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Congratulations on your role as City Services Liaison - 2025

Responsibilities:
1. Coordinate with City departments, specifically Public Works (PW) and Parks & Rec (P&R) for fair support
2. Create and publish the City Services letter (reviewed by board) that outines requests for City
3. With help from City (Linda Robb) set up city services meeting to review the letter
4. Facilitate any help needed from City during fair weekend

City Coordination Department Leads (update for 2025)
1. City manager (new)  -Taylene ?
a. Permits
2. Community Development - ?? 
a. Permits
3.  Erick Lee – PW department head
a. Electricity
b. Maintenance (cleaning, closures of street
4. Mark Leyman – P&R Department head

Note:   Traffic and Safety lead will coordinate with Police and Fire

2024 Lesson’s Learned
· Review parking and street signage (PW) and closure signage w/ P&R (fields) before they print
· Ensure our own locks and chains for KC and Beer Garden
· City Letter – See 2025 draft letter for updates
· Add to City letter, PW supplies BG entry/exit signs.
· Power in wine garden by Thursday morn.
· Need 2 plugs for ATM on Dorsey
· Need electrical for BG speaker box (box supplied by Choura)
· Do not need P&R volunteer help on Thursday
· Lock basketball courts on Wed
· Create a more detailed daily task list and coordinate w/ PW
· Wasn’t clear when they were planning to start certain tasks – like field marking
· Work with P&R to get more volunteers in Kid Country (only had 1) 
· Ensure parking lot and street closure times are correct before posting
· Change applications to read that every electrical device will need 1 20-amp connection
· Review field layout with PW early to ensure electrical needs can be met
· Fix map to show Amps vs. watts.  Need 20 Amps (1 plug) for every device
· Consider map that shows electrical locations - the old cad drawing; Could PW create?
· Banners:  provide both locations (get photos from directors) and banners to PW. 
· Make sure to get Joslyn keys Wednesday, even if locks aren’t changed til Friday
· If using, retrieve Jen Caskey banners from field fences on Monday; bring back to Michael Hudak following fair (Note that Archie , Michael’s boss, coordinates with Little league to take down and rehang banners.
· Consider buying our own A frames.
· PW leads:  Our fair lead as MIA.  Also need on field leads for each day, Friday thru Monday, from both Elect and maint.  (Did not have leads on Monday)
· Permits – start w/ City manager (Tayleen) early
· Work with Traffic and Safety lead to ensure parking lot and street closure times are correct, before posting.				
	

SCHDULE

January/February
· Read bylaws
· Understand any changes in City contacts (coordinate with Secretary.

March/April
· Reach out and introduce yourself to PW and P&R directors. Can set up in person meetings

May/June
· Update City Letter and review with board members
· Start  permitting process with City (support board member in charge)

July
· Get meeting schedule (Linda Robb) and send City letter to City members in prep for city liaison meeting.  

August
· Schedule separate meeting w/ PW and P&R fair leads to go over specific items in letter in details
· Meetings to have before fair
· Complete  permitting process

Late August/Early September:
· City letter meeting w City leads
· Fair permit meeting (scheduled by city)

Fair Weekend:
· See embedded excel schedule below
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		Responsible party		Week before		Monday		Tuesday		Wed		Thurs		Fri		Sat /Sun		Monday		Later in week

		Choura plan								Astroturf		Tents and staging		Rentals placed		Linens and Final		Take down





		Other		Program phone numbers for all support folks in cell (speed dial)										Chalk Streets, Help with banner hanging		Check in on Trash (city and waste mgmt), Protime and Comms		Waste mgmt dir:  All trash cleaned up off field		Write down lesson's learned

														Check ATM dropoff		Check in with KC, volunteers and free games		KC  and BG director:  Ensure all of our locks and chains were picked up		Bring hats for P&R and/or PW team members that didn’t receive them

						Comm Rel dirctor:  Pick up Jenn Caskey banner is using												Comm Rel dirctor:  Bring Jenn Caskey banner back to P&R

		Parks & Rec		Review closure signage		Reminder email about A frames drop off (if needed)								Check tennis courts and batting cages open

						Get names of  rec workers from Michael Hudak		Check baseball banners down		Ensure basketball hoops and tot lot closed				Check A frame delivery - if borrowing		Podium in front of Joslyn		T&S directror:  If using A frames, ensure all back to spot they were picked up.

		PW		Review street and parking lot closure signage		Drop off  6 Banners w PW with photos of locations to hang		Resp for Waste mgmt dir:  Check fencing/gate removal at dog park dn access to live oak and dorsey		Check banners up in appropriate spots		Check signage on street & parking lot closures								Pick up banners and bring back to storage

						Drop off final field maps w/ electircal;  should have been coordinated prior week		Resp for Waste mgmt dir:  Check service entrance on Dorsey and 20th		check wooden slats delivered		Check green belt access for KC		Check elecrical for BBQ plus all other elect OK and wire covers in place		Elect help as needed

										Check band shell in place		Check street cleanliness and basketball courts		check faucets at sinks and check for wood chips		ATM help as needed

								Support initial Field marking w Food/Games Directors		Support field marking		Check Joslyn locks changed		Check city trash		Check city trash

										Get keys		Check lights on fields and courts		Check lights on fields and courts		Check lights on fields and courts






