CITY OF CLOQUET
City Council Agenda
Tuesday, June 2, 2020
7:00 p.m.

VIA TELECONFERENCE

§CLOQUET
=

THERE WILL BE NO WORK SESSION

Roll Call

Pledge of Allegiance

Approval of Agenda

a. Approval of June 2, 2020 Council Agenda

Approval of Council Minutes

a. Regular Council minutes from the May 19, 2020 meeting

Public Comments

Please give your name, address, and your concern or comments. Visitors may share their
concerns with the City Council on any issue of public business. Each person will have 3 minutes
to speak. The Mayor reserves the right to limit an individual or successive individual’s
presentation if they become redundant, repetitive, irrelevant or overly argumentative. All
comments will be taken under advisement by the City Council. No action will be taken at this
time.

Consent Agenda

Items in the Consent Agenda are considered routine and will be approved with one motion
without discussion/debate. The Mayor will ask if any Council members wish to remove an item.
If no items are to be removed, the Mayor will then ask for a motion to approve the Consent
Agenda.

a. Resolution No. 20-31, Authorizing the Payment of Bills and Payroll
b. Approval of New Tobacco License — Diversified Management Group, Inc (Murphy Oil)
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CITY OF CLOQUET
City Council Agenda
Tuesday, June 2, 2020
7:00 p.m.

VIA TELECONFERENCE

Public Hearings

None.

Presentations

None.

Council Business

Account Clerk and Public Works Secretary Position Description
Approval of 2020-2021 Liquor and Related Business License Renewals
4 of July Celebration Activities

Police Chief Search Update
COVID-19 Update

oo o

Council Comments, Announcements, and Updates

Adjournment









MINNESOTA- REVENUE

CT102

License Application to Make Retail Sales of Cigarette and Other Tobacco Products

To be completed by applicant when applying for a license with a city or county.

Print or type

Business information

Statement of understanding

Sign here

(Rev. 8/12)

FOR MUNICIPAL USE ONLY

Applicant’s Minnesota tax ID number

The Minnesota tax ID must be issued in the same

(_Q7 Cf % D 4 l legal name of the licensee below. Higenes Rismtar
Period covered

Cigarettes/tobacco products will be sold (a separate license is required

for each location or vending machine): Date of issuance
@ Over counter DThrough vending machine D Both

Licensee's legal name Federal employer ID number (FEIN)
7EMN G, LLC 84-4924641

Business trade name (doing business as) Daytime phone

BP #7806 218-879-7513

Complete address of business location (permit location) County Other phone number

1310 Hwy 33 South Isanti 715-839-5258

City State Zip code Fax number

Cloquet MN 55720

Mailing address (if different than business address) City State Zip code Email address

PO Box 3155 Wi 54702-3155 | jenny.matysik@megacoop.com

Type of legal organization (check one):

I:] Minnesota corporation: Enter date of incorporation
CcO

D Yes

D Sole proprietor
D Partnership
D Other (describe)

[Zl Out-of-state corporation: State of incorporation

DNo

Are you registered to do business in Minnesota?

Corporate officers or partners (attach a list if necessary)

Name Title

Kenneth Monfort Owner

Address City State Zip code
1840 E Cedar Ave Denver cO 80209
Name Title

Alon Mor Owner

Address City State Zip code
6105 S Akron Way Greenwood Village  CO 80111

As a licensed tobacco products or cigarette retailer, | understand that:

1. | can purchase cigarettes only from a Minnesota distributor or subjobber who holds a license with the Minnesota Department of
Revenue.

2. I must obtain a tobacco products distributor license if | purchase untaxed tobacco products from an out-of-state company.

3. I may not sell cigarettes affixed with Minnesota Native American stamps unless my retail business is located on a reservation that
has a tax agreement with the State of Minnesota.

4. | may not purchase from or exchange cigarettes or tobacco products with another retailer.

5. | must keep complete and legible cigarette and tobacco products invoices on the licensed premises, or make invoices available
within one hour of request, for at least one year after the date of the purchase.

6. | know that the Minnesota Department of Revenue and/or law enforcement may conduct cigarette and tobacco inspections of
the premises, including inspections of inventory, invoices and licenses, and | understand that a refusal to allow an inspection is
grounds for revocation of my license.

7. 1 know that failure to comply with all requirements can result in criminal penalties, including the loss of cigarettes and tobacco

oducts.
A I
Licenged sigrmati Title Print name Date Daytime phone
(N Owner Kenneth Monfort 4/28/2020 303-731-1404
Licensing agent'’s signature Title Print name Date Daytime phone

License applicant: Submit this form to the licensing authority along with the license application.
Licensing authority: Mail or fax a copy of approved form to:
Minnesota Revenue, Mail Station 3331, St. Paul, MN 55146-3331.



CITY ADMINISTRATOR'S OFFICE

l CLOQU ET 1307 Cloquet Avenue, Cloquet MN 55720
Phone: 218-879-3347 Fax: 218-879-6555
\__— www.ci.cloquet.mn.us
. email: admin@ci.cloquet.mn.us

CITY OF CLOQUET, MN
APPLICATION TO SELL AT RETAIL
TOBACCO, TOBACCO PRODUCTS AND TOBACCO RELATED DEVICES

This application, all required documentation and fees must be submitted by any person desiring to obtain a license to sell
tobacco, tobacco products and tobacco related devices within the City of Cloquet, MN.

INDIVIDUAL SUBMITTING APPLICATION:

Kenneth Warren Monfort
Name:

First Full Middle Name Last

Applicant Current Address:

Denver, CO 80202

City, State, Zip:
303-731-1404

Home Phone Work Phone Cell Phone

kenny@monfortcompanies.com

E-Mail Address

. ~ Colorado
Date of Birth: Place of Birth:

BUSINESS INFORMATION:

. BP #7806
Business Name:

C MN 557
Addressof Business: 1310 Hwy 33 South, Cloquet, MN 55720

PO 31
Mailing Address (if different from above): Box 3155

Eau Claire, WI 54702-3155

218-879-7513 715-839-5258
Phone No.: Alternate Number:

MANAGER OR PERSON IN CHARGE OF BUSINESS:

neme: First Full Middle Name Last
Address: PD %D)L %\56 E‘LUL C/{“"‘ v WA 'D/L('70 - %] s$
City, State, Zip: %O | PI‘V\ nac (e wow! ﬁu&’l (= ann C (q:\/e wl S¢76 |
| ] 1(5-8%9-52(! = ,
Home Phone Work Phone Cell Phone

VWK o ue ke © Mg coop. Qu-

E-Mail Addres‘sJ




PREMISE / PROPERTY INFORMATION:

Property Zoning District: Property Parcel ID Number:

Property Complete Legal Description: \3 U') \’h’d\t Eke) S‘QLKH/»
Uemqud- MM 55720
U L

Real estate taxes on property to be licensed are: Bl Paid current [0 Delinquent
Are there any financial claims to the City of Cloquet owed by the applicant, business owner, or property owner?
None exist. [0 There are financial claims owed to the City of Cloquet.

If there are current financial claims owed to the City of Cloquet, please state the responsible party, state amount(s), and type of
claim:

Responsible Party Amount Type of claim {i.e., utilities, etc.)
1. Have you ever been convicted of any violation of a federal, state, or locat law, Code or Ordinance provisions , or other
regulation relating to tobacco or tobacco products, or tobacco related devices within the past five (5) years?
0 Yes O -No If yes, give information as to the date, place, and offense for each conviction.
2. Have you ever been denied a license to sell tobacco or tobacco products or had such license suspended, revoked or
canceled in any City/State, including Cloquet? O Yes @OQ-No

If yes, please provide details; description, date and location

3. Are you prohibited by federal, state, or other local law, Code or Ordinance, or other regulation, from holding such a
license? O Yes [ No

If yes, please provide details:

| HEREBY UNDERSTAND AND AGREE THAT:

(1) do hereby swear that | have submitted all of the required documentation as listed above and that the answers in this
application are true and correct to the best of my knowledge. |do authorize the City of Cloquet, its agents, and employees, to
obtain any necessary information and to conduct an investigation, if necessary, into the truth of the statements set forth in this
application and my qualifications for this license. | do understand that providing false information shall be grounds for denial of
my license.

4/28/2020

Signature of Applicant Date

. Kenneth Warren Monfort
Print Name,

First Middle Last

SEND FUTURE APPLICATION RENEWALS TO:
O Applicant’s Residence Address
B Business Address

FOR CITY USE ONLY: (When applicable)

City Administrator: |




ADMINISTRATIVE OFFICES

101 14th Street Cloquet, MN 55720-1903
Phone: 218.879.3347 Fax: 218.879.6555
www.cloquetmn.gov

REQUEST FOR COUNCIL ACTION

To: Mayor and City Council
From: Tim Peterson, City Administrator __ C?
Date: June 2, 2020 \

ITEM DESCRIPTION: Merging of Accounting Clerk and Public Works Secretary Job Descriptions

Proposed Action

The City Council is asked to discuss and approve the proposed job description for the Permit &
Accounting Clerk position and appoint Laurie Anderson, currently the Public Works Secretary and
Marlaina Cooper, currently the Accounting Clerk to this new position.

Background/Overview

With the move from the old City Hall to our new building, the floor plan of City Hall has changed in a
favorable way. Both our Public Works Secretary and Accounting Clerk are now co-located at the front
counter to provide service to our customers. Currently, the Public Works Secretary provides service to
public works, EDA, planning and building inspection customers to include the processing of permits.
The Accounting Clerk receives payments, balances cash drawers and customer payments, and prepares
receipts for various departments. This position also assists with and completes as directed or assigned,
various financial activities such as accounts receivable, accounts payable, special assessments and budget
schedules among other finance related activities. Both positions provide general reception duties such as
answering the telephone and directing calls and receiving and directing visitors, as necessary.

The combination of these two positions will provide a smoother customer service flow for our citizens
and ensure 100% task coverage when one person is out of the office.

Staff has coordinated the combination of the two job descriptions/positions with the representative union
and the affected employees and all see this as a favorable change.

Policy Objectives

The City is required to have a job description in order to conduct a proper grading and pointing of a
position. The combined duties described in this draft job description will fill gaps in customer service
experienced when one staff member is away.

Financial/Budget/Grant Considerations

The City’s 2020 budget included funding for 2 FTE positions at the City Hall front desk, along with 2.5
FTE positions at the Police Department front desk. With the combination of these two positions, we will
be able to sufficiently staff both desks, provide the best service to our customers, while lowering the
impact to the approved budget by .5 FTE.




To Mayor and Council
Job Description Merger
June 2, 2020

Page 2

Both employees associated with the combination of the two positions are currently full-time employees.
Marlaina Cooper works part time as the current Accounting Clerk and part time as an Administrative
Police Secretary. With the combination of the two jobs Marlana’s job will

become full-time at City Hall and the part-time Administrative Police Secretary Position will be
eliminated.

Advisory Committee/Commission Action
None

Supporting Documentation Attached
o Draft job description
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City of Cloquet
P Job Description
POSITION: Permit & Accounting Clerk
DEPARTMENT: Administration
REPORTS TO: Asst City Administrator
SUMMARY

Greets visitors and operates switchboard; directs calls and visitors to appropriate departments
as necessary. Provides clerical support for the City Administration, Finance, Community
Development and Engineering.

ESSENTIAL FUNCTIONS OF THE JOB

Receives incoming telephone calls and responds to questions, complaints or requests regarding
City procedures, regulations, operations or services and refers/directs inquiries to other
department employees when necessary; receives and directs visitors as necessary

Provides clerical and administrative support to Administration, Public Works, Community
Development, Finance and other City staff as directed

Coordinates, collects, assembles and distributes correspondence and agenda/information
packets to a variety of City Boards and Commissions for meetings

Receives initial emergency reports regarding broken water mains, sewer backups, interruptions
to water service, basement flooding, slippery streets, road washouts, fallen trees, etc. and
assesses urgency of issue and notifies or dispatches appropriate departmental personnel

Compiles and maintains information, prepares selected reports and maintain various files
including operating data, maintenance records, work orders, overtime reports, equipment
inventories, building permit database and reports, etc.

Assists public and contractors with routine building and engineering permits; reviews permits
for completeness and enters permits into permitting software. Issues or holds building permits
requiring plan review for the Building official, City Planner, or Public Works/Engineering.

Issues water meters to new customers, collects and maintains appropriate customer
information. Coordinate the scheduling of water meter repairs and replacement with meter
maintenance department. Notifies billing department to set up new accounts, when to activate
accounts or as otherwise required to implement changes in billing.

Responds and assists public with questions regarding general zoning district information,
building permits, engineering, and other permits, licenses or applications
#
e
Permit & Accounting Clerk Page 1
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Provides clerical support to include preparing/filing a wide variety of documents, including
letters, reports, work orders, purchase orders, minutes, specifications and public notices

Performs general office duties including ordering of office supplies, and routine maintenance
supplies for all department personnel.

Be familiar with the City and EDA website in order to direct callers/visitors to necessary
information

Receives payments, balances cash drawers and customer payments, and prepares receipts for
various departments

Assist with and complete as directed or assigned various financial activities such as accounts
receivable, accounts payable, special assessments, budget schedules, etc.

Sorts and distributes mail and prepares outgoing mail for pick-up
Performs other duties as apparent or assigned
QUALIFICATION REQUIREMENTS

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

EDUCATION AND/OR EXPERIENCE

High School diploma or equivalent. Three years related office/customer service experience and
two years computerized billing, cashier and/or accounting training or experience.

LANGUAGE SKILLS

Ability to read and interpret written documents and procedure manuals, ordinance documents,
and review and comprehend simple building and site plans and drawings. Ability to prepare
written reports and correspondence. Ability to communicate effectively with customers, other
employees, supervisors, elected officials and the general public.

MATHEMATICAL SKILLS

Ability to make arithmetic computations using whole numbers, fractions and decimals. Ability
to calculate daily interest, sales tax, water/sewer usage, ratios, percentages, areas and
volumes.

#
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REASONING ABILITY

Ability to apply commonsense understanding to carry out instructions furnished in written, oral,
or diagram form. Ability to deal with problems involving several concrete variables in
standardized situations. Ability to work both independently and as part of a team.

OTHER KNOWLEDGE, SKILLS AND ABILITIES

High level of knowledge and proficiency in use of computers including Microsoft Office (Word
and Excel) and Adobe

Knowledge of recordkeeping, bookkeeping and accounting practices and procedures
General knowledge of operation and upkeep of all office equipment

Ability to operate multi-line telephone system

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to
finger, handle, or feel objects, tools, or controls; and talk or hear. The employee is occasionally
required to stand; walk; reach with hands and arms; and stoop, kneel, crouch, or crawl.

The employee must regularly lift and/or move up to 10 pounds. Specific vision abilities required
by this job include close vision, distance vision, color vision, peripheral vision, depth perception,
and the ability to adjust focus.

WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations

may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

#
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