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3.01 PREPARATION OF TAX ROLL, RECEITPS
AND STATEMENTS

(1) AGGREGATE TAX STATED ON ROLL.
Pursuant to §70.65(2), Wis. Stats., the City Clerk
shall, in computing the tax roll, insert only the
aggregate amount of State, County, school and
local taxes in a single column in the roll opposite
the parcel or tract of land against which the tax is
levied, or, in the case of personal property, in a
single column opposite the name of the person
against whom the tax is levied.

(2) UNIFORM TAX BILLS AND RECEIPTS. The
Clerk shall use uniform tax bills and receipts as
pre-scribed by the Department of Revenue under
§70.09(3)(a),Wis. Stats. Tax bills shall be mailed to
tax payers and include all the information required
by §70.665, Wis. Stats.

3.02 DUPLICATE TREASURER’S BOND
ELIMINATED.

(1) BOND ELIMINATED. The City elects not to
give the bond on the City Treasurer provided for
by §70.67(1), Wis. Stats.

(2) CITY LIABLE FOR DEFAULT OF CITY
TREASURER. Pursuant to §70.67(2), Wis. Stats.,
the City shall pay, if the Treasurer fails to do so, all

State and County taxes required by law to be paid
by such Treasurer to the County Treasurer.

3.03 FISCAL_YEAR. The calendar year shall be the fiscal
year.

3.04 BUDGET.

(1) DEPARTMENTAL ESTIMATES. Each year, on
or before October 1, each officer, department and
committee shall timely file with the City Clerk an
itemized statement of disbursements made to carry
out the powers and duties of such officer,
department or committee during the preceding
fiscal year, and a detailed statement of the receipts
and disbursements on account of any special fund
under the supervision of such officer, department
or committee during such year, and of the
condition and management of such fund, along
with detailed estimates of the same matters for the
current fiscal year and for the ensuing fiscal year.
Such statements shall be presented in the form
prescribed by the Finance Committee and shall be
designated as "Departmental Estimates" and shall
be as nearly uniform as possible for the main
division of all departments for incorporation into
the budget document.

(2) PREPARATION PROCEDURE.
(a) Budget_to_Include. Each year the Finance

Committee, with the assistance of the City
Clerk and the appropriate committees,
officers and department heads shall
prepare and submit to the Council a
proposed budget presenting a financial
plan for conducting the affairs of the City
for the ensuing calendar year. The budget
shall include the following information:

1. The expense of conducting each
department and activity of the City for
the ensuing fiscal year and corresponding
items for the current year and last
preceding fiscal year, with reasons for
increase and decrease recommended as
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compared with appropriations for the
current year.

2. An itemization of all anticipated income
of the City from sources other than
general property taxes and bonds
issued, with a comparative statement of
the amounts received by the City from
each of the same or similar sources for
the last preceding and current fiscal
year.

3. An itemization of the amount of
money to be raised from general
property taxes which, with income
from other sources, will be necessary to
meet the proposed expenditures.

4. Such other information as may be
required by the Council and by State
law.

(b) Copies_for_Citizens. The City shall
provide a reasonable number of copies of
the budget thus prepared for distribution
to citizens.

(3) HEARING. The Council shall hold a public
hearing on the budget as required by law.
Following the public hearing, the proposed
budget may be changed or amended and shall take
the same course in the Council as other
resolutions.

3.05 CHANGES_IN_BUDGET. The amount of the tax to
be levied or certified, the amounts of the various
appropriations, and the purposes thereof shall not be
changed after approval of the budget except by a 2/3 vote
of the entire membership of the Council pursuant to
§65.90(5), Wis. Stats. Notice of such transfer shall be given
by publication within 10 days thereafter in the official City
newspaper.

3.06 RECEIPTS. The City Treasurer shall receive all cash and
checks due to the City and for related accounts (taxes,
utilities, etc.), checking for accuracy as to amounts and
balancing with receipts, and other appropriate documents.

3.07 CITY FUNDS TO BE SPENT IN
ACCORDANCE WITH APPROPRIATIONS. No
money shall be drawn from the Treasury of the City nor
shall any obligation for the expenditure of money be
incurred, except in pursuance of the annual appropriation
in the adopted budget or when changed as authorized by
§3.05 of this chapter. At the close of each fiscal year, any
unencumbered balance of an appropriation shall revert to
the general fund and shall be subject to re-appropriation;
but appropriations may be made by the Council, to be
paid out of the income of the current year, in furtherance
of improvements or other objects or works which will
not be completed within such year, and any such
appropriation shall continue in force until the purpose

for which it was made shall have been accomplished or
abandoned.

3.08 APPROVAL OF CLAIMS.
(1) PAYMENT OF ACCOUNTS. Except as

provided in sub. (2) below, Accounts on demand
against the City shall be paid pursuant to S.
66.0609, Wis. Stats., approved by the City Clerk
and reviewed and approved by the Finance
Committee. The Council shall ratify the amounts
of all approved accounts in total for each division
of government (general fund, utility, etc.). The City
Clerk shall keep on file the details of all claims in
accordance with generally accepted accounting
principles and the State Statutes for record
preservation.

(2) PAYMENT OF REGULAR WAGES OR
SALARIES. Regular wages or salaries of City
officers and employees shall be paid by payroll,
verified by the proper City officials in time for
payment on the regular pay day. Upon approval
of the Clerk, the Treasurer shall pay social security
and withholding taxes, health and life insurance
premiums, utility bills and contracted services.

3.09 Reserved.

3.10 PURCHASES. No equipment or supplies shall be
purchased by any person unless previously budgeted. The
one time purchase of equipment and supplies which cost
of $3,000.00 or more shall be approved by the
appropriate Committee and the Council; however,
emergency purchases not to exceed $5,000.00 may be
approved by the department head and the appropriate
committee chairperson. (1861 03/26/96)

3.11 PAYMENT OF PROPERTY TAXES.
(1) REAL ESTATE TAXES. Pursuant to §74.11, Wis.

Stats., real property taxes for the previous year shall
be paid in full on or before January 31 or may be
paid in semiannual payments, provided that the first
is made on or before January 31 and that the second
installment is made on or before July 31.

(2) PERSONAL PROPERTY TAXES; SPECIAL
ASSESSMENTS. There shall be no installment
payments allowed on personal property taxes or
special assessments, the same being due and payable
to the City Treasurer as provided in §74.11, Wis.
Stats.

3.12 DELINQUENT PERSONAL PROPERTY
TAXES. Pursuant to §74.47, Wis. Stats., the Council
hereby imposes a penalty of 0.5% per month or fraction
of a month, in addition to the interest imposed under
§74.47, Wis. Stats., on any overdue or delinquent
personal property taxes.

3.13 DELINQUENT CLAIMS DUE THE CITY. Unless
otherwise specifically established by a resolution hereafter
adopted by the Council, or unless otherwise provided by
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this Code or state law, a penalty of 1% per month or
fraction of a month shall be imposed on any claim or
charge due the City that is not paid within 30 days of the
initial billing date. (1480 11/24/87)

3.14 ROOM TAX. (1641 02/28/92)
(1) SIX PERCENT TAX. Pursuant to §66.0615, Wis.

Stats., a tax is hereby imposed on the privilege and
service of furnishing, at retail, rooms or lodging to
transients by hotel keepers, motel operators, and
other persons furnishing accommodations that are
available to the public, irrespective of whether
membership is required for use of the
accommodations. In this Subsection, "hotel,"
"motel," and "transient" shall have the meaning set
forth in §77.52(2)(a)1, Wis. Stats. and "gross
receipts" shall have the meaning set forth in
§77.51(11)(a)(b)(c), Wis. Stats., in so far as
applicable. The tax shall be at the rate of 6 percent
of the gross receipts from such retail furnishing of
rooms or lodging. The tax shall not be subject to the
selective sales tax imposed by §77.52(2), Wis. Stats.
(2069 10/23/2001)

(2) APPLICATION OF PROCEEDS. The proceeds
of the tax, when collected, less all collection
expenses, shall be assigned to the general fund.

(3) TAX PAID AND RETURNS FILED
QUARTERLY. The tax imposed shall be paid for
each calendar quarter and shall be due and payable
on the last day of the month next succeeding the
calendar quarter for which imposed. A return shall
be filed with the Treasurer by those furnishing at
retail such rooms and lodging on or before the same
date on which such tax is due and payable. Such
return shall show the gross receipts of the preceding
calendar quarter from the retail furnishing of rooms
or lodging, the amount of taxes imposed for such
period, and such other information as the Treasurer
deems necessary.

(4) ANNUAL RETURN REQUIRED. Every person
required by Subsection 3 to file a quarterly return
shall, with the first return filed, elect to file an annual
calendar year or fiscal year return. The annual return
shall be filed within 30 days of the close of each
calendar or fiscal year. The annual return shall
summarize the quarterly returns, reconcile and adjust
for errors in the quarterly returns, and shall contain
such additional information as the Treasurer requires.
The annual returns shall be made on forms prescribed
by the Treasurer. All such returns shall be signed by
the person required to file a return or his/her duly
authorized agent, but need not be verified by oath.

(5) EXTENSION OF TIME TO FILE RETURN ON
SHOWING OF GOOD CAUSE. The Treasurer
may, for good cause, extend the time for filing any
return, but in no event longer than one month from
the filing date.

(6) TREASURER TO ADMINISTER. The provisions
of this section shall be administered by the Treasurer
and the Treasurer shall establish such forms and
procedures as are reasonably necessary to carry out
its intent and purposes.

(7) PERMIT REQUIRED. Every person furnishing
rooms or lodging under Subsection 1 shall file with the
Treasurer an application for a permit for each place of
business. The application shall be made upon a form
prescribed by the Treasurer and shall set forth the
name under which the applicant transacts or intends to
transact business, the location of the place of business,
and such other information as the Treasurer requires.
The application shall be signed by the owner if a sole
proprietor and, if not a sole proprietor, by the person
authorized to act on behalf of the owner.

(8) TREASURER TO ISSUE PERMIT. After
compliance with §§7 and 17 by the applicant, the
Treasurer shall grant and issue to each applicant a
separate permit for each place of business within the
City. Such permit shall not be assignable and shall be
valid only for the person in whose name it is issued
and for the transaction of business at the place
designated therein. It shall at all times be
conspicuously displayed at the place for which
issued.

(9) APPEAL OF ROOM TAX. Any person who shall
dispute the amount of tax levied by this ordinance
may file a petition with the Treasurer setting forth
the basis for the dispute of the tax. The merits of
such dispute shall be determined by the Board of
Review. As a condition to filing a petition, the taxes
under protest shall first be paid in full. Any such tax
wrongfully assessed, shall be refunded to the payor.

(10) PROCEDURE WHERE BUSINESS IS SOLD. If
a person liable for a tax under this section sells the
business or terminates the business, the successors
or assigns thereof shall withhold from the purchase
price a sum sufficient to cover the room tax until the
Seller produces a receipt from the Treasurer that the
tax has been fully paid or a certificate that no tax is
due. Any purchaser who fails to withhold the room
tax from the purchase price as required herein, shall
be personally liable for payment of the amount
required to be withheld.

(11) OFFICE AUDIT. The Treasurer may, by office
audit, determine the tax required to be paid to the City
or the refund due to any person under this subsection.
This determination may be made upon the basis of
the facts contained in the return being audited or on
the basis of any other information within the
Treasurer's possession. One or more such office audit
determinations may be made by the Treasurer as
deemed necessary.

(12) FIELD AUDIT. The Treasurer may, by field audit,
determine the tax required to be paid to the City or
the refund due to any person under this section. The
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determination may be made upon the basis of the
facts contained in the return being audited or upon
any other information within the Treasurer's
possession. The Treasurer is authorized to examine
and inspect the state sales tax records, and
memoranda, of any person in order to verify the tax
liability of that person or of another person.

(13) FAILURE TO FILE RETURNS, ESTIMATE BY
TREASURER, PENALTY. If any person fails to
file a return as required by this section, the Treasurer
shall make an estimate of the amount of the gross
receipts under subsection 1. Such estimate shall be
made for the period for which such person failed to
make a return and shall be based upon any
information which is in the Treasurer's possession or
which may come into the Treasurer's possession. On
the basis of this estimate, the Treasurer shall
compute and determine the amount required to be
paid to the City, adding to such sum a penalty equal
to 10 percent thereof. One or more such
determinations may be made for one or more
periods.

(14) INTEREST CHARGE ON UNPAID TAX. All
unpaid taxes under this ordinance shall bear interest at
the rate of 18 percent per annum from the due date of
the return until the first day of the month following
the month in which the tax is paid or deposited with
the Treasurer. All refunded taxes shall bear interest at
10 percent per annum from the due date of the return
until the first day of the month following the month
in which said taxes are refunded. An extension of
time within which to file a return shall not operate to
extend the due date of the return for purposes of
interest computation. If the Treasurer determines that
any overpayment of tax has been made intentionally
or by reason of carelessness or neglect, or if the tax
which was overpaid was not accompanied by a
complete return, no interest shall be paid thereon.

(15) DELINQUENT RETURNS, LATE FILING
FEE. Delinquent tax returns shall be subject to a
$10.00 late filing fee. The tax imposed by this
section shall become delinquent if not paid:

(a) In the case of a timely filed return, within
30 days after the due date of the return, or
within 30 days after the expiration of an
extension period if one has been granted.

(b) In the case of no return filed, or a return
filed late, by the due date of the return.

(16) ADDED PENALTY. If due to negligence no
return is filed, or a return is filed late, the entire tax
finally determined shall be subject to a penalty of 10
percent of the tax exclusive of any interest or other
penalties. If a person fails to file a return when due or
files a false or fraudulent return with the intent in
either case to defeat or evade the tax imposed by this
section, a penalty of 10 percent shall be added to the
tax required to be paid, exclusive of interest and
other penalties.

(17) RECORDS KEPT. Every person liable for the tax
imposed by this section shall keep or cause to be
kept such records, receipts, invoices and other
pertinent papers in such form as the Treasurer
requires.

(18) CONFIDENTIALITY OF RETURNS.
(a) All tax returns, schedules, exhibits, writings

or audit reports relating to such returns, on
file with the Treasurer are deemed to be
confidential, except the Treasurer may di-
vulge their contents to the following and no
others:

1. The person who filed the return.
2. Officers, agents, or employees of the

Federal Internal Revenue Service or the
State Department of Revenue.

3. Officers, agents, or employees of the
City as may be necessary to enforce
collection.

(b) No person having any administrative duty
under this section shall make known in any
manner the business affairs, operations or
information obtained by an investigation of
records of any person on whom a tax is
imposed by this section, or the amount or
source of income, profits, losses,
expenditures, or any particular thereof set
forth or disclosed in any return, or to permit
any return or copy thereof to be seen or
examined by any person, except as provided
in this Subsection.

(19) PENALTY. Any person subject to the tax
imposed by this section who fails to obtain a
permit as required in §7 or who fails or refuses to
permit the Treasurer to inspect his/her state sales
tax records, or who fails to file a tax return, or
who violates any other provision of this section
shall, in addition to all other penalties provided for
herein, be subject to a forfeiture as provided by
§25.04 of this Code. Each day, or portion thereof,
that a violation continues shall be deemed a
separate offense.

(20) EFFECTIVE DATE. This ordinance shall take
effect on March 1, 1992.

3.15 PROCEDURE FOR COMPETITIVE BIDDING.
(1693 06/28/93)

(1) INTENT. This Ordinance is intended to establish a
uniform procedure to follow when the City decides
in its discretion to invite competitive bidding for the
purchase of services or property in those instances
where State law does not require competitive
bidding. This Ordinance is not intended to require
competitive bidding where such bidding is not
required by State law.

(2) NOTICE INVITING BIDS. Notice inviting bids
shall be published once in an approved news media
at least five calendar days before the date specified
for the receipt of bids. Whenever feasible, the size of
the notice shall be 3 x 3. The newspaper notice shall
include the following:
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(a) A general description of the property, articles
or services to be purchased.

(b) The City office where bid forms and
specifications may be obtained.

(c) Bid deposit, if any.
(d) The deadline time and date for submitting

bids.
(e) The City office where bids are to be

delivered.
(f) The time and place for opening bids.

(3) BIDDERS LIST. The committee soliciting bids
may, in its discretion, expressly invite sealed bids
from certain responsible suppliers. In any case where
a supplier is expressly invited to submit a bid, the
City shall send to the supplier a copy of the notice to
be published at the same time that the notice is sent
to the news media for publication.

(4) BID DEPOSITS. Whenever deemed necessary by
the City, bid deposits shall be prescribed in the
public notice inviting bids. Unsuccessful bidders
shall be entitled to return of the deposit where a
deposit has been required. A successful bidder shall
forfeit any deposit required by the City upon failure
on its part to enter into a contract with the City
within 30 days after the award.

(5) BID OPENING PROCEDURE.
(a) All bids shall be delivered to the office of the City

Clerk and shall be retained by the Clerk until the
bid opening at which time the sealed bids shall be
delivered to the chairperson of the appropriate
committee.

(b) Bids shall be submitted in a sealed envelope
and shall be identified as a bid on the face of
the envelope.

(c) Immediately upon receipt of a bid, the City
Clerk's office shall stamp on the face of the
sealed envelope the date and the time the bid
was received.

(d) Bids shall be opened in public by the City
Clerk, or by the appointed designee of the
appropriate committee at the time and place
stated in the public notice. (1726 04/27/94)

(e) Only bids received in a timely manner as
shown by the Clerk's stamp on the envelope
shall be opened.

(f) A tabulation of all bids received shall be
maintained at the opening and the tabulation
shall be available for public inspection.

(6) REJECTION OF BIDS. The City shall have the
authority to reject all bids, parts of all bids, or all bids
where the public interest will be served thereby. In
all cases, the City shall have the authority to re-
advertise and re-bid any proposed purchase or to
reject all bids and to negotiate a purchase directly
with any supplier if this procedure is deemed most
advantageous to the City. Further, whenever
competitive bidding is not required by the
Wisconsin Statutes, the City reserves the right to
select the bid most advantageous to the City.

(7) BIDDERS IN DEFAULT TO THE CITY. The
City shall not accept the bid of any supplier who is
in default or delinquent in the payment of taxes,
licenses, forfeitures, or any other moneys
whatsoever due the City.

(8) SELECTING ACCEPTABLE BID. In addition to
price, the City reserves the right to consider the
following factors in selecting the acceptable bid:

(a) The ability, capacity and skill of the bidder to
perform the contract or provide the service
required.

(b) Whether the bidder can perform the contract
or provide the service promptly, or within
the time specified, without delay or
interference.

(c) The character, integrity, reputation,
judgment, experience and efficiency of the
bidder.

(d) The quality of performance of previous
contracts or services by the bidder.

(e) The previous and existing compliance by the
bidder with laws and ordinance relating to the
contract or service.

(f) The sufficiency of the financial resources and
ability of the bidder to perform the contract or
provide the service.

(g) The quality, availability and adaptability of
the supplies or contractual services to the
particular use required.

(h) The ability of the bidder to provide future
maintenance and service for the use of the
subject of the contract.

(i) The number and scope of conditions
attached to the bid.

Whenever the award is not given to the lowest
bidder, a statement of the reasons for granting the
award elsewhere shall be prepared and the
statement become part of the minutes of the
meeting relating to the selection of the acceptable
bid.

(9) TIE BIDS. If two or more bids are in the same
amount or unit price, quality, service and other
factors deemed relevant being equal, the contract
shall be awarded to a bidder whose principal place of
business is located within the City limits, if any. If
there is not a City of Baraboo bidder, the City shall
award the contract to one of the tie bidders by
cutting a deck of playing cards, with the highest card
being awarded the bid. In all cases, the City reserves
the right to proceed as provided in §6 hereof.

(10) PERFORMANCE BONDS. The City shall have
the authority to require a performance bond before
entering into any purchasing contract. The bond
shall be in such amount as the City shall find
reasonably necessary to protect the best interests of
the City.

(11) CDA EXEMPT. This subsection shall not apply
to the Baraboo Community Development
Authority.


