
NOTE: If you need an interpreter, translator, materials in alternate formats or other accommodations to access this service, activity or program, please call the 
phone number below at least three business days prior to the meeting. 
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AGENDA 
of the Executive Committee 

of the Capital Area Regional Planning Commission 
 

December 6, 2021                                Virtual Zoom Meeting                          6:00 pm 
 
 
COVID Accommodation: Due to the COVID-19 pandemic, this meeting will take place virtually via Zoom. You 
may participate in the meeting from your computer, tablet, smartphone, or telephone by registering at:  
https://us02web.zoom.us/meeting/register/tZErcOCprzMpH91M3cUktMFrkbF6Jk9tg34S. (Please note, this 
registration link is unique to this meeting). Registrants will receive an email with details on how to join the Zoom 
meeting. If you do not have Internet access, please call Haley Smith at 608 474 6017 to register. 
 
Speaking at RPC Meetings: Oral comments from registered members of the public may be heard for individual 
agenda items when called upon by the Chair. The time limit for testimony by each registrant will be three (3) 
minutes unless additional time is granted at the discretion of the Chair. The RPC may alter the order of the 
agenda items at the meeting. 

Written Communications:  Written communications intended to be provided to the Commission as part of the 
packet should be received in the RPC office no later than noon, seven (7) days prior to the meeting. Written 
communications, including emails sent to info@capitalarearpc.org, received after this deadline will be provided 
to Commissioners at the meeting. 

RPC Quorum may be Present:  RPC Commissioners who are not members of the Executive Committee may 
attend Executive Committee meetings which may constitute a quorum of the RPC. 
 
MISSION: Strengthen the region by engaging communities through planning, collaboration and assistance. 
 
VISION: A region where communities create exceptional quality of life for all by working together to solve regional 
challenges. 
 
1. Roll Call 

2. Minutes of the November 8, 2021 Executive Committee Meeting (actionable item) 

3. Public Comment 

4. Closed Session 

a. The Commission intends to convene into closed session pursuant to Wis. Stat. § 19.85(1)(c) for the 
purpose of considering employment, promotion, compensation or performance evaluation data of any 
public employee over which the Commission has jurisdiction or exercises responsibilities. The subject 
matter concerns the evaluation of the Agency Director/Division Director for Community and Regional 
Development Planning and a promotion plan for another employee. 

5. Return to Open Session 

6. Performance Evaluation of the Agency Director / Director of Community and Regional Development 
Planning Division (actionable item) 

7. New Senior Community Planner-Communications Position and Job Description (actionable item) 

8. Transition Plan to Senior Community Planner-Communications (actionable item) 
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NOTE: If you need an interpreter, translator, materials in alternate formats or other accommodations to access this service, activity or program, please call the 
phone number below at least three business days prior to the meeting. 
NOTA: Si necesita un intérprete, un traductor, materiales en formatos alternativos u otros arreglos para acceder a este servicio, actividad o programa, 
comuníquese al número de teléfono que figura a continuación tres días hábiles como mínimo antes de la reunión. 
LUS CIM: Yog hais tias koj xav tau ib tug neeg txhais lus, ib tug neeg txhais ntawv, cov ntawv ua lwm hom ntawv los sis lwm cov kev pab kom siv tau cov kev pab, 
cov kev ua ub no (activity) los sis qhov kev pab cuam, thov hu rau tus xov tooj hauv qab yam tsawg peb hnub ua hauj lwm ua ntej yuav tuaj sib tham. 
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9. COVID Paid Time Off Benefits in 2022 (actionable item)  

10. CARPC Resolution 2021-12 Adoption of Amendments to the 2022 Capital Area Regional Planning 
Commission Budget 

11. CARPC Committee on Proactive Planning  

12. October 2021 Financial Statements and November 2021 Disbursements (actionable item) 

13. Future Agenda Items (Next meeting is January 10, 2022, via Virtual Zoom Meeting at 6:00 pm) 

14. Adjournment 
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DRAFT MINUTES 
of the Executive Committee 

of the Capital Area Regional Planning Commission 
 

November 8, 2021                                 Virtual Zoom Meeting                          6:00 pm 
 
 
Commissioners Present: Maureen Crombie, Mark Geller, Kris Hampton, Peter McKeever, Larry Palm 

(Chair), David Pfeiffer 

Commissioners Absent: None 

Staff Present:   Sean Higgins, Haley Smith, Mike Rupiper, Steve Steinhoff 

Others Present:  None 
 
 
1. Roll Call 

Chair Palm called the meeting to order at 6:00 pm. Quorum was established. 

2. Approval of Minutes of the October 11, 2021, Executive Committee Meeting (actionable item) 

Ms. Crombie moved to approve the minutes of the October 11, 2021, Executive Committee Meeting; Mr. 
Pfeiffer seconded. The motion carried on a voice vote. 

3. Public Comment 

No members of the public were present. 

4. Authorization for the Agency Director to Execute the Annual Agreement with the City of Madison for 
Transportation Planning Services in 2022 (actionable item) 

A question was asked about CARPC’s liability in this agreement. Mr. Steinhoff stated that the contract had 
been drafted with the same boilerplate language used in previous contracts that were reviewed and approved 
by the Agency’s attorney. However, he will check on that issue before signing. Mr. Pfeiffer moved for 
Authorization for the Agency Director to Execute the Annual Agreement with the City of Madison for 
Transportation Planning Services in 2022; Ms. Crombie seconded.  The motion carried on a voice vote. 

5. Authorization for Agency Director to Execute a Memorandum of Understanding with the Southwest 
Workforce Development Board (SWWDB) for Financial Services in 2022 (actionable item) 

A question was asked as to why we are signing another agreement with SWWDB and not bringing the 
accounting services in-house? Mr Steinhoff provided some history on our relationship with SWWDB. Ms. 
Smith stated that while she continues to make changes towards that goal and may be able to bring the daily 
processing in-house, the Agency will still need outside assistance / oversight with the financials. A request 
was made to bring the Committee in to the conversation earlier next year before they are asked to sign 
another agreement. Treasurer Geller noted that he was satisfied with the changes made to-date, that more 
will be coming and that investigating other service providers will simply take time. Pfeiffer moved for Authorize 
for the Agency Director to Execute a Memorandum of Understanding with the Southwest Workforce 
Development Board (SWWDB) for Financial Services in 2022; Ms Crombie seconded. The motion passed in 
a voice vote. 

6. Senior Community Planner – Communications Draft Job Description 

Mr. Steinhoff made a brief presentation on how the Agency’s communication needs have grown. The 
demands of organizations and agencies manage its communications in the age of the Internet has become 
more challenging. The old way of printing and distributing written materials is no longer enough. We now need 
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to be able to communicate using images and video which has created a demand for the skills to produce 
different products in multiple formats. In the past, staff members who were interested in these areas were 
simply tapped to head up those efforts and/or services such as marketing, photography and website design 
were contracted out. However, the Agency is reaching a point where it needs to incorporate those skills into a 
staff position and the Senior Community Planner position lends itself well to this area with a revised job 
description. The next step would be to finalize the job description. This would be a be a new position for the 
Agency, but not an additional employee.  

7. 2022 Salary and Benefits: Continuation of COVID Paid Time Off Benefits and Salary Parity with Dane County 

CARPC historically adopts Dane County wage increases with a year lag. Currently, however, agency staff are 
at parity with County employees since the County had a 0% increase last year. A proposal being presented to 
the County Board this evening includes wage increases in 2022. This presents the Agency with an 
opportunity to maintain parity without the year lag. Tonight’s proposal to the County Board would increases 
wages of staff earning less than $33.34 per hour by a flat $1.00 per hour increase in the first pay period and 
another $1.03 per hour in the 13th pay period. It would increase wages for staff earning $33.34 per hour by 
3% in each of those pay periods. The overall salary increase would be about 4.5% and require additional 
funds. The Executive Committee is waiting to see what the Dane County Board is going to before it 
determines what policy to follow. A related issue is the Executive Chair should be compensated with a flat or 
a percent increase. 

Another issue for consideration is continuation of the COVID Paid-Time-Off benefits in 2022. Agency staff has 
only used five hours this year, but the pandemic is not over. It was not known what the County is doing at this 
time. Staff are not reimbursed for unused COVID hours, but the hours are available if needed. COVID hours 
do not appear as a separate line item on the budget. It was suggested that this pool of hours expire and reset 
in 2022 rather than carryover with the additional hours being added. It was also suggested that this issue be 
addressed as an Agency policy and not a personnel issue. 

8. Returning to In-Person Commission Meetings 

Some commissioners have expressed a desire to return to in-person meetings but understand that can only 
happen when it is safe enough to do so. Many other agencies and municipalities are still struggling with the 
challenges of putting together the technology required to hold hybrid meetings which are clearly in our future. 
Due to technical challenges and the expense involved, staff does not feel a need to be early adopters and 
would like to see what the County is doing. A “wait-and-see” approach is being considered until other entities 
have proven which technologies are best suited for the hybrid option. A question was asked if the Agency 
would qualify for federal dollars to install new equipment, but that is unlikely. The County has allowed CARPC 
to use its meeting rooms in the past, but they are unavailable while the technology upgrades are being made. 

9. Recommendation of Approval for CARPC Resolution 2021-11 Adoption of 2021 Title VI / ADA Non-
Discrimination Policy (actionable item) 

Mr. Pfeiffer moved for Recommendation of Approval for CARPC Resolution 2021-11 Adoption of 2021 Title VI 
/ ADA Non-Discrimination Policy; Ms. Crombie seconded. The motion passed on a voice vote. 

Per Mr. Higgins, the 2021 policy was late due to COVID. The 2022 policy will be available in February. 

10. Approval of September 2021 Financial Statements and October 2021 Disbursements (actionable item) 

Mr. Geller moved for Approval of September 2021 Financial Statements and October 2021 Disbursements; Mr. 
Pfeiffer seconded. The motion passed on a voice vote. 

A question was asked if there was anything out-of-the-ordinary this month or if the financials were fairly routine? 
Mr. Geller responded that there was some positive movement on our receivables.  

11. Future Agenda Items (Next meeting is December 6, 2021, via Virtual Zoom Meeting at 6:00 pm) 

• The Agency Director annual review will be held at the December meeting 
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12. Adjournment 

Mr. McKeever moved for Adjournment; Ms. Crombie seconded. The motion carried on a voice vote. The 
meeting adjourned at 6:53 pm. 

 
Minutes taken by Haley Smith and reviewed by CARPC staff 

 
 
Respectfully Submitted: 
 
 
 
_________________________________________ 
Kris Hampton, Secretary 
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CARPC EXECUTIVE COMMITTEE AGENDA COVER SHEET  December 6, 2021 
                     Item 6 
 
Re: Performance Evaluation of the Agency Director / Director of Community and Regional Development 

Planning Division (actionable item) 
 

Requested Action:   
 
Motion to approve a positive evaluation of the Agency Director / Director of Community and Regional 
Development Planning Division and authorize the Executive Chairperson to approve the annual merit 
increase. 
 

Background: 
 
The Agency Director’s / Division Director’s performance is evaluated annually by the Executive Committee 
which also serves as the Personnel Committee. An acceptable evaluation is required for approval of the 
annual merit increase. The current Agency Director is an “add-on” position to the position of Director of 
Community and Regional Development Planning Division.  

 

Staff Comments: 

Staff provided a self-evaluation for the Personnel Committee. 
 

Attachments: 

1. Agency Director Job Description 
2. Director of Community and Regional Development Planning Job Description 
 

Staff Contact: 

David Pfeiffer, Vice Chairperson 
davidp@capitalarearpc.org  
 

Next Steps: 

Upon approval, process merit increase, Agency Director / Division Director pursues goals for the year, 
monitors job performance.  
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JOB DESCRIPTION 
 
 
Agency Director 

The Agency Director position carries out duties of the Executive Director when that position is vacant. 
The position is combined with the position of either the Director for Environmental Resources Planning 
Division or the Director for Community and Regional Development Planning Division. The Agency 
Director position is only an add-on to a Division Director and not a full-time, stand-alone position.  This 
job description addresses only the Agency Director responsibilities and requirements. Division Director 
position responsibilities and requirements are described in separate position descriptions.  
In cooperation with the Executive Chairperson, if that position is filled, the responsibilities of the Agency 
Director include:  

 Implementation of the Agency’s goals, policies, and initiatives; 
 Facilitate the development of a clear and compelling vision and mission for the Agency, to help 

focus the Agency’s approach to the conduct of its duties and responsibilities; 
 Develop and implement regional planning to generate a broad agreement on regional goals; 
 Facilitate and achieve consensus among diverse groups and interests; 
 Develop processes, implementation measures, and alliances to empower and encourage local 

units of government and municipal leaders to work individually and in concert towards the 
realization of the regional vision; 

 Foster meaningful dialogue and collaboration among all units of government, and promote 
coordinated action for the improvement of the region; 

 Communicate the findings, initiatives, and policy recommendations of the Agency; and 
 Communicate the goals and objectives of the Agency in a compelling and persuasive manner 

and generate broad support for the Agency’s work through outreach.  
 

Agency Director responsibilities also include: 

 Overall performance and management of Agency operations, including the appointment, 
supervision, and termination of all employees, subject to Commission approval; 

 Represent the Agency while working with the public to solicit interest in and attract support for 
regional development and conservation activities and concerns; 

 Selection and development of staff; 
 Review of staff personnel files; 
 Develop the effectiveness of the Agency staff in the service of the Agency and the region, and 

protect staff neutrality, respect, loyalty, and team spirit; 
 Work with Agency staff to establish professional development goals and programs; 
 Uphold and implement the Agency’s Personnel Manual; 
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 Provide leadership, direction, and motivation for staff; 
 Develop an effective and progressive work program and budget in support of the Agency’s 

vision and mission, as well as its legally mandated duties and responsibilities; 
 Develop and propose an annual budget and manage its implementation, including the review 

and approval of expenses and the approval of bank deposits; 
 Execute contracts and agreements to carry out the functions of the Agency; 
 Compliance with federal and state laws and regulations; 
 Create and maintain a workplace atmosphere of respect and professional neutrality; 
 Effectively communicate ideas, strategies, and policies orally and in writing; 
 Develop private and public communications and maintain positive public relations in a politically 

and socially diverse environment;  
 Manage program development, implementation and evaluation; and 
 Duties as directed by vote of the Commission. 

 

Minimum Education and Experience Requirements  

Master’s degree in a related field from an accredited college or university. A minimum of three years 
professional experience at a senior level in planning or environmental sciences. A minimum of one year 
of management experience, including developing Agency goals and objectives, hiring, supervision, 
budgeting, staffing governing boards, and designing and overseeing work programs. Excellent public 
relations and oral and written communication skills. Demonstrated ability to effectively represent the 
organization and develop effective relations with other entities and leaders to advance Agency goals. 

Certifications: None required 

Licenses: None required 

Salary Range:  R-25 

FLSA Status:  Exempt 

Reports to: Executive Director (or in the absence of an Executive Director, the Personnel 
Committee) 

Physical Demands 

Frequently required to see, talk, and hear. Frequent repetitive movement of hands and fingers for typing 
and/or writing. Occasional standing, walking, stooping, kneeling, crouching, or reaching with hands and 
arms. Must occasionally lift and/or move up to 10 pounds. 

Work Environment 

Work is generally performed within an office environment, with standard office equipment available. 
Requires attendance at some evening meetings. Ability and means to travel on a flexible schedule as 
needed to attend some meetings; proof of liability and property damage insurance on vehicle used is 
required. Occasionally exposed to outside weather conditions. 
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Disclaimer 

This position description reflects the Agency’s assignment of essential functions; and nothing herein 
restricts the Agency’s right to assign or reassign duties and responsibilities to this position at any time. 
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JOB DESCRIPTION 
 
 
Division Director for Community and Regional Development Planning 

The Division Director for Community and Regional Development performs independently. This position 
oversees preparation and updates to the regional development plan, Future Urban Development Area 
(FUDA) planning, community level planning and assistance, data management and mapping, and related 
functions of education, outreach, and public participation.  

Position responsibilities:  

 Develop and implement Division goals, policies, and initiatives; 
 Assist the Executive Director in preparing the Division annual work program;  
 Develop and implement regional planning to generate a broad agreement on regional goals; 
 Monitor progress towards Division goals and propose changes or actions as needed to address 

shortfalls; 
 Communicates Division and Agency mission, goals, and activities to stakeholders, partners, and 

the public; 
 Builds, maintains, and expands network of positive relationships with stakeholders and partners, 

including local government officials, to increase understanding and support for the Agency; 
 Represents the Agency at various governmental and organizational meetings; 
 Effectively communicating ideas, strategies, and policies orally and in writing;  
 Organize, manage, and supervise Division planning staff and activities. 
 Recruit and select planners for hire to fill vacancies; 
 Review of Division employees’ personnel files; 
 Provide vision, direction, and motivation to Division employees; 
 Work with Division staff to establish professional development goals and programs;  
 Uphold and implement the Agency’s Personnel Manual; 
 Uphold the AICP Code of Ethics, and use its “Principles to Which We Aspire” as guiding principles 

of the Division; 
 Update the regional development plan as needed to maintain it as a widely recognized vision 

and strategy for growth; 
 Manage the process to amend the regional development plan as needed; 
 Manage and lead FUDA planning to foster joint planning among units of local government that 

results in common future land use maps;  
 Manage demographic and land use data collection, reporting, and services; and 
 Manage education, outreach, and public participation activities. 
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Minimum Education and Experience Requirements  

This position includes the education and experience requirements of the Senior Community Planner 
position plus a minimum of three years of experience as Senior Community Planner. Excellent public 
relations and oral and written communication skills. Demonstrated ability to effectively lead a team of 
professionals to accomplish established work programs. Ability to synthesize a wide range of sources of 
information, and diverse perspectives, to prepare analyses of challenges and options, and formulate 
recommendations and work programs. 

Certification: AICP certification within one year of hire 

Licenses: None required 

Salary Range:  R-20 

FLSA Status:  Exempt 

Reports to: Executive Director (or in the absence of an Executive Director, the Deputy Director) 

Physical Demands 

Frequently required to see, talk, and hear. Frequent repetitive movement of hands and fingers for typing 
and/or writing. Occasional standing, walking, stooping, kneeling, crouching, or reaching with hands and 
arms. Must occasionally lift and/or move up to 10 pounds. 

Work Environment 

Work is generally performed within an office environment, with standard office equipment available. 
Requires attendance at some evening meetings. Ability and means to travel on a flexible schedule as 
needed to attend some meetings; proof of liability and property damage insurance on vehicle used is 
required. Occasionally exposed to outside weather conditions. 

Disclaimer 

This position description reflects the Agency’s assignment of essential functions; and nothing herein 
restricts the Agency’s right to assign or reassign duties and responsibilities to this position at any time. 
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CARPC EXECUTIVE COMMITTEE AGENDA COVER SHEET  December 6, 2021 
                     Item 7 
 
Re: New Senior Community Planner-Communications Specialist Position and Job Description (actionable 

item) 
 
 

Requested Action:   
 
Motion to approve Senior Community Planner-Communications Specialist Position and Job Description 
 

Background: 
 
The Executive Committee considered the position and job description of Senior Community Planner-
Communications Specialist at its November 8, 2021, meeting. This position addresses CARPC’s growing 
communication and community engagement needs. 

 

Staff Comments: 

Effective communication in the digital and internet age requires quality images, videos, interactive data 
and map displays, web-based story maps, and higher-level branding and design of short, concise content 
to effectively communicate key messages to audiences already bombarded with information. 
Communications technology is constantly changing.  

CARPC also engages community members to gather input, provide education and information, and 
maintain and enhance relationships. Agency community engagement generally occurs on a project-by-
project basis. CARPC prepares community engagement strategies or public participation plans for projects 
such as updates of regional plans. In other instances, CARPC carries out engagement without written 
strategies or plans.  

Incorporating communications and engagement responsibilities into an agency position would improve the 
quality and consistency of this work for CARPC. A designated staff for communications and engagement 
would also provide the agency with more clear direction and overall coordination in these areas.  

Communication and engagement responsibilities are suitable for the position of Senior Community 
Planner because of that position’s direct work with community members for planning assistance and 
regional plan updates and implementation. CARPC’s current Senior Community Planner position has a 
focus on data systems and management and the land use portion of urban service area amendment 
reviews. Those responsibilities are replaced with communications and community engagement 
responsibilities in the new position. Other Senior Community Planner responsibilities, such as community 
planning assistance, remain the same.  

The new position does not add a new employee to CARPC. Filling the new position would come from 
internal promotion or external hire to fill an agency vacancy. The salary range and pay scale for the new 
position is the same as for the Senior Community Planner position.  

Staff recommends approval of the Senior Community Planner-Communications Specialist position and job 
description.  

Attachments: 

1. Senior Community Planner-Communications Specialist Job Description 
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Staff Contact: 

Steve Steinhoff 
Agency Director / Director, Community & Regional Development Planning Division 
steves@capitalarearpc.org  
608 474 6010 
 

Next Steps: 

Fill position as appropriate and budget allows. 
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JOB DESCRIPTION – DRAFT  
December 6, 2021 

 
 
Senior Community Planner-Communications Specialist 

The Senior Community Planner-Communications Specialist performs independently, with lead work 
responsibilities that require coordination with other staff and outside agencies.  The Senior Community 
Planner-Communications Specialist works with Agency staff, the Commission, other planners, municipal 
officials, and the public to prepare and update the regional land use plan and lead Agency 
communications and engagement activities. This position also provides planning and data services.  
 
Position responsibilities: 
 
 Lead preparation, implementation, update, and evaluation of Agency communications plan and 

strategy; 
 Ensure that Agency communications are clear, consistent, and coordinated; 
 Serve as primary point of contact for media representatives and others seeking general 

information about the Agency; 
 Provide graphic design, document layout, content generation, and copy editing for products 

including newsletters, websites, social media, presentations, reports, plans, surveys, email 
campaigns, and press releases; 

 Maintain communication systems including photo library and contact database; 
 Assist in planning and preparation for Agency events such as webinars, conferences, and 

presentations; 
 Lead preparation, implementation, update, and evaluation of Agency community engagement 

strategy; 
 Ensure inclusions of diversity, inclusivity, and equity principles in Agency community 

engagement activities; 
 Assist Agency staff with community engagement activities; 
 Assist communities with updating their comprehensive plans and integrating regional and local 

plan goals;  
 Provide planning services to communities;  
 Prepare recommendations, reports, and related information for decision-making purposes; 
 Coordinate Agency activities with other departments/agencies as needed; 
 Make presentations to and answers inquiries from elected officials, civic groups and the general 

public; 
 Stay abreast of trends, regulations, and developments in the field of community and regional 

planning; 
 Gather, interpret, and prepare data for Agency studies and reports; 
 Assist with geographic analysis on existing digital data sets; 
 Act as the Agency’s Title VI Coordinator;  
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 Monitor planning activities in the region;  
 Supervise Agency interns; and 
 Provide information to the Commission as requested or directed. 

 
 
Minimum Education and Experience Requirements 

Requires graduation from an accredited college or university with a degree in planning or a closely 
related field with seven years of increasingly responsible experience in planning work. A master’s degree 
in a related field may substitute for two years of related experience. Advanced knowledge of planning 
principles and practices and ability to apply them to prepare, update and amend plans. Two years of 
experience in managing communications for organizations. Excellent written and verbal communications 
skills. Experience with graphic design and layout in a variety of software publishing formats. Two years of 
experience planning, implementing, and evaluating engagement for community planning. Ability to collect, 
analyze and communicate data. Skill in data analysis and writing reports and newsletter articles. Ability to 
work effectively with elected officials, other professional staff, and the general public. Ability to work 
independently and supervise work of other staff. Ability to prepare and give presentations and conduct 
other outreach activities. Ability to conduct technical studies, write reports and make presentations on 
findings. Ability to independently review plans for adequacy and consistency with adopted standards, 
plans, and criteria, and to provide comment and suggestions for improvement where necessary. 
Knowledge of geographical information systems (GIS) ability (work with layers and meaningful maps 
using ESRI software). Ability to represent the agency in various technical forums. Proficiency with 
InDesign, Illustrator, WordPress, and Sketchup software preferred. 

Certifications: AICP certification preferred 

Licenses:   None required 

Salary Range:  R-15 

FLSA Status: Exempt 

Reports to:   Division Director for Community and Regional Development Planning 

Physical Demands 

Frequently required to see, talk, and hear. Frequent repetitive movement of hands and fingers for typing 
and/or writing. Occasional standing, walking, stooping, kneeling, crouching, or reaching with hands and 
arms. Must occasionally lift and/or move up to 10 pounds. 

Work Environment 

Work is generally performed within an office environment, with standard office equipment available. 
Requires attendance at some evening meetings. Ability and means to travel on a flexible schedule as 
needed to attend some meetings and perform field investigations; proof of liability and property 
damage insurance on vehicle used is required. Occasionally exposed to outside weather conditions. 

Disclaimer 

This position description reflects the Agency’s assignment of essential functions; and nothing herein 
restricts the Agency’s right to assign or reassign duties and responsibilities to this position at any time. 
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CARPC EXECUTIVE COMMITTEE AGENDA COVER SHEET   December 6, 2021 
                      Item 8 
 
Re:  Transition Plan to Senior Community Planner-Communications Specialist (actionable item) 
 

Requested Action:   

Motion to approve transition plan to Senior Community Planner-Communications Specialist 
 

Background: 

CARPC has established a practice of creating and approving plans for employees to transition to a higher-
level position. 

 

Staff Comments: 

This plan describes the skills and milestones needed over a two-year period to advance to Senior 
Community Planner-Communications Specialist 

Attachments: 

1. Senior Community Planner-Communications Specialist Transition Plan to be provided separately 
 

Staff Contact: 

Steve Steinhoff 
Agency Director / Director, Community & Regional Development Planning Division 
steves@capitalarearpc.org  
608 474 6010 
 

Next Steps: 

Upon approval, carry out transition plan. 
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CARPC EXECUTIVE COMMITTEE AGENDA COVER SHEET   December 6, 2021 
                                Item 9 
 
Re:  COVID Paid Time Off Benefits in 2022 (actionable item) 
 

Requested Action:   

Motion to approve COVID Paid Time Off Benefits in 2022 
 

Background: 

CARPC approved paid time off for employees in 2020 for absences related to the COVID-19 pandemic. 
Staff have used 191 out of the total 896 hours allocated for COVID paid time off. Only one hour of COVID 
PTO has been used in 2021. One employee has 5 of the original 112 hours allocated; another has 42. Five 
staff have not used any COVID PTO. 

 

Staff Comments: 

Providing paid time off for reasons related to COVID is still needed in 2022 due to considerable uncertainty 
exists about future COVID spread and its potential impacts on workers. Staff recommends resetting the 
COVID paid time off hours to 112 for all employees for 2022.  

 

Attachments: 

1. None 
 

Staff Contact: 

Steve Steinhoff 
Agency Director / Director, Community & Regional Development Planning Division 
steves@capitalarearpc.org 
608 474 6010 
 
 

Next Steps: 

If approved, reset COVID PTO for full-time CARPC employees to 112 for 2022. If not approved, continue 
with current COVID PTO hour balances in 2022. 
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CARPC EXECUTIVE COMMITTEE AGENDA COVER SHEET   December 6, 2021 
                    Item 10 
 
Re: CARPC Resolution 2021-12 Adoption of Amendments to the 2022 Capital Area Regional Planning 

Commission Budget 
 

Requested Action:  None 
 

Background: 

The CARPC “Categories of Decision-Making” (revised November 2017) identify budget amendments within 
the category: Executive Committee reviews, Commission approves (policy level decision) and states that 
such items are included on Commission agendas as separate items for approval.  
 
CARPC tracks and seeks to match Dane County salaries because the County is the closest comparable 
governmental entity to CARPC. On November 8, 2021, Dane County approved Cost of Living Adjustments 
(COLAs) for employees in 2022. The 2022 County budget provides COLAs on the first and 13th pay periods 
of the year. Employees who were previously scheduled to earn $33.34 per hour or less on the first pay 
period will receive per hour COLAs of $1.00 and $1.03 respectively on the first and 13th pay periods. 
Employees who earn greater than $33.34 will receive 3.0% COLAs on each of those pay periods.  

 

Staff Comments: 

Historically, CARPC matched County COLAs (maintained parity) with a year lag because CARPC is 
required to certify the property tax levy and adopt its budget before knowing what the final County budget 
will be. For example, when County employees received a 3.0% COLA in 2020, CARPC employees 
received the COLA in 2021.  

The current situation provides an opportunity to maintain parity without a year lag because County 
employees received no COLA in 2021. Thus, CARPC employees are currently at parity with County 
employees.  

Maintaining parity in 2022 will require amending CARPC budgets to add the same COLAs as provided to 
County employees. This results in a $35,757, or 5.3% increase in salaries and compensated leave time. 

In addition, other changes to revenues and expenses have emerged since CARPC’s 2022 budget was 
approved. Additional funding of $5,000 is now anticipated from the Department of Natural Resources grant, 
and additional $10,000 of sewer extension fees are expected based on 2021 actual fees. Also, since the 
2022 budget was adopted, personnel adjustments (transition plan including additional step increase; 
correction to salary structure formula) have been planned for next year, for an additional $1,346. And finally, 
Dane County recently provided 2022 health and dental insurance rates that are lower than in the CARPC 
2022 adopted budget, yielding a savings of $13,371. The net proposed change in total fringe benefits, 
based on changes in all personnel costs discussed above, is a reduction of $8,385. 

The net change of the amendments is an increase of $13,718 in budgeted deficit, bringing the total 
budgeted deficit to $36,886.  
 

DNR Grant and Sewer Extension Fees                               $ 15,000 
COLA and Personnel Adjustments                                       ( 37,103) 
Health/Dental and Fringe for COLA/Adjustments                     8,385 
 
      TOTAL CHANGE                                                          ($ 13,718) 
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The deficit will be covered by CARPC Operating Reserves. The increased deficit will reduce Operating 
Reserves from 40% to 38% of Net Total Expenses (not including pass through expenses). CARPC auditors 
recommend maintaining Operating Reserves at 25% of Net Total Expenses. CARPC will need to raise 
additional revenue in 2023 to maintain its Operating Reserve at recommended levels in coming years. 
 

Attachments: 

1. CARPC Resolution 2021-12 Adoption of Amendments to the 2022 Capital Area Regional Planning 
Commission Budget 

2. CARPC 2022 Budget-Expanded Amended 12-09-2021 
 

Staff Contact: 

Steve Steinhoff 
Agency Director / Director, Community & Regional Development Planning Division 
steves@capitalarearpc.org 
608 474 6010 
 

Next Steps: 

If approved, carry out amended 2022 budget. 
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CARPC Resolution 2021-12 
Adoption of Amendments to the 2022  

Capital Area Regional Planning Commission Budget 
 
 

WHEREAS, the Capital Area Regional Planning Commission (CARPC) adopted a 2022 
budget on September 9, 2021; and 

WHEREAS, CARPC did not include Cost of Living Adjustments (COLAs) for employees 
in its 2022 budget; and 

WHEREAS, Dane County adopted a 2022 budget that provides COLAs with employees 
previously scheduled to earn $33.34 per hour or less on the first pay period receiving per hour 
COLAs of $1.00 and $1.03 on the first and 13th pay periods respectively and Employees 
scheduled to earn greater than $33.34 on the first pay period will receive 3.0% COLAs on each 
of the first and 13th pay periods; and 

WHEREAS, CARPC generally matches County COLAs to maintain competitive 
compensation because the County is the closest comparable governmental entity to CARPC; 
and 

WHEREAS, CARPC employees are currently at parity with Dane County employees; 
and 

WHEREAS, other circumstances have changed, and new information has become 
available regarding 2022 revenues and expenses; and 

WHEREAS, a notice for public hearing on the proposed amendment was duly posted 
and distributed to local units of government, and a public hearing was held on December 9, 
2021. 

NOW, THEREFORE BE IT RESOLVED that the Capital Area Regional Planning 
Commission hereby adopts the attached amended 2022 budget which provides the same 
COLAs as those in the adopted Dane County 2022 budget and includes other adjustments to 
revenues and expenses to reflect changes since the CARPC budget was adopted. 

 

December 9, 2021           
Date Adopted      Larry Palm, Chairperson 

             
       __________________________ 
       Kris Hampton, Secretary 
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CARPC 2022 Budget (Proposed, December 9, 2021)

 2022  Adopted 

September 9, 

2021  

 2022  Proposed 

December 9, 

2021  

 Change      

Proposed 

minus 

Adopted 

 Notes 

Revenues

Property Tax Revenue 983,137                 983,137                  ‐                 

Property Tax Billing Adjustment ‐                          ‐                           ‐                 

State/Federal Grants 109,743                 114,743                  5,000              Recent information re DNR grant

Fees 93,000                   103,000                  10,000            Based on 2021 actuals

Planning Assistance 15,750                   15,750                    ‐                 

Pass Through Revenue 176,833                 176,833                  ‐                 

Interest 3,000                     3,000                       ‐                 

Total Revenues  $          1,381,463   $           1,396,463   $        15,000 

Expenditures
Salaries and Leave Time 681,589                 718,692                  37,103            COLA and adjustments

Fringe Benefits 337,928                 329,543                  (8,385)             COLA, adjustments, health/dental

Occupancy ‐ Rent 48,046 48,046 ‐                 

Contracted Services 14,690 14,690 ‐                 

Travel and Training 10,200 10,200 ‐                 

Office Expenses 18,870 18,870 ‐                 

Information Technology 38,270                   38,270 ‐                 

Commission 11,220 11,220 ‐                 

Financial Services 44,765 44,765 ‐                 

Pass Through Expenses 176,833                 176,833 ‐                 

Other 22,220                   22,220 ‐                 

Total Expenses  $          1,404,630   $           1,433,348   $        28,718 

Surplus/(Deficit) (23,168)$               (36,886)$                 (13,718)$       

Operating Reserve Applied 23,168$                 36,886$                  13,718           

Adjusted Surplus/(Deficit) (0)$                          ‐$                       

Previous Year Unrestricted Net Position 554,539$               554,539$               

End of Year Unresstricted Net Position 490,018$               476,300$               

   Percent of Net Total Expenses 40% 38%

Dane County Equalized Assessed Value (EA 70,070,629,900$     70,070,629,900$          

Certified budget rate (CBR) 0.001403% 0.001403%
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CARPC 2022 Budget Expanded (Proposed Amendments December 9, 2021)

 2022  Adopted 

September 9, 

2021  

 2022  

Proposed 

December 9, 

2021  

 Change      

Proposed 

minus 

Adopted 

 Notes 

Revenues

Property Tax Revenue 983,137                983,137              ‐                 

Property Tax Billing Adjustment ‐                         ‐                       ‐                 

State/Federal Grants 109,743                114,743              5,000            

   WI DOT Plan Integration 5,457                     5,457                   ‐                 

   EPA/DNR Water Planning 85,000                  90,000                5,000             Most recent information

   WEM/FEMA Hazard Mitigation Plan Grant 4,286                     4,286                   ‐                 

   EDA/MadREP Pandemic Recovery Grant 15,000                  15,000                ‐                 

Fees 93,000                  103,000              10,000          

   Sewer Extensions 42,000                  52,000                10,000           Based on 2021 actuals

   USA/LSA Application Review 51,000                  51,000                ‐                 

Planning Assistance 15,750                  15,750                ‐                 

Pass Through Revenue 176,833                176,833              ‐                 

   Cooperative Water Resource Monitoring 121,376                121,376              ‐                 

   WEM BEC Green Infrastructure Planning  50,000                  50,000                ‐                 

   WI DOT Rural Work  Program 5,457                     5,457                   ‐                 

Interest 3,000                     3,000                   ‐                  2020 actual

Total Revenues  $         1,381,463   $       1,396,463   $        15,000 

Expenditures
Salaries and Leave Time 681,589                718,692              37,103           COLA and adjustments

   Direct Salaries 490,744 517,458 26,714          

   Compensated Leave Time 190,845                201,234              10,389          

Fringe Benefits 337,928                329,543              (8,385)           

   FICA Benefits 52,142$                54,564$              2,422             COLA and adjustments

   Life Insurance 243$                      243$                    ‐                 

   Dental Insurance 14,208$                12,350$              (1,858)            actual vs. projected

   Health Insurance 210,671$              199,159$            (11,512)          actual vs. projected

   Disability Insurance 391$                      391$                    ‐                 

   WRS‐ER Contribution 45,998$                48,461$              2,463             COLA and adjustments

   Unemployment 10,000 10,000 ‐                 

   Worker's Compensation 4,275$                  4,376$                100                 COLA and adjustments

Occupancy ‐ Rent 48,046 48,046 ‐                 

Contracted Services 14,690 14,690 ‐                 

   Contracted Services 5,000 5,000 ‐                 

   Legal Services 9,690 9,690 ‐                 

Travel and Training 10,200 10,200 ‐                 
   Meals 200 200 ‐                 

   Employee Travel 4,390 4,390 ‐                 

   Conference & Training 5,610 5,610 ‐                 

Office Expenses 18,870 18,870 ‐                 

   Supplies 7,860 7,860 ‐                 

   Printing 100 100 ‐                 

   Postage 100 100 ‐                 

   Equipment 10,200 10,200 ‐                 

   Telephone 510 510 ‐                 

   Administrative Fees 100 100 ‐                 

Information Technology 38,270                  38,270                ‐                 

   Webhosting 500 500 ‐                 

   Software 18,890 18,890 ‐                 
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 2022  Adopted 

September 9, 

2021  

 2022  

Proposed 

December 9, 

2021  

 Change      

Proposed 

minus 

Adopted 

 Notes 

   IT Services 18,880 18,880 ‐                 

   UrbanFootprint ‐                 

Commission 11,220 11,220 ‐                 

   Commission Per Diem 11,220 11,220 ‐                 

   Commission Travel ‐                 

Financial Services 44,765 44,765 ‐                 

   Audit 8,976 8,976 ‐                 

   Payroll Fees 3700 3700 ‐                 

   Financial Services 32,089 32,089 ‐                 

Pass Through Expenses 176,833                176,833              ‐                 

   Coop Water Resource Monitoring 121,376                121,376              ‐                 

    WEM BEC Green Infrastructure Planning  50,000                  50,000                ‐                  Consultant funded by WEM/FEMA HMGP

   Transportation Planning Services 5,457                     5,457                   ‐                 

Other 22,220                  22,220                ‐                 

   Dues/Membership/Subscriptions 6,018 6,018 ‐                 

   Contributions/Donations 5,000 5,000 ‐                  Salt Wise

   Outreach and Education 1,000 1,000 ‐                 

   Recruitment 510 510 ‐                 

   Insurance 7,650 7,650 ‐                 

   Depreciation 2,042 2,042 ‐                  includes amortization

   Amortization Expense ‐                 

Total Expenses  $         1,404,630   $       1,433,348   $        28,718 

Surplus/(Deficit) (23,168)$               (36,886)$             (13,718)$       

Operating Reserve Applied 23,168$                36,886$              13,718$        

Adjusted Surplus/(Deficit) ‐$                       ‐$                   

Previous Year Unrestricted Net Position 554,539$              554,539$           

End of Year Unresstricted Net Position 490,018$              476,300$           

   Percent of Net Total Expenses 40% 38%

Dane County Equalized Assessed Value (EAV) 70,070,629,900$     70,070,629,900$  Report Used for Apportionment of County Levy
Certified budget rate (CBR) 0.001403% 0.001403%
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CARPC EXECUTIVE COMMITTEE AGENDA COVER SHEET   December 6, 2021 
                    Item 11 
 
Re: CARPC Committee on Proactive Planning  
 

Requested Action:  None 

 

Background: 

CARPC’s vision and mission emphasize the importance of working with communities early in planning 
processes to integrate regional and local plans and development goals. CARPC’s adopted 2016 strategic 
planning document identified the strategy to “Leverage CARPC’s region-wide activities, including 
supporting A Greater Madison Vision, the development framework, and the water quality plan.” It also 
stated that “Regional planning is about offering resources and options and inspiration to locals to support 
them in making informed choices – early in the process when they are gathering information.”  

With the adoption of the Regional Development Framework scheduled for early next year, CARPC will shift 
from Framework preparation to implementation. Implementation of the Framework will primarily happen at 
the local level because local community officials are the primary decision makers that shape growth and 
development.  

In addition, discussion at Commission meetings has regularly included comments that CARPC should shift 
to a more “proactive planning” approach such as working with local communities earlier in their planning 
processes, such as during comprehensive plan updates. 

 

Staff Comments: 

Opportunities 

With an adopted Framework in place next year, CARPC will have an opportunity to better focus on working 
with local communities earlier in the planning process to integrate regional and local plans and goals. 
CARPC’s 2022 Work Program identifies some activities to promote Framework implementation including 
“reviewing and assessing local comprehensive plans for consistency with the Framework; preparing 
comparative inventories of local ordinance provisions related to Framework goals, objectives, and 
strategies; and providing education.” One opportunity is to work with communities to incorporate Regional 
Development Framework components into comprehensive plan updates.  

The Regional Development Framework is not the only program through which CARPC works to increase 
agency focus on proactive planning. Environmental Resources Planning Division programs including the 
Black Earth Creek Watershed Green Infrastructure Initiative and the Starkweather Creek Watershed 
Chloride Reduction Initiative focus on proactive planning towards achieving regional goals. The update of 
the Environmental Corridors section of the Dane County Water Quality Plan in 2022 will also include 
proactive planning, particularly related to incorporation of “stewardship” areas.  

Challenges 

Thus, CARPC will have multiple opportunities next year to increase agency focus on proactive planning. 
What is less clear, however, is how best to take advantage of these opportunities. For example, what are 
the most effective ways to engage communities during comprehensive plan updates? What can we learn 
about what worked and did not work during CARPC’s earlier Future Urban Development Area (FUDA) 
process, which was a major effort in proactive planning? How to reconcile a focus on proactive planning 
with the current approach to Sewer Service Area Amendment process, which is reactive? 
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Proposed Approach 

One approach that could seek to address the above challenges is to form an ad hoc CARPC committee of 
commissioners and staff to prepare proactive planning strategies and recommendations. The charge of 
such a committee would be to assess the opportunities and challenges and provide recommendations for 
fulfilling CARPC’s vision and mission through proactive planning. This committee would be a way to directly 
engage commissioners in shaping agency proactive planning.  

A committee process could look something like this: 

Purpose – Full commission approval of purpose, charge, and scope of the committee.  

Investigation – Gather information from comprehensive plans, other RPCs, commissioners, local 
communities 

Evaluation – Identify and evaluate options for increasing agency focus on proactive planning; develop an 
ideal planning process as a model and framework for discussion 

Recommendations – Prepare recommendations for commission action based on evaluation 

Composition and timeline of the committee would need careful consideration. The committee would 
primarily be staffed by the Agency Director and Deputy Agency Director.  

Staff recommends preparation of recommendations for a proactive planning CARPC committee as 
generally described above. 
 

Attachments: 

None 
 

Staff Contact: 

Steve Steinhoff 
Agency Director / Director, Community & Regional Development Planning Division 
steves@capitalarearpc.org  
608 474 6010 
 

Next Steps: 

Consideration of staff recommendation, potential recommendation to form a committee. 
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CARPC EXECUTIVE COMMITTEE AGENDA COVER SHEET    December 6, 2021 
 Item 12 
 
Re: Financials (actionable items) 
 
 Approval of the October 2021 Financial Statements and November 2021 Disbursements  
  

Requested Action: 
 

Approval of the October 2021 Financial Statements and the  
November 2021 Operating Account Disbursements & Reconciliation Report 

 

Background: 
 

CARPC internal controls require that bills be approved by CARPC, or its Executive Committee and 
that the Treasurer routinely review the CARPC bank statement, the entries and balance of the cash 
account of the general ledger, the bank account reconciliation prepared by staff, and the previous 
month’s ending cash balance. As approved at the December 7, 2020, Executive Committee 
meeting, we will now be using the computer-generated statements provided by our third-party 
accountants each month with a one-month lag to ensure more complete and accurate information. 
The disbursements report will be created by the Administrative Services Coordinator. Final reports 
and reconciliations received from the third-party accountants will continue to be forwarded to the 
Treasurer as they become available. This review by the Treasurer is regularly confirmed by his or 
her signature on the financials, or by the Chair in the absence of a Treasurer, per the terms of 
CARPC’s bylaws. 

 

Staff Comments: 
 

Per discussions at the December 7, 2020, Executive Committee meeting, we are seeking to 
minimize the amount of duplication in our processes and may consider bringing some processes in-
house to provide more access and control over our data. Changes to our processes will start with 
using the reports currently generated by our third-party accountants with a one-month lag in 
reporting. 

 

Attachments: 

1. October 2021 Agency Balance Sheet 
2. October 2021 Agency Category Summary Statement of Operations 
3. November 2021 Operating Account Disbursements & Reconciliation Report 

 

Staff Contact: 

Haley Smith, Administrative Services Coordinator 
haleys@capitalarearpc.org  
608 474 6017 

 

Next Steps: 
Discussions about improvements to the CARPC financial system will be ongoing. 
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Capital Area Regional Planning

Account Description

Page: Page 1 of  2
Date: 11/24/2021
Time: 10:29:13 AMAgency Balance Sheet

General Ledger System

For User: d.hentrich

Balance Amount Totals

October 2021

Assets:

$63,939.691000 OPERATING ACCOUNT

$20,015.481001 MONEY MARKET ACCOUNT

$800,472.341002 INVESTMENT ACCOUNT

$68,364.371105 PROJECT AND GRANTS REC

$37,043.591110 UNBILLED ACCOUNTS REC

$2,433.281151 PREPAID INSURANCE

$739.101152 PREPAID DENTAL INS

$11,085.081153 PREPAID HEALTH INS

$173.171154 PREPAID DISABILITY INS

$104.041156 PREPAID LIFE INS

$99.541157 PREPAID PARKING

$13,848.551165 PREPAID LICENSES

$7,171.661200 FURNITURE AND EQUIPMENT

($4,064.02)1201 ACCUM DEP-FURNITURE/EQUIP

$6,076.501210 RIGHT OF USE ASSET

($1,164.72)1211 ACCUMULATED AMORTIZATION

Total assets $1,026,337.65

Liabilities:

$6,341.233000 ACCOUNTS PAYABLE

$26,864.763005 ACCRUED PAYROLL

$6,360.663202 WRS PENSION PLAN

$38,344.233300 UNUSED VACATION, WELLNESS

$122,379.963500 SICK LEAVE ACCRUAL PAY

$179,720.283600 DEFERRED/UNEARNED REVENUE

$3,107.643650 INVEST IN CAPITAL ASSETS

$4,911.783655 INVEST IN RIGHT OF USE

$45,533.583700 PRIOR YEAR BALANCE

Total liabilities $433,564.12

030



Capital Area Regional Planning

Account Description

Page: Page 2 of  2
Date: 11/24/2021
Time: 10:29:14 AMAgency Balance Sheet

General Ledger System

For User: d.hentrich

Balance Amount Totals

October 2021

Prior year fund balance $524,056.22

Current fund balance $68,717.31

Total liabilities and fund balance: $1,026,337.65

(Funds included: ALL)
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Capital Area Regional Planning Page: Page 1 of  2
Date: 11/24/2021
TIme: 10:31:55 AMAgency Category Summary Statement of Operations

General Ledger System

For User: d.hentrich
October 2021

Estimated Actual Pct Estimated Actual Pct Annual estimated Unrealized
---------------Monthly-------------- -----------------YTD---------------

Account
Revenues

$0.00 $0.00 0.00% $0.00 $0.00 0.00% $0.00 $0.00Objects without category

$79,879.00 $79,879.88 100.00% $798,790.00 $798,798.80 100.00% $958,559.00 $159,760.20PROPERTY TAX REVENUE

$7,954.00 $0.00 0.00% $79,540.00 $80,756.71 101.53% $95,457.00 $14,700.29STATE/FEDERAL GRANTS REV.

$7,750.00 $5,700.00 73.55% $77,500.00 $92,264.65 119.05% $93,000.00 $735.35FEES REVENUE

$1,250.00 $95.82 7.67% $12,500.00 $6,946.04 55.57% $15,000.00 $8,053.96SERVICES REVENUE

$10,434.00 $9,980.25 95.65% $104,340.00 $102,174.47 97.92% $125,220.00 $23,045.53PASS THROUGH REVENUE

$83.00 $37.70 45.42% $830.00 $79,351.19 9560.38% $1,000.00 ($78,351.19)OTHER REVENUE

$107,350.00 $95,693.65 89.14% $1,073,500.00 $1,160,291.86 108.08% $1,288,236.00 $127,944.14Total Revenues

Budget Expenditures Pct Budget Expenditures Pct Annual budget Unexpended
---------------Monthly-------------- -----------------YTD---------------

Account
Expenditures

$0.00 $0.00 0.00% $0.00 $0.00 0.00% $0.00 $0.00Objects without category

$55,613.00 $53,177.91 95.62% $556,130.00 $572,418.44 102.93% $667,357.00 $94,938.56SALARIES AND LEAVE TIME

$26,666.00 $19,789.06 74.21% $266,660.00 $199,922.14 74.97% $320,036.00 $120,113.86FRINGE BENEFITS

$3,925.00 $3,912.25 99.68% $39,250.00 $39,275.92 100.07% $47,103.00 $7,827.08OCCUPANCY

$832.00 $104.20 12.52% $8,320.00 $120,200.54 1444.72% $10,000.00 ($110,200.54)CONTRACTED SERVICES

$833.00 $102.88 12.35% $8,330.00 $2,089.40 25.08% $10,000.00 $7,910.60TRAVEL AND TRAINING

$1,540.00 $333.59 21.66% $15,400.00 $4,850.76 31.50% $18,500.00 $13,649.24OFFICE EXPENSES

$3,208.00 $2,166.09 67.52% $32,080.00 $26,923.64 83.93% $38,500.00 $11,576.36INFORMATION TECHNOLOGY

$916.00 $520.32 56.80% $9,160.00 $4,517.60 49.32% $11,000.00 $6,482.40COMMISSION

$3,656.00 $2,795.32 76.46% $36,560.00 $37,478.82 102.51% $43,887.00 $6,408.18FINANCIAL SERVICES

$10,434.00 $0.00 0.00% $104,340.00 $69,871.53 66.97% $125,220.00 $55,348.47PASS THROUGH EXPENSES

$1,742.00 $1,227.41 70.46% $17,420.00 $14,025.76 80.52% $20,942.00 $6,916.24OTHER
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Capital Area Regional Planning Page: Page 2 of  2
Date: 11/24/2021
TIme: 10:31:57 AMAgency Category Summary Statement of Operations

General Ledger System

For User: d.hentrich
October 2021

Budget Expenditures Pct Budget Expenditures Pct Annual budget Unexpended
---------------Monthly-------------- -----------------YTD---------------

Account
Expenditures

$109,365.00 $84,129.03 76.93% $1,093,650.00 $1,091,574.55 99.81% $1,312,545.00 $220,970.45Total Expenditures

($2,015.00) $11,564.62 ($20,150.00) $68,717.31 ($24,309.00) ($93,026.31)Excess (Deficit)
(Funds included: ALL)
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Date Check # Description X Withdrawals Deposits Balance
10/29/21 Beginning Balance (Reconciled)  $        63,939.69 
11/03/21 DP From Emmons & Olivier Resources Inc for inv 736 x              800.00            64,739.69 
11/03/21 DP From Carnival Real Estate LLC (for Quam Engineering) inv 711 x              400.00            65,139.69 
11/03/21 ACH Payroll A/Direct deposit x          (16,710.24)            48,429.45 
11/04/21 ACH From the State of Wisconsin (WisDOT) for inv 738 x           1,743.46            50,172.91 
11/04/21 ACH Payroll A/Deferred compensation contributions x               (800.00)            49,372.91 
11/04/21 ACH Payroll A/Paychex TPS taxes x            (7,240.37)            42,132.54 
11/04/21 ACH Payroll A/Paychex EIB invoice x                  (88.56)            42,043.98 
11/05/21 9950 City of Madison/MPO Q3 2021 WisDOT Reimbursement x               (844.74)            41,199.24 
11/05/21 9951 Commissioner per diems and mileage reimbursement x               (200.32)            40,998.92 
11/05/21 9952 Staff mileage and postage reimbursement x (8.28)                              40,990.64 
11/05/21 9953 Staff mileage reimbursement x                  (34.16)            40,956.48 
11/05/21 9954 Packerland/October mat rental (2 mats) x                  (23.20)            40,933.28 
11/05/21 9955 VISA/October 2021 statement charges x            (1,574.70)            39,358.58 
11/05/21 9956 Commissioner per diem x                  (40.00)            39,318.58 
11/05/21 9957 Ricoh USA Inc/October maintenance agreement x (33.90)                           39,284.68 
11/05/21 9958 Securian/December premiums x               (104.04)            39,180.64 
11/05/21 9959 Selective Insurance/Commercial insurance policy renewal x (891.00)                         38,289.64 
11/05/21 9960 Staff conference reimbursement x (90.00)                           38,199.64 
11/05/21 9961 SupraNet/October wireless Internet service x               (895.00)            37,304.64 

11/05/21 9962
SWWDB/September accounting and payroll services & 
2020 Indirect Cost Rate calculations

x            (2,809.59)            34,495.05 

11/08/21 XFR Scheduled online transfer from Money Market account x        30,000.00            64,495.05 
11/16/21 DP From retiree for for 2022 dental insurance premiums x              597.12            65,092.17 
11/16/21 DP From retiree for for 2022 dental insurance premiums x           1,678.92            66,771.09 
11/09/21 DP From State of WI/Dept of Military Affairs for inv 734 x        52,904.12          119,675.21 
11/09/21 DP From Wyser Engineering LLC for invs 732, 733 and 739 x           2,200.00          121,875.21 
11/16/21 DP From JSD Professional Services Inc for inv 724 x              400.00          122,275.21 
11/16/21 DP From Vierbicher for inv 735 x              800.00          123,075.21 
11/17/21 ACH Payroll B/Deferred compensation contributions x               (830.00)          122,245.21 
11/17/21 ACH Payroll B/Direct deposit x          (17,508.31)          104,736.90 
11/18/21 ACH Payroll B/Paychex EIB invoice x                  (90.18)          104,646.72 
11/18/21 ACH Payroll B/Paychex TPS taxes x            (7,553.99)            97,092.73 
11/19/21 DP From the Town of Berry for inv 744 x                 37.21            97,129.94 
11/19/21 DP From Emmons & Olivier Resources Inc for inv 710 x              800.00            97,929.94 
11/19/21 9963 City of Madison/November sublease payment (new lease year / rate) x            (3,990.50)            93,939.44 
11/19/21 9964 Constant Contact/Semi-annual prepayment for email marketing software               (168.00)            93,771.44 
11/19/21 9965 Dane County Treasurer/December parking permits                  (99.54)            93,671.90 
11/19/21 9966 Dean Health Plan/December insurance premiums x          (11,085.08)            82,586.82 
11/19/21 9967 Delta Dental/December insurance premiums x            (1,112.96)            81,473.86 
11/19/21 9968 Econoprint Inc/Staff business cards and envelopes with new logo x               (714.46)            80,759.40 
11/19/21 9969 Commissioner per diems/November x                  (40.00)            80,719.40 
11/19/21 9970 Kleenmark/Janitorial supplies x                  (83.93)            80,635.47 
11/19/21 9971 Commissioner per diems/November x                  (80.00)            80,555.47 
11/19/21 9972 Commissioner per diems/November x                  (80.00)            80,475.47 
11/19/21 9973 Metro Transit/October charges x                    (5.60)            80,469.87 
11/19/21 9974 Standard Insurance/December premiums               (173.17)            80,296.70 
11/19/21 9975 Dempsey Law Firm LLP/October services x                  (81.00)            80,215.70 
11/19/21 9976 Wisconsin Wetlands Association/Staff membership renewal                  (50.00)            80,165.70 
11/19/21 XFR Manual transfer to Money Market account x          (29,227.49)            50,938.21 
11/22/21 XFR Scheduled online transfer from Money Market account x        30,000.00            80,938.21 
11/23/21 ACH Payroll A/Paychex OAB invoice x                  (99.00)            80,839.21 
11/26/21 ACH Payroll B/ETF-WRS remittance x            (6,360.67)            74,478.54 
11/30/21 DP From D'Onofrio Kottke and Associates for inv 741 x              400.00            74,878.54 
11/30/21 WD Service charge/Park Bank annual security fee x                  (25.00)            74,853.54      75,344.25 Bank

          (168.00) 9964
Total (Debits) and Credits (111,846.98)$    122,760.83$              (99.54) 9965

Difference 10,913.85$              (173.17) 9974
            (50.00) 9976

Accounts Payable Expenditures  $     (25,313.17)      74,853.54 Adjusted
Bank Fees  $             (25.00)

Payroll-related Expenses  $     (57,281.32)
Accounts Receivable Deposits 62,760.83$    
Transfers between Accounts  $     (29,227.49) 60,000.00$    

 $                                   490.71 

Reconciliation

 Outstanding Checks 

Capital Area Regional Planning Commission
Operating Account Disbursements & Reconciliation Report

For the Period Ending November 30, 2021

Operating Account
Comments
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