CITY OF FALCON HEIGHTS
City Council Workshop
City Hall
2077 West Larpenteur Avenue

AGENDA
Wednesday, March 25, 2026
6:00 P.M.

A. CALL TO ORDER:

B. ROLL CALL: GUSTAFSON MAY_

MIELKE___ MOGEN ___ WASSENBERG___

STAFF PRESENT: LINEHAN____

C. POLICY ITEMS:

1.

2.
3.
4

Presentation by Roseville Area Community Foundation (RACF) (6:00)

Community Advisory Committee - Application Review Process (6:20)

Lauderdale Street Sweeping Contract Proposal (6:45)

Consider Approving a Contract with TimeSaver OffSite Secretary, Inc. for Recording
Minutes (6:50)

D. ADJOURNMENT:

DISCLAIMER: City Council Workshops are held monthly as an opportunity for Council Members to
discuss policy topics in greater detail prior to a formal meeting where a public hearing may be held and/or
action may be taken. Members of the public that would like to make a comment or ask questions about an
item on the agenda for an upcoming workshop should send them to mail@falconheights.org prior to the
meeting. Alternatively, time is regularly allotted for public comment during Regular City Council
Meetings (typically 2nd and 4th Wednesdays) during the Community Forum.
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Modifications/Amendment. Any amendments, addenda, alterations, or modifications to the
terms and conditions of this Agreement shall be in writing and signed by both Parties.

Non-Discrimination. The provisions of any applicable law or ordinance relating to civil
rights and discrimination shall be considered part of this Agreement as if fully set forth
herein.

Notices. All notices and other communications required or permitted under this Agreement
shall be in writing, and hand delivered or sent by United States registered or certified mail,
return-receipt requested, postage prepaid, or by overnight delivery service and shall be
effective upon receipt at the following addresses or as either Party shall have notified the
other Party. The Parties’ representatives for notification for all purposes are:

Falcon Heights: City of Falcon Heights
2077 Larpenteur Ave W
Falcon Heights, MN 55113
Attention: City Administrator

Or emailed: jack.linechan@falconheights.org

Lauderdale: City of Lauderdale
1891 Walnut St
Lauderdale, MN 55113
Attention: City Administrator

Or emailed: admin@]lauderdalemn.org

Subcontracting. Falcon Heights shall not enter into any subcontract for performance of any
Services contemplated under this Agreement without the prior written approval of
Lauderdale.

Assignment. This Agreement may not be assigned by either Party without the prior written
consent of the other Party.

Force Majeure. The Parties shall each be excused from performance under this Agreement
while and to the extent that either of them is unable to perform, for any cause beyond its
reasonable control. Such causes shall include, but not be restricted to fire, storm, flood,
earthquake, explosion, war, total or partial failure of transportation or delivery facilities,
raw materials or supplies, interruption of utilities or power, pandemic, and any act of
government or military authority. In the event either Party is rendered unable wholly or in
part by force majeure to carry out its obligations under this Agreement, then the Party
affected by force majeure shall give written notice with explanation to the other Party
immediately.

Governing Law. The laws of the State of Minnesota shall govern any interpretations or
constructions of the Agreement without regard to its choice of law or conflict of laws










EXHIBIT A

LA135-3-1080478.v2



BLANK PAGE



Meeting Date March 25, 2026

/ Agenda Item Policy C4

FALCON HEIGHTS Attachment See Below
THE CITY THAT SOARS

Submitted By Elke Johnson, Administrative &

Communications Coordinator

ITEM FOR DISCUSSION

Item Consider Approving a Contract with TimeSaver OffSite Secretary, Inc. for
Recording Minutes
Description The City would like to utilize TimeSaver Offsite Secretarial Service (TOSS) for

recording secretary services for the City Council meetings, workshops, and
Planning Commission meetings. TOSS provides minutes support for many of
our neighboring communities, including Arden Hills and Little Canada.

As the City has switched to recording workshops in 2025 and now two
workshops per month, the staff load of watching the meetings and typing the
minutes has increased. Freeing up staff time usually dedicated to minutes
(about ~2 hours for each one hour of meeting time) would allow staff to focus
on other priorities, such as increased communications or grant writing
opportunities.

TOSS charges cities a base rate and hourly rate for minute services. The base
rate assumes 12-point font, such as Times New Roman, and one-inch margins.
If the preferred formatting is significantly different, they adjust the rate
slightly. The 2026 rate is as follows:

TOSS CHARGES: TOSS shall be paid for its services as recording secretary for
each meeting, with a one (1) hour minimum, the highest prevailing rate, as
follows:

e Base Rate: One Hundred Seventy-Eight and 00/100 dollars ($178.00) for
any meeting up to one (1) hour (billable time) plus Forty-One and
50/100 dollars ($41.50) for each thirty (30) minutes following the first
one (1) hour; or

¢ Unit Rate: Fifty-Five and 50/100 dollars ($55.50) for the first hour of
meeting time and thirty-seven and 00/100 dollars ($37.00) for every
hour after the first hour, plus Sixteen and 75/100 dollars ($16.75) for
each draft minutes for submission to the City of Falcon Heights for their
preparation of final minutes.

The determination between applying a base rate or a unit rate is influenced by
a few factors. In general, meetings that require more detailed minutes are
billed at the unit rate. In some cases, the length of the meeting may also

City of Falcon Heights, Minnesota




warrant the use of the unit rate, even when the minutes are in a summary
format. Both the base rate and the unit rate are calculated, and the higher of the
two is applied.

Attached is also a minute style comparison chart; the “summary” style is most
similar to our current minutes.

TOSS will submit draft minutes to city staff for final review and clarifications.
Hiring a service to produce minutes would result in timely information for

citizens regarding government action and free up staff time to be used in other
areas.

Budget Impact Funds are available the 2026 Budget under Miscellaneous - Administration
Expenditures
Attachment(s) e Minutes Style Comparison Chart

e Approximate cost based on 2025 meetings
e Contract with TimeSaver Offsite Secretarial Services
e Resolution 26-24

Action(s) Requested

Staff recommends the approval of a contract with TimeSaver Offsite Secretarial
Services through December 31, 2026.




Style
Level of Detail

Includes

Omits
Tone / Readability
Typical Use Cases

Pages/Hour
Typical Rate
Examples

Detailed

High

All spoken content with cleanup of fillers
and grammar

“Um,” “uh,” small repetitions, small talk,
jokes

Clear but still faithful to speech

Legal meetings, council meetings,
charter/planning commission

8-10 pages/hour

Page rate

Councilmember Geisler stated he
learned more about Minnesota liquor
law than he intended. He noted he
better understands the differences
between each license category. Many
businesses don't want a full
intoxicating liquor license but still want
to sell craft beer. Councilmember
Geisler suggested the on-sale wine
license fees be adjusted. Under State
law, businesses need both a wine and
a beer license to sell strong beer. He
suggested that the license fee for
liquor licenses 35-99 be decreased
from $1,000 to $500, and 100+ be
decreased from $2,000 to $1,000. He
noted there is only one license
deployed at 100+, so the changes
wouldn't be a major impact to the
revenue side. He asked others for
their thoughts.

Expanded Summary
Moderate to high

All key points, speaker attributions,
relevant details

Repetitions, tangents, personal
comments

Readable, professional

Council meetings, charter/planning
commission, general commissions

6-8 pages/hour
Page rate, occasionally base rate

Councilmember Geisler explained that
he spoke with community members
about the fees. He requested that the
on-sale wine license be increased as
well. He suggested that the license fee
for liquor licenses 35-99 be decreased
from $1,000 to $500, and 100+ be
decreased from $2,000 to $1,000. He
noted there is only one license deployed
at 100+.

Summary
Moderate

Key ideas, outcomes, decisions, and
action items

Most dialogue, examples, quotes

Concise and formal

Council meetings, charter/planning
commission, general commissions
4-6 pages/hour

Base rate, occasionally page rate

Councilmember Geisler noted that he
spoke with community members about
the fees. He requested that the on-sale
wine license be increased as well.

Tight Summary

Low

Core content; doing instead of

saying

Disfluencies, tangents, informal
phrasing

Polished and publication-ready

Board meetings, general
commissions

2-4 pages/hour
Base rate

Councilmember Geisler listed
suggested changes for the liquor
license fees.



City Council Meeting Length Base Rate Unit Rate City Council Worksession Length Base Rate Unit Rate Planning Commission Meeting Length Base Rate Unit Rate
1/8/2025 0.25 $ 178.00 $ 89.00 1/8/2025 1 $ 178.00 $ 139.25 1/28/2025 1 $178.00 $ 172.75
1/22/2025 175 $ 261.00 $ 193.00 2/5/2025  2.75 $ 344.00 $ 230.00 6/24/2025  0.75 $ 178.00 $ 105.75
2/12/2025 1 $ 178.00 $ 12250 3/5/2025 25 $ 30250 $ 230.00 9/23/2025 1.75 $261.00 $ 142.75
2/26/2025 05 $ 178.00 $ 105.75 3/12/2025 1.75 $ 21950 $ 176.25 10/28/2025 1.5 $219.50 $ 126.00
3/12/2025 05 $ 178.00 $ 105.75 4/2/2025 3 $ 344.00 $ 230.00
3/26/2025 3 $ 344.00 $ 297.00 5/7/2025 2 $ 261.00 $ 193.00
4/9/2025 25 $ 30250 $ 230.00 6/4/2025 1.5 $ 21950 $ 193.00
4/23/2025 2 $ 261.00 $ 193.00 8/6/2025 35 $ 38550 $ 267.00
5/14/2025 2 $ 261.00 $ 193.00 9/3/2025 325 $ 38550 $ 246.75
5/28/2025 0.75 $ 178.00 $ 12250 9/10/2025 1 $ 178.00 $ 139.25
6/11/2025 1 $ 178.00 $ 12250 10/1/2025 225 $ 302.50 $ 260.00
6/25/2025 0.75 $ 178.00 $ 12250 10/22/2025 1.25 $ 21950 $ 156.00
7/9/2025 1 $ 178.00 $ 12250 11/5/2025 325 $ 38550 $ 313.75
7/23/2025 1 $ 178.00 $ 12250 12/3/2025 25 $ 30250 $ 297.00
8/13/2025  2.25 $ 30250 $ 196.50
8/27/2025 1 $ 178.00 $ 12250
9/10/2025 05 $ 178.00 $ 122.50
9/24/2025 05 $ 178.00 $ 122.50
10/8/2025 05 $ 178.00 $ 105.75
10/22/2025 2 $ 261.00 $ 176.25
11/12/2025 125 $ 21950 $ 139.25
12/10/2025 2 $ 261.00 $ 193.00
12/22/2025 075 $ 178.00 $ 139.25

Total $ 4,965.50 $ 3,459.00 $ 4,027.50 $ 3,071.25 $ 836.50 $ 547.25




RECORDING SECRETARY SERVICE AGREEMENT

THIS AGREEMENT is made between TIMESAVER OFF SITE SECRETARIAL, INC.
(“TOSS”) and the CITY OF FALCON HEIGHTS (“Falcon Heights”).

Falcon Heights wishes to retain the services of TOSS to act as recording secretary for all
assigned meetings during the term of this Agreement, and such special meetings as Falcon Heights
shall request of TOSS from time to time.

IT IS THEREFORE AGREED AS FOLLOWS:

1. Recording Secretary. TOSS shall provide a competent, experienced, and professional
recording secretary to transcribe and submit minutes of all assigned Falcon Heights
meetings and, as requested of TOSS by Falcon Heights from time to time, special meetings
of its Subcommittees. Minutes of each meeting shall be prepared and submitted via e-mail

to such officer as the City Clerk may designate from time to time within seven (7) business
days after each meeting webcast is posted.

2. Equipment. Falcon Heights shall provide for each meeting at the meeting site all
equipment required to record the meeting. TOSS shall provide all equipment and materials
necessary to transcribe and prepare the minutes.

3. TOSS Charges. TOSS shall be paid for its services as recording secretary for each meeting
with a one (1) hour minimum, the highest rate prevailing, as follows:

a. Base Rate: One Hundred Seventy-Eight and 00/100 dollars ($178.00) for any
meeting up to one (1) hour (billable time) plus Forty-One and 50/100 dollars
($41.50) for each thirty (30) minutes following the first one (1) hour; or

b. Unit Rate: Fifty-Seven and 00/00 dollars ($57.00) for the first hour of meeting time
and Thirty-Eight and 00/100 dollars ($38.00) for every hour after the first hour plus
Seventeen and 50/100 dollars ($17.50) for each page of draft minutes for
submission to the City of Falcon Heights for its preparation of final minutes.

4. Billing. When TOSS submits the minutes of each meeting, TOSS shall bill Falcon Heights
on TOSS’ standard invoice form, which itemizes the length of the meeting and the number
of pages of draft minutes prepared by TOSS of each meeting. Falcon Heights agrees that
it will submit each TOSS invoice with the next bill list or other applicable expense
authorization list to be considered by the Falcon Heights City Council or the authorizing
official of the Council.

5. Term. This Agreement shall become effective on , 2026, and shall continue
in force until December 31, 2026. Either party may cancel this Service Agreement with or
without cause upon thirty (30) days’ written notice; otherwise, the Agreement shall remain
in force.

6. Delegation. TOSS may, from time to time, appoint one or more persons and delegate its
duties as recording secretary hereunder to its employees. TOSS warrants that any delegates
will meet the minimum standards outlined in Section 1 of this Agreement.



10.

11.

12.

Dated:

Dated:

No Approach for Hire. Falcon Heights agrees that during the term of this Agreement and
any extension to it, and for a period of six (6) months thereafter, it will not employ, hire,
subcontract with, or otherwise engage as a recording secretary a person or an entity formed
by a person who has acted as a recording secretary of TOSS.

Agreement Extension/Modification. At the end of the term of this Agreement or any
extension of it, the parties may make a new Agreement or extend or modify the terms of
this Agreement in writing.

Independent Contractor. The parties to this Agreement agree that TOSS is an independent
contractor. TOSS is not an employee of the City and is not entitled to the benefits provided
by the City to its employees, including but not limited to health, workers’ compensation,
employment insurance, and pension or employee benefit plans.

Indemnification. TOSS shall indemnify the City against all liability and loss in connection
with, and shall assume full responsibility for, payment of all federal, state, and local taxes
or contributions imposed or required under employment insurance, social security, and
income tax laws, with respect to TOSS’ employees engaged in performance of the
Agreement.

Compliance with Applicable Regulations. TOSS shall, pursuant to performance, comply
with all applicable rules, regulations, statutes, or ordinances of any other unit or agency of
government, including but not limited to those relating to non-discrimination in hiring or
labor practices.

Workers” Compensation. TOSS shall obtain and maintain for the duration of this
Agreement, statutory Workers’” Compensation Insurance and Employer’s Liability
Insurance as required under the laws of the State of Minnesota.

, 2026 CITY OF FALCON HEIGHTS

By:
Its:  Council Administrator

, 2026 TIMESAVER OFF SITE SECRETARIAL, INC.

By:

Kristin Wirth

Its: CFO




CITY OF FALCON HEIGHTS
COUNCIL RESOLUTION

March 25, 2026

RESOLUTION AWARDING A CONTRACT TO TIMESAVER OFFSITE SECRETARIAL
SERVICES FOR RECORDING MINUTES THROUGH DECEMBER 31, 2026

WHEREAS, the City of Falcon Heights requires accurate and timely preparation of official meeting
minutes for City Council meetings, workshops, and Planning Commission meetings; and

WHEREAS, the City has increased the number of recorded workshops to two (2) per month,
beginning in 2025, resulting in a greater staff workload associated with reviewing recordings and
preparing minutes; and

WHEREAS, staff time required to prepare minutes is estimated at approximately two (2) hours per
one (1) hour of meeting time, limiting staff capacity to focus on other priorities such as
communications, community engagement, and grant writing; and

WHEREAS, TimeSaver Offsite Secretarial Service (TOSS) provides professional recording
secretary services to multiple neighboring communities, including Arden Hills and Little Canada;
and

WHERAS, City staff shall retain responsibility for reviewing, editing, and finalizing meeting
minutes prior to official approval.

NOW THEREFORE BE IT RESOLVED by the City Council of the City of Falcon Heights,
Minnesota:
1. The City Council hereby awards the contract for recording minutes to TimeSaver Offsite
Secretarial Services through December 31, 2026
2. The Mayor and City Administrator are authorized to execute the agreement on behalf of

the City.
Moved by: Approved by:
Randall C. Gustafson
Mayor
GUSTAFSON In Favor Attested by:
MAY Jack Linehan
MOGEN Against City Administrator
WASSENBERG

MIELKE
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