documentation after a referral to the Prevention Prioritization List 
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is made. Individual projects have the ultimate responsibility for determining the eligibility 
of prospective participants, and collecting and maintaining eligibility documentation. 
 
The following has been established by the WIBOSCOC in collaboration with DEHCR as 
basic criteria for Homeless Prevention services eligibility: 
 

 Score of 10 or higher on the Prevention Prioritization Assessment; 

 The person or persons served meet the criteria in paragraph (2), (3), or (4) of the 
homeless definition in 24 CFR 576.2. This includes people who will imminently 
lose their primary nighttime residence, unaccompanied youth under 25 years of 
age who do not otherwise qualify as homeless, families with children and youth 
who do not otherwise qualify as homeless, and people fleeing or attempting to 
flee domestic violence, dating violence, sexual assault, stalking or other dangers 
our life-threatening conditions which relate to violence. There must also be 
documentation of an annual income below 30 percent county median income for 
the household at admission for both ESG and HPP funds, as well as 
documentation of a lack of sufficient resources or support networks to sustain 
housing without assistance; 

 The unit to be assisted must pass Habitability Standards and meet Fair Market 
Rent and Rent Reasonableness Standards; 

 There must be a legally  binding, written lease between the tenant and landlord; 

 The unit must be affordable for the person(s) requesting assistance. An 
affordable unit is one in which the rent is no more than 50 percent of the 
household’s adjusted gross income. However, if the rent is more than 50 percent 
of the household’s adjusted gross income, the agency can still determine the unit 
is affordable after completing a detailed budget with the person(s) demonstrating 
they are able to maintain the monthly housing expenses. 

 
If the person(s) does not meet the project’s eligibility requirements, the person(s) retain 
his/her priority placement on the Prevention Prioritization List. Once the project has 
verified and documented a household’s eligibility, and the person(s) has accepted the 
offer of housing assistance and supportive services, the project can enroll the 
household. 
 
Documentation Requirements 
ETH-funded homeless prevention projects are required to maintain documentation 
showing adherence to the established Order of Priority for the project type and use of 
the Coordinated Entry System. In order to document this appropriately, every client that 
entered a project after January 1, 2018 will have a Pre-Screen Form in the file. The form 
needs to be signed by both the client and the intake worker from the agency.  
 
To document the person(s) enrolled in the program was the highest prioritized 
household, there will be a copy of the Prevention Prioritization List from the day 
assistance was offered in the file, highlighting the household. If the household offered 
prevention assistance is not the highest prioritized, there will be an explanation as to 
why the households who were prioritized higher were not given the housing opportunity.  



P a g e  | 32 

 

 
CE POLICIES & PROCEDURES MANUAL |      

 
The prioritization lists should not have any Personally Identifying Information on them 
when they go into the participant’s file. If there is Personally Identifying Information in 
the notes section for any household on the list, this must be redacted before adding to 
the client file.  
 
Additionally, all files must contain documentation that the assisted unit meets Fair 
Market Rent and Rent Reasonableness Standards, the household income is at or below 
30 percent county median income, and the unit is affordable for the household. 
 
Rejected Referrals 
If a project does not take the highest prioritized person or persons from the Prevention 
Prioritization List to fill an available spot, that project must document the reason for not 
accepting that referral in the HMIS client file. It is the responsibility of the project not 
taking the highest prioritized person or persons to ensure that the household has a new 
referral to the Prevention Prioritization List, if needed. The household remains on the 
Prevention Prioritization List in order to access the next available program spot, as long 
as the household is in need of homeless prevention assistance. 
 
Declined Referrals 
Coordinated Entry staff should inform the person(s) about the homeless prevention 
project that has the opening, other project types for which the person(s) are eligible, and 
other relevant factors of each project, assisting the person(s) in making an informed and 
careful decision about whether or not to accept assistance. If a person declines a 
referral to a homeless prevention project, s/he name remains on the Prevention 
Prioritization List until the next housing opportunity is available. 
 
Project Enrollment 
It is prohibited for any CoC-funded or ESG-funded housing project to serve individuals 
and/or families experiencing homelessness or who are at imminent risk of 
homelessness, without the household first going through the Coordinated Entry System 
and receiving a referral to the Prioritization List.  
Once the project has verified and documented a household’s eligibility, and the 
person(s) has accepted the offer of homeless prevention assistance, the project can 
enroll the household. 
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Training 

 

Initial Training 
All staff new to the Coordinated Entry System are required to 
successfully complete several trainings prior to conducting 
assessments, making referrals to the Prioritization Lists, and accepting 

referrals from the Prioritization Lists. The specific trainings are listed in Appendix J; 
however, topics covered in the series include: 
 

 Overview of the WIBOSCOC Coordinated Entry System; 

 How to conduct Coordinated Entry assessments to fidelity; 

 Prioritization standards for each project type; 

 Making referrals to the HMIS and Non-HMIS Prioritization Lists; 

 Conducting follow-up with referrals; 

 Accepting referrals from the Prioritization Lists. 
 
Upon successful completion of the initial training series, the Coordinated Entry 
Specialist will supply the staff person with the Participating Staff Agreement. This will be 
kept on file with the participating agency and a copy will be sent to the Coordinated 
Entry Lead. 
 

On-Going Training 
The WIBOSOC will provide training at least annually that reviews any updates or 
changes to the Coordinated Entry System. The Coordinated Entry Specialist is required 
to successfully complete the annual training, in addition to any other trainings required 
by the WIBOSCOC Board of Directors. 
 
The Fox Cities Coordinated Entry Specialist will also provide training at least annually, 
which will be based on recent updates or changes, clarification of process, or technical 
assistance to a specific HMIS agency. 
 

HMIS-Specific Training 
Since HMIS is the primary tool of the Coordinated Entry System, there are several 
trainings regarding workflow for Coordinated Entry offered by the Institute for 
Community Alliances. There are recorded trainings that can be found on ICA’s website, 
and How-To Guides for Coordinated Entry in HMIS. 
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Evaluation of the Coordinated Entry 

System 
Evaluation of the Fox Cities Coordinated Entry System will be 
completed using objective data reported on by the Coordinated Entry 
Specialist, and information gathered from users and staff of the 

Coordinated Entry System. 
 

HMIS Component 
The Coordinated Entry evaluation will utilize HMIS to determine if Coordinated Entry is 
meeting the goals of moving persons experiencing homelessness into housing quickly, 
and matching households with the best housing intervention for their needs. The HMIS 
component will consist of three parts: (1) Point in Time review of the Prioritization Lists; 
(2) VI-SPDAT score reports; and (3) System Performance Measures. All of the data will 
be evaluated annually, with the Prioritization reports being reviewed quarterly as well. 
The evaluation will look at each participating agency individually, and the Fox Cities 
Coordinated Entry System as a whole. Each agency will be compared to itself to 
evaluate change over time. 
 
Point in Time Prioritization Lists 
The Coordinated Entry Specialist will run both Prioritization Lists (households without 
children and households with children) on a quarterly basis. This will coincide with the 
collection of the Point in Time data. The reports will be reviewed by the Coordinated 
Entry Specialist annually to evaluate patterns over time. In addition, the Prioritization 
reports will be reviewed quarterly to determine if Coordinated Entry is having an impact 
on matching households with the appropriate project type and reducing the length of 
time people are homeless. The quarterly reports will be accessible to the participating 
agencies, as well as the WIBOSCOC Director and ICA staff. 
 
The Summary page of the Prioritization Report contains key information that will be 
used for the review of the Prioritization Lists, including: 
 

 Total referrals to the Lists; 

 Count of current referrals to the Lists; 

 Average length of time on the Lists; 

 Longest length of time on the Lists; 

 Count of households accepted off of the Lists; 

 Clients who were removed from the Lists; 

 Basic demographic information 
 
VI-SPDAT Score Information Reports 
In order to determine appropriate matching of housing interventions with a household’s 
level of need, the VI-SPDAT score and housing placement information will be reviewed. 
There are two reports that provide information on the VI-SPDAT score for the Fox Cities 
and housing placements: 
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1. The Fox Cities Housing Coalition Housing Placement Assessment; 
2. The Fox Cities Housing Coalition Acuity Assessment by Provider 

 
These reports contain information for the Fox Cities Housing Coalition and the 
participating providers about the acuity of those being accepted into each project type, 
and if those who are the most vulnerable and have the highest acuity are prioritized. 
These reports will be reviewed by the Coordinated Entry Specialist to determine if the 
Coordinated Entry System is effectively matching households with the appropriate 
housing intervention.  
 
These reports will be run annually. The information gathered will be used to determine 
the acuity of those households experiencing homelessness in the Fox Cities and they 
are being housed. This will assist in determining if households are being matched to the 
most appropriate housing intervention, and can help identify service gaps. 
 
System Performance Measures 
System Performance Measures help the Fox Cities Housing Coalition understand how 
our system works, and if we are moving in the right direction to end homelessness. The 
following System Performance Measures will be included in reporting: 
 
 Measure 1. Length of time persons remain homeless; 

Measure 2. The extent to which persons who exit homelessness to permanent 
housing destinations return to homelessness (Reoccurrence); 

 Measure 3. Number of homeless persons; 
 Measure 4. Number of persons who become homeless for the first time; 
 Measure 5. Successful housing placement. 
 
These reports will be run by the Coordinated Entry Specialist on an annual basis. Each 
participating agency will be compared to itself to evaluate change over time. 
 
Stakeholder Information 
The Coordinated Entry Specialist will solicit feedback from participating agencies and 
persons who participated in the Coordinated Entry System during the period of time 
being evaluated. Information will be gathered through surveys and/or individual 
interviews. 
 
Specific information to be gathered from stakeholders may vary from year to year, but at 
a minimum, will include information about the quality and effectiveness of the 
Coordinated Entry experience. 
 
Ongoing Planning 
All information gathered from the evaluation process will be provided to the WIBOSCOC 
and used as a guide to review and update the Coordinated Entry System Policies and 
Procedures annually. 
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Appendices 

 
A change to the Appendices may be approved separately and does 
not necessitate a full review or approval of the Coordinated Entry 
System Policies and Procedures. The Appendices will otherwise be 
updated annually. 

 
 
Fox Cities Housing Coalition After Hour Plan Appendix A 

WIBOSCOC Pre-Screen Form Appendix B 

Coordinated Entry Client Rights & Responsibilities Appendix C 
Wisconsin Service Point Release of Information Appendix D 
VI-SPDAT Assessment Tool Appendix E 
VI-F-SPDAT Assessment Tool Appendix F 
TAY-VI-SPDAT Assessment Tool Appendix G 
Institute for Community Alliances “How To” Guide Appendix H 
Homelessness Prevention Assessment Tool Appendix I 
Coordinated Entry Training List Appendix J 
WIBOSCOC No Wrong Door Flyer Appendix K 
Fox Cities Coordinated Entry Marketing Materials Appendix L 
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Appendix A 
 

 
 

After Hours Plan 
 
The Fox Cities Housing Coalition’s After Hours Plan is intended to serve as a guide to 
connecting individuals and families experiencing homelessness in the Fox Cities to emergency 
services and the Coordinated Entry system after typical business hours. For the purposes of this 
Plan, ‘after hours’ is defined as the period of time between 4:30PM and 8:00AM, Monday 
through Friday, as well as at all times on weekends. This Plan covers the entire FCHC and 
includes Outagamie, northern Winnebago, and northern Calumet counties. 
 
If an individual or family is in need of shelter after hours, they should be referred to the 
emergency shelter appropriate for their demographic. Referring individuals can include, but are 
not limited to: agency staff, police officers, school social workers, and street outreach workers. 
 
 Emergency Shelters 

 Pillars Adult & Family Shelter 
400 N Division St, Appleton, WI 54911 
(920) 734-9192 
 

 Pillars Adult Shelter 
1928 W College Ave, Appleton, WI 54914 
(920) 734-9192 
 

 Harbor House (Domestic Violence) 
720 W Fifth St, Appleton, WI 54914 
(920) 832-1666 

 
Shelter Intake 
Shelter staff will discuss natural supports for housing to divert from shelter. If diversion is not 
possible and a bed(s) is available, an intake is completed for the individual or family and they 
are sheltered. The individual or family will be connected to the Coordinated Entry system by 
shelter staff within the next five business days. If diversion is not possible and a bed(s) is not 
available, staff will contact other shelters [as listed above] to determine if there is vacancy. 
 
Motel Vouchers 
If emergency shelter is not available, the individual or family is referred to agencies with motel 
voucher programming (until funding is depleted). The individual or family will be asked to 
complete a Pre-Screen form, and an informational brochure will be provided to connect them to 
the Coordinated Entry system the next business day. The informational brochure also includes 
contact information for agencies in the community that are able to make referrals to the 
Coordinated Entry system. 
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 Agencies providing motel vouchers: 

 Appleton Police Department (City of Appleton) 
 
If shelter options are available, but the individual or family refuses, they are still asked to 
complete a Pre-Screen form and given the informational brochure to connect them to the 
Coordinated Entry system the next business day. 
 
 
Updates 
The After Hours Plan is reviewed and approved annually by the Fox Cities Housing Coalition. 
The approved Plan is distributed to Coalition members, and is communicated to others in the 
community that encounter individuals and families in need of shelter. 
 
 
 
Approved by the FCHC: 06/17/2020 
Submitted to the WIBOSCOC: 06/17/2020 
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Appendix B 
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Appendix C 
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Appendix D 
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Appendix E 
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Appendix F 
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Appendix J 

 

 

SSO for CE staff 

Getting Started 

Step 1 

If you are new to the position, please do the following as soon as possible: 

 Connect with Ryan Graham the WI BOSCOC Coordinated Entry System Specialist to make sure 

he has all of your contact information and can add you to all SSO for CE group correspondences. 

Phone: (715) 225-0164 

Email: Ryan.graham@wibos.org 

 

 Take HMIS trainings and do assigned homework in order to receive your HMIS license and ART 

license. 

1) Complete the New User Training Series to obtain your HMIS user license (found here) 

2) Watch the “ART: Basic How To” training video to obtain your ART license (found here) 

 

 Take the VI-SPDAT training located on the wiboscoc.org website under the Coordinated Entry 

page. (The end of the training will take you to a link to take a quiz. That link is no longer active. 

Please send Ryan Graham an email seeking confirmation of your attendance of this training to 

ryan.graham@wibos.org. Once confirmation is received, you are all set to begin administering 

the VI-SPDAT.) 

VI-SPDAT Version 2 Training 

 Most of you will be the Non-HMIS list holder for your coalition. In order for this to occur, you 

must attend the following trainings located on the wiboscoc.org website under the Coordinated 

Entry page: 

1) DLA & LH training 

2) List holder/DLA Training: Managing the Non-WISP list 

3) Non-WISP referral form training 

4) Working Together: WISP & Non-WISP Prioritization List 

5) Managing the Non-WISP prioritization list 

 

 After all the Non-HMIS trainings have been completed, be sure to connect with Ryan Graham to 

get access to the Non-HMIS prioritization list. He will need an email. (preferably a gmail email as 

this is a google doc and will often help to load faster.) 

This has already been set up. Please utilize the following login and password to gain access to 

the non-WISP list: 

mailto:Ryan.graham@wibos.org
https://icawisconsin.helpscoutdocs.com/article/777-new-user-training-series
https://icawisconsin.helpscoutdocs.com/article/907-art-basic-how-to
mailto:ryan.graham@wibos.org
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Login: COA.CoordinatedEntry@gmail.com 
Password: FoxCitiesCE123! 
 

 Read and become familiar with the WI BOS CE policy and Procedure manual 2.0 and its 

appendixes located on the wiboscoc.org website under the Coordinated Entry page.   

1) Coordinated Entry Policies & Procedures 2.0 manual 

2) Appendices A through S 

3) Grievance Policies & Procedures (as well as waiver checklist, application, policy) 

4) Coordinated Entry Process Documents, including 

a. BOS Pre-Screen Form 

b. Prevention Prioritization assessment 

c. VI SPDAT score report 

d. VI-F-SPDAT 2.0 

e. TAY-VISPDAT 

f. VI SPDAT 2.0 

5) Marketing Materials (No Wrong Door business cards, flyers, and brochures) 

6) PSH, RRH, TH Program Standards 

 

 Please read and sign the Staff Participation Agreement located on the wiboscoc.org website 

under the coordinated entry page. Once signed email a copy to ryan.graham@wibos.org.  

This can be found under Appendix B of the Coordinated Entry Policies & Procedures 2.0 

The above items should be done immediately as it will provide context for everything we will be 

discussing here on out.  

Step 2 

 Take the CE 101 training series located on the wiboscoc.org website under the Coordinated 

Entry page. This training consists of 6 trainings divided up into smaller components.  

Introduction to Coordinated Entry 

CE 101- Access 

CE 101- Assessment 

CE 101- Referral 

Watch the “Coordinated Entry: BoS, Dane, and Racine How to: Referral to Homeless 

Priority List” video on ICA’s website (found here) 

CE 101- Follow Up 

CE 101- Prioritization & Project Enrollment 

 

 Take the Coordinated Entry Prevention training located on the wiboscoc.org website under the 

Coordinated Entry page. 

PPT slides are also available 

Watch the “Coordinated Entry: BoS Prevention” video on ICA’s website (found here) 

 

 Take the ICA Balance of State PSH Prioritization List training located on the wiboscoc.org 

website under the Coordinated Entry page. 

mailto:COA.CoordinatedEntry@gmail.com
mailto:ryan.graham@wibos.org
https://icawisconsin.helpscoutdocs.com/article/859-coordinated-entry-how-to-make-a-referral
https://icawisconsin.helpscoutdocs.com/article/861-coordinated-entry-bos-prevention
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PPT slides are also available 

 

 Take the Coordinated Entry – Shelter Implementation training located on the wiboscoc.org 

website under the Coordinated Entry page. 

PPT slides are also available 

 

 Additional ICA trainings to watch: 
Watch the “Coordinated Entry: List Clean Up BoS and Racine” video on ICA’s website (found 
here) 
 
Watch the “BoS CE SSO Workflow” video on ICA’s website (found here) 
 

 Connect with all the homeless service providers in your coalition to introduce yourself and get 

to know who you will be working with in your coalition. 

 

 Contact the CE committee chair and get put on the email list to start attending CE committee 

meetings and join whatever work group you may be interested in. 

This is currently co-chaired by both Wendy Schneider (wendys@cwcac.org) and Dana 

Baumgartner (dana.baumgartner@usc.salvationarmy.org). 

 

Step 3  

At this point you have the proper foundation to be able to begin further training. Please contact Ryan 

Graham to schedule either an in person or over the phone training. This training will include but not 

limited to the following:  

 Training tracking form 

 DLA tracking form 

 After Hours plans 

 WI BOS grievance procedure 

 PL review – understanding prioritization 

 Non-HMIS review 

 Local coalition CE evaluation 

 Common problems and concerns 

 Housing program requirements 

 Agency and staff participation agreements 

 Marketing 

 Other Systems of Care 

 Prevention 

 Diversion  

 DV, VETS, YOUTH, - Special populations 

 

https://icawisconsin.helpscoutdocs.com/article/889-coordinated-entry-list-cleanup-bos-and-racine
https://icawisconsin.helpscoutdocs.com/article/1279-bos-ce-sso-workflow
mailto:wendys@cwcac.org
mailto:dana.baumgartner@usc.salvationarmy.org
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Appendix L 
(Note: Material below is a tri-fold brochure on cardstock with matte finish) 
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(Note: Information below is a vertical business card with a glossy finish) 
 

 



 

 

 

 

 

 

 

 

TO:  Community and Economic Development Committee  

FROM: Nikki Gerhard, Community Development Specialist 

DATE:  July 22, 2020 

RE: Approval of the 2020 Motel Voucher Program Policies & Procedures   

 

 

 

Effective April 2, 2020, the City of Appleton became the Coordinated Entry Lead for the Fox Cities Housing 

Coalition. On April 1, 2020, Committee and Council approved the creation and addition of a Coordinated 

Entry Specialist, under the umbrella of the Community & Economic Development Department, which was 

filled on May 27, 2020. As a way of ensuring that all individuals and families in our community have access 

to safe shelter, staff created a motel voucher program in collaboration with the Appleton Police Department. 

This program is funded through federal and state grants that are managed by the CEDD’s Community 

Development Specialist. 

 

The City of Appleton’s motel voucher program is designed to ensure that individuals and families 

experiencing homelessness have a safe, temporary place to stay, until a more permanent housing solution 

is identified. The City of Appleton issues motel vouchers only as a last resort on a case-by-case basis, when 

all shelters have been filled to capacity or there is a verified extenuating circumstance that prevents an 

individual or family from staying in a shelter.  

 

If emergency shelter is not available, the individual or family is referred to agencies with motel voucher 

programming (until funding is depleted). The individual or family will be asked to complete a Pre-Screen 

form, and an informational brochure will be provided to connect them to the Coordinated Entry system the 

next business day. The informational brochure also includes contact information for agencies in the 

community that are able to make referrals to the Coordinated Entry system. If shelter options are available, 

but the individual or family refuses, they are still asked to complete a Pre-Screen form and given the 

informational brochure to connect them to the Coordinated Entry system the next business day. 

 

Staff recommends approval of the Motel Voucher Program Policies & Procedures, as presented. 

 

The following attachment is provided for this action item.   

 

Attached Document: 

 

1.) Motel Voucher Program Policies & Procedures 

 

 

If you have any questions, please contact me at 832-6469 or nikki.gerhard@appleton.org.  Thank you! 

M E M O R A N D U M 

 

 

“…meeting community needs…enhancing quality of life.” 

mailto:nikki.gerhard@appleton.org
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City of Appleton’s 

Motel Voucher Program 
 

Policies & Procedures 
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Purpose 
The City of Appleton’s motel voucher program is designed to ensure that individuals and families 
experiencing homelessness have a safe, temporary place to stay, until a more permanent housing 
solution is identified. The City of Appleton issues motel vouchers only as a last resort on a case-by-
case basis, when all shelters have been filled to capacity or there is a verified extenuating circumstance 
that prevents an individual or family from staying in a shelter. This policy is retroactively effective 
beginning June 1, 2020. 
 

Emergency Assistance Policy 

The City of Appleton created a motel voucher program, in collaboration with the Appleton Police 
Department, for households experiencing homelessness who have no alternative housing options. The 
motel voucher program will assist in subsidizing temporary hotel/motel accommodations for households 
experiencing the following situations: 

 

 The household is unable to divert from shelter though natural supports; AND 

 The household  is not able to stay in emergency shelter due to no vacancy; OR 

 The household is not able to stay in emergency shelter due to temporary bans and 
restrictions; AND 

 The household is not able to access other shelters in the community. 
 
Eligible participants of the motel voucher program must meet Category 1 of the HUD Homeless 
Definition, which includes an individual or family who lacks a fixed, regular, and adequate nighttime 
residence, meaning: 

 
(i) An individual or family with a primary nighttime residence that is a public or 

private place not designed for or ordinarily used as a regular sleeping 
accommodation for human beings, including a car, park, abandoned building, 
bus or train station, airport, or camping ground; 

(ii) An individual or family living in a supervised publicly or privately operated shelter 
designated to provide temporary living arrangements (including congregate 
shelters, transitional housing, and hotels and motels paid for by charitable 
organizations or by federal, state, or local government programs for low-income 
individuals); or 

(iii) An individual who is exiting an institution where he or she resided for 90 days or 
less, and who resided in an emergency shelter or place not meant for human 
habitation immediately before entering that institution (24 CFR 578.3). 

 

Collaborating Partner Roles 
 
Appleton Police Department 
Both the City of Appleton’s Community and Economic Development Department and the Appleton 
Police Department have the discretion to approve requests for hotel subsidy. When there is a question 
regarding eligibility, the Coordinated Entry Specialist, or a designated representative from the 
Community and Economic Development Department, will be contacted for final approval.  
 
When the Appleton Police Department encounters households experiencing homelessness, the officers 
will  

 
1) Attempt to complete the Coordinated Entry Pre-Screen form. If the household declines the 

Coordinated Entry process, the officer will indicate this refusal on the form; 
2) Explore alternative housing options with the household before offering a motel voucher (as a 

last resort); 
3) Transport interested households to participating motels (per formalized Memorandums of 

Understanding); 



APPROVED: 3 

 

4) Send the Coordinated Entry Pre-Screen form and signed Release of Information to the 
City’s Coordinated Entry Specialist, or a designated representative from the City’s 
Community and Economic Development Department; 

5) Maintain a record of each referral; 
6) Update the Coordinated Entry Specialist, or a designated representative from the City’s 

Community and Economic Development Department, of any relevant changes to the 
household or the contact information. 

 
Other Agencies 
As additional agencies join the referring process for the motel voucher program, they agree to: 

 
1) Complete a pre-screen form for all persons experiencing homelessness. If a person declines 

the Coordinated Entry process, write “Refused” on the Pre-Screen Form. 
2) Explore housing options with individuals and families or offer motel voucher [as last resort]. 
3) Contact the City’s Coordinated Entry Specialist, or a designated representative from the 

City’s Community and Economic Development Department to arrange motel reservations for 
interested individuals and families. 

4) Send the signed Pre-Screen Form and signed Release of Information to the City’s 
Coordinated Entry Specialist, or a designated representative from the City’s Community and 
Economic Development Department. 

5) Maintain a record of each referral. 
6) Update the City’s Coordinated Entry Specialist, or a designated representative from the 

City’s Community and Economic Development Department, of any relevant changes to the 
household or the contact information. 

 
Local Hotels/Motels 
Local hotels and motels that agree to voluntarily participate in the motel voucher program will be 
providing an alternative housing opportunity, ensuring that households experiencing homelessness 
have access to safe shelter. 
 
Specifically, the participating establishments agree to: 

 
1) Provide hotel rooms to City-approved- including Appleton Police Department-transported- 

households identified as experiencing homelessness, who have no alternative shelter 
options. 

a. The room will be reserved under the household’s name for the entirety of their 
involvement in the motel voucher program; 

b. The households that are issued a room will be required to sign a contract with the 
hotel/motel for the duration of their stay. This contract will set forth the responsibility 
for any liabilities incurred. 

2) Utilize direct billing to seek payment from the City of Appleton; 
3) Offer transfers to partnering extended say hotels upon the need for longer-term stays 

beyond 30 days. 
 

Coordinated Entry 
After receiving the Pre-Screen form from the Appleton Police Department, or other referring agencies, 
the City’s Coordinated Entry Specialist (or a designated representative of the City’s Community and 
Economic Development Department) will: 

 
1) Schedule an in-person or phone appointment with the household within five (5) days; 
2) Complete a VI-SPDAT, VI-F-SPDAT, or TAY-VI-SPDAT assessment, as appropriate for the 

household’s composition; 
3) Refer households to the appropriate Coordinated Entry Prioritization List; 
4) Act as the main point of contact for purposes of connecting to housing and other services; 
5) Actively help the households secure permanent housing; 
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6) Conduct follow-up contact with the household at least every 30 days. 
 

Street Outreach 
Coordinated and persistent outreach, in-reach, and engagement efforts allow communities to bring 
services directly to people experiencing homelessness who otherwise might not seek out services, and 
to connect them to necessary supports. Outreach services link individuals with needed services, 
maintaining flexibility, in order to respond to the unique needs of homeless individuals. Outreach 
services consist of activities to engage persons for the purpose of providing immediate support and 
intervention. 
 
Outreach workers provide, either directly or through referral, an array of services that meet basic needs 
and help integrate/re-integrate households into the community. Services may include: 

 

 Hygiene products; 

 Food; 

 Blankets; 

 Health information; 

 Sheltering; 

 Seasonal supplies 
 

Upon engaging an individual who is literally homeless, living in a place not meant for human habitation, 
street outreach will: 

 
1) Complete a pre-screen form as soon as possible for all persons experiencing 

homelessness. If a person declines the Coordinated Entry process, write “Refused” on the 
Pre-Screen Form. 

2) Explore housing options with individuals and families or offer motel voucher [as last resort]. 
3) Contact the City’s Coordinated Entry Specialist, or a designated representative from the 

City’s Community and Economic Development Department, to arrange motel reservations 
for interested individuals and families. 

4) Send the signed Pre-Screen Form and signed Release of Information to the City’s 
Coordinated Entry Specialist, or a designated representative from the City’s Community 
and Economic Development Department. 

 
If the persons experiencing homelessness are already participating in the motel voucher program, 
street outreach will be referred by the City’s Coordinated Entry Specialist, or a designated 
representative from the City’s Community and Economic Development Department, to make all efforts 
to facilitate connections to resources in the community, and assistance as needed throughout the 
housing process. This may include: 

 

 Housing First case management 

 Housing referrals 

 Benefits enrollment 

 Navigation of courts 

 ID/Birth Certificate assistance 

 Health referrals  

 Treatment referrals 

 Employment referrals 

 Transportation  

 Family reunification 

 Crisis intervention 

 Advocacy 
 



 

   

 

 

 

 

TO: Community and Economic Development Committee 
  
FROM: Matt Rehbein, Economic Development Specialist 
 
DATE: July 22, 2020 

RE: Offer to Purchase – A portion of Lot 6, Southpoint Commerce Park, Plat 1 – 
Security Luebke Roofing, Inc. 

 
 
The City of Appleton has received an Offer to Purchase from Security Luebke Roofing, 
Inc., for the easternmost 30 feet of Lot 6, Southpoint Commerce Park Plat Number 1, 
comprised of approximately 12,598 square feet.    
 
The proposed purchase price is based on our asking price of $40,000 per acre and 
adjusted to a price per square foot (43,560 sq. ft. per acre @ $40,000 = $1.09 per square 
foot) $1.09 @ 12,598 square feet = $13,731.82. 
 
Security Luebke Roofing, Inc. owns the adjoining parcel to the east and would like to 
expand their parking per the drawing submitted with the Offer to Purchase.  This sale will 
allow Security Luebke to resolve their parking issue without relocating their facility or giving 
up future expansion space to the east. 
 
If split, the remaining parcel (Lot 6) would be approximately 3.3 acres with 316 feet of 
frontage along E. Endeavor Drive and 414.75 feet of frontage along S. Lakeland Drive.  
This amount of frontage and lot dimensions would still exceed that of several other parcels 
within the park, and we believe the remaining Lot 6 would remain marketable and 
buildable. 
 

Staff Recommendation: 

The City of Appleton accept the Offer-To-Purchase for a portion of Lot 6, Southpoint 
Commerce Park, Plat 1 from Security Luebke Roofing, Inc. at a purchase price of 

$13,731.82 ($40,000.00 per acre), comprised of approximately 12,598 square feet, BE 

APPROVED.   

 

M E M O R A N D U M 

 

 
“…meeting community needs…enhancing quality of life.” 
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“…meeting community needs…enhancing quality of life.” 

Finance Department  
100 N. Appleton Street 

Appleton, WI  54912 
920-832-6442  

 

 

 

 
TO:  Chairperson Vered Meltzer and Members of the Utilities Committee 

 

FROM: Kelli Rindt, Enterprise Fund Accounting Manager 

 

DATE: July 10, 2020  

 

RE: Request to award three- year contract for City Service invoice printing 

and mailing services to Primadata LLC. 

 
 

The City prints and mails over 100,000 invoices and approximately 50,000 reminder 

notices annually for water, wastewater, stormwater and residential refuse service.  

Finance Department staff currently print all invoices and reminder notices on a high-

speed printer located in the Clerk’s Office.  The inserting and mailing functions were 

outsourced to a vendor a few years back when the high-speed folding and inserting 

machine was failing and in need of replacement.   

One staff member currently spends between 8-16 hours a month in the mail and copier 

room located in the Clerk’s Office printing the invoices or notices and preparing them to 

be picked up by the mailing vendor.  During this time the staff member is away from her 

desk and cannot easily or quickly respond to any customer service needs during this time.   

There is no secondary high-speed printer available at City Hall if the machine is need of 

repair, staff either needs to print bills on a much slower machine within the Finance 

Department or wait until the machine is fixed.  While most months multiple days are 

available to complete the printing process and mail invoices within Public Service 

Commission guidelines, many months there is only a short window of one or two days to 

complete the printing process and thus some overtime has been needed to complete the 

printing process on-time due to the high-speed printer not being in working condition.     

The intent of this RFP is to select a vendor that could print, mail and combine multiple 

meter account mailings.  The City received proposals from three companies with 

previous printing and mailing experience for municipalities.  The responses were 

reviewed by staff from the Finance and Information Technology Departments.  The 

following table identifies the proposal scores and estimated annual costs. 

 

 



Utilities Committee  

City Service Invoice printing and mailing services 

July 1, 2020 

Page 2 of 2 

 

COMPANY Proposal Score Value Score Total Score 
Estimated 

 Annual Cost 

Mail Haus 61.5 22.8 84.3 $82,495 

Primadata 72 24.5 96.5 $77,065 

United Mailing Services 67.5 25 92.5 $75,515 

 

The evaluation team found that Primadata LLC had the highest total score and met the City’s 

needs for this service.  References were also reviewed for all proposals.  The 2019 costs for 

paper, copier rental charges, envelopes, mailing services and postages was $93,000. 

 

Fees for envelopes, paper and printing costs will be fixed with the three-year contract.  

Actual postage costs will fluctuate during the contract period based on current USPS costs. 

 
Based on the total score staff recommends awarding the contract for Printing and Mailing 

services to Primadata LLC.  Should you have any questions regarding this project please 

contact me at phone: 832-6316. 



 
 
 
 
 
 
“…meeting community needs…enhancing quality of life.” 

Department of Utilities  
Wastewater Treatment Plant 

2006 E Newberry Street 
Appleton, WI  54915 

920-832-5945 tel. 
920-832-5949 fax  

 
 

 

To:  Chairperson Vered Meltzer and Members of the Utilities Committee 

   

From:  Ryan Rice, AWWTP Operations Supervisor 

 

Cc:  Chris Shaw, Director of Utilities 

  Paula Vandehey, Director of Public Works 

Dean Gazza, Director of Parks, Recreation and Facilities Management 

  Mayor Jacob Woodford 

      

Date:  July 14, 2020 

 

Re: Request Approval of the electronic Compliance Maintenance Annual 

Report (eCMAR) for 2019 and Request Action Item be Presented to 

Common Council for Approval 

  

 

State of Wisconsin Code NR 208 mandates an annual assessment of the wastewater utility. 

Requirements under NR 208 are enforceable through the facility’s Wisconsin Pollutant 

Discharge Elimination System (WPDES) permit.  The 2019 eCMAR is required to be 

submitted to the Department of Natural Resources (DNR) by August 31, 2020.   

After approval from the Utilities Committee and Common Council, the 2019 eCMAR will 

be submitted to the Wisconsin Department of Natural Resources. Each eCMAR category 

was letter graded (A, B, C, D, or F) based on regulatory criteria. The categories are then 

combined, and an overall treatment works grade point average was determined for 2019.  

Responses are required for categories with grades at or below a “C” or for an overall grade 

point average less than 3.0.   

The overall letter grade for the 2019 eCMAR is an A with a grade point average of 3.86. 

All but one of the categorical grades for the facility were graded as excellent or A. The 

lone B grade was Effluent Quality & Plant Performance (Ammonia), which was a result of 

needed maintenance in March 2019 to descale and modify piping that allows for efficient 

ammonia removal. During the scale removal and construction, the monthly effluent 

ammonia average was 11 mg/L, which exceeded the permit limit of 10 mg/L. Since the 

project and subsequent projects to improve associated piping, all WPDES permit limits for 

effluent ammonia have been met. 



Utilities Committee  

Compliance Maintenance Annual Report (eCMAR) 2019 

July 14, 2020 

Page 2 of 2 

 

 

 

Overall, the 2019 Compliance Maintenance Annual Report reflects sound utility planning 

and operations. I would like to credit the Utilities Committee and Council for continued 

investment in our wastewater facilities, Wastewater Staff for their work in achieving a fine 

maintenance and compliance record, the Department of Public Works for collection system 

engineering and maintenance, and Facilities Management for maintaining our buildings 

and grounds.  

I recommend approving the 2019 eCMAR in support thereof.  If you have any questions 

concerning the 2019 eCMAR please contact Ryan Rice at 832-2349. 
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Influent Flow and Loading

1. Monthly Average Flows and BOD Loadings
1.1 Verify the following monthly flows and BOD loadings to your facility.

Influent No.
701

Influent Monthly
Average Flow, MGD

x Influent Monthly
Average BOD

Concentration mg/L

x 8.34 = Influent Monthly
Average BOD

Loading, lbs/day
January 12.3265 x 284 x 8.34 = 29,145
February 9.1025 x 310 x 8.34 = 23,534

March 16.7932 x 282 x 8.34 = 39,496
April 18.4947 x 190 x 8.34 = 29,307
May 17.7303 x 154 x 8.34 = 22,723
June 13.9250 x 222 x 8.34 = 25,782
July 11.1923 x 200 x 8.34 = 18,669

August 9.0926 x 300 x 8.34 = 22,750
September 14.5013 x 325 x 8.34 = 39,245

October 15.8355 x 102 x 8.34 = 13,471
November 13.9123 x 242 x 8.34 = 28,079
December 14.5626 x 116 x 8.34 = 14,088

2. Maximum Monthly Design Flow and Design BOD Loading
2.1 Verify the design flow and loading for your facility.

Design Design Factor x % = % of Design
Max Month Design Flow, MGD 24.4 x 90 = 21.96

x 100 = 24.4
Design BOD, lbs/day 40900 x 90 = 36810

x 100 = 40900

2.2 Verify the number of times the flow and BOD exceeded 90% or 100% of design, points earned,
and score:

Months
of

Influent

Number of times
flow was greater

than 90% of

Number of times
flow was greater

than 100% of

Number of times
BOD was greater

than 90% of design

Number of times
BOD was greater

than 100% of design
January 1 0 0 0 0
February 1 0 0 0 0

March 1 0 0 1 0
April 1 0 0 0 0
May 1 0 0 0 0
June 1 0 0 0 0
July 1 0 0 0 0

August 1 0 0 0 0
September 1 0 0 1 0

October 1 0 0 0 0
November 1 0 0 0 0
December 1 0 0 0 0

 Points per each 2 1 3 2
 Exceedances 0 0 2 0
 Points 0 0 6 0

 Total Number of Points 6

6
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3. Flow Meter
3.1 Was the influent flow meter calibrated in the last year?

Yes Enter last calibration date (MM/DD/YYYY)
2019-07-10

No
If No, please explain:

4. Sewer Use Ordinance
4.1 Did your community have a sewer use ordinance that limited or prohibited the discharge of
excessive conventional pollutants ((C)BOD, SS, or pH) or toxic substances to the sewer from
industries, commercial users, hauled waste, or residences?

Yes
No

If No, please explain:

4.2 Was it necessary to enforce the ordinance?
Yes
No

If Yes, please explain:

Infractions occurred that exceeded the industrial limits for pH and chromium. All industries
demonstrated a return to compliance for these infractions. The AWWTP did not experience an
upset as a result of the discharges.

5. Septage Receiving
5.1 Did you have requests to receive septage at your facility?
Septic Tanks Holding Tanks Grease Traps

Yes Yes Yes

No No No

5.2 Did you receive septage at your faclity? If yes, indicate volume in gallons.
Septic Tanks

Yes 214,640 gallons

No
Holding Tanks

Yes 960,172 gallons

No
Grease Traps

Yes gallons

No
5.2.1 If yes to any of the above, please explain if plant performance is affected when receiving
any of these wastes.

Plant performance is not affected by these discharges.

6. Pretreatment
6.1 Did your facility experience operational problems, permit violations, biosolids quality concerns,
or hazardous situations in the sewer system or treatment plant that were attributable to
commercial or industrial discharges in the last year?

Yes
No

If yes, describe the situation and your community's response.
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6.2 Did your facility accept hauled industrial wastes, landfill leachate, etc.?
Yes
No

If yes, describe the types of wastes received and any procedures or other restrictions that were
in place to protect the facility from the discharge of hauled industrial wastes.

AWWTP receives food processing wastes and landfill leachate. All wastes are tested prior to
acceptance. Acceptance is based on toxicity and loading potential. Once waste has been
screened and approved by AWWTP staff, it is discharged to the headworks or digestion for
treatment.

Total Points Generated 6
Score (100 - Total Points Generated) 94

Section Grade A
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Effluent Quality and Plant Performance (BOD/CBOD)

1. Effluent (C)BOD Results
1.1 Verify the following monthly average effluent values, exceedances, and points for BOD or
CBOD

Outfall No.
001

Monthly
Average

Limit (mg/L)

90% of
Permit Limit
> 10 (mg/L)

Effluent Monthly
Average (mg/L)

Months of
Discharge

with a Limit

Permit Limit
Exceedance

90% Permit
Limit

Exceedance
January 25 22.5 8 1 0 0
February 25 22.5 13 1 0 0

March 25 22.5 13 1 0 0
April 25 22.5 7 1 0 0
May 25 22.5 5 1 0 0
June 25 22.5 4 1 0 0
July 25 22.5 5 1 0 0

August 25 22.5 4 1 0 0
September 25 22.5 5 1 0 0

October 25 22.5 5 1 0 0
November 25 22.5 7 1 0 0
December 25 22.5 5 1 0 0

* Equals limit if limit is <= 10

Months of discharge/yr 12
Points per each exceedance with 12 months of discharge 7 3
Exceedances 0 0
Points 0 0

Total number of points 0
NOTE: For systems that discharge intermittently to state waters, the points per monthly
exceedance for this section shall be based upon a multiplication factor of 12 months divided by
the number of months of discharge. Example: For a wastewater facility discharging only 6 months
of the year, the multiplication factor is 12/6 = 2.0

1.2 If any violations occurred, what action was taken to regain compliance?

0

2. Flow Meter Calibration
2.1 Was the effluent flow meter calibrated in the last year?

Yes Enter last calibration date (MM/DD/YYYY)

No 
If No, please explain:

Our effluent outfall wasn't designed for installation of a flowmeter. Influent flow is used in place
of an effluent flowmeter.

3. Treatment Problems
3.1 What problems, if any, were experienced over the last year that threatened treatment?

None

4. Other Monitoring and Limits
4.1 At any time in the past year was there an exceedance of a permit limit for any other pollutants
such as chlorides, pH, residual chlorine, fecal coliform, or metals?

Yes  
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No 
If Yes, please explain:

4.2 At any time in the past year was there a failure of an effluent acute or chronic whole effluent
toxicity (WET) test?

Yes  
No 

If Yes, please explain:

4.3 If the biomonitoring (WET) test did not pass, were steps taken to identify and/or reduce
source(s) of toxicity?

Yes  
No 
N/A 

Please explain unless not applicable:

Total Points Generated 0
Score (100 - Total Points Generated) 100

Section Grade A
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Effluent Quality and Plant Performance (Total Suspended Solids)

1. Effluent Total Suspended Solids Results
1.1 Verify the following monthly average effluent values, exceedances, and points for TSS:

Outfall No.
001

Monthly
Average

Limit (mg/L)

90% of
Permit Limit
>10 (mg/L)

Effluent Monthly
Average (mg/L)

Months of
Discharge

with a Limit

Permit Limit
Exceedance

90% Permit
Limit

Exceedance
January 30 27 5 1 0 0
February 30 27 16 1 0 0

March 30 27 6 1 0 0
April 30 27 3 1 0 0
May 30 27 2 1 0 0
June 30 27 2 1 0 0
July 30 27 2 1 0 0

August 30 27 1 1 0 0
September 30 27 3 1 0 0

October 30 27 3 1 0 0
November 30 27 3 1 0 0
December 30 27 3 1 0 0

* Equals limit if limit is <= 10

Months of Discharge/yr 12
Points per each exceedance with 12 months of discharge: 7 3
Exceedances 0 0
Points 0 0

Total Number of Points 0
NOTE: For systems that discharge intermittently to state waters, the points per monthly
exceedance for this section shall be based upon a multiplication factor of 12 months divided by
the number of months of discharge.
 Example: For a wastewater facility discharging only 6 months of the year, the multiplication
factor is 12/6 = 2.0

1.2 If any violations occurred, what action was taken to regain compliance?

0

Total Points Generated 0
Score (100 - Total Points Generated) 100

Section Grade A
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Effluent Quality and Plant Performance (Ammonia - NH3)

1. Effluent Ammonia Results
1.1 Verify the following monthly and weekly average effluent values, exceedances and points for
ammonia

Outfall No.
001

Monthly
Average

NH3
Limit

(mg/L)

Weekly
Average

NH3
Limit

(mg/L)

Effluent
Monthly
Average

NH3
(mg/L)

Monthly
Permit
Limit

Exceed
ance

Effluent
Weekly
Average
for Week

1

Effluent
Weekly
Average
for Week

2

Effluent
Weekly
Average
for Week

3

Effluent
Weekly
Average
for Week

4

Weekly
Permit
Limit

Exceed
ance

January 10 1.371935484 0
February 10 3.575 0

March 10 11.12483871 1
April 11 5.109 0
May 11 2.874516129 0
June 4.4 1.459 0
July 4.4 1.854516129 0

August 4.4 1.607419355 0
September 4.4 2.337333333 0

October 18 1.977741935 0
November 18 2.906 0
December 18 3.646774194 0

Points per each exceedance of Monthly average: 10
Exceedances, Monthly: 1
Points: 10
Points per each exceedance of weekly average (when there is no monthly average): 2.5
Exceedances, Weekly: 0
Points: 0

Total Number of Points 10
NOTE: Limit exceedances are considered for monthly OR weekly averages but not both. When a
monthly average limit exists it will be used to determine exceedances and generate points. This
will be true even if a weekly limit also exists. When a weekly average limit exists and a monthly
limit does not exist, the weekly limit will be used to determine exceedances and generate points.

1.2 If any violations occurred, what action was taken to regain compliance?

• Effluent ammonia monthly average limit of 10 mg/l was exceeded in March with an average
concentration of 11.12 mg/l reported. A temporary shutdown of the BFP filtrate line was
required in March to facilitate piping modifications. This work was necessitated by excessive
struvite formation (hard mineral scale) that restricted flow through the pipe. Ammonia rich
(average 450 mg/l) filtrate flow was redirected to a point in the liquids process that is not as
effective at removing ammonia. BFP filtrate flow was redirected back to the normal process
addition point following the successful completion of the piping work on April 10, 2019.

10

Total Points Generated 10
Score (100 - Total Points Generated) 90

Section Grade B
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Effluent Quality and Plant Performance (Phosphorus)

1. Effluent Phosphorus Results
1.1 Verify the following monthly average effluent values, exceedances, and points for Phosphorus

Outfall No. 001 Monthly Average
phosphorus Limit

(mg/L)

Effluent Monthly
Average phosphorus

(mg/L)

Months of
Discharge with a

Limit

Permit Limit
Exceedance

January 1 0.232 1 0
February 1 0.458 1 0

March 1 0.248 1 0
April 1 0.155 1 0
May 1 0.127 1 0
June 1 0.150 1 0
July 1 0.144 1 0

August 1 0.176 1 0
September 1 0.167 1 0

October 1 0.157 1 0
November 1 0.130 1 0
December 1 0.128 1 0

 Months of Discharge/yr 12
 Points per each exceedance with 12 months of discharge: 10
 Exceedances 0

 Total Number of Points 0
NOTE: For systems that discharge intermittently to waters of the state, the points per monthly
exceedance for this section shall be based upon a multiplication factor of 12 months divided by
the number of months of discharge.
Example: For a wastewater facility discharging only 6 months of the year, the multiplication factor
is 12/6 = 2.0

1.2 If any violations occurred, what action was taken to regain compliance?

0

Total Points Generated 0
Score (100 - Total Points Generated) 100

Section Grade A
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Biosolids Quality and Management

1. Biosolids Use/Disposal
1.1 How did you use or dispose of your biosolids? (Check all that apply)

Land applied under your permit
Publicly Distributed Exceptional Quality Biosolids
Hauled to another permitted facility
Landfilled
Incinerated
Other

NOTE: If you did not remove biosolids from your system, please describe your system type such
as lagoons, reed beds, recirculating sand filters, etc.
1.1.1 If you checked Other, please describe:

2. Land Application Site
2.1 Last Year's Approved and Active Land Application Sites
2.1.1 How many acres did you have?
14016 acres

2.1.2 How many acres did you use?
1,124 acres

2.2 If you did not have enough acres for your land application needs, what action was taken?

2.3 Did you overapply nitrogen on any of your approved land application sites you used last year?
Yes (30 points)
No

2.4 Have all the sites you used last year for land application been soil tested in the previous 4
years?

Yes
No (10 points)

N/A

0

3. Biosolids Metals
Number of biosolids outfalls in your WPDES permit:

3.1 For each outfall tested, verify the biosolids metal quality values for your facility during the last
calendar year.

Outfall No. 010 - Biosolids- Compost Class A
Parameter 80%

of
Limit

H.Q.
Limit

Ceiling
Limit

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec 80%
Value

High
Quality

Ceiling

Arsenic 41 75 0 0
Cadmium 39 85 0 0
Copper 1500 4300 0 0
Lead 300 840 0 0

Mercury 17 57 0 0
Molybdenum 60 75 0 0

Nickel 336 420 0 0
Selenium 80 100 0 0

Zinc 2800 7500 0 0
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Outfall No. 003 - Cake Sludge
Parameter 80%

of
Limit

H.Q.
Limit

Ceiling
Limit

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec 80%
Value

High
Quality

Ceiling

Arsenic 41 75 2.57 <3.36 <3.57 5.73 2.3 <7.45 0 0
Cadmium 39 85 <.13 <.388 <.414 <.498 <.129 <.352 0 0
Copper 1500 4300 30 72.5 72.8 67.6 71.2 71 0 0
Lead 300 840 2.2 3.83 3.7 5.02 3.93 5.74 0 0

Mercury 17 57 .03 <.116 <.153 <.107 <.136 .194 0 0
Molybdenum 60 75 1.1 6.7 2.95 2.24 4 2.77 0 0

Nickel 336 420 1.3 6.49 6.9 7.22 <.112 8.94 0 0
Selenium 80 100 2.5 <7.3 <7.78 <9.36 <2.4 <6.58 0 0

Zinc 2800 7500 48 116 157 132 129 135 0 0
Outfall No. 009 - Biosolids- Compost Class B

Parameter 80%
of

Limit

H.Q.
Limit

Ceiling
Limit

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec 80%
Value

High
Quality

Ceiling

Arsenic 41 75 4.1 0 0
Cadmium 39 85 <.482 0 0
Copper 1500 4300 61.3 0 0
Lead 300 840 14.2 0 0

Mercury 17 57 <.57 0 0
Molybdenum 60 75 1.76 0 0

Nickel 336 420 9.14 0 0
Selenium 80 100 1.23 0 0

Zinc 2800 7500 132 0 0

3.1.1 Number of times any of the metals exceeded the high quality limits OR 80% of the limit for
molybdenum, nickel, or selenium = 0
Exceedence Points

0     (0 Points)
1-2   (10 Points)
> 2   (15 Points)

3.1.2 If you exceeded the high quality limits, did you cumulatively track the metals loading at
each land application site? (check applicable box)

Yes
No (10 points)

N/A - Did not exceed limits or no HQ limit applies (0 points)
N/A - Did not land apply biosolids until limit was met (0 points)

3.1.3 Number of times any of the metals exceeded the ceiling limits = 0
Exceedence Points

0     (0 Points)
1     (10 Points)
> 1   (15 Points)

3.1.4 Were biosolids land applied which exceeded the ceiling limit?
Yes (20 Points)
No  (0 Points)

3.1.5 If any metal limit (high quality or ceiling) was exceeded at any time, what action was taken?
Has the source of the metals been identified?

0

4. Pathogen Control (per outfall):
4.1 Verify the following information. If any information is incorrect, use the Report Issue button
under the Options header in the left-side menu.
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Outfall Number: 003
Biosolids Class: B
Bacteria Type and Limit: Fecal Coliform
Sample Dates: 01/01/2019 - 02/28/2019
Density: 15,529
Sample Concentration Amount: CFU/G TS
Requirement Met: Yes
Land Applied: No
Process: Anaerobic Digestion
Process Description: Anaerobic digestion with a 38-day HRT as verified

by the Van Kleeck Method

Outfall Number: 003
Biosolids Class: B
Bacteria Type and Limit: Fecal Coliform
Sample Dates: 03/01/2019 - 04/30/2019
Density: 11,299
Sample Concentration Amount: CFU/G TS
Requirement Met: Yes
Land Applied: Yes
Process: Anaerobic Digestion
Process Description: Anaerobic digestion with a 38-day HRT as verified

by the Van Kleeck Method

Outfall Number: 003
Biosolids Class: B
Bacteria Type and Limit: Fecal Coliform
Sample Dates: 05/01/2019 - 06/30/2019
Density: 21,242
Sample Concentration Amount: CFU/G TS
Requirement Met: Yes
Land Applied: Yes
Process: Anaerobic Digestion
Process Description: Anaerobic digestion with a 38-day HRT as verified

by the Van Kleeck Method

Outfall Number: 003
Biosolids Class: B
Bacteria Type and Limit: Fecal Coliform
Sample Dates: 07/01/2019 - 08/31/2019
Density: 16,318
Sample Concentration Amount: CFU/G TS
Requirement Met: Yes
Land Applied: Yes
Process: Anaerobic Digestion
Process Description: Anaerobic digestion with a 38-day HRT as verified

by the Van Kleeck Method
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Outfall Number: 003
Biosolids Class: B
Bacteria Type and Limit: Fecal Coliform
Sample Dates: 09/01/2019 - 10/31/2019
Density: 18,901
Sample Concentration Amount: CFU/G TS
Requirement Met: Yes
Land Applied: Yes
Process: Anaerobic Digestion
Process Description: Anaerobic digestion with a 38-day HRT as verified

by the Van Kleeck Method

Outfall Number: 003
Biosolids Class: B
Bacteria Type and Limit: Fecal Coliform
Sample Dates: 11/01/2019 - 12/31/2019
Density: 13,230
Sample Concentration Amount: CFU/G TS
Requirement Met: Yes
Land Applied: Yes
Process: Anaerobic Digestion
Process Description: Anaerobic digestion with a 38-day HRT as verified

by the Van Kleeck Method

Outfall Number: 009
Biosolids Class: B
Bacteria Type and Limit: Fecal Coliform
Sample Dates: 04/01/2019 - 06/30/2019
Density: 0
Sample Concentration Amount: CFU/G TS
Requirement Met: Yes
Land Applied: Yes
Process: Composting
Process Description: The composting material did not maintain a

temperature of 55 degrees C or higher for 15 days
or longer. Therefore, it is considered class B
biosolids compost and will be used on capping
projects for the Outagamie County Recycling and
Solid Waste.

4.2 If exceeded Class B limit or did not meet the process criteria at the time of land application.
4.2.1 Was the limit exceeded or the process criteria not met at the time of land application?

Yes (40 Points)
No

If yes, what action was taken?

0

5. Vector Attraction Reduction (per outfall):
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5.1 Verify the following information. If any of the information is incorrect, use the Report Issue
button under the Options header in the left-side menu.

Outfall Number: 003
Method Date: 01/14/2019
Option Used To Satisfy Requirement: Volatile Solids Reduction
Requirement Met: Yes
Land Applied: No
Limit (if applicable): &gt;=38
Results (if applicable): 49.10

Outfall Number: 003
Method Date: 03/11/2019
Option Used To Satisfy Requirement: Volatile Solids Reduction
Requirement Met: Yes
Land Applied: Yes
Limit (if applicable): &gt;=38
Results (if applicable): 49.90

Outfall Number: 003
Method Date: 05/13/2019
Option Used To Satisfy Requirement: Volatile Solids Reduction
Requirement Met: Yes
Land Applied: Yes
Limit (if applicable): &gt;=38
Results (if applicable): 45.40

Outfall Number: 003
Method Date: 07/15/2019
Option Used To Satisfy Requirement: Volatile Solids Reduction
Requirement Met: Yes
Land Applied: Yes
Limit (if applicable): &gt;=38
Results (if applicable): 47.90

Outfall Number: 003
Method Date: 09/16/2019
Option Used To Satisfy Requirement: Volatile Solids Reduction
Requirement Met: Yes
Land Applied: Yes
Limit (if applicable): &gt;=38
Results (if applicable): 39.30



Compliance Maintenance Annual Report
Appleton Wastewater Treatment Facility Last Updated: Reporting For:

6/15/2020 2019

Outfall Number: 003
Method Date: 11/18/2019
Option Used To Satisfy Requirement: Volatile Solids Reduction
Requirement Met: Yes
Land Applied: Yes
Limit (if applicable): &gt;=38
Results (if applicable): 47.90

Outfall Number: 009
Method Date: 06/30/2019
Option Used To Satisfy Requirement: Aerobic Composting Process
Requirement Met: Yes
Land Applied: Yes
Limit (if applicable):
Results (if applicable):

5.2 Was the limit exceeded or the process criteria not met at the time of land application?
Yes (40 Points)
No

If yes, what action was taken?

0

6. Biosolids Storage
6.1 How many days of actual, current biosolids storage capacity did your wastewater treatment
facility have either on-site or off-site?

>= 180 days (0 Points)
150 - 179 days (10 Points)
120 - 149 days (20 Points)
90 - 119 days (30 Points)
< 90 days (40 Points)
N/A (0 Points)

6.2 If you checked N/A above, explain why.

0

7. Issues
7.1 Describe any outstanding biosolids issues with treatment, use or overall management:

Land application sites were removed from inventory because of incompatible soil types and will
no longer be used for spreading biosolids.

Total Points Generated 0
Score (100 - Total Points Generated) 100

Section Grade A
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Staffing and Preventative Maintenance (All Treatment Plants)

1. Plant Staffing
1.1 Was your wastewater treatment plant adequately staffed last year?

Yes
No

If No, please explain:

Could use more help/staff for:

1.2 Did your wastewater staff have adequate time to properly operate and maintain the plant and
fulfill all wastewater management tasks including recordkeeping?

Yes
No

If No, please explain:

2. Preventative Maintenance
2.1 Did your plant have a documented AND implemented plan for preventative maintenance on
major equipment items?

Yes (Continue with question 2) 


No (40 points)



If No, please explain, then go to question 3:

2.2 Did this preventative maintenance program depict frequency of intervals, types of lubrication,
and other tasks necessary for each piece of equipment?

Yes
No (10 points) 

2.3 Were these preventative maintenance tasks, as well as major equipment repairs, recorded and
filed so future maintenance problems can be assessed properly?

Yes

Paper file system
Computer system
Both paper and computer system

No (10 points)

0

3. O&M Manual
3.1 Does your plant have a detailed O&M and Manufacturer Equipment Manuals that can be used
as a reference when needed?

Yes
No

4. Overall Maintenance /Repairs
4.1 Rate the overall maintenance of your wastewater plant.

Excellent
Very good
Good
Fair
Poor

Describe your rating:
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Operations/maintenance staff are knowledgeable and dedicated to repairing immediate needs,
while also planning ahead for future maintenance and capital improvement projects.

Total Points Generated 0
Score (100 - Total Points Generated) 100

Section Grade A
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Operator Certification and Education

1. Operator-In-Charge
1.1 Did you have a designated operator-in-charge during the report year?

Yes (0 points) 
No  (20 points) 

Name:
RYAN RICE

Certification No:
35598

0

2. Certification Requirements
2.1 In accordance with Chapter NR 114.56 and 114.57, Wisconsin Administrative Code, what level
and subclass(es) were required for the operator-in-charge (OIC) to operate the wastewater
treatment plant and what level and subclass(es) were held by the operator-in-charge?

Sub
Class

SubClass Description WWTP OIC
Advanced OIT Basic Advanced

A1 Suspended Growth Processes X X
A2 Attached Growth Processes
A3 Recirculating Media Filters
A4 Ponds, Lagoons and Natural
A5 Anaerobic Treatment Of Liquid
B Solids Separation X X
C Biological Solids/Sludges X X
P Total Phosphorus X X
N Total Nitrogen
D Disinfection X X
L Laboratory X X
U Unique Treatment Systems
SS Sanitary Sewage Collection X NA X NA

2.2 Was the operator-in-charge certified at the appropriate level and subclass(es) to operate this
plant? (Note: Certification in subclass SS, N and A5 not required in 2019; subclass SS is basic level
only.)

Yes (0 points) 
No  (20 points) 

0

3. Succession Planning
3.1 In the event of the loss of your designated operator-in-charge, did you have a contingency plan
to ensure the continued proper operation and maintenance of the plant that includes one or more
of the following options (check all that apply)?

One or more additional certified operators on staff 
An arrangement with another certified operator 
An arrangement with another community with a certified operator 
An operator on staff who has an operator-in-training certificate for your plant and is expected to
be certified within one year
A consultant to serve as your certified operator 
None of the above (20 points) 

If "None of the above" is selected, please explain:

0

4. Continuing Education Credits
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4.1 If you had a designated operator-in-charge, was the operator-in-charge earning Continuing
Education Credits at the following rates?
OIT and Basic Certification:

Averaging 6 or more CECs per year. 
Averaging less than 6 CECs per year. 

Advanced Certification:
Averaging 8 or more CECs per year. 
Averaging less than 8 CECs per year. 

Total Points Generated 0
Score (100 - Total Points Generated) 100

Section Grade A
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Financial Management

1. Provider of Financial Information
Name:  

Kelli Rindt

Telephone:
(920) 832-6316 (XXX) XXX-XXXX

E-Mail Address
(optional):

kelli.rindt@appleton.org

2. Treatment Works Operating Revenues
2.1 Are User Charges or other revenues sufficient to cover O&M expenses for your wastewater
treatment plant AND/OR collection system ?

Yes (0 points) 


No (40 points)

If No, please explain:

2.2 When was the User Charge System or other revenue source(s) last reviewed and/or revised?
Year:

2019
0-2 years ago (0 points) 


3 or more years ago (20 points)


N/A (private facility) 

2.3 Did you have a special account (e.g., CWFP required segregated Replacement Fund, etc.) or
financial resources available for repairing or replacing equipment for your wastewater treatment
plant and/or collection system?

Yes (0 points) 

No (40 points) 

0

REPLACEMENT FUNDS [PUBLIC MUNICIPAL FACILITIES SHALL COMPLETE QUESTION 3]
3. Equipment Replacement Funds
3.1 When was the Equipment Replacement Fund last reviewed and/or revised?
Year:

2019
1-2 years ago (0 points)


3 or more years ago (20 points)


N/A

If N/A, please explain:

3.2 Equipment Replacement Fund Activity

3.2.1  Ending Balance Reported on Last Year's CMAR $ 3,672,491.95

3.2.2 Adjustments - if necessary (e.g. earned interest,
audit correction, withdrawal of excess funds, increase
making up previous shortfall, etc.)

$ 0.00

3.2.3 Adjusted January 1st Beginning Balance $ 3,672,491.95

3.2.4 Additions to Fund (e.g. portion of User Fee,
earned interest, etc.) + $ 151,409.19
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3.2.5 Subtractions from Fund (e.g., equipment
replacement, major repairs - use description box
3.2.6.1 below*) - $ 0.00

3.2.6 Ending Balance as of December 31st for CMAR
Reporting Year $ 3,823,901.14

All Sources: This ending balance should include all
Equipment Replacement Funds whether held in a
bank account(s), certificate(s) of deposit, etc.

3.2.6.1 Indicate adjustments, equipment purchases, and/or major repairs from 3.2.5 above.

3.3  What amount should be in your Replacement Fund? $ 2,433,362.00
Please note: If you had a CWFP loan, this amount was originally based on the Financial
Assistance Agreement (FAA) and should be regularly updated as needed. Further calculation
instructions and an example can be found by clicking the SectionInstructions link under Info
header in the left-side menu.

3.3.1 Is the December 31 Ending Balance in your Replacement Fund above, (#3.2.6) equal to, or
greater than the amount that should be in it (#3.3)?

Yes
No

If No, please explain.

0

4. Future Planning
4.1 During the next ten years, will you be involved in formal planning for upgrading, rehabilitating,
or new construction of your treatment facility or collection system?

Yes  -  If Yes, please provide major project information, if not already listed below.


No

Project
#

Project Description Estimated
Cost

Approximate
Construction

Year
1 Sludge Storage Improvements 8,750,000 2023

2 Receiving Station Improvements 330,000 2021
3 Belt filter press upgrades 5,550,000 2021
4 Multi-Year Electrical Equipment Upgrade 7,233,777 2020
5 Multi-year HVAC Upgrades 2,680,482 2020
6 PLC & SCADA Upgrades 60,000 2021
7 Marshall Heights Lift Station Improvements 200,000 2022
8 Process Improvements - (Filtrate tank/piping, RAS pumps, WGB, Blended Sludge

HEX, Effluent Pumps, Primary Clarifier Drives)
2,663,940 2020

9 Water Lateral Replacement 453,331 2020
10 Multi-year Lighting Upgrades 250,000 2022
11 Roof Replacements 400000 2022
12 Multi-Year Driveway and Walkway Replacements 1,163,788 2020
13 Glacier Ridge Lift Station 400,000 2023
14 #1 Aeration Tank Blower Replacement 535,000 2022
15 Radioactive Source Replacements 130,000 2023

5. Financial Management General Comments

ENERGY EFFICIENCY AND USE
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6. Collection System
6.1 Energy Usage
6.1.1 Enter the monthly energy usage from the different energy sources:

COLLECTION SYSTEM PUMPAGE: Total Power Consumed
Number of Municipally Owned Pump/Lift Stations: 13

Electricity Consumed
(kWh)

Natural Gas Consumed
(therms)

January 38,446 257

February 31,756 390

March 27,922 275

April 27,349 92

May 24,168 16

June 22,090 9

July 19,390 1

August 14,654 3

September 17,958 8

October 20,992 141

November 25,180 309

December 29,539 357

Total 299,444 1,858
Average 24,954 155

6.1.2 Comments:

6.2 Energy Related Processes and Equipment
6.2.1 Indicate equipment and practices utilized at your pump/lift stations (Check all that apply):

Comminution or Screening
Extended Shaft Pumps
Flow Metering and Recording
Pneumatic Pumping
SCADA System
Self-Priming Pumps
Submersible Pumps
Variable Speed Drives
Other:

6.2.2 Comments:

6.3 Has an Energy Study been performed for your pump/lift stations?
No
Yes

Year:
2009
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By Whom:
Donohue & Associates, McMahon Engineers

Describe and Comment:

In the last five years the following lift stations have been reviewed and new designs, some
including new energy efficient pumps, VFDs, etc., have been completed through construction
projects: Briarcliff LS, Midways Rd LS, Spartan Dr LS, and Scarlet Oak LS. Maintaining a lift
station inventory that is energy efficient is a City of Appleton objective.

6.4 Future Energy Related Equipment

6.4.1 What energy efficient equipment or practices do you have planned for the future for your
pump/lift stations?

Future lift station pump and motor upgrades will replace less efficient equipment with more
energy efficient pumps and motors.

7. Treatment Facility
7.1 Energy Usage
7.1.1 Enter the monthly energy usage from the different energy sources:

TREATMENT PLANT: Total Power Consumed/Month
Electricity
Consumed

(kWh)

Total Influent
Flow (MG)

Electricity
Consumed/

Flow
(kWh/MG)

Total Influent
BOD (1000 lbs)

Electricity
Consumed/

Total Influent
BOD

(kWh/1000lbs)

Natural Gas
Consumed
(therms)

January 841,347 382.12 2,202 903.50 931 41,764

February 812,276 254.87 3,187 658.95 1,233 43,167

March 928,491 520.59 1,784 1,224.38 758 30,949

April 898,586 554.84 1,620 879.21 1,022 18,279

May 931,934 549.64 1,696 704.41 1,323 18,279

June 791,423 417.75 1,894 773.46 1,023 13,961

July 886,177 346.96 2,554 578.74 1,531 10,252

August 655,825 281.87 2,327 705.25 930 10,730

September 819,954 435.04 1,885 1,177.35 696 13,764

October 921,153 490.90 1,876 417.60 2,206 15,408

November 919,212 417.37 2,202 842.37 1,091 23,437

December 886,602 451.44 1,964 436.73 2,030 7,662

Total 10,292,980 5,103.39 9,301.95 247,652

Average 857,748 425.28 2,099 775.16 1,231 20,638

7.1.2 Comments:

Biogas boiler and compression system start up in 4th quarter 2019.

7.2 Energy Related Processes and Equipment
7.2.1 Indicate equipment and practices utilized at your treatment facility (Check all that apply):

Aerobic Digestion
Anaerobic Digestion
Biological Phosphorus Removal
Coarse Bubble Diffusers
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Dissolved O2 Monitoring and Aeration Control
Effluent Pumping
Fine Bubble Diffusers
Influent Pumping
Mechanical Sludge Processing
Nitrification
SCADA System
UV Disinfection
Variable Speed Drives
Other:

7.2.2 Comments:

Effluent pumping is an as-needed process dependent on WWTP inflow and river levels.

7.3 Future Energy Related Equipment

7.3.1 What energy efficient equipment or practices do you have planned for the future for your
treatment facility?

Equipment replacement with energy efficient pumps and motors as well as optimization of
process controls.
Biogas boiler heating system optimization to increase biogas utilization and heating system
efficiency.

8. Biogas Generation

8.1 Do you generate/produce biogas at your facility?
No
Yes

If Yes, how is the biogas used (Check all that apply):
Flared Off
Building Heat
Process Heat
Generate Electricity
Other:

9. Energy Efficiency Study

9.1 Has an Energy Study been performed for your treatment facility?
No
Yes

Entire facility
Year:

2004
By Whom:

Joe Cantwell - Focus on Energy
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Describe and Comment:

Every project has an energy component. The City reviews projects by completing a conditions
assessment followed by a review of alternatives. The City chooses the alternative with the least
overall project cost (operating and capital). A number of projects resulted in decreased energy
usage. A project was completed in last quarter of 2019 to install a third biogas boiler. This
boiler provides heat to the half of the plant not heated by two previously installed boilers.

Part of the facility
Year:

By Whom:

Describe and Comment:

Total Points Generated 0
Score (100 - Total Points Generated) 100

Section Grade A



Compliance Maintenance Annual Report
Appleton Wastewater Treatment Facility Last Updated: Reporting For:

6/15/2020 2019

Sanitary Sewer Collection Systems

1. Capacity, Management, Operation, and Maintenance (CMOM) Program
1.1 Do you have a CMOM program that is being implemented?

Yes
No

If No, explain:

1.2 Do you have a CMOM program that contains all the applicable components and items
according to Wisc. Adm Code NR 210.23 (4)?

Yes
No (30 points)
N/A

If No or N/A, explain:

1.3 Does your CMOM program contain the following components and items? (check the
components and items that apply)

Goals [NR 210.23 (4)(a)]
Describe the major goals you had for your collection system last year:

Major Goals:
Reconstruction is performed based on existing condition and expected useful life of sanitary
sewer infrastructure. Budget constraints limit the amount of sewer infrastructure that can be
replaced annually to an amount less than which meets our reconstruction criteria. In 2019,
$2,500,000 was budgeted for sewer reconstruction and $480,000 was budgeted for
maintenance.

Specific 2019 goals included: System cleaning: 50%; Defects to correct: 25; televising & root
control: 11%; Spot repairs: 22; Trouble call responses: 30; Blockages removed: 3;
Cross-connections identified: 55; Protruding taps removed: 5; General reduction in I/I through
clear water inspection program. These goals are consistent with the 2019 budget for the
collection system.

Did you accomplish them?
Yes
No

If No, explain:

Organization [NR 210.23 (4) (b)]


Does this chapter of your CMOM include:

Organizational structure and positions (eg. organizational chart and position descriptions)
Internal and external lines of communication responsibilities
Person(s) responsible for reporting overflow events to the department and the public

Legal Authority [NR 210.23 (4) (c)]
What is the legally binding document that regulates the use of your sewer system?
Sewer Use Ordinance
If you have a Sewer Use Ordinance or other similar document, when was it last reviewed and
revised? (MM/DD/YYYY) 2011-03-08
Does your sewer use ordinance or other legally binding document address the following:

Private property inflow and infiltration
New sewer and building sewer design, construction, installation, testing and inspection
Rehabilitated sewer and lift station installation, testing and inspection
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Sewage flows satellite system and large private users are monitored and controlled, as
necessary
Fat, oil and grease control
Enforcement procedures for sewer use non-compliance

Operation and Maintenance [NR 210.23 (4) (d)]
Does your operation and maintenance program and equipment include the following:

Equipment and replacement part inventories
Up-to-date sewer system map
A management system (computer database and/or file system) for collection system
information for O&M activities, investigation and rehabilitation
A description of routine operation and maintenance activities (see question 2 below)
Capacity assessment program
Basement back assessment and correction
Regular O&M training

Design and Performance Provisions [NR 210.23 (4) (e)]


What standards and procedures are established for the design, construction, and inspection of
the sewer collection system, including building sewers and interceptor sewers on private
property?

State Plumbing Code, DNR NR 110 Standards and/or local Municipal Code Requirements
Construction, Inspection, and Testing
Others:

Overflow Emergency Response Plan [NR 210.23 (4) (f)]


Does your emergency response capability include:

Responsible personnel communication procedures
Response order, timing and clean-up
Public notification protocols
Training
Emergency operation protocols and implementation procedures

Annual Self-Auditing of your CMOM Program [NR 210.23 (5)]


Special Studies Last Year (check only those that apply):

Infiltration/Inflow (I/I) Analysis
Sewer System Evaluation Survey (SSES)
Sewer Evaluation and Capacity Managment Plan (SECAP)
Lift Station Evaluation Report
Others:

0

2. Operation and Maintenance
2.1 Did your sanitary sewer collection system maintenance program include the following
maintenance activities? Complete all that apply and indicate the amount maintained.
Cleaning 40.8   % of system/year

Root removal 1.5   % of system/year

Flow monitoring 1.8   % of system/year

Smoke testing 0.0   % of system/year

Sewer line
televising 14.7   % of system/year

Manhole
inspections 14.2   % of system/year
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Lift station O&M 12   # per L.S./year

Manhole
rehabilitation .46   % of manholes rehabbed

Mainline
rehabilitation .73   % of sewer lines rehabbed

Private sewer
inspections 1.08   % of system/year

Private sewer I/I
removal 0.0001   % of private services

River or water
crossings 0   % of pipe crossings evaluated or maintained

Please include additional comments about your sanitary sewer collection system below:

3. Performance Indicators
3.1 Provide the following collection system and flow information for the past year.

43.78 Total actual amount of precipitation last year in inches

31 Annual average precipitation (for your location)

327 Miles of sanitary sewer

13 Number of lift stations 

0 Number of lift station failures 

0 Number of sewer pipe failures

25 Number of basement backup occurrences

25 Number of complaints

14.0 Average daily flow in MGD (if available)

18.5 Peak monthly flow in MGD (if available) 

53.2 Peak hourly flow in MGD (if available)

3.2 Performance ratios for the past year:
0.00 Lift station failures (failures/year)

0.00 Sewer pipe failures (pipe failures/sewer mile/yr)

0.00 Sanitary sewer overflows (number/sewer mile/yr)

0.08 Basement backups (number/sewer mile)

0.08 Complaints (number/sewer mile)

1.3 Peaking factor ratio (Peak Monthly:Annual Daily Avg)

3.8 Peaking factor ratio (Peak Hourly:Annual Daily Avg)

4. Overflows

LIST OF SANITARY SEWER (SSO) AND TREATMENT FACILITY (TFO) OVERFLOWS REPORTED **
Date Location Cause Estimated

Volume (MG)

 None reported

** If there were any SSOs or TFOs that are not listed above, please contact the DNR and stop work
on this section until corrected.

5. Infiltration / Inflow (I/I)
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5.1 Was infiltration/inflow (I/I) significant in your community last year?
Yes
No

If Yes, please describe:

 Rain events combined with spring snow melt runoff resulted in higher than normal flows in the
months of April and May.

5.2 Has infiltration/inflow and resultant high flows affected performance or created problems in
your collection system, lift stations, or treatment plant at any time in the past year?

Yes
No

If Yes, please describe:

5.3 Explain any infiltration/inflow (I/I) changes this year from previous years:

Average daily and monthly flows increased over 2018, due to rainfall of 43.78 inches in 2019.

5.4 What is being done to address infiltration/inflow in your collection system?

The following activities are being performed to address inflow/infiltration:
a. 870 manhole inspections
b. 28 manholes rehabilitated
c. 48 miles of sanitary mains televised
d. 2.38 miles of sewer pipe rehabilitated
e. 56 sanitary manhole seals installed
f. 235 laterals replaced
g. 270 basement inspections in conjunction with plumbing inspections and waster meter
maintenance, to identify and eliminate illegal clear water connections to the sanitary system.
Two violations were found and corrected.

Total Points Generated 0
Score (100 - Total Points Generated) 100

Section Grade A
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Grading Summary
WPDES No: 0023221

SECTIONS LETTER GRADE GRADE POINTS WEIGHTING
FACTORS

SECTION
POINTS

 Influent A 4 3 12
 BOD/CBOD A 4 10 40
 TSS A 4 5 20
 Ammonia B 3 5 15
 Phosphorus A 4 3 12
 Biosolids A 4 5 20
 Staffing/PM A 4 1 4
 OpCert A 4 1 4
 Financial A 4 1 4
 Collection A 4 3 12

 TOTALS 37 143
 GRADE POINT AVERAGE (GPA) = 3.86

Notes:
A = Voluntary Range (Response Optional)
B = Voluntary Range (Response Optional)
C = Recommendation Range (Response Required)
D = Action Range (Response Required)
F = Action Range (Response Required)
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Resolution or Owner's Statement

 

Name of Governing
Body or Owner:

Date of Resolution or
Action Taken:

Resolution Number:

Date of Submittal:  
 

ACTIONS SET FORTH BY THE GOVERNING BODY OR OWNER RELATING TO SPECIFIC CMAR
SECTIONS (Optional for grade A or B. Required for grade C, D, or F):
Influent Flow and Loadings: Grade = A

Effluent Quality: BOD: Grade = A

Effluent Quality: TSS: Grade = A

Effluent Quality: Ammonia: Grade = B

Effluent Quality: Phosphorus: Grade = A

Biosolids Quality and Management: Grade = A

Staffing: Grade = A

Operator Certification: Grade = A

Financial Management: Grade = A

Collection Systems: Grade = A
(Regardless of grade, response required for Collection Systems if SSOs were reported)

ACTIONS SET FORTH BY THE GOVERNING BODY OR OWNER RELATING TO THE OVERALL
GRADE POINT AVERAGE AND ANY GENERAL COMMENTS
(Optional for G.P.A. greater than or equal to 3.00, required for G.P.A. less than 3.00)
G.P.A. = 3.86



 
 
“…meeting community needs…enhancing quality of life.” 

Finance Department  
100 N. Appleton Street 

Appleton, WI  54912 
920-832-6442  

 

 

 

 
TO:  Chairperson Vered Meltzer and Members of the Utilities Committee 

 

FROM: Kelli Rindt, Enterprise Fund Accounting Manager 

 

DATE: July 15, 2020  

 

RE: Update on the suspension of the late payment charges for Water, 

Wastewater, Stormwater and Refuse that are billed on the City Service 

Invoice and amendment to temporary ordinance. 

 
 

In late March of this year the Wisconsin Public Service Commission (PSC) and the City 

acted to temporarily suspend late fees on services billed on the City Service Invoice.  On 

June 26, 2020 the PSC issued a Supplemental Order that allowed for the late fee 

suspension to be lifted.  

This order required that late fees could be assessed again starting on or after July 15, 

2020, but no later than December 31, 2020.  Further direction from the PSC also required 

that no late fees be assessed on charges incurred between March 24 and July 15, 2020.  

The City’s billing system would require extensive programming and testing to meet the 

PSC requirement of not assessing late fees on charges incurred between March 24 and 

July 15, 2020.   

The City has given notice to the PSC that water utility late fees will continue to be 

waived until November 16, 2020 after the tax roll transfer of the past due balances is 

complete.  The City’s temporary suspension of late fees for Wastewater, Stormwater & 

Refuse will also continue until November 16, 2020 and it is necessary to amend 

temporary ordinance 94-20 to reflect this date. Accordingly, staff recommends the 

following action: 

Approve an amendment to temporary ordinance 94-20 to reflect that late charges 

for sewer service, Stormwater Utility and solid waste collection remain suspended 

until November 16, 2020 at which time the ordinance shall automatically be 

repealed.     

Should you have questions please contact me at phone: 832-6316.   

 

.      



ADOPTED:  August 5, 2020 
PUBLISHED:  August 10, 2020 

Office of the City Clerk 
 

94-20 
 
AN ORDINANCE AMENDING THE TEMPORARY SUSPENSION OF LATE FEES ON 
SEWER SERVICE, STORMWATER UTILITY, AND SOLID WASTE COLLECTION 
CHARGES BY THE CITY OF APPLETON IN RESPONSE TO THE COVID-19 
CORONAVIRUS PUBLIC HEALTH EMERGENCY DECLARED BY THE STATE OF 
WISCONSIN. 
 (Utilities Committee – 7/21/2020) 
 
 WHEREAS, on March 12, 2020, Governor Evers, by Executive Order #72, declared a 
public health emergency in Wisconsin due to the COVID-19 virus; and, 
 
 WHEREAS, as a result of the public health emergency, all schools and non-essential 
businesses have been temporarily closed, and the Governor has issued a “Stay safer at home order” 
on March 24, 2020 to slow the spread of the virus in the community, reduce the demands on the 
healthcare system, and to protect the health, safety and welfare of the public; and, 
 
 WHEREAS, as a result of the community-wide closures and stay home orders, many City 
residents and City utility customers are facing lost or reduced incomes and economic uncertainty; 
and, 
 
 WHEREAS, on March 22, 2020, the Governor issued Emergency Order #11, suspending 
certain administrative rules of the Public Service Commission (PSC), and allowing the PSC to 
authorize regulated utilities, including the Appleton Water Utility, to suspend late charges, which 
the PSC has done; and, 
 
 WHEREAS, the City’s municipal services, including those provided by the Water Utility, 
the Stormwater Utility, sewer service along with solid waste collection charges, are billed as part 
of one municipal service bill, which is prepared and collected by the Water Utility; and, 
 
 WHEREAS, in an action consistent with the Governor’s Order and the PSC’s authorization 
to suspend certain utility late charges, the Common Council desires to enact an ordinance 
temporarily suspending late charges on sewer service charges as set forth in Sec. 20-207(b) of the 
Appleton Municipal Code, Stormwater Utility charges as set forth in Sec. 20-236(f), and solid 
waste collection charges as set forth in Sec. 15-41(a), which ordinance will allow the Water Utility 
to suspend all late charges on the municipal service bill during the public health emergency. 
 
 NOW THEREFORE BE IT RESOLVED, that during the duration of the COVID-19 public 
health emergency declared in Executive Order #72, or pursuant to any subsequent superseding 
emergency orders issued by the Governor, the late charges for sewer service, Stormwater Utility 
and solid waste collection are hereby suspended until November 16, 2020. 
 

 
Section 2:  This ordinance shall be in full force and effect immediately. 



Dated: August 5, 2020 
 
 
____________________________________ ___________________________________ 
Jacob A. Woodford, Mayor    Kami Lynch, City Clerk 

 
 

Publication Notice   
 
Please take notice that the City of Appleton enacted ordinance 94-20 AMENDING ORDINANCE 
70-20 SUSPENSION OF LATE FEES ON SEWER SERVICE, STORMWATER UTILITY, AND 
SOLID WASTE COLLECTION CHARGES BY THE CITY OF APPLETON IN RESPONSE TO 
THE COVID-19 CORONAVIRUS PUBLIC HEALTH EMERGENCY DECLARED BY THE 
STATE OF WISCONSIN.   
 
The full text of the ordinance may be obtained at the Office of the City Clerk, 100 N. Appleton 
Street, Appleton, WI 54911 and through the City’s website at www.appleton.org. 
 

 
 

http://www.appleton.org/
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