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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 have been allocated in the 2026 Budget under Miscellaneous – 
Administration Expenditures  
 

Attachment(s) • Minutes Style Comparison Chart 
• Approximate cost based on 2025 meetings 
• Contract with TimeSaver Offsite Secretarial Services  
• Resolution 26-24 

Action(s) Requested Staff recommends the approval of a contract with TimeSaver Offsite Secretarial 
Services through December 31, 2026. 

 





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 1.75 261.00$       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$       122.50$       3/5/2025 2.5 302.50$       230.00$       9/23/2025 1.75 261.00$   142.75$      
2/26/2025 0.5 178.00$       105.75$       3/12/2025 1.75 219.50$       176.25$       10/28/2025 1.5 219.50$   126.00$      
3/12/2025 0.5 178.00$       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 2.5 302.50$       230.00$       6/4/2025 1.5 219.50$       193.00$       
4/23/2025 2 261.00$       193.00$       8/6/2025 3.5 385.50$       267.00$       
5/14/2025 2 261.00$       193.00$       9/3/2025 3.25 385.50$       246.75$       
5/28/2025 0.75 178.00$       122.50$       9/10/2025 1 178.00$       139.25$       
6/11/2025 1 178.00$       122.50$       10/1/2025 2.25 302.50$       260.00$       
6/25/2025 0.75 178.00$       122.50$       10/22/2025 1.25 219.50$       156.00$       

7/9/2025 1 178.00$       122.50$       11/5/2025 3.25 385.50$       313.75$       
7/23/2025 1 178.00$       122.50$       12/3/2025 2.5 302.50$       297.00$       
8/13/2025 2.25 302.50$       196.50$       
8/27/2025 1 178.00$       122.50$       
9/10/2025 0.5 178.00$       122.50$       
9/24/2025 0.5 178.00$       122.50$       
10/8/2025 0.5 178.00$       105.75$       

10/22/2025 2 261.00$       176.25$       
11/12/2025 1.25 219.50$       139.25$       
12/10/2025 2 261.00$       193.00$       
12/22/2025 0.75 178.00$       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. 

  



 
7. 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. 

 
8. 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. 

 
9. 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. 

 
10. 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. 

 
11. 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. 

 
12. 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. 

 
Dated:      , 2026  CITY OF FALCON HEIGHTS 
  
 By:         
 Its:   Council Administrator  
 
  
Dated: _____________, 2026  TIMESAVER OFF SITE SECRETARIAL, INC.  

 
 By:   
         Kristin Wirth 
 
 Its:  CFO   
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