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2. FILING OR FORWARDING OF 
PRELIMINARY VACATION APPLICATION OR 
VACATION INITIATION RESOLUTION.  A 
preliminary application for vacation of a street or 
alley may be submitted by any owner of property 
which abuts the street or alley proposed for 
vacation.  Such application shall be filed with the 
department of city development and shall be 
accompanied by the appropriate fee specified in 
s. 81-116-1.  Alternatively, whenever the common 
council adopts a resolution initiating vacation 
proceedings, the city clerk shall forward a copy of 
the resolution to the department of city 
development. 

3. DEPARTMENT OF CITY 
DEVELOPMENT TASKS.  Upon receipt of a 
preliminary application for vacation of a street or 
alley, or a resolution initiating a vacation, the 
department of city development shall: 

a. Prepare and submit to the city clerk, for 
introduction by the common council, a resolution 
vacating the street or alley proposed for vacation.  
If the vacation was initiated by common council 
resolution and the council desires to waive the 
charges identified in s. 81-116-1-c, the vacation 
resolution shall identify a specific alternative 
funding source, including a budgetary account 
number, to cover the costs associated with the 
vacation. 

b. Forward a copy of the application or 
resolution to the department of public works for 
completion of the tasks specified in sub. 4. 

4. DEPARTMENT OF PUBLIC WORKS 
TASKS.  Upon receipt of a preliminary vacation 
application, or resolution initiating a vacation, from 
the department of city development, the 
department of public works shall complete the 
following tasks: 

a. Prepare a map and legal description of 
the area to be vacated, said map and description 
to be used in processing the vacation proposal.  
Such map shall also show the boundaries of all 
properties which abut the area to be vacated and 
the tax key numbers of such properties. 

b. If the vacation procedure was initiated 
by an application from a property owner, attach to 
the map and legal description one or more 
separate sheets of paper that list all tax key 
numbers shown on the map, along with the names 
of the owners of record of the corresponding 
properties as specified in the records of the 

commissioner of assessments.  Next to each 
name there shall be a space for the property 
owner’s signature and a space for notarization of 
such signature.  This combination of map, legal 
description and ownership information shall 
constitute a vacation petition. 

c. Provide notice of the proposed vacation 
to each private utility serving the area in question. 

d. Transmit copies of the map and legal 
description, along with a request for written 
comments on the proposed vacation, to each 
division of the department of public works and to 
the fire department.  The department of public 
works shall prepare a single, coordinated report 
containing comments and other information 
provided by its divisions and the fire department.  
The coordinated report shall include a statement of 
the costs that will be incurred by the city as a result 
of the vacation, including, but not limited to, costs 
of easement preparation, pavement and light 
removal, closing of intersections, utility relocation 
or abandonment and equity in catch basins and 
street trees.  In addition, the coordinated report 
shall include a benefit assessment for the 
proposed vacation prepared by the department of 
public works in accordance with s. 66.0703, Wis. 
Stats. 

e. Transmit the completed map, legal 
description, list of tax key numbers and property 
owner names (if required) and coordinated report 
to the department of city development.  The 
department of public works shall make its best 
effort to provide all of these items to the 
department of city development within 30 days of 
receipt of the preliminary vacation application, and, 
in the case of a vacation initiated by an application 
from an abutting property owner, may transmit the 
vacation petition to the department of city 
development before transmitting the coordinated 
report so as to expedite the process of collecting 
signatures on the petition. 

5. COMPLETION OF APPLICATION.  If a 
vacation petition was prepared pursuant to sub. 
4-b, the department of city development shall, 
upon receipt of such petition from the department 
of public works, provide a copy of the vacation 
petition to the person who submitted the 
application so that said person may collect the 
notarized signatures of all owners of abutting 
property.  Once all signatures have been collected, 
they shall be submitted along with the map and 
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legal description to the department of city 
development and shall constitute a completed 
application for vacation of a street or alley. 

6. PROCESSING OF VACATION 
PROPOSAL.  Upon receipt of the map, legal 
description and coordinated report from the 
department of public works (in the case of a 
vacation initiated by common council resolution) or 
the completed vacation application described in 
sub. 5 (in the case of a petitioner-initiated 
vacation), the department of city development shall 
proceed to perform each of the following: 

a. File a notice of the pendency of the 
application or proposal for vacation in the office of 
the Milwaukee county register of deeds. 

b. If the vacation proposal was initiated by 
common council resolution, prepare a written 
report on the proposed vacation and submit such 
report to the city plan commission and the 
common council.  This report shall include a 
summary of the comments, easement requests 
and vacation-related costs, if any, identified in the 
coordinated report of the department of public 
works, as well as the department of city 
development’s evaluation of whether the vacation 
would be detrimental or beneficial to the public and 
to the city in terms of such factors as property 
access, traffic circulation, future land development 
and future use of the street or alley to be vacated.  

c. If the vacation was initiated by a petition 
signed by the owner or owners of abutting 
property, mail written notice to the petitioner of any 
benefit assessment and vacation-related costs for 
the proposed vacation, as identified by the 
department of public works pursuant to sub. 4-d.  
Such notice shall indicate that the department of 
city development will schedule a proposed 
vacation for city plan commission action only after 
it has received full payment from the petitioner of 
any benefit assessment and vacation-related 
costs.  The department of city development shall 
forward the required payment to the department of 
public works.  Following receipt of the required 
payment, the department of city development shall 
schedule the proposed vacation for plan 
commission action and prepare the report required 
by par. b.  In the event that the common council 
does not adopt the resolution vacating the street or 
alley, the city clerk shall inform the department of 

public works of such fact and the department shall 
return such deposited monies to the petitioner. 

7. NOTICE OF HEARING.  Owners of 
record of all property which abuts the portion of 
street or alley proposed to be vacated shall be 
notified by the city clerk of the common council 
committee hearing in the manner specified in 
s. 62.73, Wis. Stats., unless the owners waive 
notice of the hearing.  If only part of a street or 
alley is proposed to be vacated, owners of record 
of all property which abuts the remainder of that 
street or alley in the block in which the portion of 
the street or alley proposed for vacation is located 
shall be notified by the city clerk of the common 
council committee hearing by first-class mail at 
least 5 days in advance of the hearing.  The city 
clerk shall use the most current property 
ownership information available from the 
commissioner of assessments. 

8. RECORDING OF RESOLUTION.  
Whenever the common council has adopted a 
vacation resolution, the department of city 
development shall record a certified copy of the 
resolution, together with the map and legal 
description of the area vacated, with the 
Milwaukee county register of deeds and mail a 
copy of the resolution to the petitioner. 
 
308-33.  Claims in Condemnation. 

1. JURISDICTION. The department of city 
development shall have jurisdiction over all claims 
presented to the city for damages because of the 
taking or using of private property by the city for 
public purposes. The department of city 
development shall establish such forms as are 
necessary to administer the provisions of this 
section, and shall be authorized to distribute such 
forms to such departments, boards, commissions 
or persons. The department of city development 
shall consider all claims arising from condemnation 
proceedings instituted under subch. II, ch. 32, Wis. 
Stats., or under any other law under which the city 
is authorized to condemn, or arising by reason of 
negotiations under threat of condemnation under 
any such law.  The department of city development 
may establish rules not inconsistent with this 
section to govern procedure. 



 City Development 308--(HISTORY) 
 

 
 -115- 9/26/2017 

 LEGISLATIVE HISTORY 
 CHAPTER 308 
Abbreviations: 
am = amended ra = renumbered and amended rn = renumbered 
cr = created rc = repealed and recreated  rp = repealed 
 
Section Action File Passed Effective 
Ch. 308 cr 881930 3/7/89  3/25/89 
308-1-2-g rn to 308-1-2-h 920988 11/12/92 12/20/92 
308-1-2-g cr 920988 11/12/92 12/20/92 
308-1-2-g rp 991247 11/29/99 1/1/2000 
308-1-2-g cr 060775 11/10/2006 1/1/2007 
308-1-2-h rn to 308-1-2-k 980963 12/18/98 1/1/99 
308-1-2-h cr 980963 12/18/98 1/1/99 
308-1-2-h rp 120914 11/8/2012 1/1/2013 
308-1-2-i cr 980963 12/18/98 1/1/99 
308-1-2-i rp 120914 11/8/2012 1/1/2013 
308-1-2-j rn to 308-1-2-h 120914 11/8/2012 1/1/2013 
308-1-2-j cr 980963 12/18/98 1/1/99 
308-1-2-k rn to 308-1-2-i 120914 11/8/2012 1/1/2013 
308-1-2-L cr 020593 11/8/2002 1/1/2003 
308-1-2-L rn to 308-1-2-j 120914 11/8/2012 1/1/2013 
308-1-2-m cr 101499 5/3/2011 5/20/2011 
308-1-2-m rn to 308-1-2-k 120914 11/8/2012 1/1/2013 
308-1-3-c am 921842 6/15/93 7/2/93 
308-1-3-c rc 980963 12/18/98 1/1/99 
308-1-3-c-1 am 120914 11/8/2012 1/1/2013 
308-1-3-c-3 rn to 308-1-3-c-4 981447 2/9/99  2/26/99 
308-1-3-c-3 cr 981447 2/9/99  2/26/99 
308-1-3-c-4 rp 120914 11/8/2012 1/1/2013 
308-1-6-a am 891611 12/19/89 1/13/90 
308-1-11 cr 130995 12/17/2013 1/9/2014 
308-5 cr 120871 11/8/2012 11/29/2012 
308-22 cr 912282 6/16/92 7/3/92 
308-22-1-b-1-c am 961921 4/22/97 5/9/97 
308-22-2-a am 980963 12/18/98 1/1/99 
308-22-2-d am 980963 12/18/98 1/1/99 
308-23 rp 060444 2/6/2007 2/23/2007 
308-23-4 cr 001267 1/16/2001 2/2/2001 
308-28 cr 980680 9/23/98 10/10/98 
308-28-1 am 001458 2/27/2001 3/16/2001 
308-28-4-d am 001458 2/27/2001 3/16/2001 
308-28-7 am 001458 2/27/2001 3/16/2001 
308-28-7 rc 170459 9/26/2017 10/13/2017 
308-51 rp 980963 12/18/98 1/1/99 
308-51-2-b rc 960239 6/4/96  6/21/96 
308-51-2-d-8 cr 921842 6/15/93 7/2/93 
308-52 cr 921842 6/15/93 7/2/93 
308-52 rp 980963 12/18/98 1/1/99 
308-52-5 rn to 308-52-6 940843 10/18/94 11/4/94 
308-52-5 cr 940843 10/18/94 11/4/94 
308-52-6 rn to 308-52-7 940843 10/18/94 11/4/94 
308-71 rc 901979 5/14/91 6/1/91 
308-71 rn to 200-61 041316 2/1/2005 2/18/2005 
308-71-1-a am 961950 7/11/97 7/30/97 
308-71-1-a am 980963 12/18/98 1/1/99 
308-71-2-e am 010105 5/30/2001 6/16/2001



308--(HISTORY) City Development  
 

 
9/26/2017 -116-  

308-71-3-a am 960229 6/4/96  6/21/96 
308-71-3-a rc 971381 1/20/98 2/6/98 
308-71-3-a-1 am 980963 12/18/98 1/1/99 
308-71-4-f am 980963 12/18/98 1/1/99 
308-71-5-0 am 980963 12.18/98 1/1/99 
308-71-5-b-0 rn to 308-71-5-b-1 960621 7/30/96 8/16/96 
308-71-5-b-1 rn to 308-71-5-b-2 960621 7/30/96 8/16/96 
308-71-10-b am 980963 12/18/98 1/1/99 
308-71-12-b am 980963 12/18/98 1/1/99 
308-71-14 am 961950 7/11/97 7/30/97 
308-71-15-a am 980963 12/18/98 1/1/99 
308-81 rp 090276 7/28/2009 1/1/2010 
308-81-1.5 cr 901979 5/14/91 6/1/91 
308-81-3 rc 010758 10/12/2001 10/31/2001 
308-81-3 rc 051188 1/18/2006 2/4/2006 
308-81-7-g rn to 308-81-7-h 941691 3/8/95  3/25/95 
308-81-7-g cr 941691 3/8/95  3/25/95 
308-81-7-g am 050088 6/14/2005 7/1/2005 
308-81-8-0 am 001704 5/8/2001 5/25/2001 
308-81-8-a am 970344 7/11/97 7/30/97 
308-81-8-a am 980694 10/30/98 11/18/98 
308-81-8-a rc 001704 5/8/2001 5/25/2001 
308-81-8-b-0 am 980694 10/30/98 11/18/98 
308-81-8-c am 030891 11/25/2003 12/16/2003 
308-81-8-d am 980963 12/18/98 1/1/99 
308-81-8-e am 000441 7/25/2000 8/11/2000 
308-81-8-f cr 000441 7/25/2000 8/11/2000 
308-81-8.5 cr 030891 11/25/2003 12/16/2003 
308-81-9-0 am 980963 12/18/98 1/1/99 
308-81-9-a am 980694 10/30/98 11/18/98 
308-81-9-c am 970344 7/11/97 7/30/97 
308-81-9-d am 980963 12/18/98 1/1/99 
308-81-9-f am 970344 7/11/97 7/30/97 
308-81-9g am 081377 2/10/2009 2/27/2009 
308-81-9-i rc 980694 10/30/98 11/18/98 
308-81-9-i am 980963 12/18/98 1/1/99 
308-81-10.5 am 970344 7/11/97 7/30/97 
308-81-10.5-a am 980963 12/18/98 1/1/99 
308-81-10.5-c am 980963 12/18/98 1/1/99 
308-81-10.5-d am 980963 12/18/98 1/1/99 
308-81-10.5-f am 980963 12/18/98 1/1/99 
308-81-10.5-g am 000197 7/25/2000 8/11/2000 
308-81-11 am 980694 10/30/98 11/18/98 
308-81-11 am 980963 12/18/98 1/1/99 
308-81-12 rn to 308-81-13 941691 3/8/95  3/25/95 
308-81-12 cr 941691 3/8/95  3/25/95 
308-81-12-0 am 980963 12/18/98 1/1/99 
308-81-12-0 am 050088 6/14/2005 7/1/2005 
308-81-12-a am 980963 12/18/98 1/1/99 
308-81-12-a am 050088 6/14/2005 7/1/2005 
308-81-12-f-0 am 970344 7/11/97 7/30/97 
308-81-12-g am 970344 7/11/97 7/30/97 
308-81-12-g am 980963 12/18/98 1/1/99 
308-81-13 rn to 308-81-14 941691 3/8/95  3/25/95 
308-81-14 rc 941691 3/8/95  3/25/95 
308-81-14 rp 081377 2/10/2009 2/27/09 
[Pages 117 to 140 are blank] 



 Department of Employee Relations 340-1 
 

 
 -701- 9/26/2017 
 

 CHAPTER 340 
 DEPARTMENT OF EMPLOYEE RELATIONS 
 
 Table 
 
340-1 Department Established 
340-3 General City Policies 
   And Procedures 
340-7 Personnel 
340-9 Records 
340-11 Division of Labor Relations 
340-21 Central Safety Committee 
340-23 Employee Safety 
 
340-1.  Department Established.  There is 
created a department of employee relations, under 
the supervision of a director of employee relations, 
with the following responsibilities: 

1. Employee benefits administration, 
including but not limited to health benefits 
programs for city employees, workers' 
compensation, injury pay, social security and 
group life insurance, unless otherwise provided by 
law or contract. 

2. Employee safety. 
3. Labor relations. 
4. Personnel administration, including 

providing staff support to the city service 
commission. 
 
340-3.  General City Policies and Procedures.   
 1. DECLARATION OF POLICY.  The 
city has a fundamental interest in the development 
of harmonious and cooperative relationships 
between city government and its employees and 
their employee representative groups while 
enhancing employee performance, maximizing 
efficiency and reducing costs.  The city is 
committed to creating and maintaining strong and 
positive employee-management working 
relationships that foster improved governmental 
decision-making, good will, innovation and quality 
public services. The city is committed to supporting 
these goals in a way that does not diminish the 
mayor’s and the common council’s authority while 
recognizing the rights of employee representative 
groups to enter into discussions with the city in the 
course of the city’s setting personnel policies and 
terms and conditions of city employment. These 
policies and conditions of employment do not 
supersede the provisions of state law, city charter, 
other applicable ordinances and resolutions and 
the civil service rules. Any related code provisions 
are not intended, and shall not be construed to be 
in conflict with, state statutes regarding collective 

bargaining and the recognition of employee groups 
or organizations.  
 2. AUTHORITY OF DEPARTMENT.  
The department of employee relations shall be 
responsible for entering into discussions with 
employee representative groups for the settlement 
of employee complaints and establishing policies 
and procedures necessary for the creation of 
positive, productive and efficient workplaces.  The 
department shall:  
 a. Meet and confer with employees and 
employee groups, including currently and 
previously-certified employee groups, for the 
purpose of communicating, soliciting and 
exchanging information, views, ideas and interests 
concerning wages, hours, and other conditions of 
employment.  
 b. Provide, if requested, written 
documents to employee representative groups of 
any jointly-recommended changes to be heard or 
acted upon by the common council. 
 c. Establish the use of seniority for 
vacation selection, job-picking assignments and 
other assignments that provide for premium 
payments where this process is used and where 
no operational disruptions are created. 
d.  Have authority to oversee and resolve all 
complaints raised by employees. 
 3.  REQUIREMENTS OF ALL 
DEPARTMENTS.  City officials appointed under s. 
62.51, Wis. Stats., and department heads shall 
cooperate with the department of employee 
relations in the discharge of the duties set forth in 
this chapter and in implementing any directives 
issued by the department of employee relations.  
City officials and department heads shall: 
 a. Communicate departmental rules 
and procedures with employees and employee 
representative groups and provide reasonable 
notice of changes to work rules, practices or 
policies. 
 b. Engage employees and employee 
representative groups in the city’s decision making 
processes concerning relevant personnel matters 
and operational issues by soliciting their input and 
feedback when appropriate. 
 c. Identify and communicate 
procedures available to employees and employee 
representative groups who allege that a 
departmental policy, rule or procedure has not  
been properly applied. 
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 d. Offer, to the extent possible, 
overtime assignments first to employees who 
volunteer, and then assign, on a rotating basis, 
among those employees who volunteered.  In 
cases where there are no volunteers for overtime, 
all employees shall perform the work 
 
340-7.  Personnel.  The employee benefits 
manager, who is the equivalent to the employee 
benefits administrator under s. 62.51, Wis. Stats., 
shall be subject to the direction and control of the 
director of employee relations. 
 
340-9.  Records.  1.  AUTHORITY.  The director 
of employee relations shall be the authority, as 
defined in s. 19.32(1), Wis. Stats., for records of 
the director’s office.  The director shall also serve 
as a legal custodian, under s. 19.33, Wis. Stats., 
for records of the director’s office. 
 2. RELEASE OF INFORMATION.  
Except as may be required by state or federal law 
or authorized by an employee’s written consent, 
the department of employee relations shall not 
disclose an employee’s social security number to 
any person, organization or entity who is not an 
officer or employee of the city of Milwaukee acting 
within the scope of his or her employment. 
 
340-11.  Division of Labor Relations.  

1. DIVISION CREATED. There is 
created a division of labor relations in the 
department of employee relations under the 
direction and control of the labor negotiator.  Such 
division of labor relations shall be responsible for 
all labor negotiations between the city and its 
employees under s. 111.70, Wis. Stats., and such 
other labor matters as may be related to the 
subject matter of that section. 

3. RELATIONSHIP TO COMMON 
COUNCIL. The labor negotiator shall perform his 
or her duties in close liaison with both the common 
council and the finance and personnel committees. 

4. DEPARTMENTAL COOPERATION. 
Every department of city government shall 
cooperate with the labor negotiator to the end that 
he may discharge his duties and responsibilities as 
contemplated by this section; departments are 
directed to cooperate fully with the labor negotiator 
in this purpose. 
 
340-21.  Central Safety Committee. 1. There is 
created a central safety committee, which is 
attached to the department of employee relations. 
The committee shall consist of members, and their 
alternates, if any, who shall be appointed by the 
following department heads: 

 Number of 
 Representatives 

a. Administration  1 
b. Assessor's office  1 
c. City attorney  1 
d. City development  1 
e. Employee relations  1 
f. Fire   2 
g. Harbor commission 1 
h. Health   1 
i. Library   1 
j. Neighborhood services 1 1 
k. Police   1 
L. Public works  9 
 

2. The central safety committee may 
include, on an as-needed-basis, ad hoc members 
with expertise in certain safety-related areas. 

3. The chairperson of the central safety 
committee shall be appointed by the director of 
employe relations. 
 
340-23.  Employee Safety. The department of 
employee relations shall:  

1. Develop a city-wide employee 
accident prevention and control program for all 
departments and agencies under control of the 
common council. 

2. Submit to the mayor and common 
council not later than February 20, and each 
quarter thereafter, an analysis of the employee 
accident and severity rates for all city departments 
and agencies as of the quarter ending the first day 
of the preceding month. The department shall 
include in such report, and at any intervening 
interval, recommendations on appropriate action 
necessary or advisable to be taken by the various 
departments, boards, commissions or agencies or 
by the mayor and common council to reduce such 
rates and to keep expenditures from the worker's 
compensation fund to the minimum. 

3. Recommend at appropriate times: 
a. Safety devices and practices to be 

used by departments and agencies under control 
of the common council. 

b. Employee safety education 
programs. 

c. Standards on which safety devices 
such as safety prescription glasses will be 
authorized. 

4. Prepare the annual budget request 
for various commonly used safety devices as part 
of the department's total annual budget request. 
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340-21-1-c am (rn to 340-21-1-j) 980963 12/18/98 1/1/99 
340-21-2 cr 920837 9/17/92 10/6/92 
340-21-3 cr 920837 9/17/92 10/6/92 
340-23 rn from 2-196.5 881930 3/7/89 3/25/89 
340-23 rc 891615 12/19/89 1/13/90 
340-23-5 rp 920837 9/17/92 10/6/92 
340-25 rn from 312-25 891615 12/19/89 1/13/90 
340-25 rn from 2-122.7 881930 3/7/89 3/25/89 
340-25 rc 891292 10/31/89 11/18/89 
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accordance with s. 350-183.  If the use of a 
rental vehicle has been approved in advance, 
the employee shall be reimbursed for up to the 
total cost of daily rental fees for a standard 
vehicle, taxes, standard surcharges, and fuel for 
business use only.  Additional charges for 
upgrades or added services shall not be 
reimbursed unless authorized.  Charges 
related to the employee’s personal use of the 
rental vehicle shall not be reimbursed.  If an 
employee chooses to drive to the event, he or 
she shall use a pool car, a rental car or be 
reimbursed up to the IRS mileage rate for use 
of his or her personal automobile for travel 
unless otherwise noted.  Transportation to 
Chicago shall be reimbursed up to the cost of a 
coach rail ticket unless otherwise approved.  
Department heads shall make the final 
determination and shall consider factors such 
as location, individual needs of the employee, 
security and safety issues, and other specific 
circumstances of the event. 

a-3. Actual expenses incurred and 
reported for lodging for trips in which timely 
same-day travel is not economically available or 
practicable.  Reimbursement shall be provided 
for up to but not exceeding the single rate for a 
standard hotel room, unless otherwise 
approved, for the number of days of actual 
attendance at the event, or for other city 
business travel, but not to exceed 5 days. 
Exceptions to this policy may be made on a 
case by case basis.  Luxury room rates or 
expenses for nonessential amenities shall not 
be reimbursed. 

a-4. Expenses incurred for meals 
plus tips of up to 15%, up to but not exceeding 
the federal meal per diem for the travel 
destination for the number of days of actual 
attendance plus one.  Receipts shall be 
required at the discretion of the department 
head.  The appropriate per diem amounts shall 
be in accordance with the guidelines issued by 
the department of administration.  Meals shall 
be reimbursed for employees traveling 50 miles 
or further one-way from the city (100 miles 
roundtrip) unless otherwise approved. 

a-5.  Actual expenses incurred for 
other items or services necessary for the 
employee to conduct city business.  These 
may include parking, tolls, taxi or shuttle fares, 
and tips not to exceed 15% of fare expenses. 

a-6. Expenses incurred for 
long-term vehicle parking at or travel to the 
departure airport when traveling by air. 

Reimbursement shall be provided for the period 
commencing 2 hours prior to a scheduled flight 
departure and ending one hour after the arrival of 
the return flight. 

b. Reimbursement shall not be 
provided for extra days of unrequired events such 
as parties, dinners, balls, etc., or for cancellations 
or reservation changes unless they are due to 
business necessity or hardship such as illness of 
the employee or the illness or death of an 
employee’s family member. 

c. The city comptroller is 
authorized to approve individual variances 
between the estimated amount established for 
travel and the actual reimbursement in context 
with par a.  This can be done without the need 
for amendments to the itemized amounts 
contained in the original authorizing resolution, 
except that if the total funding provided in the 
resolution appears inadequate to fund all 
authorized travel contained therein, the 
comptroller shall initiate a supplemental funding 
request by resolution in a timely manner to 
prevent overexpenditure before such funding is 
provided by resolution. 

d. Itemized receipts for all 
expenses shall be submitted unless otherwise 
noted.  Employees shall consult the guidelines or 
the comptroller’s office for examples of 
acceptable alternatives if itemized receipts are not 
available.  The conference or seminar agenda 
shall also be submitted. 

e. Whenever an advance of funds 
has been made for travel authorized under this 
section, the official or employee receiving the 
advance shall within 15 days after returning to the 
city file documentation to repay the city for the full 
amount of the advance. In order for the officer or 
employee to repay the full amount of advance the 
person shall: 

e-1. File with the city comptroller an 
itemized statement of actual and necessary 
expenses with all required documents as 
specified in sub. 7.   

e-2. Make full settlement of the 
travel advance to the city treasurer within 5 
working days after receiving notification from the 
city treasurer that the city comptroller has issued 
a check made payable to the city treasurer or the 
official or employee, or both, for the actual and 
necessary expenses. 

f. The procedure in par. e shall be 
followed unless the official or employee chooses 
to repay the full amount of the advance to the city 
treasurer prior to submitting an itemized 
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statement of expenses and prior to expiration of 
the 15-day limit. The city treasurer shall, if the 
documentation is not filed within 15 days after 
the date of return to the city, retain out of the 
next salary due the employee the full amount of 
the advance made for travel until the official or 
employee has complied with this section, and 
the employee shall be ineligible to receive travel 
advances in the future.  Exceptions to the 
deadline for settlement may be granted in cases 
of hardship.  
 7. REPORTS.  Each person 
who attends an authorized convention or similar 
activity shall submit an approved travel request 
form, an approved statement of expenses, the 
event program or agenda, and, at the discretion 
of the department head, manager, or 
designated supervisor, a completed and signed 
conference/training evaluation demonstrating 
the benefits derived from attendance.  All 
forms, receipts, and supporting documentation 
shall be received by the comptroller’s office no 
later than 15 days after the employee returns.  
Failure to comply may result in the forfeiture of 
any reimbursement due the employee or loss of 
travel privileges.  Exceptions to the submission 
deadline may be made on a case-by-case 
basis. Employees seeking an extension in 
cases of hardship, such as illness of the 
employee or the death or illness of a family 
member, shall contact the comptroller’s office. 

9. GUIDELINES.  The 
department of administration may issue 
guidelines relating to procurement of 
transportation, lodging, meals, automobile 
rentals and other travel arrangements 
consistent with this section.  Such guidelines 
shall be approved by the common council. 

10. EXEMPTIONS.  a.  This 
section does not apply to the city’s legislative 
activities which are authorized and shall be 
accounted for pursuant to s. 304-11. 

b. This section does not apply to 
travel undertaken by the mayor or common 
council president, if the travel expense is 
charged to their respective special expense 
funds, in which case such travel shall be 
deemed authorized. 
 c. This section does not apply to 
grant-funded travel.  For grant-funded travel, 
an employee shall comply with the guidelines 
set forth by the funding source. 

 d. A department head may make 
exceptions to this policy on a case-by-case basis 
when necessary to meet the needs of his or her 
department.  Any ongoing exceptions or 
modifications shall be approved by the 
department of administration and written in the 
department’s individual travel policy or guidelines. 
 All exceptions shall be properly explained on the 
statement of expenses. 

11. TRAVEL AND TRAINING 
DURING UNPAID FURLOUGHS.  If the 
authorized, paid travel or training for any city 
official or employee coincides with any mandatory 
furlough dates, the mandatory furlough time shall 
be rescheduled as approved by the department 
head. 
 
350-183.  Private Transportation 
Reimbursement.  
 1.  AUTHORIZATION. Proper city 
officers are authorized to reimburse city officials 
and employees occupying positions designated in 
the positions ordinance as being eligible to be 
paid for the use of their private automobiles on 
city business when at the discretion of the 
department head it is necessary that such 
automobiles be used on city business.  
Departments shall adhere to the administrative 
guidelines for automobile and travel allowance.  

2. REIMBURSEMENT.  Reim- 
bursement is to be made from funds available to 
the respective departments for bills rendered, 
audited and certified for payment as are other bills 
of the city. 

3. MILEAGE REPORT. The 
authorized employee or official incurring mileage 
on his or her private automobile in the conduct of 
official business for the city shall submit a record 
of mileage incurred on city business during the 
month and attest to the accuracy of the mileage 
through the online program "City Time" and 
comply with a specific timetable for entering the 
data and for approval by the department head or 
designee that has been provided by the 
comptroller's office.  The applicable rate for 
mileage shall be the IRS travel reimbursement 
rate. 

4. APPROVAL.  a. The 
department head of the agency for which the 
private automobile expense was incurred shall 
approve and attest to the accuracy and 
reasonableness of each mileage report submitted. 
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b. All private automobile 
reimbursement payments to employees 
exceeding 1,000 miles monthly shall be 
concurred by the finance and personnel 
committee before payment is made. 

5. INSURANCE. The authorized 
employee or official using his private automobile 
in the conduct of city business shall have at 
least the minimum insurance coverage 
prescribed by state law and shall have declared 
the use of his automobile on city business to his 
insurance company to protect the city's 
interests. It shall be the responsibility of his 
department head to see that the employee is 
adequately covered by such insurance before 
he approves the use of a private vehicle on city 
business and reimbursement for such use. 
 6. POSITIONS AUTHORIZED. 
In the event that a position for which private 
automobile reimbursement is authorized is filled 
by an incumbent classified at a lower level, 
private automobile reimbursement is authorized 
under the same conditions that apply to the 
authorized positions. 
 7. RATES.  Unless stated 
otherwise in a certified collective bargaining 
agreement while it is in force and in effect, 
mileage incurred on official city business by an 
employee or official authorized to be 
reimbursed for use of his or her private 
automobile, excluding members of the common 
council who shall be reimbursed as provided for 
in sub. 8-a, shall be made once per month 
based on the internal revenue service standard 
mileage rate in effect for each mile driven on 
official city business. 

8. COMMON COUNCIL 
MEMBERS. a. In order to provide transportation 
which is necessary and essential to the 
discharge of the official duties of the members 
of the common council, each member shall be 
entitled to a monthly payment.  This payment 
shall not be made if during the month the 
member has not attended any of the scheduled 
meetings of the council, unless excused by the 
council president, and has not attended any of 
the scheduled meetings of the standing 
committees to which the member is appointed, 
unless excused by the committee chair. 

b. The monthly rate shall be indexed 
annually on the basis of the private 
transportation component of the Consumer 
Price Index's U.S. City Average for Urban 

Wage Earners and Clerical Workers, published by 
the U.S. Bureau of Labor Statistics.  The monthly 
transportation rate shall be increased or 
decreased (rounded to the nearest dollar) on the 
basis of the percentage change (calculated to the 
nearest 1/10th of 1%) in the annual average index 
numbers for the immediately preceding two 
calendar years. 

9. EXCEPTIONS. Employees or officials 
who make occasional, non-routine trips outside 
the city on official business, but who are not 
specifically authorized by title in the positions 
ordinance to be reimbursed for private automobile 
mileage incurred on city business shall be 
covered by the following provisions: 

a. City officers shall, upon presentations 
of properly certified statements, reimburse 
employees or officials for properly authorized 
travel at the rates specified in sub. 7, except that 
on trips of less than 50 miles one-way (100 miles 
round-trip), mileage reimbursement shall not be 
provided unless otherwise approved. 

b. If one person is traveling by car, the 
reimbursement for mileage shall not exceed 
coach air fare for the same trip; or, if 2 or more 
persons travel together in one car, reimbursement 
shall be for actual miles traveled in accordance 
with the schedule in sub. 7 and shall be paid to 
only one person traveling in the car. 

c. On trips over 500 miles to destination, if 
2 or more persons travel together in one car, the 
person (or persons) not granted mileage 
reimbursement may be reimbursed for up to 2 
additional days for hotel and miscellaneous 
expenses upon filing properly certified 
statements. This reimbursement shall not exceed 
coach air fare. 

d. If the conveyance is by means other 
than private automobile, reimbursement shall be 
on the basis of actual transportation expenses 
incurred. 

e. The private automobile of the employee 
or official shall be covered by insurance as 
required in sub. 5. 
 
350-185.  Automobile Reimbursement; With-
holding Taxes. 1. REPORTS REQUIRED. Each 
city officer or employee, excluding members of 
the common council, who is furnished a 
city-owned vehicle to provide transportation which 
is necessary and essential to the discharge of his 
official duties or who is reimbursed for expenses 
incurred in the use of his private automobile on 
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city business as provided in s. 350-183 shall 
report as directed by the city comptroller to the 
city comptroller the official business mileage 
and personal mileage driven in city-owned 
vehicles or his privately owned vehicle. The use 
of a city-owned vehicle from the home or place 
of residence to the place of work and from the 
place of work to the home or place of residence 
and all other mileage not within the usual, 
regular or customary duties of the official or 
employee affected shall be deemed personal 
mileage. In doubtful cases, the city comptroller 
shall determine the nature of the mileage 
reported. 

2. WITHHOLDING ON NONBUSINESS 
MILEAGE. The city comptroller shall annually, 
or as often as is necessary or appropriate, 
compile such date and calculate such mileage 
at the authorized rate per mile and determine 
the fair market value for the personal use of 
city-owned vehicles in accordance with 
applicable law and as is approved by the 
internal revenue service of the United States. 
Upon completion of such calculation and 
compilation, the comptroller shall withhold from 
the employee's paycheck such amounts as is 
required to comply with the tax liability of the 
city in accordance with the requirements of 
applicable federal, state, and FICA law and he 
shall add the required amount to the individual's 
W-2 form as added compensation. This amount 
shall not be part of the city of Milwaukee salary 
ordinance and shall not be included in the base 
for pension, group life or other fringe benefits 
based on salary. 
 
350-187.  Odometer Readings of City 
Automobiles. 1. CERTIFIED STATEMENT. 
Whenever there is established in the city budget 
an appropriation to cover allowances for 
operation and maintenance of automobiles 
owned by city officials or employees and used 
on city business, before such allowance shall 
be paid, such official or employee shall prepare 
such certified statements as are required, and 
containing such information as shall be deemed 
necessary by the comptroller. Such certified 
statements shall be submitted to the head of the 
employing agency, who shall check the 
statement for accuracy, and shall certify to 
same by his signature and shall prepare a 
payment form as prescribed by the city 
comptroller, which, together with the certified 
statement as approved, shall be forwarded to 
the comptroller for payment. The comptroller 
shall refuse to allow any payment unless 

certified information as required has been 
submitted. 

2. REGULATIONS. Such automobile 
allowances shall conform to the conditions of all 
common council resolutions or city ordinances 
describing conditions under which the allowance 
shall or shall not be paid. In no case shall miles 
driven between the official's or employee's home 
and the location considered to be the base of 
operations be included as miles driven on city 
business. 
 
350-188.  Parking.   
 1.  ASSISTANT CITY ATTORNEYS.  
Assistant city attorneys shall receive parking paid 
for and secured by the city. 
 2. POLICE ADMINISTRATION BUILDING 
EMPLOYEEES.  Unless stated otherwise in a 
certified collective bargaining agreement while it 
is in force and in effect, employees assigned to 
the police administration building shall be 
reimbursed for parking.  The reimbursement shall 
not exceed $125 per month, nor shall it exceed 
the actual monthly costs paid for by the 
employee.  To be eligible for reimbursement, the 
employee shall submit all parking receipts to the 
police department administration.  Receipts for 
parking paid by the month shall be submitted by 
the 15th of the current month.  Receipts for 
parking paid by the day shall be submitted by the 
5th of the following month. 
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