
 
 
 
 

Posted: February 13, 2014 
 

CRYSTAL CITY COUNCIL 
SECOND WORK SESSION AGENDA 

 

Tuesday, February 18, 2014 
 

To immediately follow the Regular City Council Meeting 
 

Conference Room A 
 
 

Pursuant to due call and notice given in the manner prescribed by Section 3.01 of the City 
Charter, the second work session of the Crystal City Council was held at  ______ p.m. on 
Tuesday, February 18, 2014 in Conference Room A located at 4141 Douglas Drive, Crystal, 
Minnesota. 
 
I. Attendance 
   Council members   Staff 
 

   ____ Selton    ____ Norris 
 
   ____ Adams    ____ Therres 
 
   ____ Budziszewski   ____ Norton 
 
   ____ Deshler    ____ Hansen 
 
   ____ Hoffmann   ____ Mathisen 
    
   ____ Libby    ____ Revering 
 
   ____ Peak    ____ Serres    
        
II. Agenda 
 

The purpose of the second work session is to discuss the following agenda items: 
� Continue discussion of financing Crystal’s share of emergency water supply 
� GreenStep Cities 
� Liquor license fees 
� Commission Liaisons reports/updates 

 
 
III. Adjournment 
 

The work session adjourned at ______ p.m. 
 
 

Auxiliary aids are available upon request to individuals with disabilities by calling the City Clerk at (763) 
531-1145 at least 96 hours in advance.  TTY users may call Minnesota Relay at 711 or 1-800-627-3529. 

 

4141 Douglas Drive North • Crystal, Minnesota 55422-1696 
 

Tel: (763) 531-1000  •  Fax: (763) 531-1188  •  www.crystalmn.gov 
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DATE:  February 11, 2014 
 

TO:  Mayor and City Council 
 

FROM: Anne Norris, City Manager 
  Chrissy Serres, City Clerk 
 

SUBJECT: Liquor Licenses 
_________________________________________________________________ 

 

At its January 21 work session, the City Council asked staff for additional information regarding 
the staff time and costs associated with processing liquor licenses/wine and beer licenses. 
Attached is a summary of the licensing process, which includes approximate staff time and 
costs. The attachment reflects a seamless liquor licensing process from start to finish, 
however that is rarely the case. Staff time can vary depending upon a variety of factors such 
as specific business license requirements and other circumstances that may arise throughout 
the process.  
 
Additional staff time is also required to manage compliance checks, enforcement action, 
maintain accurate records, and provide extra assistance to non-compliant licensees. The 
City Clerk, Police Department, City Attorneys, and Finance Department may be included in any 
of the above regulation and management of liquor licenses. An average cost for these services 
can range from $4,000 - $6,000. 
 
Due to costs associated with regulating and managing liquor licenses, staff proposes the 
following fee increases: 
 
Liquor        Current annual fee     Proposed annual fee 
Off sale 3.2 malt liquor:              $50.00           $100.00  
On sale 3.2 malt liquor:             $522.50          $550.00 
On sale wine premises seating 25-99:           $500.00          $2,000.00 flat fee  
On sale wine, premises seating 100+:           $1,000.00         $2,000.00 flat fee  
Dual on sale wine/beer, premises seating 25-99:          $1,022.50         $2,550.00 flat fee  
Dual on sale wine/beer, premises seating 100+:          $1,522.50         $2,550.00 flat fee 
 
 
The Council should discuss any changes to the liquor license fees. 

 

MEMORANDUM 

 



Liquor License Staff Time Summary 
 

 
STEP ONE - New Business Information Form (BIF): 
 Staff involved in responding to a new liquor license establishment: 

o Community Development Director – compile comments from staff and issue BIF 
letter to applicant 

o City Planner - make zoning determination and transmit findings to CD Director 
o City Clerk – determine licensing requirements and provide comments to CD 

Director 
o Building Official – Provide comments to CD Director regarding process for 

obtaining permit applications, inspections, certificate of occupancy, etc. 
o West Metro Fire-Rescue District – create separate response letter to applicant 

regarding fire code requirements, inspections, etc. 
 
  
STEP TWO - City Clerk: 

• Prepare appropriate City and State liquor license application forms for applicant 
• Meet with applicant to review license application forms, city ordinances and applicable 

laws 
• Receive and review application forms and verify application is complete, which includes 

ensuring the application has been completely fill out and all required supplemental 
information has been submitted, such as purchase or lease agreements, Articles of 
Incorporation, by-laws, addendum for corporations, etc. as applicable per business 

• Verify business name/information with the Secretary of State’s Office (online verification 
of information is available but additional follow-up via phone, email, etc. may be 
required) 

• Verify Tax ID numbers with the MN Department of Revenue (via phone - online 
verification not available at this time) 

• Review certificate of insurance for proper information and ensure it meets State 
requirements – additional follow-up with insurance company is typical via email and/or 
phone 

• Forward application documents to City Attorney for review (preparing documents for 
scanning, copying, emailing and/or mailing etc.) 

• Forward background forms to the Police Department to conduct applicable background 
checks (creating memo, copying, etc.) 

• Verify with State the required inspections per establishment; follow-up with State, 
applicant, and city staff as appropriate 

 
  

STEP THREE - Police Department: 
• Records/Office Manger processes various records checks 
• Deputy Chief or Lieutenant conducts further background checks in which the applicant 

and references are contacted via phone. This person also creates a written report to the 
Police Chief and City Clerk of the findings. 
 
 
 



STEP FOUR - City Attorney: 
• Review applications and discuss issues with City Clerk 

 
 
STEP FIVE - City Clerk: 

• Once background is clear and City Attorney has completed his review of the application 
information, City Clerk contacts applicant to schedule a date for public hearing 

• City Clerk prepares notice for the public hearing and forwards to SunPost for publishing 
(10 day prior to Council meeting) 

  
 
STEP SIX - Engineering/GIS: 

• Researches properties within a 500’ radius and creates address labels and a map for City 
Clerk 

  
 
STEP SEVEN - Administrative Support Staff: 

• Collect and process licensing fees 
• Processes public hearing notice mailing to applicable properties (stuffing and labeling 

envelopes, mailing, etc.) 
• Data entry of applicant information in the licensing software program 

 
 
STEP EIGHT - City Clerk: 

• Prepares staff report for Council meeting and Public Hearing 
• Complete processing of State forms after Council action (Chief to sign State applications) 

and mail required documents to State for processing and approval (On-line processing of 
liquor licenses is not yet available) 

• Follow-up with State regarding licenses, coordinate required State liquor license site 
inspection with applicant 

• Once the State approves the license(s), process city license(s) and notify applicant 
• Follow-up with building, health and fire departments to ensure all outstanding orders and 

inspections have been complied with before issuing license 
 
The process for new liquor licenses is 4 - 8 weeks depending on the license requirements and 
specific circumstances. 
 
Departments Average Time Average Costs 

Community Development  1.5 - 3 hours $100 - $200 

Administration 12 - 18 hours $650 - $1,000 

Engineering/GIS 1 - 2 hours $50 - $100 

Police  6 - 8 hours $450 - $800 

West Metro-Fire Rescue District 1 - 2 hours $60 - $120 

City Attorney 1 - 3 hours $150 - $450 

Total 22.5 - 36 hours $1,460 - $2,670 

Average 29 hours $2,065.00 
 



 

 

Memorandum 

 
DATE: February 11, 2014 
 
TO: Mayor and City Council 
   
FROM: Anne Norris, City Manager 
 
SUBJECT: Commission Liaison Updates 
 
                                                                     
Councilmembers are appointed as liaisons to the various advisory commissions.  The 
Council has had discussions about wanting to be better informed about the activities of 
the various commissions.  At the second work session of each month, there will be a 
standing agenda item for reports from the liaisons to the following commissions: 
 

- Environmental Quality Commission 
- Human Rights Commission 
- NWHHSC Advisory Committee 
- Parks & Recreation Commission 
- Planning Commission 
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