10/24/14

ADMINISTRATIVE ASSISTANT REPORT
October 2014

1. MISCELLANEOUS:

a.

Town Hall Software, the Town’s accounting software firm, has made the process of
changing their program over from desk top to “remote access”. I should be using the
remote version before the end of the year, but haven’t made the time to get re-acquainted
with the very different program.

It appears that Arnie Mackey Construction, Inc. (AMC) has submitted all the Department
of Workforce Development paperwork regarding the Big Bay Town Park Project. I've
turned this over to Pete for final approval before releasing the last and complete payment of
$37,968.62 to AMC that was approved and printed in June (the amount is reflected in the
Town’s current 2014 actual expenditures).

2. GRANTS:

a.

b.

C.

Big Bay Town Park — WI DNR:

1. Since the project is not quite complete, the Town cannot apply for complete and
final reimbursement requests on two of the grants, since advance payment was
received. However, the first grant didn’t have an advance done on it, so the
Town can request reimbursement from the DNR for that grant. I’ll work on this
as much as possible in order to receive the much needed funds before the end of
the year.

Recycling:  The Town’s Responsible Unit Grant (RUG) application for 2015 was
completed and submitted to the WI DNR by the October 1*' due date.

MI Wilderness Preserve/WI DNR: Finished compiling & copying the 2014 expenses
(timesheets, vouchers & cancelled checks) incurred by the Town for dealing with Invasive
Plant Species for both MIWP and their WI DNR grant. Mailed all off to Bonnie Matueski,
of the MIWP to submit to the DNR and request reimbursements.

3. FINANCIALS:

a.

b.

The 3" quarter payroll tax returns and the 3" qtr. sales tax return will be completed &
mailed before the due date of 10/31/14.

I’ve given Pete & Kristian information as to the status of the 2014 actual highway
expenditures as compared to the amount approved by the Towns’ people, reflecting the
need for a special Town meeting to approve the increased 2014 highway expenditures.
After all the budget workshops are over, make any changes as were discussed at the budget
workshops, shifting the figures into what’s known as “Burke’s Reports”, and laying out
various project costs for the Town Board. Hopefully those budget sheets that were turned in
with blanks or missing information will be updated soon by the department heads.

The Town’s Management’s Discussion & Analysis report was incorporated within
Maitland, Singler & Van Lack’s audit report for the period ending 12/31/13. The audit
reports have been handed out to all Town Board members, Clerk & Treasurer. A copy of
the audit report has been sent to Bremer Bank as part of the loan agreements, and one will
be sent to the WI Dept. of Admin. as required by grant funding levels.

Respectfully submitted,

Barb Nelson Administrative Assistant



