AGENDA - SHOREWOOD BOARD OF TRUSTEES
Special Village Board Meeting
6:00 P.M. – Wednesday, April 25, 2018
Shorewood Village Hall, 3930 North Murray Avenue
Shorewood, Wisconsin 53211
1. Call to Order
2. Roll Call

3. Statement of Public Notice

4. Discuss Communication Management Policy Introduction and Chapters 1-3.

7. Adjournment

DATED at Shorewood, Wisconsin this 19th day of April, 2018.

VILLAGE OF SHOREWOOD
Sara Bruckman
Village Clerk

Should you have any questions or comments regarding any items on this agenda,
contact the Manager's Office at 847-2702.

It is possible that members of and possibly a quorum of members of other governmental bodies of the
municipality may be in attendance at the above stated meeting to gather information; no action will be
taken by any governmental body at the above stated meeting other than the governmental body
specifically referred to above in this notice.
Upon reasonable notice, efforts will be made to accommodate the needs of disabled individuals.

VILLAGE OF SHOREWOOD
REPORTS AND PRESENTATIONS TO VILLAGE BOARD
Agenda Item: Discuss Communication Management Policy Introduction and Chapters 1-3
Date: April 25, 2018
Presenter: Tyler Burkart, Assistant Village Manager Department: Village Manager’s Office
Overview – Please provide a summary of the agenda item along with bullet points highlighting the
main items and key issues.

Village staff introduced the first wave of policies that is being proposed to be incorporated in
the Communication Management Policy. The purpose of the Communication Management
Policy is to (1) define Shorewood’s communication methods, (2) identify the policy related to
each communication method, and (3) outline ways the method will be used.
Based on the Board’s discussion January 22 and March 19, staff has revised the review process.
The agreed upon process is the following:
1. Village Manager’s Office produces an initial draft of the communication management
policies.
2. Department heads review and propose modifications to the draft which are then
considered by the Village Manager’s Office.
3. Village Manager’s Office sends draft to the Village Board to review and submit
comments back to the Village Manager’s Office. A total of two weeks will be given for
Village Trustees to review.
4. Village Manager’s Office schedules a special meeting with the Village Board to meet,
review comments and propose a final draft.
5. Village Board considers the final draft of the policies for adoption.
Village Trustees raised the following topics for discussion in relation to the following policies:
Email
1. Should the Municipal Judge have an official Village e-mail account?
2. What specific language should be included on staff and officials bi-carbon copying
others on an email?
3. Should volunteer committee personal e-mail addresses be posted on the website?
4. What additional language should be added to the public records law and open meetings
law section? Village Attorney Nathan Bayer has included recommended language in the
latest version of the policy.
5. Do we need additional language clarifying whether or not an elected official should
reply to staff or the Village Manager on an email chain that contained communication
with the entire governing body?

Website
1. Should we clarify what to do to retain old documents that are being deleted in the
Document Center?
2. For photos of individuals, are we required to secure releases from the individual(s) in
the photos? Do we prohibit the use of copyrighted materials and photos?
Letters and Memorandum
1. Should we be striving to get the Board materials out earlier so Board members have
more time to review and ask questions before the Monday night meeting?
Vision 2025 Plan – If this item is addressed in the Vision 2025 Plan, please include in what ways. If not
applicable, N/A should be entered in this space.

Several of the initiatives referenced in the Vision 2025 Plan will utilize the communication
methods included in the Communication Management Policy. Adopting policies for each of
these methods will help assure the Village is being consistent and effective in its
communication practices.
Sustainability – If this item is addressed in the Sustainability Action Plan or has long-term sustainability
impacts, please include and describe how it will impact the natural environment. If not applicable, N/A
should be entered in this space.

The Village of Shorewood is attempting to use communication methods that require as little
cost and resources as possible. Although, due to how important communication is to the
Shorewood community, staff plans on executing a comprehensive communication plan that
recognizes the different ways members of the public like to receive news.
Action Required / Recommended – Please include the recommended motion or required action for
this agenda item.

No formal adoption or action at this meeting.
Fiscal Note / Budget Impact – Please include the budget impact for this agenda item.
No fiscal/budget impact.
Attachments – Please list the following attachments and supporting documents for this agenda item.
1. Executive Summary and Chapters 1-3 of the Communication Management Policy
2. Appendix B – Letterhead of the Village of Shorewood, Police Department, and
Shorewood Public Library
3. Appendix C – Memorandum to the Village Board Template
4. Appendix D – Communication and Project Management Plan Template

DRAFT
Policy No. #31
Page 1 of ___
Title: Communication Management Policy
Authority: Shorewood Village Board
Date of Issue: Draft

Effective Date: TBD

The Village Board is adopting Policy No. 31 for the purpose of outlining management and
operational practices when it comes to Village communications.
EXECUTIVE SUMMARY
Communication between citizens and their government is significantly important to maintain a
highly effective and functioning democratic society. The Village of Shorewood is committed to
improving public access to information about Village government, services, projects and plans
as well as developing a citizenry that is engaged and informed about the community where
they live, work and play.
The Village of Shorewood recognizes it has a diverse audience of stakeholders with varying
needs for information and preferences for different communication avenues. To put it in
perspective, the Village communicates with citizens, visitors, community organizations, Village
employees and officials, property owners, business partners, and other government entities.
The Village communicates news and updates through a myriad of channels: phone, email,
website, face-to-face, newspapers, kiosks, social media, radio, television, and U.S. postal mail.
Given this complex mix of stakeholders and communication options, it is imperative that a
comprehensive management plan encompassing policies, standards, roles and responsibilities,
and procedures be in place for the organization and the community. This plan provides a clear
framework for all individuals involved to communicate in a clear, accurate and consistent
manner. Without effective policies, there is risk of miscommunication leading to erroneous and
inconsistent messaging, legal problems, failed initiatives and lack of public support or
involvement. Village staff plans on using community surveys and other performance
measurements when implementing communication strategies to evolve and enhance the
communication management plan moving forward.
There are a number of communication methods addressed in this policy, ranging from internal
communication between Village staff and officials to external communication and outreach to
residents and community members. Village staff and officials will be asked to review this policy
upon hiring and annually thereafter to further comprehend these standards and utilize this
policy as a guide when executing communications for the Village. Failure to comply with any of
the following policies may be subject to discipline, pending the nature of the infraction.
The following table of contents identifies the items included in the policy.
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COMMUNICATION MANAGEMENT POLICY - TABLE OF CONTENTS
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CHAPTER 1 – EMAIL
INTRODUCTION
The Village utilizes email to carry out its business functions and communicate messages to
residents, community members, and officials. Email is an effective communication tool that is a
quick way to get the message out and is a great method to retain documents. This section will
clarify the standards and procedures involved with email.
A. ASSIGNING VILLAGE EMAIL ACCOUNTS
1. Regular employees. All regular employees who are employed with the Village for at
least 6 months of the year will be assigned a Village email. Employees employed with
the Village include personnel in the Village Manager’s Office, Finance Department, Clerk
and Customer Service Department, Planning and Development Department, Senior
Resource Center, Department of Public Works, and Police Department. The Library will
be assigned emails through the Milwaukee County Federated Library System. Library
Director will be responsible for sharing email addresses with the Village Manager’s
Office. When a new employee is about to begin employment, the department head and
human resources are responsible for asking the IT Technician to create an email address
and account prior to their start date.
2. Elected and appointed officials. Village Board of Trustees will be assigned an email
account to use when communicating with the public. All volunteer and appointed
officials on boards, committees, and commissions as well as the Municipal Judge and
election inspectors will be asked to use their personal emails for communications.
B. STANDARD FORMAT OF EMAILS
When a Village email account is created, it should follow the standard format. This includes the
first letter of their first name followed by their last name and @villageofshorewood.org. All
emails sent out externally should also contain a formal greeting, the standard signature and use
Calibri, 11-point black font. Figure 1 demonstrates the standard signature for employees. Any
deviation from this signature template requires Department Head approval.
Figure 1. Standard Signature to include in all external emails
[First and Last Name]
[Position Title]
Village of Shorewood
[Mailing Address]
Shorewood, WI 53211
[Phone Number]
[Fax Number]
Village Website
Sign up for information through the Weekly Manager's Memo.
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C. EMAIL CONTENT AND MESSAGING
1. Email content. Village employees who maintain regular office hours should provide an
initial response to emails within a 24-hour period upon returning to the office. Email
responses should be professional and contain appropriate language and content.
Persons that send emails that contain inappropriate, discriminatory or disrespectful
content will be disciplined according to the Human Resources Manual. Persons sending
emails containing (but not limited to) the following content is deemed inappropriate
and will be subject to discipline according to the Human Resources manual:
 Derogatory or offensive language
 Pornographic or offensive images
 Spam, chain letters or any other type of unauthorized widespread distribution of
unsolicited mail
 Commercial activities or personal gain
 Partisan politics and activities
 Impersonating another individual or fraudulent communications
 Other messages violating the Village of Shorewood Human Resources Manual
2. Out of office automated message. Village employees who maintain regular office
hours, will be out of the office for longer than 8 hours during regularly scheduled work
hours and are unable to review their email inbox must put up an out of office message
to inform senders of their absence and expected return to the office.
3. Village employee emails to Village Board officials. Village employees sending emails to
Village Board officials must follow the following guidelines.
 If the email is in response to requested information or information involving a
Village issue, the Village Board and the Village Manager (or staff liaison) shall be
copied on the message.
 If the email is not in response to requested information or information involving
a Village issue, Village staff can respond directly to the official without copying
any other individuals.
 If Village staff is hoping to receive a response prior to a meeting, the email
should be sent at least 24 hours prior to the start of the meeting.
4. Elected or appointed officials emails to Village employees. When Village Trustees send
emails to Village employees, they must follow the following guidelines.
 Copy Village Manager (or staff liaison) on the email.
 Do not copy any other board, commission or committee members that would
create a walking quorum or violate open meetings law.
 If official is hoping to receive a response prior to a meeting, the email should be
sent at least 24 hours prior to the start of the meeting.
 Send response from the Village of Shorewood email account.
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D. DEACTIVATING AN EMAIL ACCOUNT
When an employee announces their resignation or retirement, the department head and
human resources will request to the IT Technician to forward all of the employee’s emails to
another employee for at least 3 months but no more than one year. Between 3 and 12 months,
the department head must decide when to contact the IT Technician to deactivate the email
account. No employee from the Village can have access to their email account once their
employment concludes. The retiring or resigning employee must post an away message prior
to their departure stating they no longer work for the Village and the appropriate contact
information of Village staff.
E. CHANGING AND RESETTING NETWORK PASSWORDS
Every 60 days, Village employees and officials will be required to change network passwords
automatically through the system. Village employees who are locked out or forgot their
password shall reset it by making a request through their department head who will make the
formal request through the IT Technician. Village elected officials needing to reset their
password shall make the request through the Village Manager’s Office. The Library will work
with MCFLS to change and reset passwords.
F. SUBJECT TO PUBLIC RECORDS AND OPEN MEETINGS LAW
Elected and appointed officials are asked to review the “Village of Shorewood – Boards,
Committees and Commissions Handbook” to learn more about Public Records Law and Open
Meetings Law.
1. Public records law. Public records include every form of information created or kept by
an authority except where a specific exception exists, per Wisconsin Stats. § 19.32(2).
Public records include emails under Wisconsin Stats. § 16.612. The Village will backup
and retain all emails received and sent out. The longevity of the retention of those
emails will be for the duration identified in the Village Code. Emails submitted through
a personal email address are still identified to be a public record if the content of the
email is Village or public business. In the instance where Village related business are
transmitted through an official’s personal email address, a copy should be forwarded to
a Village staff or official’s email address so that it may be archived.
2. Open meetings law. When elected and appointed officials begin to share opinions, as
opposed to the passive receipt of information, the inference is raised that there may be
an attempt to seek an agreement outside of a posted meeting. Email exchanges
expressing opinions can create an inadvertent quorum and violate the open meetings
law as described starting with Wisconsin Stats. § 19.81. Electronic communications
should not be used in a manner which will result in deliberations or the exchange of
opinions between the elected and appointed officials. Email as a communication tool
between Village staff and an official is an acceptable and appropriate use of email.
Elected and appointed officials should avoid the use of “reply,” “reply to all” or
“forward” functions when email communications are transmitted between other
members to avoid a walking quorum.
Village of Shorewood - Communication Management Policy
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G. PERSONAL USE
Village employees and officials should limit the personal use of Village email. All Village email
accounts are subject to open records requests. Village employees who are utilizing their Village
email accounts for personal use that exceeds acceptable limits and/or impacts their daily work
will be disciplined according to the Human Resources Manual.
H. DISTRIBUTION LISTS
The Village staff liaison will maintain email distribution lists for all boards, committees and
commissions. When a new member is appointed, the distribution list shall be updated prior to
the next meeting. When a member resigns or is replaced, the staff liaison must also update the
distribution list prior to the next meeting. Distribution lists should only be used for Village
business that is relevant to the representative body’s scope.
I. SAFETY AND PRIVACY OF EMAIL
1. Suspicious emails. The Village of Shorewood attempts to provide secure and reliable
email services by following sound information technology practices. From time to time,
Village employees and officials may receive a spam or unfiltered email that the firewall
was not able to block. Village employees and officials must delete these emails
immediately. If a Village employee or official is suspicious of a specific email, it is
strongly encouraged for them to contact the Village Manager’s Office.
2. Confidential emails. The Village of Shorewood is subject to Wisconsin Statutes relating
to public records. Email sent or received by Village representatives are subject to these
laws. A very limited class of communications can qualify as being protected from
production under the public records law. For example, under Wis. Stat. §19.36, some
“records” are exempted from disclosure under Wis. Stat. §19.35(1), including certain
law enforcement records, contractors records, computer programs and data, trade
secrets, identities of applicants for public positions, identities of law enforcement
informants, records of plans or specifications for state buildings, employee personnel
records, records of an individual holding a local public office or state public office, and
financial identifying information.
Further, Wisconsin courts have recognized that exemptions to the requirements of the
open meetings law contained in Wis. Stat. § 19.85(1)(c) are also indicative of a policy
favoring protection of a record. Additional protected communications may involve
consideration of dismissal, demotion, licensing, or discipline of a public employee, the
consideration of employment, promotion, or performance evaluation of a public
employee, deliberations or negotiations whenever a competitive or bargaining reason
apply, deliberating or negotiating unemployment insurance or workers compensation,
considering the advice from the elections commission, and conferring with legal counsel
on active or likely litigation. Keep in mind that the aforementioned list is not
exhaustive, and that certain communications that may be exempt from production
when made could become a public record subject to production when the reason for
confidentiality has passed.
Village of Shorewood - Communication Management Policy
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Further, the law favors production of a record if the confidential information contained
therein (such as financial or personally identifiable information) can be redacted. The
use of the word “confidential” in the regarding line or body of an email does not confer
protected status on the communication. Unless otherwise exempted from the public
records law, senders and receivers of Village email should presume that the email are
subject to release upon request, and subject to state retention requirements. Please
consult the Village attorney for any questions related to whether an email is
“confidential” or not, or is otherwise subject to the open records laws.
3. Receiving an email by mistake. At times, a Village employee or official may receive an
email that was not intended to be sent to them and may have personal or confidential
information included. All Village employees and officials are asked to delete these
emails immediately and not forward the contents of the email to any other individual.
In addition, Village employees and officials are expected to inform the sender that their
previous email was sent to the wrong individual.
J. USES OF EMAIL FOR PROJECTS, PROGRAMS AND INITIATIVES
Email will mostly be used for internal communications with employees and external
communications with boards, committees, commissions, residents, consultants, stakeholders,
public agencies and other community partners. In addition, email messages will certainly be
used for programs or initiatives that may have their own distribution list such as the Citizens
Academy or task forces that perform ad hoc work.
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CHAPTER 2 – WEBSITE
INTRODUCTION
One of the most time effective ways the Village can communicate a message to the entire
community is through the Village website. The Village website is designed to inform
community members on news, events, policy issues, general procedures and laws, public
processes, contact information, and much more. The Village of Shorewood maintains and
updates its own website regularly to assure the information is accurate. To further educate the
public on community initiatives, the Village also provides hyperlinks and information about
outside agencies and activities. The Library operates and manages their own website. The
following policy identifies the process staff will need to execute to update the website. In
addition, this policy indicates appropriate content to place on the website.
A. ROLES AND RESPONSIBILITIES
1. Village Manager’s Office. The Village Manager’s Office is responsible for overseeing all
website activities. This includes (but is not limited to) assigning/deactivating website
user names and passwords, overseeing all website content to assure consistency and
accuracy, updating news topics on front page of website, working with website
contractor on the design and functionality of the website, coordinating frequent
Website Committee meetings to discuss website content, posting employment
opportunities, maintaining a staff intranet page and updating the Village Manager and
other committee pages.
2. Other Village departments. Other Village departments must assign at least one
designee to update their department pages. Content should be reviewed frequently –
at a minimum quarterly. Departments will have discretion as to what content is
appropriate for their page, unless directed otherwise by the Village Manager. Those
departments with staff liaisons to boards, committees and commissions must also post
meeting notices and minutes on the Village calendar as well as update those committee
pages as needed. Some content on the website may incorporate an outside vendor or
agency (i.e. parking, utility payments, property tax bills, etc.); therefore, the department
is responsible for working with that vendor or agency to assure the site or link is
functioning properly.
3. Website Committee. The Website Committee is a group of internal staff that meets
regularly to review content and discuss improvements for the website. The Website
Committee will also interact with the website contractor from time-to-time to either
discuss the design format or a project incorporating a full website refresh.
B. FUNCTIONALITY
To ensure the Village of Shorewood website is professional and effective, the following
functional standards are established:
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1. Domain Name. The domain name for the Village of Shorewood website is
www.villageofshorewood.org. The domain name should be promoted in all public
Village materials (such as but not limited to brochures, press releases, email signatures,
eNewsletters, flyers, etc.). All subsequent pages created on the Village website should
be a friendly and easily recognizable URL if possible.
2. Compliance with Regulations and Accessibility. The Village of Shorewood will comply
with all state and federal regulations when it comes to copyright, trademark and patent
laws as well as ADA accessibility. The Village’s website will include a policy to inform
website visitors of these legal guidelines and the Village’s efforts to comply.
3. Search Capability. When a new webpage is created, employees must include at least
two search phrases with the new page so users and residents can attempt to find the
page through the search engine on the website.
C. WEBSITE CONTENT
Departments are responsible for updating content on their department webpages while staff
liaisons and the Village Manager’s Office are responsible for updating content on all other
pages. Content will be kept current to the fullest extent possible. Staff will regularly delete
content that is obsolete. A citizen-driven perspective shall guide the Village’s web content,
navigation and website design. Village departments must use the CivicPlus content
management system to update the content and create pages unless given authorization by the
Village Manager to use a different system or software. Content should be grammatically
correct, well written and concise. Employees should use the preset font and size standards on
CivicPlus when altering a heading and body for a webpage. Acronyms should be avoided unless
the full name of the program, group or organization is used congruently with the acronym.
Hyperlinks should also contain the preset font, color and size standards. When possible,
employees are also asked to follow the communication and branding standards as presented in
Appendix C of this plan.
The following content is not permitted on the Village website:
 Derogatory or offensive language
 Pornographic or offensive images
 Commercial activities for profit or paid advertising
 Partisan politics and activities
 Private, sensitive, restricted or confidential information
 Religious or faith affiliation
 Private event or activity closed off to the public
D. AGENDAS AND MINUTES FOR BOARDS, COMMITTEES AND COMMISSIONS
All agenda packets and adopted minutes for all boards, committees and commissions will be
posted on the Village website. It is the goal of Village staff to post agenda packets on the
Village website at least 2 business days prior to the meeting. It is State law for agendas to be
posted prior to 24 hours of the meeting. Agenda packets will be posted online in two locations:
Village of Shorewood - Communication Management Policy

9|Page

DRAFT
(1) the Agenda Center where all agendas are posted and (2) on the meeting description under
the Village calendar. Once the board, committee or commission adopts the previous meeting
minutes, staff liaisons are expected to post those adopted minutes within 72 hours of the
conclusion of the meeting.
E. NEWS AND EVENTS POSTINGS
The Village Manager’s Office will frequently update the front page of the Village website to
incorporate news and event articles. Several of these articles will also be communicated in
other avenues. If a department requests to include an article on the front page of the website
under News and Events, the request must be sent to the Village Manager’s Office. Content on
News and Events must comply with Section C of this policy.
F. UPLOADING DOCUMENTS
Village employees are able to upload PDF documents into the Document Center to link and
reference on other pages of the website. Departments and employees are expected to review
the Document Center once every 12 months to delete any obsolete and no longer relevant
documents. The Website Committee will work with the Village Manager’s Office to ensure the
Document Center is organized and updated. All items downloaded to the Document Center
must comply with Section C of this policy.
G. EMPLOYMENT POSTINGS
The Village will utilize the website to post and advertise open employment opportunities with
the Village of Shorewood. Employment opportunities with other organizations or businesses
are not allowed to be posted on the Village website unless authorized by the Village Manager.
All postings will include a job description, the job advertisement and the Village of Shorewood
employment application. Employment postings are done by the Village Manager’s Office and
will be left on the Village website until the position has been officially filled. Once the position
has been filled, the Village Manager’s Office will remove the employment posting immediately.
I. USE OF IMAGES AND LOGOS
When using any photos, images or logos on Village pages, graphics must be appropriate and
follow the guidelines included in Section C of this policy. Any logos and graphics incorporating
the Village of Shorewood name must be preapproved by the Village Manager’s Office. When
using a photograph taken from someone who is not a Village employee, it is standard
procedure to include a caption with the photo giving that individual credit for the photograph.
If using a logo or photograph from another organization, agency, or person, employees are
expected to ask that organization or agency for permission prior to placing on the website.
J. NOTIFY ME
The Village website will have a number of contact lists that residents and community members
can sign up for to receive updates on Village news. Residents and community members are
able to sign up to receive updates either via email or text.
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1. Meeting notices and minutes adopted. Residents and community members receive
updates on specific boards, committees and commissions if they sign up for those news
updates. The updates normally entail either a meeting notice that includes the agenda
and meeting materials or the adopted minutes from the previous meeting.
2. Program, project or initiative. When a significant infrastructure project occurs (i.e.
street and alley reconstruction), Village employees will create a special Notify Me
distribution group and ask residents and community members to receive updates on the
specific project. Once the project begins, Village employees will provide weekly or as
needed updates on the project.
3. Alert Center. Village employees regularly will encourage residents and community
members to sign up for the Notify Me list “Village Alerts.” This specific Notify Me
distribution list will be used in the event of an emergency.
K. USES OF WEBSITE FOR PROJECTS, PROGRAMS AND INITIATIVES
Section J already identified ways Notify Me will be utilized for Village communication.
Department pages, committee pages, the News and Events section on the front page of the
website and other specially designed webpages will allow for other communications on the
Village website. Links are created to bridge communications between the Village and other
public agencies and community partners. Overall, the community can expect a majority of
projects, programs and initiatives to be communicated on the Village website.
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CHAPTER 3 – LETTERS AND MEMORANDUM
INTRODUCTION
Letters and memorandums are effective communication tools to relay messages out to the
public and outside agencies. The Village wants to assure staff is using a consistent format when
sending out letters to the public and memorandum to governing bodies. The following outlines
the proper procedure and appropriate uses for letters and memorandum.
A. LETTERS
Appendix B demonstrates the appropriate letterhead to use for all letters sent by Village staff.
The Village logo and information should be present on the first page of the letter. The name
and contact information of at least one Village staff person/department must be in the letter.
Letterhead should be used for all outside communication, whether it is for a formal response to
an outside agency, resident, business, stakeholder, etc. It is an expectation for staff to use
professional and proper language when writing a letter. Village staff should include a signature
in all formal letters. When posting a letter in the mail, departments should charge postage to
their department postage accounts with the account codes provided.
B. MEMORANDUM
1. Village Board. Appendix C illustrates the memorandum to use when communicating
information to the Village Board. Content in the memorandum should be professional
and use proper language. Fiscal notes should include total cost, the account(s) to
charge the expense and the budgeted amount. Department heads are encouraged to
have the Finance Director review the fiscal note prior to completion. All memorandums
for the Village Board packet are due by the designated time set by the Village Manager
and Village Clerk.
2. Other Boards, Commissions and Committees. If Village staff is communicating to a
volunteer board, commission or committee through a memorandum, they should use
similar template that at least includes the background, recommended motion, a fiscal
note and attached documents. Village staff preparing a memorandum for a Village
board, commission or committee should contact the staff liaison to inquire when
materials are due for the agenda packet.
3. Interdepartmental. Any memorandum submitted internally to communicate a message
between departments should meet expectations outlined by the Village Manager.
C. USES OF LETTERS AND MEMORANDUM FOR PROJECTS, PROGRAMS AND INITIATIVES
Letters will be used for significant projects or newsworthy items that impact community
stakeholder groups and/or residents. The Village will also utilize letters to express policy
positions with other public agencies as well as for annual updates, such as including information
about utility bills or property tax payments. Memorandum will be used for all boards,
commissions, and committees as well as some internal communication.
Village of Shorewood - Communication Management Policy
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The Village of Shorewood  3930 N. Murray Ave.  Shorewood, Wisconsin 53211‐2303
414.847.2700  Fax 414.847.2606  www.villageofshorewood.org

Shorewood Police Department
Peter A. Nimmer
Chief of Police

Shorewood Police Department ◦ 3936 N. Murray Ave. ◦ Shorewood, Wisconsin 53211-2303
414.847.2610 ◦ Fax 414.847.2626 ◦ www.villageofshorewood.org/police ◦ e-mail police@villageofshorewood.org

Shorewood Public Library 3920 N Murray Avenue Shorewood, WI 53211
414.847.2670 shorewood@mcfls.org shorewoodlibrary.org

VILLAGE OF SHOREWOOD
REPORTS AND PRESENTATIONS TO VILLAGE BOARD
Agenda Item:
Date:
Presenter:
Department:
Overview – Please provide a summary of the agenda item along with bullet points highlighting the
main items and key issues.

Vision 2025 Plan – If this item is addressed in the Vision 2025 Plan, please include in what ways. If not
applicable, N/A should be entered in this space.

Sustainability – If this item is addressed in the Sustainability Action Plan or has long-term sustainability
impacts, please include and describe how it will impact the natural environment. If not applicable, N/A
should be entered in this space.

Action Required / Recommended – Please include the recommended motion or required action for
this agenda item.

Fiscal Note / Budget Impact – Please include the budget impact for this agenda item.

Attachments – Please list the following attachments and supporting documents for this agenda item.

Lake Drive Resurfacing Communication and Project Management Plan
2017
Activity
Present communication and project management plan to Village Board
Issue engineering/inspection RFP
Draft letter and communication message that is approved by all appropriate
staff
Post date and purpose of community meeting on the Village's website
Publish article in Village Manager's Memo informing residents about
community meeting
Post on Facebook informing residents about community meeting
Create Notify Me and Webpage for Project
Engineering/inspection RFP due
Mail out letters to homeowners within one block of Lake Drive north of
Capitol Drive promoting community meeting to discuss the issue of whether
Lake Drive should be four lanes or two lanes

Staff

Committee

Dec

TB

Village Board

18

Jan

Feb

Mar

Apr

May

June

July

Aug

Sept

Oct

Nov

19

LB, JK

21

TB
TB

28
28

TB
TB
TB
LB, JK

28
28
29

4,
11
15

2
TB, AM
2

Place slide on message board in Village Center about the community meeting
TB
Ask School District to post message about community meeting on their
website and all school newsletters
TB, KW
Ask Ericka Lang to forward message out to the local businesses informing
them of community meeting
TB, EL
Submit press release to North Shore Now about community meeting
TB
Invite other Village committees who may want to attend the community
meeting - Village Board, Parks Commission, Plan Commission
Assign Shorewood Today writer Jennifer Anderson to write about five year
plan for infrastructure projects
Provide copies of garbage cart flyers to DPW
Award Engineering/inspection contract
DPW begins distribution of garbage cart flyers
Ped/Bike Safety Committee distributes posters at local businesses in
Shorewood
Finalize community meeting structure with Ped/Bike Safety Committee
Conduct community meeting - have residents sign in and inquire how they
heard about the meeting; staff use data for later communication
Submit memo summarizing feedback from community meeting in Village
Board packet

2018

2
2
3
3

TB
TB, JA
TB
LB, JK
LB, JK
TB
TB
TB, LB,
JK, RE

3

Village Board

PBSC

5
8
8
9

PBSC

9

Village Board,
PBSC

17

TB
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Lake Drive Resurfacing Communication and Project Management Plan
Activity
Present summary of feedback to Village Board; ask Village Board to make a
decision on lane configuration
Post article in Village Manager's Memo summarizing feedback from
community meeting and decision by Village Board
Post article on Facebook summarizing feedback from community meeting and
decision by Village Board
Add summary to website summarizing feedback from community meeting
and decision by Village Board
Shorewood Today article on five year infrastructure plan due
Draft letter and communication message that is approved by all appropriate
staff summarizing community meeting and Board action
Mail out letters to homeowners within one block of Lake Drive north of
Capitol Drive summarizing community meeting and Board action
Engineering complete
Official notice publication dates
Construction bids due/open
Spring issue of Shorewood Today distributed
Award Construction contract
Assign Shorewood Today writer to write about Lake Drive project
Article on Lake Drive resurfacing project for Shorewood Today due
Summer issue of Shorewood Today is distributed
*Update project page on Village website
*Send letters to homeowners on mailing list about upcoming resurfacing
(includes FAQ document with letter)
*Send press release to North Shore Now about upcoming project
*Weekly Notify Me messages (conclude when project is completed)
*Take photos before, during, and after construction to document
*Updates in weekly Village Managers memo
*Construction Window (resurfacing will take 2-3 weeks to complete)
*Substantial completion
*Final completion
*Evaluation of resurfacing project

Staff

Committee

TB, RE

Village Board

Jan

Feb

Mar

Apr

May

June

July

Aug

Sept

2
2
2
9

thru
thru
thru
thru

28
28
28
28
28

Oct

Nov

22
25

TB

25

TB

25

TB
TB, JA

26
26

TB
TB
LB, JK
LB, JK
LB, JK
MB
LB, JK
TB, JA
TB, JA
MB
LB, JK

Dec

29
2
6, 13
20
Village Board

LB, JK
TB
LB, JK
LB, JK
TB
LB, JK
LB, JK
LB, JK
LB, JK,
RE, TB

2
5
4
27
1
15
18
25

12
19

* - Notes that date is subject to change pending on when the construction date begins. Contractor will be given a window July 9 through September 28 to complete project.
Once project begins, it is estimated to only take 2-3 weeks to complete pending weather.
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