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TOWN OFFICER JOB DESCRIPTIONS 
Salary information-See Town Fee Schedule 

 

Town Chair Job Description 
 

Background: 
The town chair is a member of the town board of supervisors. The town chair has an equal 

vote to the other board members and may make and second motions at town board 

meetings. The town chair does not have veto power. While the town chair has many of the 

same duties and responsibilities as the other board members, the chair does have some 

unique powers and responsibilities. These are listed in detail under Wisconsin Statute (Wis. 

Stat.) 

§ 60.24. The powers of the chair most frequently exercised are described in more detail 

below. 

 

General Chair Duties: 
 

Preside over meetings of the town board. 

The town chair calls town board meetings to order and runs the meetings. The board may 

adopt a policy as to who will run the meeting if the chair is absent. If there is no policy in 

place, the clerk should note the absence of the chair in the meeting record at the start of the 

meeting and indicate to the board members who are present that they will need to vote to 

appoint a chair for the meeting. 

 

Provide notice of town board meetings pursuant to § 19.84. 

In the absence of a local policy or ordinance to the contrary, the town chair, or the chair’s 

designee, is responsible for preparing the agenda for each board meeting and providing 

proper notice of the meeting to the public. Some town boards choose instead to adopt a 

local policy that establishes how the agenda will be created and how items are added. Such a 

policy may give sideboard members clear authority to add items to future agendas without 

having to seek the approval of the chair. Even if no such policy is in place, the rest of the 

town board has the power to vote at a board meeting to add an item to a future agenda. If 

passed, that item must be placed on that future agenda even if the chair voted against the 

motion. 

 

Preside at town elector meetings, if present, pursuant § 60.13(1). 

The state statute outlines the process for selecting a chair for the meeting if the town chair is 

absent. 

 

Sign documents such as ordinances, contracts, resolutions, etc. 

When the town board votes to adopt an ordinance, issue a permit, enter a contract, etc., the 

town chairperson is required to sign the document on behalf of the town board, even if they 
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did not vote in favor of it. The town clerk also typically signs the attestation portion of the 

document as a witness to the chair’s signature. The remaining town board members may 

sign ordinances and resolutions as a sign of support, but those additional signatures are not 

required. 

 

Sign checks and transfer orders as required under Wis. Stat. § 66.0607. 

State law requires the town clerk, town treasurer, and town chair to sign all drafts, checks, 

and transfer orders that disburse money from the town treasury. The town board may 

authorize use of a facsimile signature by ordinance, but the chair must retain custody of the 

stamp and personally use it to sign such documents. 

 

The town chair does NOT have the authority to buy equipment, hire employees, or sign 

contracts without the town board approval. 

Town chairs do not have any inherent statutory authority to make purchasing decisions or 

employment decisions without town board approval. 

 

Under § 60.24(1)(f), a town chair may, if authorized by the town board, solicit bids or 

quotes for equipment, materials, or services. However, this section also specifically states 

that the bids or quotes must then be submitted to the town board for approval. The chair 

cannot hire someone to perform a service or sign a contract without first getting town board 

approval. 

 

Some towns find that they would like a town officer or employee to be able to make limited 

purchases without first obtaining town board approval. If this is desired, the town board 

should adopt a written policy that spells out the following: who may make purchases; what 

maximum dollar amounts are allowed; when purchases can be made (emergencies only?); 

what sort of items or services may be purchased, etc. Such a policy should only apply to 

small purchases that are not subject to the public bidding requirements under § 60.47. 

 

Pursuant to § 60.37(1), the town board is responsible for making all town employment 

decisions. However, if the board chooses to do so, it may delegate the authority to make 

employment decisions to a specific officer or employee. Such a delegation should take 

place by majority vote at a properly noticed board meeting. Remember, the town board has 

charge of all town affairs not committed by law to another body, officer, or town employee. 

See § 60.22(1). 

 

Town of Lake Mills Specific Town Chair Duties: 
 

• Act as Highway Commissioner for the Town. 

• The town chair shall act as the Highway Commissioner on behalf of the Town, 

manage the records of the  highway including maintenance needs, preparing grant 

information, managing highway projects , and presenting the town board with 

project information and updates. 

 

• The town chair also must  submit annual salt contract information to the State DOT.  

Submit the road ratings annually for the Town with the assistance of the Town 

Engineer and report to the town board of  these matters.  
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• Chairperson is to prepare a list of Highway Maintenance required based on the 

Spring Road Tour. List is to include: 

o Roads needing pot holes filled 

o Roads needing brush and trees to be removed or trimmed 

o Roads requiring shoulder work and grading 

o Culverts needing repair or replacement 

o An estimate of all maintenance required. 

• Chairperson to prepare a list of highway projects to be bid based on the Spring Road 

Tour. List is to include: 

o Roads to crackfill  

o Roads to sealcoat 

o Roads to mill and overlay 

o Roads to overlay 

o Roads to be reconstructed 

• Chairperson is to consult with the Jefferson County Highway Commissioner to see 

what type of highway grants are available and work with the Commissioner and 

Town Engineer to apply for grants once approved by the Town Board. 

• Chairperson is to follow through and preform or carry out directives that have been 

approved by motion at a Town Board meeting unless the motion directed someone 

else to perform the directive. 

• Chairperson is to manage and verify renewal of any Bonds, Letters of Credit or 

Surety that are in place for the protection of Town roads or Public Works Projects or 

Town Property. 

• Chairperson is to manage any Developers Agreements along with the Town 

Engineer to verify and insure all conditions of the agreement are being met. 

• Chairperson along with the Town Clerk  are to work with the Town Attorney on any 

ongoing or potential legal issues affecting the town. 
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Town Supervisors Job Description 
 

Background: 

 
The town supervisors and town chair make up the town board. The state statutes do not list 

all of the powers and duties of the town board in one central location. Rather, those powers 

and duties are scattered throughout state law. This job description will not attempt to list 

every duty of the town board, but will instead explain the major responsibilities. A good 

rule of thumb to remember is that the town board, “Has charge of all affairs of the town not 

committed by law to another body or officer or to a town employee.” See Wis. Stat. § 

60.22(1). The major responsibilities of the town board of supervisors are detailed below. 

 

Legislative: 

Towns are statutory bodies. This means that towns only have the authorities given to them 

by state statute. Town board members should familiarize themselves with Chapter 60 of the 

Wisconsin Statutes, which is entitled “Towns.” 

 

Be aware that the town board’s authority can, and HAS BEEN for the Town of Lake Mills, 

expanded by the granting of “village powers” by the town electors at a town elector 

meeting. See §§ 60.10(2)(c) and 60.22(3). Towns with village powers may exercise the 

powers granted to villages under § 61.34. However, a town is not required to use its village 

powers just because it has them. Moreover, a town board may not exercise any village 

powers that conflict with statutes relating to towns and town boards. Similarly, the granting 

of “village powers” does not take away any of the powers of the town electors under § 

60.10. 

 

Town boards may only engage in discussion about or take action on town board matters at a 

properly noticed town board meeting. To ensure compliance with the law, the board 

members should familiarize themselves with Wisconsin’s open meetings law. A 

comprehensive guide is available on the Wisconsin Department of Justice’s website: 

https://www.doj.state.wi.us/office-open-government/office-open-government. 

 

The town board takes action at meetings by voting on motions and adopting ordinances and 

resolutions. Most actions pass with a simple majority vote. However, state law requires a 

super majority vote in some circumstances. For example, a two-thirds vote of the member-

elect of the governing body is required to amend the budget. See § 65.90(5). 

 

Finance: 

 
The town board is responsible for the preparation of the annual budget and 

conducting the required public hearing on the budget. See §§ 60.40(2)-(3). 

The town board may provide for the assistance of any person in the preparation of the 

proposed budget. See § 60.40(2). Town boards commonly ask the clerk and treasurer to 

participate in the creation of the proposed budget. Prior to adoption of the final budget, the 

http://www.doj.state.wi.us/office-open-government/office-open-government


 

5 Town of Lake Mills        December 10, 2024 

town board must conduct a public hearing on the budget. See § 65.90(1). The town electors 

must hold a separate elector meeting to approve the town tax levy pursuant to § 60.10(1)(a), 

unless the electors previously voted to delegate this authority to the town board. 

 

The town board is responsible for the preparation of an annual financial statement. See 

§ 60.41. 

The annual financial statement must include the previous year’s revenues and expenditures 

and the current indebtedness of the town. The statement must be presented at the town’s 

annual meeting and the board may provide for assistance by any person in creating the 

document. The town clerk and treasurer are often asked to compile the required 

information for the board. 

 

The town board must approve all claims and disbursements from the town 

treasury pursuant to Wis. Stat. § 66.0607. 

Essentially, the town board must approve all bills before they can be paid. It is not 

necessary to read each bill aloud during a town board meeting prior to approval. Some 

towns ask the clerk to prepare a list of bills to be paid in advance of the meeting. The board 

members can then review the list prior to the meeting and the actual bills are made available at 

the meeting for the board to review if there are questions. IF the Town utilizes credit cards, 

the board should be sure to carefully review any town credit card statements line by line to 

verify that all charges were authorized and are legitimate (As of 12/10/2024 the Town does 

NOT utilize a Town credit card). After conducting its review, the board can approve the 

voucher list or a range of check numbers; each bill need not be discussed and voted on 

individually. 

 

The town board may adopt an alternative claims procedure by ordinance pursuant to 

§ 60.44(2). 

Town boards often receive claims with due dates that don’t coincide perfectly with town 

board meetings, which can result in late fees or other penalties. To avoid this, towns have 

the option of adopting an alternative payment procedure that allows certain bills to be paid in 

advance of town board approval. There is a sample ordinance on this topic available in the 

Town Laws Forms. 

 

The town board may provide for an audit of the town finances pursuant to § 60.43. 

The town board may review the financial reports or books themselves on a regular basis to 

ensure that the town’s finances are being handled properly. The clerk and treasurer should 

reconcile the town’s finances with each other often (typically on a monthly basis). This will 

help catch problems early and make any errors easier to find. 

Annual audits by an outside CPA are only required when a town has a combined clerk- 

treasurer position. See § 60.43(2).] 

 

Under § 60.46, the town board designates the public depositories to be used by the town. 

Eligible public depositories are defined in chapter 34 of the state statutes. The town board 

may select one or more public depositories and may change depositories at any time. The 

board also selects which investment options may be used for town funds that are not 

immediately needed. See § 66.0603. 
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Public Works: 
 

The town board is responsible for the care and supervision of town highways. 

The Town of Lake Mills has designated these duties to the Town Chairperson as noted 

previously with the exception of decisions the entire board are required to make. The town 

board is responsible for the construction, repair, and maintenance of the highways and 

bridges under the town’s jurisdiction and must keep them passable at all times. See Wis. 

Stat. § 82.03(1). The town board may appoint one or more highway superintendents to 

perform these duties. The town board determines which roads will be repaired or upgraded. 

Town boards also have the authority to require removal of highway encroachments (§ 

86.04), sue for injury to highway (§ 86.02), and cut and trim vegetation growing within the 

right of way (§ 66.1037). 

 

The board has the power to accept, lay out, and alter town highways. 

The town board determines if new town roads will be laid out and whether existing roads 

will be altered or discontinued. State law outlines the procedures that must be followed. 

 

Wisconsin Statute § 82.10 and the sections that follow pertain to creating, altering, and 

discontinuing highway easements. A highway easement is where the adjoining landowner 

retains title to the land and the town acquires an easement for highway purposes. Town 

boards cannot lay out private roads or give a landowner a private easement. A Town Board 

may grant a petition to lay out a road to a landlocked property under § 82.27, the town 

board must install a public road. 

 

Keep in mind that town road easements can come into existence without formal action on 

the part of the town board (§ 82.31(2) – highway by use) and can become abandoned 

without formal board action (§ 82.19(2) – highway abandonment). 

 

Town boards typically accept platted roads as town roads when a subdivision is approved, 

unless a reservation is made on the plat. See § 236.29. Platted roads that have been 

dedicated to and accepted by the town are owned in fee simple and do not become 

“abandoned” or discontinued without formal board action under § 66.1003 or a court action 

under § 236.43. 

 

DNR approval is required before discontinuing a road that provides public access to a 

navigable lake or stream. See § 66.1006.  

 

Towns must comply with competitive bidding laws. 

Town boards must comply with the competitive bidding law applicable to town public 

works contracts, § 60.47. The statute defines a “public contract” as a contract for the 

construction, execution, repair, remodeling, or improvement of any public work or building or 

for the furnishing of materials or supplies with an estimated cost greater than $5,000. This 

definition does not include services (such as ambulance, snowplowing, assessing, waste 

hauling, etc.) or equipment purchases (such as trucks, graders, police cars, etc.); contracts 

for services or equipment are NOT subject to bidding. 

 

For public works with an estimated cost between $5,000.01 and $25,000, the town board or 
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the board’s designated official must post or publish a Class 1 notice under ch. 985 one week 

before entering into the contract. The notice should state the dollar amount of the contract 

and the contract’s purpose. For contracts with an estimated cost over $25,000, a Class 2 

notice under ch. 985 must be provided, and the contract must be awarded to the “lowest 

responsible bidder.” Competitive bidding does not apply to contracts entered into with 

another government entity such as the county, regardless of the estimated cost. 

 

State prevailing wage rate laws that formerly applied to local governments were repealed as 

of January 1, 2017. However, if federal money is being used on a town project, federal 

wage laws may be applicable, so make sure to verify all of the rules when accepting federal 

grants, etc. 

 

The town board approves contracts. 

The town board must approve all contracts unless the board expressly votes to delegate this 

authority to someone else, such as the town chair. Neither the town chair nor the town clerk 

has any inherent authority to sign a contract prior to town board approval. The town board 

can authorize the town chair or someone else to solicit bids or quotes, seek proposals, or get 

estimates on behalf of the town. But no contracts may be signed until the town board 

discusses and votes on the matter at a properly noticed town board meeting. 

 

Public Safety: 
 

Fire Protection 

The town board is obligated by state law to provide fire protection for the town. However, 

the town board is free to determine the manner in which that protection will be provided. 

See Wis. Stat. § 60.55. Options include: contracting for service, forming a town department, 

or forming a joint fire department with one or more municipalities. See § 60.55(1). The 

town should have written documents (such as a set of bylaws for a town owned department, 

a joint agreement for a joint department, or a contract) that define how the protection will be 

provided. 

 

To pay for fire protection, the board can appropriate money from the general fund; charge 

property owners a fee for the cost of fire protection provided to their property according to 

a written schedule (ordinance or resolution) adopted by the town board; levy taxes on the 

entire town to pay for fire protection; or levy taxes on property served by a particular source 

of fire protection to support the source of fire protection. 

 

Ambulance Service 

The town is obligated to provide ambulance service unless ambulance service is provided 

by another person or entity. See § 60.565. If the town provides the service, the board has 

the option of contracting with one or more providers if it does not wish to have a town 

owned or joint municipal ambulance service. 

In addition to ambulance service, the town may provide first responders and/or paramedics, 

but such services are not required. All emergency medical services (including ambulance 

service) must meet specific state codes and training requirements. Contact the Emergency 

Medical Services section of the Wisconsin Department of Health Services (DHS) in 

Madison at (608) 266-1568 for more information on these requirements. 
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Law Enforcement 

The Town of Lake Mills has jurisdiction over Rock Lake by holding the majority of the 

shoreline within its municipal boundaries. The Town established the Town Police 

Department in order to provide Lake Patrol services  as requested by the electors of the 

Town, in addition to general law enforcement services. 

 

The town board has the option to provide law enforcement for the town. See Wis. Stat. § 

60.56. If the board chooses to provide law enforcement, it may provide it in any manner, 

including: establishing a town police department; joining with one or more municipalities to 

create a joint police department; or contracting with any person. Towns may also have one 

or more elected constables if the town electors vote to establish such office(s). See § 

60.10(1)(b)4. The town board establishes the jurisdiction and duties of a town constable 

and may require training to obtain full peace powers. See § 60.22(4). 

 

Emergency Management 

Each town must develop and adopt an emergency management program and plan that is 

consistent with the state emergency management plan. See § 323.14(1). Each town must 

also designate a head of emergency management services. Towns should consult with their 

local county emergency management director to ensure that they have an effective plan in 

place in the event of an emergency. Towns may also consult with the Wisconsin 

Emergency Management office at (608) 242-3000. 

 

 

Property Assessment: 
 

Appointed Assessor: 

Towns may have either elected or appointed assessors. The electors may authorize the 

board to switch from an elected assessor to an appointed one. See § 60.307(2). If the town 

has an appointed assessor, the town board selects the assessor and determines whether the 

assessor will be a town employee or an independent contractor. If appointed, the board may 

appoint an assessor for a term not to exceed 5 years. See § 60.307(3)(b) 

 

Board of Review: 

The town board members and elected town clerk act as the town board of review, unless the 

town board establishes a citizen board of review. See § 70.46. The town board establishes 

the compensation for part-time board of review members. See § 70.46(3). Full- time town 

officers or employees are not entitled to be paid for serving on the board of review. 

Procedures for conducting the board of review are found in § 70.47. The Wisconsin 

Department of Revenue (DOR) also provides a Guide for Board of Review Members and 

other useful sources of information on the property assessment process on its website. 

 

At least one voting member of the board of review must attend a BOR training session each 

year, prior to that year’s first board of review meeting. See Wis. Stat. § 70.46(4). The 

WTA offers board of review trainings each winter/spring at meetings around the state. 

There is also a training video available from the Local Government Education division of 

the UW-Extension. See their website for more information. 
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The town board may also allow the recovery of “unlawful taxes” and “claims on excessive 

assessments,” pursuant to §§ 74.35 and 74.37. All the conditions outlined in the statutes 

must be met before such claims can be allowed. Any payments made to taxpayers are made 

from the town’s general fund. Additional information is available on the Wisconsin DOR 

website. 

 

Planning and Zoning: 
 

Zoning 

The Town of Lake Mills is under the jurisdiction of Jefferson County Zoning, however 

many zoning regulations require both Town and County review and approval. The Town 

Plan Commission and Town Board are the reviewing entities on these matters. It is 

important for Plan Commission members and Town Board members to be very familiar 

with County Zoning regulations and the Town’s review processes and local ordinances. 

 

Several options exist for zoning within towns. Note that counties are required to adopt 

shoreland and floodplain zoning ordinances under §§ 59.692 and 87.30. These county 

ordinances are applicable to any town lands that meet the statutory definition of shoreland or 

floodplain, regardless of whether or not the town has local zoning. 

 

Counties often ask towns under county zoning for recommendations on conditional uses or 

variance requests, as well, but the town’s recommendation on these matters is not binding; 

final decisions regarding conditional uses and variances are ultimately up to the appropriate 

county body. Once a town agrees to be under county zoning it cannot withdraw unless the 

county undertakes a “comprehensive revision” of its zoning ordinance and the town fails to 

approve the revised ordinance within one year. See § 59.69(5)(d).  

 

Creation of a plan commission 

The Town of Lake Mills has established a 5 member Town Plan Commission:  

 

Towns with village powers may establish a plan commission pursuant to §§ 60.62 and 

62.23(1). Plan commissions are typically made up of 7 members, but towns with a 

population under 2,500 may opt to have a 5-member plan commission by ordinance. See 

§ 60.62(4)(d). Plan commission members are appointed by the town chair but subject to 

confirmation by the town board. See § 60.62(4)(a). Plan commission members may be 

removed by a majority vote of the town board. No more than 4 of the members of either a 5 

or 7 member plan commission may be town officials, but none of the plan commission 

members are required to be town officials (all of the members may be other citizens).  

 

Comprehensive planning 

Town boards have the authority to adopt (or not adopt) a comprehensive plan under § 

66.1001. The town board also has the authority to amend a comprehensive plan once 

adopted, as long as the proper procedures are followed. See § 66.1001(4). Note that 

comprehensive plans must be updated at least once every 10 years. 

Towns are required to have a comprehensive plan if they have established official maps 

under § 62.23(6), local subdivision regulations under § 236.45, or town zoning under §§ 
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60.61 or 60.62. Litigation is likely to result if towns with these types of regulations have no 

comprehensive plan or make zoning changes that are inconsistent with the plan. Also, the 

general consensus is that towns under county zoning should adopt a comprehensive plan so 

that they have a legal basis for vetoing county zoning changes and making other 

recommendations to the county. 

 

Subdivision/Land division ordinances 

Towns with village powers are able to regulate how land is divided and platted through the 

adoption of a local subdivision ordinance pursuant to § 236.45. A town subdivision 

ordinance may be more restrictive than a county ordinance regulating the same subject. 

Moreover, subdivision authority is distinct from zoning. As a result, towns without zoning 

and towns under county zoning may still have their own subdivision or land division 

ordinance. 

 

Personnel: 

 
The town board has the authority to hire employees on a permanent or temporary basis to 

carry out the functions of town government. Wis. Stat. § 60.37. The town board establishes 

the qualifications needed for a given position and the terms of employment, which may not 

include the residency of the employee, except as provided in § 66.0502(4)(b). The town 

board may vote to delegate the authority to hire and fire employees to a particular town 

official or employee. 

 

The board also has authority to hire legal counsel to assist the town under § 60.37(2). If the 

board chooses to retain a town attorney, the town board should adopt a policy establishing 

who may contact the attorney and seek legal advice. The town board should provide a copy 

of the policy to the town attorney. This will help ensure that bills are not incurred for 

unauthorized use of the attorney and will hopefully establish clear lines of communication. 

 

Town boards may also consider hiring elected town officials as part-time town employees to 

perform work outside their statutorily required job duties. Special statutory provisions 

apply. See §§ 60.37(4) and 66.0501. For example, the town electors must vote to establish 

the hourly wage for elected officials working as town employees, and elected officials may 

not earn more than $15,000 per year in hourly wages for their work as town employees. 

Additionally, board members must abstain from voting to hire themselves to avoid ethical 

violations. See § 19.59. 

 

Additional Miscellaneous Town Board Responsibilities: 
 

• Town board members must act as fence viewers when requested under ch. 90. 

• Town board members must act as required under § 88.90 to assist with removal of 

obstructions from a natural watercourse. 

• Town board members must review and comply with the state ethics laws for local 

officials under § 19.59 and avoid misconduct in office under §§ 946.12 and 946.13. 

• Attend all Town Board meetings. and various training sessions, meetings and seminars as 

necessary. 

• One Supervisor to be appointed to the  Town Plan Commission  
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• One Supervisor to be appointed to Emergency Services Board, Committee or Commission 

• Become familiar with the Town ordinances. 

• Respond to “contact us” emails that are forwarded to you from the Town Clerk. 

Provide a response per your statutory responsibilities and cc the clerk. 

• Perform a Road Tour of all Town roads in the Spring each year and in the Fall if 

necessary to: 

o View and rate the condition of the road pavement based on the PASER 

rating system and work with the Town Engineer and County Hwy Dept. 

o Determine which roads need crack filling, seal coating, pot holes to be filled, 

shoulder grading required,  culverts to be repaired, trees/brush to be trimmed 

or removed, roads to be  reconstructed, areas of  pavement to be patched, 

roads to be paved with an overlay or milled and paved and work with the 

Town Engineer and County Hwy Dept. 

o Determine if any road name signs or fire numbers need replacement or repair 

and provide a list to the Town Clerk. 

o Determine if any road informational signs need repair or replacement 

provide a list to the Town Clerk. 

o View conditions of all ditches in the road right of way, look for areas of 

standing water on pavement and determine how to prevent water standing on 

the road. 

o Look for Town Ordinance violations by property owners. 

• Purpose of the Fall Road Tour is to address concerns from the towns snow plowing 

contractor prior to the winter season. 

• If a Supervisor wants to propose a new Town Ordinance or an amendment to an 

existing Town Ordinance they shall provide a written draft to the Town Clerk. 

• The Town Clerk is not a secretary to the Supervisors you are to do your own 

research and clerical work. 

• Supervisors must have be able to operate a computer and are required to have access 

to a computer or smart phone so they can receive information from the Town Clerk 

to keep up to date with the towns  business and information. 

• Personally view the site of any and all zoning petitions prior to the Town Board 

meeting to familiarize themselves with the zoning request. 

• Maintain all property owned by the town including buildings, parks, vacant land, 

drainage sales, ditches, dry ponds, retention ponds, detention ponds, outlots and 

pedestrian walkways. 

• Supervisors have a responsibility to read carefully any and all official Town legal 

documents, contracts, ordinances or intergovernmental agreements prior to passing 

them. You are responsible for protecting the interests of the electors of the town. 
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Town Clerk Job Description 

 
Background: 
 

The town clerk’s statutory duties are listed under Wis. Stat. § 60.33. The town clerk is not a 

member of the town board of supervisors. The clerk does not vote on any legislative 

matters before the town board and does not act as a tiebreaker vote. However, there are a 

few limited circumstances when state statutes require a town clerk to vote on town issues. 

The town clerk, whether elected or appointed, votes to fill any vacancy that occurs on the 

town board. See § 17.25. The town clerk may also be asked to vote on a town highway 

application if there are fewer than two board members who are able to act. See § 82.11(2). 

 

Town clerks have the option of appointing one or more deputies for whom the clerk is 

responsible. See § 60.331. The deputy serves at the pleasure of the clerk and the deputy has 

no right to the office if the clerk that appointed the deputy leaves office. The town board 

may agree to pay a deputy, but the board is not obligated to do so. 

 

Elected clerks are not required to put in a certain number of office hours per week; they set 

their own schedule. Appointed clerks typically have a job description or other agreement 

with the town board concerning expected hours of work and other terms of employment. 

 

Legislative: 

 
The town clerk is responsible for taking minutes of town board meetings and ensuring that 

any ordinances or resolutions adopted by the board are posted or published as required 

under § 60.80. Since the clerk is not a member of the town board, the clerk may be 

excluded from any closed session of the town board. If the clerk is absent from a closed 

session, the town board must appoint someone (such as a supervisor) to take minutes if 

necessary (for example, there would need to be a record of any motions made or votes taken 

in the closed session). 

 

The clerk is often delegated the responsibility of providing proper notice of town board 

meetings, public hearings, and other matters such as required public bidding notices. 

 

The town clerk is responsible for providing notice of the annual town meeting (if required) 

and other town elector meetings under § 60.12(3), and the town clerk serves as clerk of 

those elector meetings. Within 5 days after a town elector meeting, the clerk must file the 

minutes of that meeting in the clerk’s office. See § 60.15. All resolutions, motions, and 

other actions taken by the electors at a town elector meeting must also be posted or 

published as required within 30 days of the meeting under § 60.80(1)(a). 

 
• Assist in preparing agendas and notices of meetings for all Boards, Commissions and Committees of 

the Town as necessary. Posts/publishes Town Board Meeting agendas, prepares meeting information 

packet for Town Board and Committee members for meetings.  

• Attend and record (in writing) minutes of monthly and other Board business meetings. 

• Organizes Town Board business, recording official records and administering adopted policies. 
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• Attesting the action of the Chairperson, Town Board and recording and reviewing legal documents 

for accuracy. Assist the Town Board in the development of Town policy, including but not limited to, 

researching questions and obtaining information for the Board at their request. 

• Post and publish Town and Annual meeting notices, serve as clerk for Town Elector meetings, post 

resolutions adopted at town meetings. 

• Compose letters and other documents for Board business 

• Receive all legal claims filed against the Town and take appropriate action as determined by the 

Town Board and legal counsel. 

• Advise the Town Board of upcoming vacancies in various Town offices or positions, notify 

appointees of their appointment, keep records of appointments.  

• Publish and/or post ordinances and resolutions as required under sec. 60.80 WI Stats and give notice 

of the annual and special Town meetings as required by secs. 60-11(5) and 60.12(3) WI Stats. 

• Complete various reports requires: Recycling Grant Report, Video Franchise report, Housing Survey, 

Clean Boats Clean Waters, etc. 

 

 

Finance: 
 

The town clerk is required to keep a finance book, which must contain a complete record of 

the town’s finances, showing all receipts with the date, amount, and source of each 

receipt; all disbursements, with the date, amount, and object of each disbursement; and any 

other information relating to town finances prescribed by the town board. 

 

Disbursements from the town treasury must be made in accordance with Wis. Stat. § 

66.0607. A clerk must not issue an order for any disbursement that would be in excess of 

funds available or appropriated for the purposes for which the payment is to be made. See 

§ 66.0607(7). Before a claim that would put the town budget out of balance can be paid, the 

town board must amend the budget pursuant to §§ 60.40(5) and 65.90(5). 

 
• Maintain a record of Town revenues and expenditures on Town computerized bookkeeping system 

using Wisconsin Department of Revenue chart of accounts. (Quickbooks) 

• Such records shall contain complete record of the finances of the Town, showing the receipts, with 

the date, amount, source and purpose of each receipt; the disbursements, with the date, amount, 

object and purpose of each disbursement, reconcile monthly bank statements with Town records. 

• Make monthly disbursements (run checks) as approved by the Town Board, prepare year-to-date 

budget report for Town Board as needed, prepare year-to-date budget report of highway expenditures 

for Highway as needed. Co-sign checks for all funds disbursed. 

• Work with Treasurer to manage the finances of the Town. 

• Prepare Annual Financial Report, distribute to residents at April Election.  Prepare Financial Report 

Form (Form CT) for Wis. Dept. of Revenue. 

• Assist with Grant management, applications, fund transfers and reporting and assist with Debt 

management. 

• Prepare and mail invoices to those purchasing services, owe fees, or are indebted to the Town 

 

 

Town boards often ask town clerks to assist with preparation of the town budget under § 

60.40(2), as well as preparation of the town’s annual financial statement under § 60.41. In 

addition, many clerks complete the “Municipal Financial Report” (also known as Form 

C/CT), as required under §§ 73.10(2) and 86.303(5), which is due on May 15 each year. 
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• Review budget preparation process with Board, provide 6-9 months of current year for budget 

purpose, provide anticipated revenues and expenditures for new budget, set up schedule of budget 

meetings with board, compile payroll information for Board, review budget with board, make change 

as dictated by Board. 

• Publish and post Budget Summary and meeting notices for Town Elector Meeting, Budget Hearing 

and Town Board meeting, have budget sheets available for public. 

• Prepare resolution regarding fund transfers for balancing budget. 

 

 

Property Assessment: 
 

The town clerk is required to carefully examine the assessment roll upon receipt from the 

assessor and prior to the board of review’s first 2-hour meeting. The clerk must correct all 

double assessments and other errors apparent upon the face of the roll. The clerk must also 

add any omitted real or personal property and notify the assessor of such omissions. See § 

70.52 for more details. The Wisconsin DOR’s Assessment and Tax Roll Instructions for 

Clerks publication is also a helpful resource. 

 

The town clerk must provide public notice of the assessor’s open book meeting under § 

70.45 and the board of review’s meetings under § 70.47(2). 

 

An elected town clerk is a voting member of the town board of review, unless the town 

board has adopted an ordinance to create a citizen’s board of review pursuant to § 70.46(1). 

An appointed town clerk is not an automatic member of the board of review. See § 

70.46(1m). This is because clerks appointed under § 60.30(1e) are not required to be town 

residents. However, an appointed clerk who is a resident of the town may be appointed by 

the town board by ordinance to fill the vacancy in the board of review created by the 

appointed clerk position. If needed, there is a sample ordinance for this purpose on the 

WTA website. 

 

The town clerk’s board of review duties are outlined in § 70.47. The clerk must provide 

proper notices for the board of review and keep a record of its proceedings. The clerk must 

swear in all persons testifying before the board of review. The clerk must also provide 

notice of board of review decisions as required by law. The Wisconsin DOR Guide for 

Board of Review Members provides an excellent overview of the process.  

 

Under Wis. Stat. § 70.65, the clerk must prepare the tax roll and deliver it the town treasurer 

by December 8 each year. See § 74.03. If the taxation district has a policy in effect under 

§ 74.03(2), requiring prompt refunds of excess escrow payment amounts, the tax roll may 

be transferred to the treasurer by the 3rd Monday in December instead. Contact the WTA 

office for a sample prompt tax refund overpayment policy. 

 

The clerk prepares the town’s real and personal property tax bills and mails them out to 

property owners pursuant to § 74.09(2) and (5). However, this authority can be delegated; 

the county performs this part of the process for many towns. 

 

If the town board allows a claim for unlawful or excessive taxes pursuant to §§ 74.35 or 
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74.37, the clerk may seek a chargeback through the Wisconsin DOR if certain conditions 

are met. See § 74.41. 

 

The clerk must also provide the notice of proportional property tax revenue and credits to 

the county treasurer as required under § 60.33(10). 

 
• Organizes information for assessor, building permits, changes in zoning, land divisions and any other 

property changes; verification and additions to personal property roll. 

• Review assessment roll for errors, correct and bring to assessors’ attention. 

• Schedule Open Book and Board of Review, publish legal notices of Open Book and Board of 

Review; set appointments. Notify people who have requested to meet with assessor. 

• Serve as clerk of Board of Review, administering oaths, taking notes, recording, voting and issuing 

final determination and verify the assessor has delivered Assessment roll to County Land Regulations 

and Records Office, filed Statement of Taxes with WI Dept of Revenue. 

• Following adoption of Town Levy and Town Budget, Clerk & Treasurer receive and calculate mil 

rates, state aids and tax credits for all taxing jurisdictions (2 school districts, MATC, County, State 

and Local). Calculate state aids and tax credits. Deliver calculations to County Treasurer’s Office 

• Calculate Lottery Credits for School Districts monthly. 

• Following printing of tax bills, complete Statement of Taxes for WI Dept of Revenue. Prepare letter 

for insertion with tax bills. 

• Update and correct assessment rolls pursuant to state law and action by the Board of Review, provide 

information to public regarding assessment values and tax rates. Work with title clearing companies 

and lending initiations regarding special assessments, values and legal descriptions. 

 

 

Elections: 
 

The town clerk is responsible for performing the election-related functions outlined in chs. 5-

12 of the state statutes. Some of these tasks include providing election notices, responding 

to absentee ballot requests, scheduling election workers, supervising completion of 

paperwork, maintaining and testing election equipment, and swearing in newly elected 

officials. 

 
• Achieve Wisvote Certification to Administer all phases of all elections, including training elections 

officials, staffing polling placing, mailing military and absentee ballots requests, interpreting election 

laws and canvassing results, deliver ballots to school district offices, and county clerk office. 

• Maintain election records per the adopted records retention schedule and state law. 

• Administion of local elections and candidates. 

• Publish and/or post legal notices for elections. (including management of confidential voter records) 

• Recommend poll workers for approval by the Town Board, manage the election officials as 

employees; Schedule, payroll and training 

• Prepare and acquire ballots used for elections, verify accuracy and test equipment. 

• Absentee Ballots: administer every aspect of absentee ballot and early in-person absentee requests. 

• Supervise polling place. 

• Conduct the local Board of Canvas and certify election results and deliver appropriate materials to 

the County Clerk on the day after the election. 
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Public Records: 
 

The town clerk is often made the custodian of town records under § 19.33. As the 

custodian, the clerk is responsible for complying with requests under the public records law, 

pursuant to §§ 19.34 and 19.35. The clerk also typically maintains, preserves, and disposes 

of town records in accordance with § 19.21 and related statutes. 

 

The town board must adopt an approved schedule for the destruction of town records before 

disposing of or destroying any items. The board may choose to adopt the Wisconsin 

Municipal Records Schedule which was created by the Wisconsin Historical Society 

(WHS). Information on the state record retention schedule is available on the WHS website at 

the following link: https://www.wisconsinhistory.org/Records/Article/CS3806. 

 
• Maintains Board, Commissions and Committee minutes; the Town Board Ordinance Book. 

• Record keeping of: building permits issued, zoning permits, other permits payroll, employee records 

including oaths, bonds, digital records, insurance records and any other records not otherwise 

referred to in state statutes. 

• Responsible for the disposal of obsolete records as authorized by state statutes and maintaining 

current Town records in a precise orderly manner according to acceptable filing procedures.  

• Provide verbal or paper copies of open records information to people/agencies as requested. 

• Take possession of the records of the municipal judge if that office becomes vacant and is 

not filled 
 

Licenses: 
 

The clerk may issue licenses that have been granted by the town board. See § 60.33(8). The 

clerk also processes applications for alcohol licenses and provides required notices related 

to alcohol licensing. See § 125.04. 

 
• Review state law changes regarding liquor and beer licensing. Prepare and mail out packet of 

information regarding liquor, beer, cigarette, and Operators licenses to all license holders. Receives, 

witness and review applications for licenses pursuant to municipal ordinances and State Statutes, 

issues licenses in accordance with these regulations. 

• Publish notice of liquor license public hearing, type licenses approved by Board, mail licenses (must 

be in establishments by July 1), file licensing information with the State Department of Revenue. 

•  Responsible for administration or assist with of all other licenses and permits required by the Town; 

solicitor permits, raze permits, mobile home park licensing, special event permits, etc. 

 

Miscellaneous additional town clerk duties: 

 
Perform the clerk’s duties under chs. 115 to 121 relating to public instruction. See Wis. Stat. 

§ 60.33(9). 

 

Perform all other duties required by law, ordinance, or lawful direction of the town 

meeting or town board. See § 60.33(11). 

 

 

 

http://www.wisconsinhistory.org/Records/Article/CS3806
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Highway Related Responsibilities 

• Prepare bids forms and request bids (e.g. salt, contracted highway work), assist in developing 

contract. 

• Collect and prepare information for County Aid, file with County. File final expenses with county to 

collect aid. 

• Perform duties specified in chapter 78 thru 90 State Statues relating to highways, bridges and drains. 

 

Miscellaneous duties not directly dictated by State Statute. 

• Assist with Rock Lake administration of patrol, regulations, permitting, general questions, etc. 

• Complete numerous fiscal reports, surveys and forms for the federal, state and other agencies. 

• Respond to inquiries from the general public, work with people to assist with resolving issues, 

answer questions and/or refer to proper channels 

• Assist with developing Ward Boundaries within the Town./Census work and maintain map of school 

district boundaries. 

• Sort mail, date, and forward correspondence to Town Chairperson or other officers or staff and 

advise of matters requiring attention, take care of correspondence directed to Clerk and Treasurer. 

• Attend workshops, training, seminars and conventions pertaining to Town Governments, Clerk 

responsibilities and Municipalities. 

• Publish public notices such as the weed notice. 

• Furnish complete summary of the Town indebtedness to the County and State. Investigate other 

means of financing available to Municipality. Funding/Federal Grants: help with the processes, 

accounting, records etc. 

• Oversee day-to-day operations of the Town under the direction of the Town Board. 

• Order supplies as needed by the Town including office supplies, highway signs, lake administrative 

materials, as requested 

• Maintain the Town's web site, contact us inquires, perform regular backups of computer data. 

• Handle correspondence and various legal and confidential employee and elector documents. 

• Establish and maintain personnel files on Town employees and other employment related records. 

On boarding Packets- preparing packets for new members and distributing them. 
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Town Treasurer Job Description 
 

Background: 
 

Primary Function: The Treasurer maintains the Town's Financial system, administers Town 

finances and maintains records in compliance with federal and state statutes as well and 

Jefferson County and Town ordinances. 

The town treasurer’s duties are primarily found in Wis. Stat. § 60.34 and other related 

statutes, as well as the duties contained in Town ordinances, resolutions and policies that 

may be enacted by the Town Board or Town meeting. It is the responsibility of the Town 

Treasurer to review, understand and follow these regulations. 

The town treasurer is not a member of the town board of supervisors and does not vote on 

town board matters. However, in very rare circumstances, the treasurer may be asked to 

vote on town board vacancies under § 17.25(1)(a)2. or town highway applications under § 

82.11(2)(b). A town treasurer may appoint a deputy under § 60.341, for whom the treasurer 

is responsible. The town board is not obligated to pay the deputy but may do so. 

 

Finance: 
 

The town treasurer must receive and take charge of all money belonging to the town. As 

soon as practicable, the treasurer must deposit town funds in the public depository 

designated by the town board. See §§ 60.34(1) and (2). 
 

Direct, coordinate and supervise the financial activities for the Town of Lake Mills with an 

understanding of municipal accounting. Must qualify and hold a bond for tax collection. 

 

All disbursements from the town treasury must be made pursuant to § 66.0607. The town 

treasurer must sign all transfer orders and checks that make disbursements from the town 

treasury. 

 

The treasurer must keep an itemized account of all moneys received and disbursed, 

specifying the source from which it was received, the person to whom it was paid, and the 

reason it was paid. The treasurer must issue numbered receipts for all funds received. At 

the request of the town board, the treasurer must present the account books, as well as any 

supporting documents requested, to the board. See § 60.34(1)(b).  
 

Many town boards ask the treasurer to give a report on the town’s finances at each regular 

monthly board meeting.  

 

The town board may allow town fire and EMS departments to deposit certain money from 

fundraisers and donations into a separate “volunteer fund” account via the adoption of a 

town ordinance under § 66.0608. If no such ordinance is in place, such money must be 

turned over to the town treasurer for deposit into a town account. In contrast, a community 

fundraising organization that is established as a separate legal entity apart from the town 

would obviously be able to keep and control its own funds. 
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• The Treasurer must take and file the official oath and bond as provided in section 60.31, WI 

Stats. 

• Manage the loans and bonds as authorized by the Town. 

• Work closely with the Town Clerk to follow policies, procedures (separation of duties) and 

systems necessary to ensure that effective controls are in place to protect the financial 

affairs of the Town. 

• Handle financial and tax related correspondence. 

• Maintain a system of control to ensure that expenditures do not exceed appropriations. 

• Process accounts payable in cooperation with the Town Clerk: 

▪ Review all purchase invoices  

▪ Prepare checks and disburse after approval of the expenditure by the Town Board. 

▪ Prepare a report for each regular Town Board meeting showing disbursements. 

 

Property Assessment: 

 
The town treasurer is responsible for collecting all property taxes, special assessments, 

special taxes, and special charges shown on the tax roll. See § 74.07. The treasurer issues 

tax receipts under § 74.19. The treasurer is required to settle for all taxes received pursuant to 

§ 74.23 in January and all taxes received pursuant to § 74.25 in February. Treasurers may 

also charge back certain delinquent personal property taxes that have been delinquent for 

over one year. See § 74.42. 

 

• Perform all tax collection duties required of the Treasurer under Chapters 70-79: 

▪ Direct, coordinate and monitor the tax collection lock box services set up per agreement 

▪ Collect tax payments, refund over payments of taxes, balance tax collections and 

prepare tax collections reports. 

▪ Make partial and final settlement of State, County, school and vocational school taxes. 

▪ Initiate action to collect delinquent personal property taxes and prepare charge back 

reports for delinquent personal property taxes not received. 

▪ Comply with mandates and processes as directed by the Jefferson County Treasurer and 

the Wisconsin Department of Revenue 

 

Dog Licenses: 

 
The town treasurer is the collecting official for dog license fees, unless the town board 

provides by ordinance or resolution for the appointment of a different person. See Wis. 

Stat. § 174.065. All owners of dogs more than 5 months old on January 1 must pay an 

annual dog license tax and obtain a license from the town. Upon payment of the required 

dog license tax and presentation of evidence that the dog is currently immunized against 

rabies, the collecting official must complete and issue a dog license and tag to the owner, 

keeping a copy of the license on file. The collecting official must assess and collect a late 

fee of $5 from every dog owner who fails to obtain a license by April 1 each year. See §§ 

174.05 and 174.07. Delinquent dog license fees may be collected in the same manner as 

personal property taxes, and dog owners who refuse to obtain a dog license must be 

reported to the local district attorney. See §§ 174.065 and 174.12(4). 
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Misc. Town Treasurer Duties specific to the Town of Lake Mills: 
• Administers garbage service fees on tax bills as a special charge 

• Retain all public records that are required by Wisconsin Statues and/or Federal regulations.  
• Attend all Town Board meetings. and various training sessions, meetings and seminars as 

necessary. 

• Assist Town Clerk and Town Board in preparing the Annual operational and capital budget. 

• Perform other duties or projects as assigned by the Town Board  

• Annual and daily boat launch permitting and other tasks that don’t relate directly to 

duties set by State Statute) 


