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+-04.o pEFrlrTrol{ffigEucEell
,ThS wor.dg.a.nd ph.Gses.beloW .ha.ye the followino.meanings.fgl, Ihe H?mburg To. yynsh,ip.

Admin istrative Pol icies and Procedures Manua I

Bankers'Acceptance (BA): A draft or bill or exchange accepted bv a bank or trust
comoanv. The acceoting institution guarantees oayment of the bill, as well as the
issuer.

Broker: A broker brinos buyers and sellers together for a commission oaid bv the
initiator of the transaction or by both sides.

Callable Bond: A bond issue in which all or oart of its outstanding orincipal amount
may be redeemed before maturiW by the issuer under specified conditions.

Certificate of Deposit: A time deoosit with a speciflc maturity evidenced by a

certificate. Large denomination CDs are typically negotiable.

Collateral: Securities or property pledged by a borrower to secure oayment.

Commercial Paper: An unsecured oromissorLnote with a fixed maturity of no more
than 270 davs. Commercial paper is normally sold at a discount from face value.

Construction work: new construction. alterations. repair, installation, completion,
demolition, or imorovement of a Townshio-owned or Township-occupied building or
other public works.

Construction oroject: labor and material necessary for the construction, renovation,
repair or improvements of a Township-owned building, exceot repair in emergencv
situations.

Content: Words, Video, Audio, or anv combination of these things, which are used to relay
a message to the public throuoh Social Media Networks.

Craftsmen, mechanics and laborers: all skilled and unskilled craftsmen. mechanics, .
laborers, workers. and aporentices, but not executive, administrative, professional,
suLervisory, office or custodial employees.

Dealer: A dealer, as opposed to a broker, acts as a orincipal in all transactions, buying
and selling for his/her own account.

Debenture: A bond secured only by the general credit of the issuer.
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Delivery Versus Payment: There are two methods of delivery of securities: delivery
versus payment and delivery versus receiot (also called free). Delivery versus oayment
is delivery of securities with an exchange of money for the securities. Delivery versus
receiot is deliverv of securities with an exchange of a signed receiot for the securities.

Discount Securities: Non-interest-bearing monev market instruments that are issued
at a discount and redeemed at maturiW for full face value.

Diversification: Dividino investment funds amonq a variety of securities offering
indeoendent returns,

Emeroency Manaoement Director: Township Official. or staff member, as listed in the
Emerqency Management Plan Resolution. who is authorized to direct staff to post on anv
platform, for purposes of relaying timely information to the oublic in an emergency
situation.

,Execgti.v,p Te.amiA group of elqqtgd. officialg consj$jng.pf=thg.St'toerui$gr, Clerk and
Treasurer, who are resoonsible forpfoyidllg!?y.:lq:Cey.difectignend==c=glttrclpystAlI.
Township activities that are not assigned by State law to another official, and to orovide a

liaison between the Board and the various Township depaftments..-

Fringe benefits: compensation due an employee oursuant to a written contract or
written policy for holidav. time off for sickness or injury, time off for personal reasons or
vacation, bonuses, authorized expenses incurred during the course of emoloyment, and
contributions made on behalf of an emplovee.

Federal Deposit Insurance Corooration (FDIC): A federal aoency that insures
bank and savings bank deoosits.

Federal Funds Rate: The rate of interest at which Fed funds are traded. The Federal
Reserve currently pegs this rate throuqh open-market operations.

Fed Wire: A computer svstem linking member banks and other financial institutions to
the Fed, used for makino inter-bank payments of Fed funds and for making deliveries of
and payments for Treasurv, agency and book-entry mortoage backed securities,

Investment Advise/s Act: Legislation oassed bv Congress in 1940 that requires all
investment advisers to register with the Securities and Exchange Commission. The Act
is designed to orotect the public from fraud or misreoresentation by investment
advisers.

-i:--
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Liquidity: A liquid asset is one that can be converted easily and rapidly into cash
without a substantial loss of value.

Local Government Investment Pool: A pool of funds authorized under the laws of
the State that receives deposits from one or more local units and pays returns based
uoon each local unit's share of investment in the pool.

Locality: the Township of Hamburq or Livingston County.

Lowest resoonsive, responsible bidder: resoonsible contractor with the lowest bid which
satisfles the reouirements of all local, State and Federal laws, this section, any bid documents
used to solicit bids, and any other guidelines and specifications required for the construction
project.

^?g.ryesef.i,ri-to-ffiaiA, ih6'd
is adjusted to reflect its current market value.

Market Value: Current market price of a securitv.

Master Repurchase Agreement: A written contract coverino all future transactions
between the oarties to reourchase or reverse repurchase agreements that establish
each party's rights in the transactions. A master aqreement will often specify. among
other things. the right of the buyer-lender to liquidate the underlying securities in the
event of default by the seller-borrower.

MaturiW: The date upon which the principal or stated value of an investment becomes
due and pavable.

is

Townshift oral or written; and reseinds prior polieies; proeedures; handkook; or
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Most appropriate medium or mediqi.no.tification ir! a.medi!.lEr..=o.t.cgmblnation of
media which. in the best judqment of the Department, will result in the greatest number
of responsible vendors.

Money Market Mutual Fund: A mutual fund that limiG its investments to some or all
tvpes of money market instruments.

Net Asset Value: The market value of one share of an investment comoanv, such as a
mutual fund.

No Load Fund: A mutual fund that does not lew a sales charge on the ourchase or
sale of its shares,

NRSRO: Nationally Recognized Statistical Rating Organizations - organizations that
issue credit ratings for securities.

Portfolio: Collection of securities held by an investor.

Primary Dealer: A grouo of government securities dealers who submit daily reports of
market activity and oositions and monthly financial statements to the Federal Reserue
Bank of New York and are subiect to its informal oversight. Primarv dealers include
Securities and Exchange Commission (SEC) registered securities broker/dealers, banks,
and a few unregulated firms.

Project: construction work to be contracted bv the Township by one or more contracts
for which the Township establishes a single budgeE or construction work to be
contracted by the Townshio when the Township Board declares a contract or group of
contracts to be a project. The Townshio Board shall make this declaration at the time
of establishing the budqet for the work or later, but before biddino the contracts for the
construction work to be declared a project.

Prudent Person Rule: Standard of investing which states that investments shall be
made with judgment and care, under circumstances then prevailing. which persons of
prudence. discretion and intelligence exercise in the management of their own affairs,
not for soeculation. but for investment, considering the probable safetv of their capital
as well as the probable income to be derived.

Rate of Return: The yield obtainable on a securiU based on its purchase price or its
current market price. This mav be the amortized yield to maturity on a bond or the
current income return.
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Ratings: An evaluation of an issuer of securities bv Moody's. Standard & Poor's. Fitch,
or other rating services of a security's credit worthiness.

Reourchase Agreements: A transaction whereby a holder of securities sells securities
to an investor with an agreement to repurchase them at a fixed orice on a fixed date.
The securitv "buver" in effect lends the "seller" money for the period of the agreement.
and the terms of the agreement are structured to compensate the buyer. Dealers use
reourchase agreements extensively to finance their positions.

Responsible contractor: any contractor or sub-contractor who is sufficientlv qualified to
satisfactorily oerform the construction project. or any relevant part of the construction o0ect
as determined bv the Township.

Rule 2a-7 of the Investment Company Act of 1940: Aoolies to all money market
mutual funds and mandates such funds to maintain certain standards, including a 13-
month maturiW limit a 90-dav average maturity on investments and maintenance of a
constant net asset value of one dollar ($1.00).

Safekeeoing: Holding of assets (e.9.. securities) by a flnancial institution.

Socia! Media Activities: Include, but are not limited to: Social Media Posts. Advertisinq.
Township Newsletter. Local Newsoaper Articles, Cable Channel Programming, Printed
Media, Public soeaking engagements and/or oresentations.

Social Media Networks: Examples of this are Facebook, Twitter, Instagram, Cable
Channel, Website, etc.

Social Media Specialist(s): Staff member and/or Township Board or Committee member
who has been granted authority by the Social Media Director to perform the duties outlined
in this policy as relates to social media for their particular category.

Social Media Director: Township Official. or designee, who has been granted authority
by the Township Board of Trustees to oversee, or oerform. all social media activities of the
Social Media Specialist, and approve content for the category thev have been assigned.
They work with the Townshio Clerk for all oress releases no matter the category of content.

Technoloqv Director: Head of the IT Department, or designee. who maintains a list of
aoproved social media networks and sites for official use. Has flnal authority to edit or
remove official social media sites, and any content therein, should there be a security issue,
or at the direction of the Townshio Board.
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designees.

contact for all Press releases.

Treasury Bills: A non-interest-bearing discount securiW issued by the U.S. Treasury to
finance the national debt. Treasury Bills are issued with maturities ranging from a few
days to 26 weeks.

Treasury Bonds: Long-term U.S. Treasurv securities having initial maturities of more
than ten years.

Treasury Notes: Intermediate term couoon bearing U.S. Treasury securities havino
initial maturities of from one to ten years.

Wages: all earnings of an employee whether determined on the basis of time, task,
piece, commission, or other method of calculation for labor or services except those
defined as frinoe benefits.

Yield: The rate of annual income returns on an investment. expressed as a percentage.
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I r.o INTRoDUq1IoN

1.1 .PufpC+

IIe edniljqlqqllye ps!1cieq q&
efficient and uniform application of administrative policies and procedures in Hamburg
Township, where such procedures have not been provided for under State law. This
policy and procedure manual supersedes any and all prior practices and policies of the
Township, oral or written, and rescinds prior policies, procedures, handbooks, or
general Township rules previously in effect.
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2.0--TOWNSHIP BOARD ADMINISTRATION

2.1_-Township Board Powers

The Township Board of Hamburg Township retains the power to determine the
administrative policies and procedures for Hamburg Township, except where the laws of
the State of Michigan have assigned such power to a specific elected Township official.
The authority to adopt any administrative policy or determine appropriate procedures not
provided for in this manual or provided for by State law shall be retained by the Township
Board. The Township Board also reserves the right to alter, modiff, amend or repeal any
or all provisions of the administrative policies and procedures manual at any time.

2.2_-Authority Delegated from the Board

In the interest of promoting the efficient operation of the Township, and pursuant to
MCL41.96, as well as implied powers of the Township Board, the Hamburg Township
Board assigns to various Township elected and appointed officials the authority to
exercise the following non-statutory administrative responsibilities, in accordance with
the specific policies and procedures contained herein.

2.3--Authority to Interpret the Provisions of this Manual uodated bv Board of rrustees
n/n/s

The ^ Exeq.r.tlivs=fs=en.chell ptqY$erJg.reyi4e
depaftment heads and employees, interpretations to implement the provisions of the
administrative policies and procedures manual. These interpretations shall be considered
authoritative and binding unless the interpretation is appealed to the Township Board.
Any such appeal shall be made at the next regular meeting of the Township Board. The
Township Board may uphold, ovefturn or alter all or part of any interpretations made
pursuant to this section.

2.4_-Board Meeting Administration

2.4(a) Postings I lrylete.l hv RrDr.l nf Tn,*s w/w/n

The Township Clerk shall be responsible for posting all regular and special meetings of
the Township Board. The Township Clerk will post annually all soecial and regular
meetings of the Commissions in conformance with the Michigan Open Meetings Act.

I z.16) Meeting Agenda
I eoaro of frustees )#(!q!e(xx

a- Updated by

The Township Clerk in consultation with the Superuisor and Treasurer shall prepare the
agenda at least four days prior to every Township Board meeting, Any board member or
department head, who desires to have an item placed on the agenda will notify the Clerk
withacovermemoandsuppoftingdocumentationin@

FomatH: Font color: Red, Shikethrough
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Municode by 12:00 PM on the +nurseay
Wednesday the week before the meeting. hf,9.rI[g![9l.fggu[[e.d.Q ,----
security numbers, personal phone numbers. name etc.) from items are the responsibility
of the board member or deoartment head who places said item on the agenda. The
general public wishing to add agenda itemsp[_a-!lmg]L11eKe ? IeqUesl+y-+ema+l-,-a-lretter

e! the cslttp lhe PuDlis qI"q1y po:1d mQe!!s,
see section 2.4(f). Digital Packets will be available on the Township website Friday
Thursday by 5:00 p.m. before the Tuesday meeting. Closed session information will be
provided in paper form to Board members, and to Legal Counsel. Agenda requests will
be evaluated for inclusion on the agenda by the Board,

The proposed agenda shall be approved by majority vote following the roll call of the
Board members at each Board meeting. The agenda shall conform to the following
format:

1. Call to Order
2. Pledge to the Flag
3. Roll Call of the Board
4. Call to the Public
5. Approval ofthe Consent Agenda
6. Approval ofthe Agenda
7. Unfinished Business
8. Current Business
9. Call to the Public
10. Board Comments
11. Adjournment

2.4(c) Consent Agenda uodated bv Board of rrustees ndpdxx

The Supervisor and Clerk shall prepare a consent agenda for the Board which shall be
provided to each board member prior to the meeting, along with the meeting agenda.
The consent agenda shall contain all items of business such as, but not limited to, the
following:

Correspondence
Public Information
Board and Committee Meeting Minutes
Clerk's Warrant & Payables
Comm ittee/Boa rds/Depa ftment Month Iy Repofts

Any Board member may request that an item be removed from the consent agenda and
be placed on the regular agenda under new business.
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9rdsrly.megtings wil!.bssrndu.c.ted qsing. pe[llementery procedUre and- Lttilizjng EgheII-'s
Rules of Order simplified oer the following guide to conduct meetings fairlv and efficiently.
Motions:

. All motions must be seconded and are adopted by a majority vote unless otherwise
noted.

. All motions mav be debated.

. Each motion oresented for consideration is entitled to full and free debate with
each Board member being qiven fair and equal time for discussion.

. Every member has rights equal to every other member and shall fully pafticipate
in the meetings.

Points:
r Point of Order: When a Board member believes that the rules of the Board are

beinq violated. he/she can make a Point of Order (or raise a question of order)
therebv calling upon the chair for a ruling and an enforcement of the rules.

. Point of Information: a request for information on a specific ouestion, either about
Drocess or about the content of the motion.

Amendments:
. An amendment is a motion to change, to add words, or to omit words from, a

oending motion.

Table:
. A motion to table is to set aside temoorarily without setting a time for resumino

its consideration but with the provision that the motion can be taken uo again
whenever the maiority decides.

Abstaining:
. A Board member must abstain (refrain from voting) when he/she has a conflict of

interest. A Township Board member has a conflict of interest when he or she,
individually, has a dlrect personal financial interest in the matter before the Board.

. If a Board member or commission member has a conflict of interest. he or she
shall recuse him or herself. The oerson must remove him or herself from
participating in any discussion, hearings, deliberations and information gathering
regarding that decision.

. A Township Board cannot force a member to abstain. Where there is no conflict'
of interest. a Board Member has a duty to vote,
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2.4(e) Board = Worlqglgdy
Updated by Board of Trustees X-\.)fi!q!Il8

session 

-

Formatted: Font color: Red

The Township Board shall conduct a Workstuely session @ if
necessary, prior to the$1$agftlly^Iegdqllysqheduled=mCelilS Sf lhe !oq,r( qf J1qst99s,
providing a request has been submitted. Any elected official, or department head,
requesting the meeting with the Board during this session shall submit to the Clerk
through @ Municode the following by noon the 

^ThursdayWednesdav prior to the$r* Bqq( Mq9lilg^ef+hffienth.
1. State the Objective of the Meeting
2. Suppofting Documentation
3. Motion/End Action Plan

The Clerk shall then post the notice and provide the^1gliqgjgJf;gpackelpfi@{ggu}ar
Board-Meeting to the Board of Trustees. WorkSlUely sessions shall be a publicly noticed
meeting that shall not be televised. Minutes from the WorkSluely session shall be
provided to the Board of Trustees along with the minutes for the Regular Board Meeting
that follows the Work:glUely session.

2.4(e) Board Work-Study Session - 12-17-24 aooroved lanquaqe

The Township Board shall conduct a work-study session prior to each reouladv scheduled
meetino of the Board of Trustees. orovided a reouest has been submitted. Any elected
official, or department head. requestinq the meetino with the Board must do so by noon on
the Thursday preceding the work-studv by submitting a memo and any supoorting
documents into Municode.

The Clerk will notify the Board of Trustees, via email, if the work-study session has been
canceled due to lack of an agenda. Work-Study sessions shall be publiclv noticed meetings
that will not be televised but rather audio recorded. Minutes from the work-study session
will be included in the succeeding consent agenda.

1. Personnel matters are to oriqinate through a work-study session
2. No motions are to be made in a work-studLsession
3. No action will take place in the board meeting that immediately follows the originating
work-study session where an issue is raised but mav be included and any other future
meetinq as directed by the Board.

I z.tc(f) Public Participation

Members of the public shall have an opportunity, under Call to the Public, to address the
Board for no more than three (3) minutes on any item. The Board may suspend the time
limitation when warranted. When all persons who wish to address the Board have been
heard, the Supervisor shall announce that public comment is concluded.

:-----
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2.4(g) Boa rd Correspondence

Board Correspondence shall be included in the Consent Agenda. A motion may be made
to consider the correspondent's request under current business. If no motion is made to
consider the request, the correspondence will be received and filed.

Informational written correspondence that does not require Board action will be
fonvarded to Board members in a timely fashion.

2.4(h) Board Consultants

The Township Board reserves to itself the authority to appoint the following consultants:
1. Attorney
2. Auditor
3. Engineer
4. Labor Relations Attorney
5. Planning Consultant
6. Risk Manager
7. Bond Counsel
8. Other (As Appropriate)

A letter of agreement shall be executed between the Board and each consultant that will
address the following:

Term of the Agreement
Description of Services
Method of Payment (retainer, hourly, project, or combination thereof)
Schedule of Payment
Documentation of Services Provided
Method of Resolving Disputes
Which Township Officials are Authorized to Direct Work or Assign Task to
Consultant

Consultants shall serve at the pleasure of the Board. The Board shall establish a line item
for consulting services.

2.4(i) Litigation

The initiation of any lawsuit, litigation, claim for injunctive relief or writ of
mandamus shall require a majority vote of the Township Board, except when there
are extenuating circumstances, as defined below:

Extenuating circumstances are defined as an emergency situation or a situation in
which a violation of any State, Federal, or local ordinance constitutes a public

1.

2.
3.
4.
5.
6.
7.

a

a

I
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nuisance or otherwise endangers the public and in which the continued existence
of such a condition, emergency or violation shall be detrimental to the health,
safety and welfare of the Township.

. Extenuating circumstances also include any case where the continued existence of
any condition, emergency or violation may jeopardize the legal position of the
Township in securing the intended remedy in any lawsuit, litigation or other
proceeding.

. The initiation of a lawsuit, litigation or other proceeding for extenuating
circumstances shall be allowed only upon the written directlve of the Supervisor,
Clerk and one other Board Member. In the event that such action is taken, the
matter shall be brought to the Board's attentlon at its nelt meeting. The Board
shall meet in closed session to discuss the litigation, including the reasons for
initiating legal action, without the full board's prior review and approval,

z.+(il Direction and Control of Day-to-Day Administration

,"ff-ifr 
bv Board of rrustees )<-l<-

To promote efficient administration, the Township Board authorizes theSuper*iso6€lerlg
@,toprovideday-to-daydirectionandcontroloverall
Township activities that are not assigned by State law to another official, and to provide
a liaison between the Board and the various Township departments.

Any directives or complaints made by a member of the Board regarding a department
head or employee, shall be directed to the elected official responsible for the department.
All requests for information by a board member should be directed by to the gepa*ment
Head responsible elected official.

.2.4(k) Board.Minutes Updated by Board of r!/

Minutes will be prepared and oublished according to the MTA Clerk Guide to Township
Government. and apolicable MCL(s). .,/,

geverning+heiFeperatiefts
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^ffi
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^?. ttqfD€eqct'
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pren+Ote+

2.5 Committee Administration

All sub-committees, boards, and commissions of the Hamburg Township Board shall be

conducted in accordance with the Michigan Open Meetings Act.
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2.5(a) Committee Postings
sf_TruStecinlsAI

Updated bv Board

^ Pepe&lent .-
neJai are responsinie for poiting anreegqi4 11re-e!i.!gq fqr: ?.!y bqq[dq.9qmm]9 iqqrq, qr . 

'

committees related to their depaftment.

2.5(b) Committee Rules Uodated by Board ofTrustees n/s/[

ilewever; the €hairman of the meeting may deviate as neeessary, All other boards,
commissions or committees not addressed in section 2,4 shall follow their applicable

2.5(c) Committee Meeting Pafticipation
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Members of the public shall have an opportunity, under the Call to the Public poftion of
the agenda, to address the Committee for three (3) minutes on any item deemed
appropriate.

2.5(d) Committee Minutes
Board of Trustees )(-w\xxlgl!x

- Updated by

Minutes will be prepared and published according to the MTA Clerk Guide to Township
Government, and applicable MCL(s). Minutes will be prepared by the committee
secretary, approved by Committee, and submitted to the Township Clerk. The Clerk is

designated as the keeper of the minutes and is responsible to for forwarding a copy of
theapprovedminUteStotheTownshipBoard'---
t<eepere+Ute-minutes' All committees shall have board approved bylaws governing their
operations.

I 5(e) Meetine Aeenda & Beard Rules ssd:::e r, "3e-e:'-:-*::s''*

theiraeBlieable-bybws'

2r4{*) 2.6 TownshiD Board LaptoD Computers uooateo uv eoaro orrrustees uruiu

*4fld{*) 2.6(a) Use of Townshio Board Laotoos

Laotoos shall be provided to Township Board members. For the.ql$gdidmifli*f?tgrs_ -

@Executive Team. the Township Board mav elect to provide
a dual use laptop for support of digital packets as well as a dav-to-dav office machine as
a full-time member of the Township network.

ferward in the Ele€trenl
fownship goard membe
Telrynship owned lap XeI
the apolicable oolicy.^

z#fld€) 2.6(cD)SegHrlff

Township approved anti-virus softr,rrare will be installed in all Township owned laotoos.
User will agree to not disable the anti-virus software.
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Non-profit/recreational/casual use will be permitted for laptops provided to Townshio
Board members. Private business or profit makino uses of Township laptops is strictly
prohibited.

Fomatted: Indent: First line: 0"
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3.o--PE RSONN EL ADMINISTRATION-

ies

ing-
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i
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ion

suffimanft

+.-Previdre all employees with Peli€ies and Preee

ieies
and+reeedure+$4anuat

5-

Heads'

3.1(ab) Depaftment Heads and Supervisoni uo<,atedbvBoardorrrustees

Department Heads shall be responsible for all of the following:

1. Recommend appropriate pay grade and compensation for all employees. Annual
compensation is subject to Township Board approval.

2. Develop new Job Description
Direder. New Job Descriptions are subject to Township Board approval.

3. Annual review and update all Job Descriptions;wiffi
*eseuree-gireet to ensure their accuracy.

After: 6Formatted:
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4. Recruit and interview applicants for job vacancies in accordance with section 3.6.
+

3.2--Employee Recordkeeping

3.2(a) Personnel Records
e,t2t2:;Nx

The @ department shall maintain a personnel record of
each Township employee. l*-sneu$maintain-aAll records shall be maintained in accordance
with all state and federal law. At a minimum, each employee's personnel file shall contain
the following:

1. Personal data, including full name, Social Security number, current address, and
resume and/or application submitted.

2. Date of Hire.
3. Peformance Evaluations.
4. !,se qf qqthqfizgq !,eqv99.
5. Commendations and/or disciplinary actions.
6. Tax withholding information.
7. Beneficiary information.
8. Record of positions held.
9. Insurance and pension records.

3.2(b) Confidentiality of Personnel Files
)aQlzb

FomatH: Indent: Left: 0.5", No bullets or numbering
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The contents of the employee personnel files shall be considered confidential. Any employee
may examine the contents of his or her personnel file under the direct supervision of the

.clerk qr desisnee-aflhc-elerk-. A fqqqrd iq kqpt.
within the file of the person requesting to view the file, together with the date. The contents
of an employee's personnel file shall not be removed by anyone except the Ftuman-Reseuree
eepa*menrcleft. Confidential information contained in a personnel file shall be released to
others only with the written authorization of the employee.

3.2(c) Freedom of Information Act Request for Personnel Files
Updated bv Board of Trustees 9/U2t

Requests for copies of documents contained in the personnel files that are made pursuant
to the Freedom of Information Act will be released only after confidential information that
may be contained on the document is deleted, with the Clerk's aporoval.- The Human

@he Township attorney may be contacted for advice in
responding to a Freedom of Information Act request involving personnel records. Pursuant
totheMichiganFreedomofInformationAct,the,
after consulting with the Township attorney, shall notify in writing the-f9l+€eerdinaterto
netifilany party requesting confidential information that the request is denied. The-flR
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notiflyee[@
that information from their file has been requested by a FOIA.

3.3--Classification and Compensation uodated bv Board of rrustees 9/2/2s

The Township Board shall establish an equitable compensation system for Township
employees. The Board shall determine a pay range for all Township positions. Each
employee shall be paid an annual salary or hourly wage as determined by the Township
Board and as appropriated in the Township budget.

Salaries for elected officials are set once a year by resolution of the Township Board and can
only be changed with the official in agreeance and board action. Per diem rates are pald in
addition to salaries for Trustees, and committee members. For those individuals who receive
per diem payments from the Township, the following requirements apply:

1. The payment of a per diem must be approved by a motion or resolution of the
Township Board.

2. A daily per diem rate will be paid for approved, scheduled seminar or conference
attendance to officials not compensated with a salary by the Township.

3. Payment of a per diem for scheduled meetings will be made only when the following
conditions have been met:

a. The Board, Commission, or Committee meeting must have been legally
with public notice by the Clerk's offic -

Negotiatino Townsh ip Board apoointed Com mittee.@- -

b. The meeting must be held in handicap accessible, public facilities,

c. Minutes of the meeting must be taken and supplied to the Township Clerk. This
does not apply to the Union Contract Negotiating Township Board appointed
Committee.

d. Item (b) above may be waived if the notice states that the meeting will consist of
visiting another site and is for that purpose only.

e. With the exception of Township Trustees sScheduled meetings during Townstip-
business hours are not eligible for a per diem payment when individual is
compensated by an approved salary.

3.3(a) Benefits

Benefits are provided to all full-time regular employees and the-Superoisot-€lerleand
. Township Board elected trustees receive the
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retirement benefit established by the current plan. Employee benefits include health
insurance, short- and long-term disability insurance, life insurance, retirement, sic(personal
and vacation time.

I S.S(a)(l) Health Insurance Options update+brB6ar+eF+Es&$ffiy

Health care coverage is provided to all full-time regular employees and the€uperuise6€te*
. Full-time regular employees having health

insurance coverage from another source available to them will be eligible for compensation
inlieuofhealthcarecoverageintheamountof$3,000.0@
paffitents. To be eligible for this program the employee.woql_Q hqyg !qgfqltploy[de Wdttg!-
verification of alternate coverage from a recognized health care provider. Employees wishing
to exercise their choice for this program would be limited to an open enrollment period each
year unless a change in status is documented.

I s.e--ADA Coordinator

The ADA Coordinator shall be appointed by The Township Board of Trustees. It shall be the
duty of the ADA Coordinator to assess the general working conditions of the Township on a

continual basis. Any conditions that create a safety hazard shall be corrected immediately.
The ADA Coordinator shall repoft to the Township Board any unsafe conditions that will
require a modification of any board adopted policy or procedure or the expenditure of funds
exceeding $750.00 to eliminate that condition.

3.5_-Authorized Work Force

The Township Board ptalllras delgllr]iled the 4qmbe1 oJ g4ployCeg ?ggjgted to_ lhe Va{eus
Township departments. The followino orocedure shall be followed to obtain authorization to
establish a new oosition:
H€ad&

raae+.sG)
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3.5(a

ien=

The Department Head shall present the need for the new position to the Township Board.
The Department Head shall include in his/her proposal a written justification forthe position
as well as a draft of the position's job description, along with cost that has been reviewed by
the@ccountingDirector,Uponreceivingauthorizationfrom
the Township Board, the Depaftment Head may initiate the employee selection procedure.

3#(b)

ions'
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is

3.6_-Employee Selection_

The Depaftment Head shall utilize the following procedures in filling any vacant employment
position:.

3.6(al I lrylatd hv Rnar.l nf TnKi* q/2/2s

The Department Head shall develop a notice of oosition vacancy based on the current job
description. Requires approval from an executive team member whom oversees said
deoaftment head.

The position of vacancy notice shall be placed on the Township website and published and
oosted on other websites that the Department Head are feelsis best suited. All resumes and
aoplications should be sent to the attention of the Department advertising. The Clerk shall
make available a central file storaqe for the retention of applications according to current
record retention rules. The Deoaftment Head shall forward apolication flles to the Clerk.

The Department Head will-rr*srk+vit#lkr onduct
interviews with the selected aoolicants. Any additional screening orocedures such as pre-
emolovment testing or the use of an assessment center shall require prior Board approval.
At least three non-related references shall be contacted for a background check.

3.6(d) uodated bv Board of rrustees 9/z2s

The Department Head shall select the candidate that best meets the iob prerequisites for
education, experience, personal traits, and management sWle, if aopropriate.

?-6(al I lMatad hw hr.l 
^f 

Tr"ctpe O/?/rq

The Deoartment Head shall oresent the selected candidate to the Township Board for final
approval.
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Following Township Board concurrence. the candidate will.Qg.9ffgt:9.4.ih.e.=og$i!!g.n.pq0dlng
the satisfactory comoletion of a ohysical examination and drug tes[ing.atthe expense of the-
Township. Failure to oass the examination or testing shall result in an automatic.lg.rni0gllon.
of emplovment.

i€e
ion'

---^+d&)

ion\
@

--€i€ft)

proeedures sueh as pre employment testing or the use of an assessment eenter shall
require prior Board appreval' At lea* three non related referenees shall be eontaeted
+era-gaekqreuft+€heek
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+on-reeeive-a

@
I s,l--EmployeeSupervision

Department heads shall provide direction to employees in a manner that complies with the
provisions of^thege theadministrative_pq!lqig,s qnE plqqedure !Iq.r!Uql, ?s wel! qs fedepl qnd-

State laws, Township ordinances and the Township personnel policies manual.

3.8_-Employee Evaluation

Employee Evaluation will be done for all employees. Additionally, all new employees
shall be considered probationary employees for a period of at least six months following
their initial date of employment. During the orientation period, employees will be
evaluated on an on-going basis andphall-may fe-ceiye q fgryq! w{tteq evq[qq!]q.4 -at the
end of three months or end of six months. A probationary employee may be
discharged pursuant to Section 3.9(a) without recourse to the appeal process provided
in Section 3.9(b). X
@
3.8(a) Uodated by Board ofT.ustees 9/225

In January of each year Department heads will review the job growth with each
employee within that department through a performance review. Onee-the

iB

Peformance Review form is attached a

3.8(b) Wage Schedule

In July of 2021, the Township commissioned a wage study. The Board approved the
study in September 2021. This wage study will be used as the base for wages moving
forward. Each year the base wage study will be increased by the rate of inflation that
the Board will set^at the stpteglc plpnli"lg me_e!19lq f,!qryh161q9.

3.9--Employee Discipline updated by Board orrrustees
9tzt25
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Departmentheadswiffimayadmin|sterwrittenwarnings
purSuanttoguidelinesadoptedintheTownship@employee
handbook in Section 9.0 Dispute Resolution Procedure.

3.9(a) SUSpenSiOn Or DiSChafge uodated bv Board of rrustees 9/2/2s

The application of suspension or discharge can!4shall6ha[ pg gqlhoflzeQ Qy lhe TqWnqhrp-
Board,pursuanttoguidelinesadoptedintheTownship@
employee handbook. Additionally, The Executive Team @
+ewnsn+p-gerpare authorized to take immediate action and relieve any employee (with pay
orwitheut) or volunteer at any time they deem it is in the best interest of the Township. An
employee or volunteer shall immediately vacate the premises until which time they are
contacted by the Executive Team @or their Department Supervisor
with further direction. Such action shall be reported to the Township Board through email or
phone communication by the Executive Team Supenriseror.€fierkwhen reasonably possible.
Recommendations for suspension or termination can be made by the Huma+*eseuree
Direder-an*theDepartment head to the Township Board for action for all employees except
probationary employees.

3.9(b) Appeals uoo"t o w so"rd ornrrt*.g/zr

A suspension or discharge may be appealed within three (3) days. An appeal shall be made
in writing to the , who shall promptly notify the
Board of the appeal and all relevant facts that gave rise to the application of the disciplinary
measure. The appeal shall be heard at the next Township board meeting, or at a special
meeting called for that purpose by the Supervisor or by the majority of the Township Board.

3.10 Collective Bargaining updated bv Board orrrustees 9/z2s
@

The Township Board

eq$rad:&qo.galinq.C9tt'=qitlgs.rpppinled==by=.the.gq?.rd.lhe==eyJh9.r.ty..tq rspressfi
Township Board in collective bargaining negotiating sessions. TheTownship Board may hire
a Labor Relations Attorney to assist in the collective bargaining process. Prior to beginning
negotiations, the Township Board shall_-meet in closed session to develop negotiation
strategy regarding wages, hours, conditions of employment and any non-mandatory topic to
which the Township Board agrees to negotiate. Any proposed agreement shall be brought
to the Township Board for its ratiflcation or rejection.

I S.ff--Employee Recognition
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Depaftment heads shall bring to the attention of the Board any ineideneesjnEiglen[S of
meritorious conduct by any Township employee, volunteer or appointed official, The
Township Board shall recognize meritorious actions that the Board deems worthy through
the adoption of resolutions of tribute.

3.l2_-Ethical Standards

All elected and appointed officials, employees, and volunteers shall fulfill their duties with
the utmost attention to serving the best interests of the Township citizens, and no official,
employee or volunteer shall participate in a decision or transaction on behalf of the Township
that would result in a direct financial benefit to the Township official, employee or volunteer.

Any official, employee or volunteer who believes that he or she may be placed in a potential
conflict of interest shall immediately notify the Township Board, and any subsequent action
shall be in conformance with State law.

No employee shall accept employment or participate in any outside activities that conflicts
with peforming his or her Township duties. No employee shall participate in solicitation or
use his/her influence of position for personal gain.

No official or employee shall accept any gift of material value in excess of $10.00 from a

person or company providing goods or services to the Township, or who is soliciting
Township business.

3.12(a) Nepotism Policy

The employment of relatives can cause various problems including but not limited to charges
of favoritism, conflicts of interest, family discord and scheduling conflicts that may work to
the disadvantage of both the agency and its employees.

For the purpose of this policy the term "relative" shall include the following relationships:
relationships established by blood, marriage or legal action, Examples include the employee's
spouse/ mother, father, son, daughter, sister, brother, mother-in-law, father-in-law, sister-
in-law, brother-in-law, son-in-law, daughter-in-law, stepparent, stepchild, aunt, uncle,
nephew, niece, grandparent, grandchild or cousin. The term also includes domestic paftners
(a person with whom the employee's life is interdependent and who shares a common
residence) and a daughter or son of an employee's domestic paftner.

It is the goal of Hamburg Township to avoid creating or maintaining circumstances in which
the appearance or possibility of favoritism, conflicts or management disruption exist.
Hamburg Township may allow existing personal relationships to be maintained or employ
individuals with personal relationships to current employees under the following
circumstances:
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. Individuals may not work under the supervision of the same manager or depaftment;

. They may not create a supervisor/subordinate relationship with a family member;

. They may not supervise or evaluate a family member;

. The relationship will not create an adverse impact on work productivity or
pedormance;

. The relationship may not create an actual or perceived conflict-of-interest
o They may not audit or review in any manner the individual's work;
o They may not be eligible for employment as a depaftment head if a member of the

employee's immediate family (spouse, children, parents, grandparents, brothers,
sisters, step family members, in-law family members) serves on the Board of Trustees.

No personal employee relationship covered by this policy will be allowed to be maintained,
regardless of the positions involved, if it creates a disruption or potential disruption in the
work environment, creates an actual or perceived conflict of interest or is prohibited by any
legal or regulatory mandate.

This poliry must be considered when hiring, promoting or transferring any employee.

Should relationships addressed within this policy be identified with either candidate for
employment or, current employees the matter should be immediately repofted to the Human
Resource Director and the following policies and procedures will be followed:

. A determination will be made whether the relationship is subject to the agencyt
Nepotism policy based on the conditions described above.

o If the relationship is determined to fall within one or more of the conditions described
in this poliry the in consultation with the
affected employee supervisor and the Township Supervisor will attempt to resolve the
situation through the transfer of one employee to a new position or identifliing some
other action (e.9,, Supervisory reassignment) which will correct the conflict or issue
identified. If accommodations are not feasible then, with affected employee
suggestions, the Human Resource Director in consultation with the Township
Supervisor shall determine which employee must resign in order to resolve the
situation.

etrTrustees'

The agency reserves the right to exercise appropriate managerial judgment to take such
actionsasmaybenecessarytoachievetheintentofthispolicy'@

It is the responsibility of every employee to identify to their Department Head the+smaft
Reseuree€ireder--any potential or existing personal relationship which falls under the
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definitions provided in this policy. Employees who fail to disclose personal relationships
covered by this policy will be subject to disciplinary action up to and including the termination
of employment.

3.13 _-Workplace Violence

PleaseSee:TheffiEmployeeHandbookSection6.0Codeof
Conduct.

3.14_-Non-Smoking Policy

In accordance with Michigan State Law, smoking is prohibited in all Hamburg Township
buildings. It is Hamburg Township policy that smoking is prohibited within 10 feet of any
entrance to Township owned buildings and, in all Township, owned vehicles.

3. l5_-Tu ition Rei m bursement (Non-Bargaini ng Unit Employees)
@

ffi
Hamburg Township's tuition reimbursement policy is to help employees fufther theirskills in
present positions or prepare for a different position with the Township. The Township will
reimburse any full-time employee for tuition, registration, and books for college level courses

@notto exceed @!!e !hq1!sSnd-
($9',000) dollars per fiscal year per employee. To be eligible for reimbursement, the
following criteria must be met by non-bargaining unit employees:

A.a) Employee must be full-time and have completed one year of seruice prior to
enrolling in a college level course.

E b) All course work must be related to a position at Hamburg Township.

C.e) The employee must submit a Hamburg Township Tuition Reimbursement
Approval Request Form (PE-101-1003) to their Depaftment Head in advance
of enrolling in the course(s). The Department Head, or his/her designee, must
approve all course work prior to enrollment. The completed, approved form is

to be filed in the employee's personnel file@
@in*priorto the start of the course.

D.d) Denial^of applova[ by thq Q9p9rtm9$ lJeqd, qf .hiSlher de,qig199, mqy Qq . .

appealed first to theflectg{ Qffqlql q99po49ib[e for!hq! DqpartmentSupenrisor,
and second, if necessary, to the Township Board of Trustees.

9E The employee shall agree that in the event the employee voluntarily leaves
Township employment within two years of the completion of the course work,
he/she shall reimburse the Township for all costs and authorize repayment
through final payroll deductions.
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0E Tne employee shall agree that the program course work must not adversely
affect job performance, must be taken on personal time, and outside of
regularly scheduled work hours.

dG The Township will reimburse the cost of registration, tuition, and book based
upon successful completion of the course (i.e., with a passing grade of "C" or
better

4teltq
vro*).

h)t| lpon-Within-30-daysof 9!.'99e qfql qqmpletlq!, qn e1pqlqe fqqqegt fofm. .

together with a transcript or repoft card indicating the grade, and receipts for
tuition, registration, and book expenses must be submitted to the*luman
@ingthe Depaftment Head for reimbursement.

i)I. None of the above shall apply to any courses/training mandated by the
employer.

Note: Tuition reimbursement for bargaining unit employees is governed by their
Collective Bargaining Agreement.

3,16--Adverse Weather Policy .WEtg.urqa.,.a.sf
fttuste€s9l2125

HamburgTownshipregularbusinesshoursareMondaythroug11.@-
St0$prn-Thursday from 7:30 a.m. to 5:30 p.m. Should severe weather (snow and/or ice)
arise during regular business hours, the Supervlsor, or the Clerk in the absence of the
Superuisor,
Sueerinteneen+will determine the necessity to close the Township offices and dismiss
employees for the remainder of the day. Those employees whose job responsibilities prohibit
them from being dismissed, will be compensated for hours worked at time and one-half.

-The Supervisor or Clerk will activate a notification "BLAST" on the Township phone system
notifying employees, and the general public who call the Township, that the Township offices
are closed. This "BLAST" will be in place by 6:30 a.m. If the Township phone system is
inoperable, employees should contact their supervisor for Township closure
information. When the Township office is closed due to inclement weather, the employees
will be compensated at their regular pay rate. Those employees whose job responsibilities
require them to report to work, will be additionally compensated their regular rate of pay at
time and one-half.
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4.0 
-FINANCIAL 

ADMINISTRATION

4.l_-Accounts Payable

4.1(a) Department Head Authorization
Updated$f aoard€f -I{ust€esH*

updated bv Board of Trustees )od)cd)o(

Excluding Public Safety, aAll requests for payments, i.e., invoices or expense vouchers,
shall be processed in accordance with Section 4.8(d) ofthis manual, and shall be approved
by the department head;-ortheir{esigneeTresponsible for the cost center to which the
expense shall be posted. The department head_TertheirdesigneeTshall indicate that the
expense is authorized and correct by afflxing the account number and his or her initials to
the invoice A -a^-^,,^,.t Li - *,,^! h^ ^,,!rMir+^,.t I^ !h^ --^^.,^+i^^ i^a--r'i^^l -+ l^--+ E

4.1(b) Warrant Reports Uodated bv Board of Trustees )ododxx
tlpdate+by-BoaF+€H-ftrstees#e(

The €terk Accounting Specialist shall prepare an accounts payable listing-report to for the
Board showing the vendor name, nature of the expense, invoice number and account
number. Any items paid prior to board audit, as discussed in Section 4.8(e), shall be noted
on the warrant report.

The Clerk and Treasurer, ertneireesigneesrshall sign the accounts payable checks for all
claims approved by the Board.

4.2_-Payroll

4.2(a) Time Sheets Updated by Board of Truste€s )*
)6\xxlx!lxx

All completed time sheets shall be submitted to the payroll department en-+e-*iaay
@by10:00a.m.ontheMondayofthebiweeklypayper|od,
Time sheets will be signed submitted approved-by beth-the employee and approved bv
the employee's depaftment head. Time sheets are also required for per diem requests.

The@Depaftmentshallbenotifiedatleast5dayspriortothe
end of the pay period of any changes in voluntary deductions or withholding allowances
desired by an employee. All voluntary deductions shall be authorized in writing.

4.2(b) Deductions and Withholdings

| +.z1c1Pay Advance$
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Pay advances shall not be authorized under any circumstances.

4.2(d) Payroll Problems

Employees will immediately notify the Director of Accountinq
of any problems or errors on their paychecks. A written account of the problem and its
resolution shall be prepared by the Accounting HumaftReseuree-Department.

4.3_-Cash Receipts

4.3(a) Fiduciary Bonds lJodared bv Board or rrustees rc,/xxlxx-

All employees authorized to receive funds shall be bonded through eur the Townshipls
liability insurance provider.

4.3(b) Receipts Uodated bY Board of
Trustees )od)od)o(

ATownship receipt shall be issued for all eashjneludingreheekg payment types received
by_et tne Treasurer's ofEee_}rlirulQly. The receipt shall include the date and amount
received, name ofthe payer, and purpose.

4.3(c) Deposits

Total cash collected shall be reconciled to the sum ofthe receipts and shall be deposited
in the appropriate Township bank account. The following positions are authorized to make
bank deposits: All Treasury Department employees.

4.3(d) Bank Reconciliations Uodated bv Board of Trustees )od)od)o(

The cash balances of the various fund ledgers shall be reconciled to the bank statements
monthly. The cash balances should be the result of the cash receipts and disbursement
activities and shall be derived from the same accounting records used in preparing the
financial repofts discussed in Section 4.5(a).

4.4_-Accounts Receivable

4.4(a) Invoice Preparation

The bank reconciliation shall be prepared by the Aeeeunting€peeialist Accounting &
Benefits Coordinator and approved by the Director ofAccounting.

Uodated bv Board of Trustees ndcd)o-



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

+ewnshrp. All invoices shall include a remittance advice to be returned to the Township
with payment. The remittance advice shall include the name, amount invoiced, general
ledqer number and purpose. A copy of the invoice shall be supplied to the depaftment
responsible for generating the invoice.

4.4(b) Posting and Distribution

A copy of all invoices or l^iI^ f^- 'M^^^,,r -ara",,aAtJllrJ rvr . r rv,,\-y-,

UDdated bv Board of Trustees xx^c o(

by the Township shall be given
daily to the B+tl+ngr€terk Accounting Specialist who shall supply the information to the
*eeeun+ng-Depa*ment Accounting & Beneflts Coordinator for posting receivables to the
general ledger.

The Bilting€le* Accounting Specialist shall maintain a detailed subsidiary record by
individual which shall be reconciled to the general ledger eontrot on a monthly basis.

4.4(c) Method of Accounting

For all remittances advi€es-received in accordance with Section 4.3(c), the accounting
department shall credit the receivable. A monthly listing of all amounts invoiced but not
yet received shall be prepared and reconciled to the general ledger as discussed in Section
4.4(b).

4.4(d) Utility Billing
)6*xlxx&

Hamburg Township bills residents quarterly for flat rate sewer. When the residents receive
their utility bill they have thirty (30) days to pay without a penalty. On the thirty-first (31)
day a $5€e penalty will be added according to the Township Fee schedule. The residents
can pay their bill at the township or through the township's web site. Removal of these
penalties must be approved by the Treasurer, Accounting Director or the DPW Director 'l
Procedure Cominq from Accountinq.

For any utility bill outstanding as of August 31, the outstanding amount will be rolled over
to the tax bills for payment, with a te+pereen+(1€%| e accordino to the Township Fee
schedule added to the balance.

- - Updated by Board of Trustees )*

4.4(e) Po*age-Base Lakes Area Water and Sewer Authority

Hamburg Township has entered into an agreement with Portage-Base Lakes Area Water
and Sewer Authority to provide operations, maintenance, testing and monitoring, repairs,
financial record keeping, and emergencies. This contract covers the cost of these tasks
and that Poftage-Base Lakes Area Water and Sewer Authority agrees to pay.
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4.5_-Financial Repoft ing

4.5(a) Finance Control Book updated bv Board or r

The Treasurer and the Aeeeunting Director of Accounting shall prepare a monthly financial
report (Finance Control Book) to for the Board of Trustees eaeh-month. The Finance
Control Book shall include the following:

5-year Financial Projections
1O-year taxable values
Cash Summary for Month
Consolidated Cash Flow Statement
Yearly Debt Schedule
Fund Balance History
Millage Rate History
Monthly Banking Investment Report
Monthly Revenue and Expenditure Reports
Approved Financial Institution Report

4.6_-Inventory of Fixed Assets

4.6(a) Responsibility

The Accounting Department shall maintain an inventory of the Township's fixed assets
that are tangible, have an expected useful life of at least one year and have a value of at
least $5.000.002f€€S0 . Chanqe to $10,000.00 with Auditors aDDroval/recommendation.

4.6(b) Updating

The Accounting Department shall add or remove fixed assets from the inventory at the
time of acquisition or disposal.

4.6(c) Disposal of Fixed Assets

The Department heads shall prepare a list of all such equipment recommended for disposal
and shall submit the recommended disposal of fixed assets list to the Board for approval.
The Board shall determine the method of disposal, which may include MIBid, sealed bids,

1

2

3
4
5
6
7
B

9
10
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auction, negotiated sale, g[+or disposal. Township officials and employees are not eligible
to purchase Township fixed assets by negotiated sale without the approval ofthe Board.
An elected official shall refrain from voting on any negotiated sale involving the elected
official.
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4.7_-Budgeting

4,7(a) Designation of Budget Officer

The Supervisor er-+heir-designee-shall be responsible for the development and
administratien-of the Township budget.

The proposed budget schedule shall be developed by the Supervisor and *eeeunting
Director of Accounting each year and approved by the Board.

4.7(c) Adoption

Unless noted in the General Appropriations Act, all Township funds are adopted on a

depadment of function basis.

4.7(d) Transfer Authority UDdated bv Board of Trustees )odrx/)o(

The Aeeeunting Director of Accounting shall have authority to make transfers among the
various line items within departments. Transfers between departments may be done by
Board approval only. The Board shall be notified at its next meeting of any such transfers
made, and the Board may modify, amend or nullify any such transfers made. Under no
circumstance may the total amount of appropriations be changed without prior Board
approval.

4,8_-Purchasing Policy

a.8(a)_-Purpose

The purchasing policy is used to initiate and control purchases. The purpose of the
purchasing policy procedure is to facilitate a more complete accounting control and the
preparation of accurate, up-to-date, flnancial reports. The program allows the issuance
of purchases with pre-defined terms. This will assist in making purchases at the best price
possible and the best terms.

4.8(b)_-Purchasing Procedure Uodated bv Board oJ Tluitqes
Update+b}.Boar+eHrsstees#O(

| +l@) Titr€tobl€ updated bv Board of rrustees rx/>o</rx

For all purchases, the Department Head must ensure that budgeted funds are available
before the purchase can be ordered. Once the item is received by the department the
shipping receipt along with the invoice should be approved by the Depaftment HeadT-or
theiFdesigfleq and the expense account listed. Then the invoice will be forwarded to the
Accounting Department for processing. Purchases up to $7,501.00 (provided that the
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funds are available pursuant to the approved department budget) are approved by the
Department HeadsTorthe#designee. Purchases between $7,501.00 and $10,000.00 will
require the additional approval of
Team member. Purchases exceeding $10,000.00 must receive Township Board approval
except in cases where the expense is considered an emergency - to protect the health,
welfare, safety and wellbeing of the community. In this case, the purchase may be

authorized by th . If+he

+rustee- members. Check Township Emerqency Manaqement Plan. Expenditures
necessary to perform the daily operation functions, i.e. monthly utilities, membership,
yearly maintenance agreements, software renewals and professional services previously
approved will not require any additional Board approval.

a.8(c)--Yendor List uodated bv Board of Trustees )c(/)od)o(

A W9 form must be obtained from all vendors before the vendor information can be
enteredintotheAccountSPayableprogram.@'ngvendors
must also provlde proof of liability/casualty insurance and workers comp insurance with
the Township to be named as an additional insured on the vendor's insurance policy. +f

Iif the vendor com pany is licensed as an LLC they mustC^l^ rr.^^.i^T^- f^-'i tr^'.,^.,^-..^.,r; r r vPr rr-LU| v, ,, ,, ,,vvYUvL, f
obtain a Ceftificate of Liability from their insurance company for workers compensation
even ifthey do not have any employees. Upon collection ofthe necessary documentation
by the Depaftment, the vendor information shall be fonvarded to the Pur€hasingrAgent
Accounting Specialist to enter new vendors into the Accounts Payable program.

Uodated bv Board of Trustees

In most cases the goods ordered will be delivered directly to the Department from the
source. Immediately check the goods for condition and quantity. If there are any issues

with the shipment, contact the vendor.

a.8(e) _-lnvoice Approval

Once the invoice is received, it must be approved by the Depaftment Head and fonrvarded
to the Accounting Department for payment.

4.8(f) _-Petty Cash & Petty Cash Purchases

The Treasurer shall maintain petty cash for small emergency purchases, reimbursements
to employees, or to pay for a service where payment is demanded prior to delivery.

4.8(d)_-Receiving Goods Ordered
>cd)c(/)c,( tlpdate+bfBear+€+rus
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Petty cash will not be used for purchases that exceed $100.00. A copy of each receipt
and a receipt signed by the recipient of a petty cash disbursement shall accompany all

disbursements.

Petty cash accounts are maintained at $200 for General Fund, $200 for Police Department,

$300 for Senior Center, and $300 for Fire Department and may be used by Departments
for small purchases, reimbursements and other transactions for which the use of Township
checking accounts would be inefficient or impractical.

1. Petty cash funds are "impress" accounts. This means that a specific amount of
cash is provided to a Department to be used for departmental business. The petty
cash amount is established by the Township Board. One departmental employee
must be designated as the "Petty Cash Custodian". This person will be responsible
for the Department's petty cash balance.

2. Original requests for petty cash funds must be submitted to the Department Head
for approval using the "Petty Cash Request/Replenishment Form".

3. There are tvvo methods of withdrawing funds from petty cash:

a.-A-. The reimbursement method: Petty cash may be used to reimburse an individual
for a purchase that was made using his/her personal funds. Upon presentation of
an original receipt, vendor invoice, or other adequate documentation to suppoft the
expenditure, the petty cash custodian will reimburse the individual for the exact
amount of the purchase.

+-
b. B. The petty cash custodian may advance petty cash to an individual in anticipation

of a purchase. Since the purchase has not yet been made at the time of the petty
cash withdrawal, the amount withdrawn may vary from the amount of the actual
purchase. Documentation must be submitted to the petty cash custodian within
threedaysofpurchase. Iftheactual expenditureislessthantheamountadvanced,
the individual must return the excess cash together with valid documentation of the
expenditure. If the actual expenditure was more than the amount advanced, the
individual may be reimbursed for the excess amount after submitting adequate
documentation to support the expenditure.

4. 4. When the fund needs replenishing, the petty cash custodian will summarize all
expenditures on the "Petty Cash Request/Replenishment Form". The total of all
invoices and petty cash vouchers must equal the total of the summarized
expenditures. The completed "Petty Cash Request/Replenishment Form" must be
signed by the petty cash custodian and approved by the Depaftment Head and
submitted to the Accounting Department.
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5. 5. Once the Accounting Department has reconciled the activity, they will process
the replenishment of the petty cash balance.

6. 6. Petty cash should be secured at all times.

7. ]. A petty cash expenditure is no different from any other expenditure in that all
withdrawals from petty cash must be supported by adequate vendor documentation
and budgeted funds must be available for the purchase. The employee making the
purchase must write on the receipt what was purchased and for what purpose.

a.8(g)--6redit and-Pu+ehasing Card Usage and Charge Account Use Policy
Uodated bv Board of Trustees )o6odxx tlpdate+$ts€oar+€+fuseeg (

This policy is in accordance with Michigan Public Act 266 of 1995, which requires that all
municipalities have a written poliry when authorizing the use of credit cards to purchase
goods and services for official business of the municipalities. This policy also authorizes
the use of charge accounts to purchase goods and services for official business of the
municipality.

This policy applies to all employees, officials, and departments of Hamburg Township.

1. The-+€€eunting Director of Accounting with the approval of the-+ewnshrp
, is responsible for issuing,

accounting for, monitoring, retrieving and generally overseeing compliance with the
Township's Credit Card and Charge Account Use Policy,

2. The A€€ount+ng Director of Accounting shall maintain a list of all credit cards owned
and charge accounts used by the Township, along with the name of the offlcials or
employee who have been issued the credit card, the credit limit established, the
date issued and the date returned, or the date access was granted, and the date
access was terminated for charge accounts.

3. An official or employee who is issued a credit card is responsible for its protection
andcustody. Ifacreditcardislostorstolen,theAeeountingDirectorofAccounting
shall be notified immediately. The entity issuing the lost or stolen credit card shall
be immediately notified to cancel the card. The officials or employee must
immediately surrender the card upon termination from employment.

4. The official or employee using the credit card or charge account must submit
documentation detailing the goods or services purchased, cost, date of purchase,
necessary approval(s) and the official business to the Accounting Department.

5. The Aeeeunt+ng Director of Accounting shall monitor the use of credit cards and
charge accounts, and shall review each credit card and charge account statement
as soon as possible to ensure that transactions comply with this policy.
Transactions that do not comply with this policy shall be reported to the Township
Supervisor.
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6. Employees who use a Township credit card and/or charge account in a manner
contrary to this policy shall be subject to disciplinary action and/or termination of
employment, as well as to legal action to recover losses incurred by such use.

Authorized use ofTownship credit cards and charge accounts may by be used only be by
an official or employee of the Township under the following conditions.

1. The purchased goods and/or services are for the official business ofthe
Township.

2. The types of goods and/or services to be purchased are those established by the
depatment heads and the Township's purchasing policy and procedures.

3. The cost of the proposed purchase does not exceed the purchasing policy and
procedures.

Payment of Credit Cards and charge account charges:

1. The department head will ensure that sufficient funds are available to pay for
each purchase and must approve credit card and charge account if,vei€es
purchases prior to payment of the invoice.

2. The balance including any interest due on an extension of credit shall be paid for
within not more than 60 days of the initial statement.
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CREDTT CARD AND CHARGE ACCOUNT USER AGREEMENT

Requirements of the use of Township-issued credit card and charge account:
1. The credit card and charge account is to be used only to make legal purchases

for the legitimate business of Hamburg Township.
2. The credit card and charge account must be used in accordance with the

provisions of the adopted credit card and charge account use poliry
established by Hamburg Township.

Violation of these requirements will result in disciplinary measures up to and including
dismissal, appropriate criminal and/or civil action.

I have read and understand the Hamburg Township Credit Card AND CHARGE
ACCOUNT USE Policy and Procedures and I agree to adhere to them.

Signature Date
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4,9 PURCHASE CONTROL uodated bv soard of trustees rcdxx/)o(

Any purchase in excess of $75,000 requires Township Board approval, following the sealed
bid policy.

+.-
*.!.,__Exceptions: MIBid, sole source vendors, emergency repairs or

replacements; routine and operational services; small purchases; and when such
procedures are deemed unnecessary and burdensome and not in the best interests
of the Township by the Township Board ofTrustees are exceptions to the sealed
bid and sealed proposal requirements of this Section.

+.-
4Q.,__Purchases of +fe7eee $25,000 or Less: All supplies and contractual

services not exceeding @ twenty-five thousand dollars
($25,000) in cost may be made in accordance with purchase procedures established
by the Township Board.

4.9(a) INVITATION FOR BIDS Uodated bv Board of Trustees )odrcd)c(

1. The Invitation for bids is used to initiate the competitive bid process.

2. The Invitation for Bids should generally include:

a. Instructions to bidders (time and date set for receipt of bids, address where bids
are to be delivered, other special information).

b. Description of proposed purchase.

c. Contract terms and conditions.

3. The Invitation for Bids should always reserve the municipality's right to reject any
and all bidders.

4. The bldding time (the period of time between the date of distribution of the
Invitation for Bids and the time and date set for receipt of bids) should be set to
provide bidders a reasonable time to prepare their bids.

5. The Invitation for Bids may provide a form that includes a space in which the bid
price may be inserted and which the bidder must sign and submit along with all
other necessary submissions.

6. Invitations for Bids or notices of the availability of Invitations for Bids should be
furnished to sufficient number of bidders for the purpose of securing competition.

Any purchase in excess of$1SF00 $25,000 requiresTownship Board approval, and shall
provide proof of solicitation of a minimum of three (3) bids.
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4.9(b) NOTTCE SOLTCTTTNG SEALEp BIDS OR PROPOSALS in excess of
$75,000.00 uooatea by Board of Trustees )odxx/xx

1. Publicationi A notice inviting bids or requesting proposals shall be published as at
least once in the most appropriate medium or media, as determined by the
Depaftment, at least seven days before the last day set for receiving proposals or bids
by the Township. This seven-day time period may be reduced if a written
determination is made by the Department that the acquisition is urgent and sufficient
vendors have been notified directly. The notice shall include a general description of
the articles or services to be acquired and shall state where the complete solicitation
package may be secured. The notice shall also include the time and place for
submitting and opening bids.

2. Posting: The Department shall also adveftise all pending invitations for bid and
requests for proposals by posting a noUce on the Township,s website.

+.ffiiem

ium

4.9(c) PRE-BID CONFERENCES

1. Pre-bid conferences may be conducted to explain the procurement requirements. If
used, they should be announced to all prospective bidders known to have received an
Invltation for Bids.

2. The conference should be held long enough after the Invitation for Bids has been
issued to allow bidders to become familiar with it, but sufficiently before bid opening
to allow consideration of the conference results in preparing their bids.

3. Nothing stated at the pre-bid conference should change the Invitation for Bids unless
a change is made by written amendment.

4.9(d) pRE-OPENTNG MODIFTCATTON OR WTTHDRAWAL OF BrDS

In the case of larger purchases, notices shall be placed in newspapers or applicable
trade publications.

7. If the Township deli.mitaEes-delegates the bid orocess to an outside an entitv, that
entiV'sies policies will be followed.
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1. Bids may be modified or withdrawn by written notice received in the office designated
in the Invitation for Bids prior to the time and date set for bid opening.

2. Disposition of Bid Security: If a bid is withdrawn prior to the time and date set for
bid opening, the bid security , if any, should be returned to the bidder.

3. Records: All documents relating to the modification or withdrawal of bids should be
made a part of the appropriate procurement file.

4.9(e) LATE BIDS, LATE WITHDRAWLS AND LATE MODIFICATIONS

1. General Discussion: Any bid received after the time and date set for receipt of bids
is late. Any withdrawal or modification of a bid received after the time and date set
for opening of bids at the place designated for opening is late.

2. Treatment: No late bid, late modification or late withdrawal shall be considered unless
received before contract award, and the bid modification or withdrawal would have
been timely but for the action or inaction of municipal personnel directly serving the
procurement activity.

3. Records/Notice: Bidders submitting late bids that will not be considered for award
should be so notified as soon as practicable. Records shall be made and kept for each
late bid, late modificatlon, or late withdrawal.

4.9(O MISTAKES rN BrDS

1. General Discussion: Correction or withdrawal of a bid because of an inadveftent,
non-judgmental mistake in the bid requires careful consideration to protect the
integrity of the competitive bidding system, and to assure fairness.

a. If the mistake is attributable to an error in judgment, the bid may not be corrected.

b. Bid correction or wlthdrawal by reasons of a non-judgmental mistake is permissible,
but only to the extent that it is not contrary to the interest of the Township or the
fair treatment of other bidders.

2. Mistakes discovered before opening: A bidder may correct mistakes discovered
before the time and date set for bid opening by withdrawing or correcting the bid.

3. Confirmation of Bid: When the Depaftment knows or has reason to conclude that a
mistake has been made, the Department should request a bidder to confirm the bid.
Exa mples:

a. Obvious apparent errors on the face of the bid, or

I



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

b. Bid unreasonably lower than the other bids submitted.

4. Mistakes discovered after Award: Mistakes may not be corrected after award of
the contract, except where the Township Board of Trustees makes the determination
that it would be unconscionable not to allow the mistake to be corrected.

4.9(g) BID DEPoSITS

Under certain circumstances, bid security (cash deposits, bonds, etc.) may be advisable.

When deemed necessary by the Department, bid deposits shall be required and shall be
prescribed in any published notice inviting bids, as well as in the bidding documents.
Unsuccessful bidders shall be entitled to return of such deposit or surety. A successful
bidder shall forfeit any surety or deposit required by the Township if he fails to enter into
the contract within the time required in the specifications or bidding documents, unless
such forfeiture is waived or the time limit extended by the Township Supervisor or Board
of Trustees.

4.9(h) RECEIPT, OPENING, AND RECORDING OF BrDS

1. Receipt: Sealed bids shall be submitted only to the office indicated ef-the€lerkbefftee
on the prescribed forms, ion
furbids;on or before the date and time specified for the receipt of bids or proposals
in the invitations to bid and bidding instructions. Upon its receipt, each bid and
modification should be time-stamped but not opened and should be stored in a secure
place by*he-Purehasing.Agenluntil the time and date set for bid opening.

1- @)+Opening and Recording

+.2_
a. Bids shall be publicly opened by the Department or the designee of the Department,

in the presence of 1 or more witnesses, at the time, day and place specified in the
invitation to bid and bidding instructions. All persons interested shall be allowed to
be present at the bid opening. The names and addresses of witnesses shall be
recorded at the opening.

b. The name of each bidder and the total amount of each bid shall be read aloud by
the Depaftment representation or their assistants, as well as, in appropriate cases,
the unit cost of each substantial item making up the total amount of each bid.
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c. All bids and specifications and invitations to bid shall be preserved and available for
public inspection at the office of the Department for a period of not less than one
year from the date the bids are submitted, with respect to any specific commodity
or proposal.

i. (a)-Exceptions shall be limited to the extent that trade secrets or other
proprietary data may be confidential under the Freedom of Information Act.
Confidential material that accompanies the bids must be readily separable
from the bid in order to facilitate public inspection of the non-confidential
portion of the bid.

ii. (e)--Tabulation: A tabulation of all bids shall be made by the Department
and be available for public inspection. Tabulations may be posted on the
Township's website.

iii. (d)-fu6!ysis: The Township Board of Trustees or designee of the Board
shall examine all bid tabulations and recommendations from the Department
to select the lowest responsible bidder.

iv. (e)-Substantially Low Bid Review: In the event the amount of the
lowest bidder's bid appears disproportionately low when compared with
estimates undertaken by or on behalf of the Township and/or compared to
other bids submitted, the Department reserves the right to inquire further of
the apparent lowest bidder to determine whether the bid contains
mathematical errors, omissions, or erroneous assumptions and whether the
apparent lowest bidder has the capacity to perform a complete contract for
the bid amount.

4.9(i) REQUESTS FOR PROPOSAL (RFp) OPENTNG PROCEDURE

Requests for proposals (RFP) are often used to solicit professional servlces, i.e. Engineers,
Auditors, Attorneys, Planners, and other professional consultants; this process is referred
to as Qualifications-Based Selection C'QBS').

An RFP should include as much detail about the proposed project or requested servlces
as possible. More information will allow more complete and relevant proposals. Successful
RFP's should include the following:

1. The RFP should solicit relevant information about the firm's personnel, their pafticular
qualifications, and experience with similar engagements.

2. The Township may consider publishing the notice of RFP in relevant trade publications
to increase the response rate.

}.-Send the RFP to firms recommended by other municipalities (call around to other
municipal officials or the applicable municipal association).
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a. Receipt of Sealed Proposals: Sealed proposals shall be submitted only to the
office of the Depaftment on the prescribed forms, or another Township official as
designated in the solicitation for proposals on or before the date and time specified
in the request for proposals and related instructions. Sealed proposals shall be
marked as to the time and date received at the office of the Depaftment or other
designated Township official by someone in that office.

b. Opening: Proposals shall not be consldered fully received for the purpose of
Freedom of Information Act requests uflitlqtd the Township has determined that
no additional clarifications or revisions of offers shall be accepted; therefore, no
details of proposals shall be released until contract award. After contract award,
all proposals shall be preserved and available for public inspection at the office of
the Depatment for a period of not less than one year from the date the proposals
are submitted.

c. Analysis: The Township Board of rrustees or designee of the Board shall examine
all proposal recommendations from the Departmeit to select the proposal of best
value or to select those firms they wish to further review prior to awarding a
contract. If the Board wishes to interview those selected firms, the following should
be completed:

i. Interview each firm, meet the professionals who will actually do the work.
ii. Contact references and past clients.
iii. Visit the firms'offices and specific projects they have handled (if applicable).
iv. Rank the flrms based upon Board consensus.

d. Rejection of Proposals:-A member of the Exec
{iupen*iser, Department Head, or the Township Board ofrrustees has the authority
to waive any irregularity of informality in any proposal and reject any or all
proposals, in whole or in part.

4.90) AWARDTNG OF CONTRACTS

+3.

U bv Board of Tfl

1. Authority: Except as provided by subsection (b) of this section, the Township Board
shall award all contracts after receiving the recommendation of the Department or
other designated Township official.

2. Exceptions: An_EXCeUtiyC_ICaE_rnembCI
afld+reasufe+is authorized to enter:

a. All contracts that do not exceed twe th ars

b. All contracts for expenditures necessary to perform statutory functions, i.e.
assessment notices, tax bills, etc. do not require prior Board approval provided that

2
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the goods or services are within budget, and if the contract adheres to current
purchasing policies; and

c. All sole-source contracts not more than
@

3. Bid Selection: Contracts, except as otherwise provided in this chapter, shall be
awarded by the Township Board giving consideration to the following;

a. The ability, capacity and skill of the bidder to perform the contract or provide the
service required;

b. Whether the bidder can perform the contract or provide the service prompfly or
within the time specified, without delay or interference;

c. The character, integrity, reputation, judgment, experience and efficiency of the
bidder;

i. The Township shall require the bidder to provide proof that they are
responsible in paying their property taxes; both real and personal; whether
it be in this township or other municipalities.

d. The quality of performance of previous contacts or services;

e. The previous and existing compliance by the bidder with laws and ordinances
relating to any contract or service;

f. The sufficiency of the financial resources and ability of the bidder to perform the
contract or provide the service;

g. The quality, availability and adaptability of the supplies or contractual services to
the particular use required;

h. The ability of the bidder to provide future maintenance and service for the use of
the subject of the contact; and

i. The number and scope of conditions attached to the bid.

i. Tie Bids: If two or more low bids are received for the same total amount or
unit price, and the quality and service are equal, the contract shall be
awarded to one of the tie bidders by drawing lots in public, unless one of the
bidders is a taxpayer or resident of the Township, in which case such taxpayer
or resident shall be awarded the contract.

ii. Default: The Department shall not accept the bid or proposal of a vendor or
Contractor who is in default to the Township.

4.9(k) AWARDING OF CONSTRUCTTON PROJECT CONTRACTS

ih_ 
Uodated bv Board of Trustees )c{/xx1xx

n -five tho n 2
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*-Bid Selection: The Township Board of Trustees shall award Municipal building
construction project contracts in the amount of@ ten

twenW-five thousand dollars ($25.000) or more to the
lowest responsive, responsible bidder as determined by this section.

erL-
ffiien+
*

a-,

@ignees

+ns
@iens

e !+owest resporlsive, respensible Lidder' means the responsibh €ontra€tor

ines

€entraeter er suh is
he €on^truetien projeet, er any

relevant paft ofthe €onstru€tien projeet as determined by the Township, based ofl
tne-eflowing;

i--An€yerall review ef the €ent
is

sedieni

ii
afld-Fedem++awspnd

iii'@iteet and/er e
app+i€abler

E_____2Responsibility Criteria: The Township-Superoisor-and-Board of Trustees
shall consider at least each of the criteria listed in this section in determining whether
a contractor is a responsible contractor. The list set fofth in this section does not
preclude any additional criteria that the Township may deem relevant for making a
determination of contractor responsibility. Any criteria deemed relevant by the
Township that is in addition to the items listed in this section shall be specified in the
documents soliciting bids together with the requirements of this section.

74_3,Bid Documents: This bid documents for a construction project shall require
any contractor or subcontractor bidding on the construction project, or any part of the
construction project, to submit with its bid, written responses and other supporting or
explanatory information demonstrating its compliance, or non-compliance and the
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reason for such non-compliance, with the listed responsibility criteria and any other
criteria declared peftinent by the Township and included in the bid documents. For
each separate bid package of a construction project, the Township may accord such
weight as it deems appropriate to the responsibility criteria and any other criteria
included in the bid documents for purposes of determining whether a contractor is a
responsible contractor.

8+ 4. Criteriai The Townshi p will consider the following information in determining
whether or not a contractor is a responsible contractor. As used in this section,
"contractor" includes any subcontractor holding a subcontract ofFv+t$eusanddottars
$sp00) twentv-five thousand dollars ($25.000) or more. This list is not intended to
be all inclusive or exhaustive:

a. General information about the contractor's company, its principles and its history,
including the State and date of incorporation;

!,Trade categories of contractor's employees and information regarding the State and
local licenses and license numbers held by the contractor;

c. A confirmation that all subcontractors, employees and other individuals working on
the construction project will maintain current applicable licenses with the Michigan
Bureau of Construction, Codes and Fire Safety, and as may othenrrise be required
by law for all licensed occupations and professions;

d. The ratio of masters orjourney persons to apprentices proposed to be used on the
construction project job site;

e. Documentation that the contractor maintalns, pafticipates in and contributes to a
bona fide apprentice training program in which less than full journey-persons
utilized on the project will be pafticipants; as used in this section "bona fide
apprentice training program" means a training program registered and approved
by the United States Department of Labor, Bureau of Apprenticeship and Training
Programs;

f. Documentation of a completed Michigan Occupational Safety and Health
Administration approved safety training program for employees used on the
proposed job site;

g. Evidence of the contractor's Workers' Compensation Experience Modification Rating
(EMR). A bidder with a current EMR greater than 1.1 will not be considered a
responsible contractor under this section;

h. A list of similar or comparable projects completed within the past five years,
including dates of work and each project's approximate dollar value and size.
Documentation from these previous projects of comparable size or complexity,
including but not limited to all costs related to the bidder's timeliness, performance,
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quality of work, extension requests/ contractual fines and penalties imposed,
including proof of such fines and penalties, and liens filed, history of claims for extra
work and any contract defaults with an explanation of the reason for the default
and how the default was resolved;

i. Evidence of contractor's experience with construction techniques, trade standards,
quality workmanship, project scheduling, cost control, management of projects of
comparable size or complexity, and building codes by documenting the bidder's
ability and capacity to perform the project. The bidder must identify those portions
of the project it reasonably believes will be subcontracted and the names of the
subcontractors;

j. A list of individuals or contact persons for entities that have received in the past
flve years, or are currently receiving, the contractor's services from which
references may be obtained, which shall include contacts for any similar or
comparable projects; and include information regarding the records of peformance
and job site cooperation;

k. Audited financial information current within the past twelve months, such as a
balance sheet, statement of operations, and bonding capacity. Evidence that the
applicant has flnancial resources to start up and follow through on the project and
to respond to damages in case of default, as shown by written verification of
bonding capacity equal to or exceeding the amount of the project. The written
verification must be submitted by a licensed surety company rated B+ or better in
the current A.M. Best Guide and qualified to do business within the State of
Michigan.

L A warranty statement regarding labor and materials;

m. A list of all litigation and arbitrations currently pending and within the past five
years, including an explanation of each. Evidence of satisfactory resolution of
claims filed by or against the contractor asserted on projects of the same or similar
size within the past five years. Any claim against the contractor shall be deemed to
have been satisfactorily resolved if final judgment is rendered in favor of the
contractor or any final judgment rendered against the contractor is satisfied within
ninety days of the date the judgment became final;

n. Proof of insurance, including ceftificates of insurance naming the Township as an
additional insured, confirming existence and the amount of coverage for liability,
property damages, workers'compensation and any other insurances required by
the proposed contract documents;

o. Evidence of compliance with the Fair Labor Standards Act, and with regulatory
agencies such as the Environmental Protection Agency; the Michigan Depaftment
of Labor and Economic Growth, including the Occupational Safety and Health
Administration, Workers'Compensation Agency, the Wage and Hour Division; and
all other applicable State and Federal laws or agencies;
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4.9(r) PURCHASE ORDERS

Where required the purchase order is the legal document used by the Township to Initiate
and control purchases. A purchase order shall be deemed a sufficient written contract
within the meaning of this Section when the interests of the Township are protected by
its use.

4.9(m) RESPONSIBILITY FOR INSPECTION AND ACCEPTANCE

p. Evidence of any quality assurance program used by the contractor and the results
of any such program on the contractor's previous projects;

q. Contractor's policy addressing drugs and alcohol use for employees working on the
project site;

r. Documentation of whether the contractor provides health insurance and pension
benefits to its employees;

s. Assurance that all construction work for this project shall proceed economically,
efficiently, continuously and without interruption.

The responsibility for the inspection and acceptance of all materials, supplies or services
purchased by the Township shall rest with the Department or other Administrative officer
as may be designated by the Township Board, with respect to the particular commodity
or service purchased.

4.9(n) PREVAILING WAGES ON TOWNSHIP PROJECTS uoo"eo o, s""'d 
"f 

r

1= If, and to the extent required by state or federal law, or by a voluntary
agreement between an employer and the Township in connection with the
provision of services directly to the Township or in connection with the receipt
of a grant, tax abatement, or tax credit from the Township, no project, in an
initial amount of two-_thousand dollars ($2,000.00) or more for the
peformance of services or work for and on behalf of the Township, involving
craftsmen, mechanics and laborers employed directly upon the site of the
work, shall be entered into, approved or executed unless a contract,
agreement, understanding or arrangement provides and requires that all
craftsmen, mechanics and laborers so employed are to be paid not less than
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the wages and fringe benefits prevailing in the locality of the building trades
industry for corresponding classes of craftsmen, mechanics and laborers, as
published as of the time of execution of the contract by the Michigan
Department of Labor and Economic Growth, Wage and Hour Division. In
addition, such contract, agreement, understanding or arrangement, shall
provide that all subcontracts entered into by the contractor shall contain the
provisions set fofth in this subsection with respect to the contractor, and all
such contracts, agreements, understandings or arrangements shall provide
that all contractors and subcontractors engaged in the performance of services
or work for the Township, to which this section applies, shall as required by
this section, furnish payrolls to the Township if applicable.

*. -4susedi+thi+sedien+
a-.

empleyees

b, !€enstruetien werkz means new eonstruetion; alterations; repair;
installatio+,-eompletien; demolitien; or imprevement of a Tewnship owned

e. 5*iRgsbenefits'means eom^ensation due an empleyee pursuant to a

in€urred during the eoHrse of employmenE and €ontributiens made en
behatFeFan-empleiree;

eeunty;

e_ \Prejedz means rstru€tien werk te

ip

+ 2. All solicitations for construction projects shall contain the prevailing wages
and fringe benefits in effect at the time the solicitation is issued. The wage
scales to be paid shall be posted by the contractor in a prominent and easily
accessible place at the work site. The Township Supervisor is hereby directed
to see that the provisions of this section are contained in and complied with in
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all contracts, agreements, understandings or arrangements for work or
services to be peformed for the Township in accordance with this section.

4 3. If applicable, certified weekly payrolls covering the project contractor's and
each subcontractor's work force shall be submitted to the Township Director of
Accounting or the Township's designee. All payrolls submitted shall identify by
name all employees working on the project contract during the weekly
reporting period, their place of residency, their trade, their classification within
that trade, and all wages and fringe benefits paid. Supervisory personnel
must be reported as well as craftsmen, mechanics and laborers to ensure full
Township income tax compliance. Failure to make any such report can result
in the Township withholding payments on the contract until such repofts are
filed, at the Township's option. In addition, each failure to file such payroll
within seven (7) business days of the receipt of a notice from the Township of
such failure, or any deliberate misrepresentation or false statement contained
in such report, shall be deemed a violation of this section, punishable pursuant
to guidelines established by the Township Board.

5 4-The Township Supervisor or his or her designee is hereby authorized to
withhold payment to such project contractors or subcontractors who fail to
pay prevailing wages and fringe beneflts as required in subsection (a) hereof
in such amounts as may be required to compensate such craftsmen,
mechanics and laborers with the amount of money they should have received
under subsection hereof.

1. The Township shall accept bids for goods and/or services in the amount of hrye[ty-five
thousand dollars ($25,000)@or more from only those
persons/ patnerships or corporations that are committed to equal oppoftunity
employment of all persons, consistent with Article I, Section 26 of the Michigan
Constitution and which has adopted a hiring policy which does not preclude a person
with a felony conviction from being considered for employment unless otherwise
precluded by State or Federal law.

2. This section shall apply to all subcontractors holding subcontracts of twen -five
thousand dollars ($25.000)@r more when such
subcontractors are a direct and inclusive result of a Township purchase or contract of
twe -five th r more.

3. Any contractor, subcontractor, supplier or vendor which is subject to this section and
who employs fifteen or more employees, shall submit equal opportunity employment
compliance documentation with their bid or proposal.

4. Any contractor, subcontractor, supplier or vendor which is subject to this section and
who employs fifteen or more employees, shall submit in writing with its bid or proposal,

4.9(o) EQUAL OPPORTUNIw AND FELONY RE-ENTRY EMpLOyMENT
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its hiring poliry which shall provide that a felony conviction is not an absolute bar to,
or othenarise preclude, possible employment with the contactor, subcontractor, supplier
or vendor.

5. Failure to submit the equal opportunity employment and felony conviction re-entry to
employment policy documentation required by this section shall rend the bid or
proposal non-responsive.

4.9(p) DISPOSITION OF UNCLAIMED PROPERTY

All unclaimed, abandoned or other property of any description which comes into the
possession of the Hamburg Township Police Department shall be disposed of in
compliance with state law and pursuant to Hamburg Township Police Department SOp#
300-3: Evidence and Property.

4.9(q) DISPOSAL OF SURPLUS MATERIAL OR EQUIPMENT, SALVAGE AND
UNCLAIMED PROPERTY

Shall be auctioned on Mlbid for not less than 10 days.

4,10 Expense Reimbursements

4.10(a) Request Form: The Township shall reimburse all officials and employees for
necessary expenses incurred in peforming their duties. All requests for expense
reimbursement shall be made on the proper expense reimbursement form.

4.10(b) Reimbursement Rates: Travel shall be reimbursed at the current IRS approved
mileage rate. Personal use of vehicles is restricted to when Township vehicles are not
available. Reasonable meal and lodging expenses will be reimbursed.

4.10(c) Personal Expensesi Receipts shall accompany any reimbursement requests.
Commuting from residence to the Township hall or the employee's official work station
shall not be eligible for reimbursement. Board and committee members shall not receive
mileage to attend Board meetings that are a statutory duty of their office. Personal
expenses that are unnecessary in conducting Township business, such as enteftainment
and alcohol consumed, shall not be eligible for reimbursement.

4.11 Investment Policy

The Townshio will have an

4.1f 1a;--Purpose

d maintain an Investment Policv - o lease see aDpendix A.
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This investment policy applies to all transactions involving the financial assets and
related activity of the Township except for its employee pension/retirement funds and
employee deferred compensation funds that are organized and adminlstered separately.
These funds are accounted for in the audit report and include the following funds:

General Fund
Enterprise Fund
Capital Improvement Fund
Trust and Agency Fund
Road Fund
Police Fund
Fire Fund
Park Land Purchase Fund
Drug Enforcement Fund
Special Assessment Funds
Any new funds created by the Township Board, unless specifically
exempted by the Township board

4. 1 1(c)_-lnvestment Objectives

Funds of the Township will be invested in accordance with Michigan Public Act 20 of the
Public Acts of L943, as amended, and in accordance with the following objectives in
order of priority.

1. Safety - Safety of principal is the foremost objective oF the investment program. The
primary objective of the Hamburg Township investment activities is the preservation
of capital in the overall portfolio and the protection of investment principal.

2. Diversification - The investments shall be diversified or restricted by specific maturity
dates, individual financial institution(s) or a specific class of securities as may be set
fotth by Board amendment to this policy and in order that potential losses on individual
securities do not exceed the income generated from the remainder of the portfolio.

1.

2.

3.
4.
5.
6.
7.
B.

9.
10.
11.

It is the policy of Hamburg Township to invest public funds in a manner, which will
provide maximum security with the highest investment return while meeting the daily
cash flow demands of the Township and conforming to all State statutes and local
Ordinances governing the investment of funds.

| +.rr(u)_-scope

I
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4. Return on Investment - Subject to the foregoing constraints, Hamburg Township
will strive to maximize the return on the investment portfolio. The portfolio shall be

designed wlth the objective of obtaining a rate of return appropriate to existing
budgetary and economic cycles, taking into account the investment risk constraints
and cash flow characteristics of the portfolio.

a. 1 1(d)--lnvestment Procedures

The Treasurer shall establish written administrative procedures for the operation of the
Township's investment program as well as internal controls which shall include clear
delegation of authority to personnel responsible for investment transactions. The
procedure shall be designed to prevent losses of public funds arising from fraud,
employee error, misrepresentation by third parties or imprudent actions by employees
and officers of the Township.

4, 1 1(e)_-pelegation of Authority

Responsibility for the establishment of the Township's Investment Policy rests solely with
the Township Board ofTrustees.

Authority to manage the investment program related to implementation of the Township
Investment Policy is derived from MCL4t.75, as amended. Management responsibllity
for the investment program is hereby delegated to the Township Treasurer (Investment
Offlcer), who shall establish written procedures and internal controls for the operation of
the investment program/ consistent with this investment policy. No person may engage
in investment transactions except as provided under the terms of this policy and the
procedures established by the Investment Olficer.

The Investment Officer shall be responsible for all transactions undetaken and shall
establish a system of controls to regulate the activities of subordinate officials.

An Investment Committee may meet on an as-needed basis, whose sole purpose shall
be to advise the Treasurer on overall Banking, Depository and Investment strategy,
Primary banking structure and relationship and specific investment selection and
evaluation of the Townshipb Investment portfolio. The committee shall consist of the
Director of Accounting, the Deputy Treasurer and two members of the Township's Board
of Trustees.

3. Liquidity - The investment portfolio will remain sufficiently liquid to enable Hamburg
Township to meet operating requirements that might be reasonably anticipated.
Fufther, it is specifically intended that an investment strategy that ensures short term
(two years or less) versus longer term be followed.
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4.1l(O_-Ethics and Conflict of Interest

Officers and employees, including any officials appointed to an Investment Committee
by the Townshlp Board, shall refrain from personal business activity that could conflict
with proper execution of the investment program, or which could impair their ability to
make impaftial investment decisions. Employees, Investment Committee members, and

investment officials shall disclose to the Township Board any material financial interest in
financial institutions that conduct business with this Township and they shall disclose any
large personal financial/investment positions that could be related to the peformance of
the Township's portfolio. Employees, Investment Committee members, and officials
shall subordinate their personal investment transactions to those of the Township
particularly with regard to the timing of purchases and sales.

4,U(g)_-Qualified Financial Dealers and Institutions

The Township shall maintain a listing of depositories and financial institutions, which are

approved for depository and investment services by the Board ofTrustees. In addition,

the list will include approved security broker/dealers, who maintain an office in the State

of Mlchigan or who are "primary" dealers or regional dealers that quality under Security

& Exchange Commission Rule15C3-1. No public deposit shall be made except in a
qualified public depository as established by State statute.

All financial Institutions and broker/dealers who desire to become qualifled bidders for
investment transactions must supply to the Treasurer and the Board, at minimum, their
quarterly and annual audited flnancial statements for the most recent fiscal year,

certification of having read the Hamburg Township investment policy and the peftinent

State statutes, proof of National Association of Security Dealers certification if
appropriate and proof of State registration, where applicable' In addition, they must
provide schedules of rates and fees for all transaction types and investment products.

Changes in the financial condition of "Approved Financial Institutions" shall be

immediately brought to the attention of the Board of Trustees with an associated

recommended action for the Boards consideration.

It shall be the responsibility of the Board, Investment Committee or the Treasurer to

ensure compliance with these provisions'

4.11(h)--Authorized and Suitable Instruments

All investments shall be made in strict accordance with Public Act 20 of the Public Acts of
1943, as amended, (see attachment "Investment of Surplus Funds of Political

Subdivisions") and Public Act 7 of the Public Acts of L967, as amended (see attachment
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"Urban Cooperation Act of 7967''). The State of Michigan does not require
collateralization of all public funds, but the Township will seek collateralization of its
investments that exceed the FDIC insured amount, and require collateralization of any
repurchase agreements (see below).

The following investment types are specifically authorized:

. Bonds, securities, and other obligations of the United States or an agency or
instrumentality of the United States.

. Certificates of deposit, savings accounts, or depository receipts of a financial
institution, but only if the financial institution complies with MCL 129.9L(2);
ceftificates of deposit obtained through a flnancial institution as provided in MCL

129.91(5); or deposit accounts of a financial institution as provided in MCL

129.91(6).
. Commercial paper rated at the time of purchase within the 2 highest

classifications established by not less than 2 standard rating services and that
matures not more than 270 days after the date of purchase.

. Repurchase agreements consisting of bonds, securities, and other obligations of
the United States or an agency or instrumentality ofthe United States. In such

cases, a Master Purchase Agreement shall be entered into only with primary
dealers repoting to the Federal Reserve Bank of New York (or with firms that
have a primary dealer within their holding company structure), or with approved
depository banks that have executed an approved Master Repurchase

Agreement with the Township. The Treasurer shall maintain a copy of the
Township's approved Master Repurchase Agreement along with a list of the
counterpafties who have executed a Master Repurchase Agreement with the
Township. All repurchase agreement investments must be collateralized.

. Bankers'acceptances of United States banks.

. Obligations of this state or any of its political subdivisions that at the time of
purchase are rated as investment grade by not less than 1 standard rating

service.
. Mutual funds registered under the investment company act of 1940, 15 USC 80a-

1 to B0a-64, with authority to purchase only investment vehicles that are legal for
direct investment by a public corporation. However, a mutual fund is not
disqualified as a permissible investment solely by reason of any of the following:

(i) The purchase of securities on a when-issued or delayed delivery basis'
(ii) The ability to lend portfolio securities as long as the mutual fund
receives collateral at all times equal to at least 100% of the value of the
securities loaned.
(iii) The limited ability to borrow and pledge a like portion of the portfolio's

assets for temporary or emergency purposes.
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Obligations described herein if purchased through an interlocal agreement under
the Urban Cooperation Act of 1967, 1967 (Ex Sess) PA 7, MCL 124.501 to
t24.5t2.
Investment pools organized under the Michigan Surplus Funds Investment Pool

Act, 1982 PA367, MCL 129.111 to 129.118.
The investment pools organized under the Local Government Investment Pool

Act, 1985 PA72L, MCL 129.141 to 129.150.

Prior to investing in any governmental-sponsored investment pools or money market
mutual funds, the Treasurer must review the potential investments for fiscal soundness
and reputation and compliance with this Policy.

Except as may be determined by Board Action, all deposits and investments shall be
strictly segregated by Fund type. It is understood that there are times when deposits
are transferred to our accounts from an external source in a comingled form with
allocation instructions. These funds should be segregated as soon as possible upon

receipt.

4. 1 1(i)--Competitive Selection of Investment Instruments

1. Before the Township invests any funds, competitive proposals from qualified financial

institutions shall be sought. If a specific maturity date is required, whether for cash

1ow purposes or for conformance to maturity guidelines, proposals shall be requested

for instruments that meet the maturity required. If no speciflc maturity is required, an

analysis will be conducted to determine which maturates would be most advantageous.

2. Quotes will be requested from flnancial institutions for various options with regard to
terms and instruments. The Township will accept the quotes, which provide the

highest rate of return that is within the maturity term required and that comply with
the parameters of the Investment Policy and particularly with regards to the safety of
the investment.

3. Records indicating the quotes offered, the quotes accepted and brief explanation of
the decision which was made regarding the investment, shall be kept for future review.

4.110)--Short-Term versus Long-Term Portfolio

1. The Township shall attempt to match its investment maturities as closely as possible

to its anticipated cash flow requirements. With the exception of Debt Service Funds,

Capital Funds and Special Assessment Funds, it is strongly advised that all funds be

invested in instruments whose maturities do not exceed two years at the time of
purchase unless specifically agreed to by the Investment Committee and repofted to
the Board.

a

a
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2. Debt Service Funds, Capital Funds, and Special Assessment Funds, may be invested in
securities exceeding two years provided the maturity dates match anticipated need for
the funds.

1. Information indicating a loss or prospective loss of capital on existing instruments and
material deviations from projected investment strategies shall be repofted immediately
to the Board of Trustees.

2. All Township investments are benchmarked to both US Treasury Bills and market CD

rates and are reviewed at least monthly for performance and new investment
opportunities that comply with this Policy and compare favorably with existing
investments.

3. A Comprehensive Financial Condition Repoft shall be developed cooperatively by the
Treasurer, Director of Accounting, Chief Budget Officer and Assessor and presented to
theBoardofTrusteesatitssecondBoardmeetingeachmonth. Therepoftwill address

each of the following in summary and in detail:

a. Tab 1-Revenue & Expenditure Report; Cash Summary by Account

b. Tab 2-Cash Flow Analysis; Debt Payment Schedule

c. Tab 3-10-yr tax Collection Comparison; Property Tax Roll 10-year graph; Roll

Distribution Chart

d. Tab 4-Monthly Bank and Investment Repoft; Approved Financial Institutions List

e. Tab S-Five Year Forecast and Capital Reserve

4. The Township's investment operations will be reviewed as part of the annual audit.

4.1l(l)--Access to Financial Information

+-By resolution the Hamburg Board of Trustees has determined that the following
Officers shall have the right to all financial and investment information (including on

line "read only" access) from all depositories and financial institutions with whom the
Township does business:

*!.,__
a. TownshiP SuPervisor
b. Township Clerk

| +,f f(t)--Investment Peformance and Reporting

L

I

I
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Township Treasurer and Deputy Treasurer
Township Trustees (4)
Township Director of Accounting
Township Attorney

&-Additionally, by resolution the Hamburg Board of Trustees has determined that the
following employees shall have the right to all financial and investment information
(including on line "read only" access) from all depositories and financial institutions
with whom the Township does business for Library Accounts:

+2,_
a. Director of the Library
b. Library Accountant

4.11(m)--5afekeeping and Custody

I. All security transactions including collateral for repurchase agreements and institution

deposits entered into by the Township shall be on a cash (or delivery vs. payment)

basis. Securities may be held by a third-party custodian designated by the Treasurer

and evidenced by safekeeping receipts as determined by the Treasurer.

c
d
e
t

2. A Trust Receipt from the contra-party and proof of SIPC and other insurance will be

required when the transaction is covered by insurance. Non-negotiable, non-

coliateralized Certificates of Deposit, as in the law in the State of Michigan shall be

evidenced by safekeeping receipt from the issuing bank.

4.11(n)_-Prudence

Investments shall be made with judgment and care, under circumstances then
prevailing, which persons of prudence, discretion, and intelligence exercise in the

management of their own affairs, not for speculation but for investment, considering the

probable safety of their capital as well as the probable income to be derived'

4.1l(o)--amendment

This Investment Policy and its associated Investment Procedures may be

amended from time to time by a majority vote of the Hamburg Township Board of

Trustees.

I

I

I

I



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

----\Fr:

Bankers' teeeptanee (B*): A draft or bill or exehange aeeepted by a bank er trust

Breken A breker brings buyerrand sellers tegether for a eemmissien Paid by the

Callable Bendt A be

Geftifi€ate ef Depesit! A time deposit with a spe€ifi€ maturity eviden€ed by a

Gemmereial Fapen An unseeured premissorY nete with a fixed maturity of no more

@
Eebenture: A bend seeured enly by the general eredit ofthe issuer,

independentrreturnsi

an+savingibaflk-dePosi*

wiffi

Iiark te marketl The proeess whereby the book value er eollateral value of a seeuriEy

Harket Value: €urrent market priee of a seeurity,
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l4aster Repurehase tgreement: A written eontraet eevering all future transaetions

,t,,^ -h,l ^-.,rhlaPsrsere,
Meney llarket lilutsal tflndr A rnutual fund that limits its investments to seme er all

@
Net lcset Yalne: The market value ef one share of an investment eempany; sueh as a

mutu+fun+
Ne teael Funeh A mutual fund that does not levy a sales eharge en the purehase er sale

ofiteshares

€rediFratiflg#oFseeuHtiee
Fertfelier €elleetion of seeurities held by an investor,

@
Frudent Fers;n Rule! Standard of investing whi€h states that investments shall be

€unentr+R€omtretHrnr
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Treasur} Billsr A nen interest bearing diseeunt seeurity issued by the U'S' Treasury te

dayrt#Yeeksr
Treasury Bends: teng term U,S' TreasurY seeurities having initial maturities ef more
U+an+en-Veae
TreasurT Netesr Intermediate term eeupen bearing U,S, Treasury seeurities having

Yield! The rate of annual in€eme returns on an invesHnent, expressed as a per€entage,
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CERTIFICATION

I, hereby ceftify that I have received a copy of the Investment Policy of Hamburg
Township. I have read and fully understand the State of Michigan Public Act 20 of Public
Acts of 1943, as amended. I have personally read the Investment Policy, and agree to
comply with the terms of the Investment Policy, and Public Act 20, regarding the
investment of the Township funds. Any investment not conforming to your Investment
Policy will be disclosed promptly. We also pledge to exercise due diligence in informing
you of all foreseeable risks associated with financial transactions conducted with your
Township.

By:

Institution:

Address:

Date!

City/State/Zipt
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4.12 zt'l}Notary Public

Hamburg Township will support any employee that needs to become a Michigan notary
public to fulfill the job requlrements. The State of Michigan requires a surety bond of
$10,000 for the notary. The Township will secure that bond through the township's
insurance company Michigan Municipal Risk Management (MMRMA). With the Township
providing the surety bond through MMRMA, the employees are only allowed to use their
notary for township business, or township residents, during Township business hours.

4.13 Grants

4.13(a) Purpose and Scope

The purpose of this policy is to establish procedures for approval, acceptance,
implementation, compliance and reporting of all grant applications submitted on behalf of
Hamburg Township. The intent of the Board of Trustees is to ensure fiscal and

administrative accountability of all funding sources including: federal government, state
government, other local governments, non-profit agencies, and private businesses and

citizens, as well as property and other assets awarded to Hamburg Township. For the
purposes of this policy, a grant is defined as a financial award that is subject to
requirements imposed by the awarding agency.

4.13(b) Application of Policy

The Hamburg Township Grant Policy applies to all Hamburg Township Employees,

Departments, and the Elected Officials.

4.13(C) Gfant AppliCatiqn Updated bv Board of rrustees xx/)c(/)c{

Prior to applying for any grant, a Grant Transmittal form (Appendix A) must be completed

and submitted to the Hamburg Township Coordinator, AeeountingrDirector of Accounting,

Supervisor, and Clerk. An exception to this policy is the Michigan Municipal Risk

Management Authority's R.A.P. Grant which departments are able to apply for directly
without notice to the Township Coordinator.

Once the A€€eunt+Fg Director of Accounting, Supervisor, and Clerk approve the request,

their recommendation will be fonararded to the requestor by the Township Coordinator.

Grants over $10,000 federal grants, or any grant requiring cash or in-kind matching funds,

must be pre-approved by the Township Board. Once the submittal is approved, all

completed grant applications must be fonararded to the Township Coordinator, who will
provide copies to the Supervisor, Clerk and Accounting Director, as needed. No

submissions shall be made until approval is received.
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+-{++$G}G} _f+he Hamburg Township *eeeu*tng Director of Accounting shall be

designated as the grant fiscal officer for all grants.

*L_
+.2.,_-(++3Xe)€)-fhe department head, elected official, or division wishing to

submit a grant application shall work with the Township Coordinator and Aeeeunting
Director of Accounting on all grants.

1,3. (++3XeX3)-The Township Coordinator can provide administrative assistance

with grant application issuance and submittal, and is in charge of all record retention

for grants applied for and received in the Township.

#'.__(4#lGX4}Grantor must send grant funds directly to the Hamburg Township

Treasury. All flnancial institution information related to the grant application must be

completed by the Aeeounffi Director of Accounting, Hamburg Township Treasurer or

Deputy Treasurer.

G5, g+axO€)Grants requiring a cash match must be approved by the Township

aoarO of Trustees. Sources for matching funds must be identified by the Aeeeunting

Director of Accounting.

7,5. (4+3xe(6,)-Grants that allow for reimbursement of indirect costs must

include the costs in the grant application budget.

+,8j__(++3)G)€) Grants requiring an expenditure budget to be included with the

applcailon oi-annuit request, must submit the proposed budget to the A€€eunting

Director of Accounting for review prior to submission.

+&.9.--(a+3XeXD-The department head will provide copies 
. 
of all

corresponOerici, inCtuOing copies of the approved and executed grant application,

grant award le*er, executed grant contract, approved budget, etc. Copies of all

irotions pertaining to approval will be retained in those records as well.

4.13(d) Grant Management uDdated bv Board or

Each grant must have an individual designated as Grant Coordinator, who is responsible

for re{uesting grant funds, fulfilling the financial reporting requirements of the grant, and

&.2.,__(++3)G)€)Fcrants that allow for reimbursement of administrative time and

-other 

costs ietatea to administering the grant shall have those expenses clearly

recorded by the Aeeeunting Director of Accounting.
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ensuring the proper revenue has been received before closing the file. The Township
Coordinator may be resuested directed to serve this function for the Depaftment Head

and is responsible for all final records and their retention.

The Hamburg Township A€eot nting Director of Accounting is responsible for maintaining
an inventory of fixed assets purchased with grant funds. The Township Coordinator is
responsible for making such fixed assets physically available for inspection during a grant
audit, or will complete and flle self-certiflcation audits, if applicable with assistance from
the grant requestor. The sale or disposal of these assets must follow grant requirements
and must be coordinated with the *eeoun+ng Director of Accounting. A list of all parkland
and trail assets and property that are required to remain as recreational assets in
perpetuity, shall be maintained by the A€€eunting Director of Accounting. The Township
Coordinator shall be responsible for maintaining proper signage and arranging
announcements and ribbon-cutting ceremonies, as may be required by the terms of the
Grant.

The Township Coordinator is responsible for fulfilling the program requirements of the
grant and promptly submitting the required program monitoring reports to the funding
agency. Progress, financial, and final reports must be provided to the A€€ounting Director

of Accounting who will complete the information on the Grant Transmittal to close the file.

Should a vendor be hired to draft and submit orants on the Townsh ip's behalf it must be

done so on lv after the Township Board has entered into an aqreement with the vendor

and aporoved the orant's submi L The Township Coo inator is resoonsible r actino as

the liaison between the qrant writer and the Township, maintaininq all records for the
Droiect. a d orovidino anv suD ort which is reouire bv the vendor for the DroDer

execution of the orant.

The Grant Coordinator shall work with the Department Head to review financial

transactions, such as contract invoices, vouchers, travel reimbursements, purchase

documents, and various other documents that obligate Hamburg Township' When

reviewing documents, the Grant Coordinator and Director of Accounting are responsible

for verifying the following:

1. 4+3G)elCharges to the grant correctly represent materials received or services

rendered;

2. 4#(d)<+Charges represent activities that are allowable under the grant and

comply with the budget that is established for the grant;

A a a I A\lalJ . ---s\u-r\J/ Funds are available in the grant to cover authorized charges; and
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1-+,lS(dX4)The transactions comply with all relevant internal or external regulations,
policies and procedures, and are applied to the proper 6t general ledger code.

4. 13(e) Grant Accounting

Fiscal control and fund accounting procedures shall be established to assure the proper

dispersal of and accounting for grant funds. Such procedures shall ensure that all financial
transactions are conducted and records maintained in accordance with generally accepted
accounting principles with the following objectives.

t. ++3(eX+IMaintain financial records in the shared file system (V-drive) ensuring
that the file contains sufficient detailed information to accurately account for grant
revenue, expenditures, assets, liabilities and obligated balances.

All grants shall be processed in accordance with GASB-33.1 /l { 2/^\/t\a.---sfE7f-,

+2.

+.}-*+3GXO Grant monitoring and budgetary control repofts shall be made

throughout the life of the grant.

5.4r-4+3(€X4) All grants are subject to the rules and procedures as outlined by the
agreement the Hamburg Township Board of Trustees enters into with the Grantor.

C.!-*+3(eX5) All records shall be maintained by the Township Coordinator and filed
in the Clerk archive based on the Records Retention and Disposal Schedule for Michigan

Township Clerks, by the Depaftment of History, Afts and Libraries - Record

Ma na gement Services. www. michigan.gov/recordsmanagement/
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Section 14 - Appendix 1
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amburg
P Grant Transmittalo gBol ploce to grow

Date:

Project:

Name of Project:

E<pected Completion: Deadline:

Project Description:

Project Manager: Emaill

Department:

Approved by grpertriso r/off ici al:

Grant Coordinator:

Date:

Erna il:

Flnancial:

Total Estimated Projd Cost:-Epected Matdl:-

MatclT Furdirg from GLS: 

- 

FrY lnpaded: 

-

Grant Application:

GrantorNams ontad:-

Address

Cortact Email: Cortact Phone-

Grant Amount Requested: 

-A,vrd 

Date: 

-

Admln Use:

Project Completed 

- 

Rdrnbur-rnert $bmitted: 

-

Grant Fundirg Received: odedto GLfr-

Olrecto r of Acco unting Sfinature: 

- 

fo Clerk,/Retentio n: 

-
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4.14 Cell Phone Usage & Re-Imbursement

4.L4(a)--PURPOSE

This policy is established for the purpose of establishing guidelines for the acquisition,
use, maintenance, and reimbursement of cell phone equipment and services utillzed for
conducting Township business and services. It is intended to minimize Township
expenses while maximizing efficiency and convenience for employees.

4.L4(b)--POLICY

It will be the policy of Hamburg Township to establish guidelines for the proper use of
cell phones owned by the Township for employee use. The Township will also issue a

stipend or reimbursement to employees for time and equipment based on the criteria
established In this procedure. It is also the poliry of Hamburg Township to comply with
all Internal Revenue Service guidelines for income tax withholdings for personal use of
equipment and services.

4.La@)_-DEFINITIONS

Employer-Owned Cell Phone & Equipment - Shall be defined, for purpose of this
policy, as any cell phone, charger, holder, mount, wireless service agreement, obtained

by and/or paid for by Hamburg Township'

Employee-Owned Cell Phone & Equipment - Shall be defined, for purpose of this
policy, as any cell phone, charger, holder, mount, wireless service agreement, obtained

by and/or paid for by a employee of Hamburg Township.

Cell Phone Stipend - A monthly payment made to a Township employee based on the

established stipend category recommended by an employee's department head and

approved by the TownshiP Board.

cell phone Reimbursement - A payment made to a Township employee based on a

standardized calculation of use or a receipt itemizing business usage of an employee's

personal cell phone equipment and services.

4.14(d)--CELL PHONE STIPEND LE,ELS

Cell phone stipend levels are as listed below. Department heads may make a written

request for an employee to receive a cell phone stipend to the Township board' The request

wili include a stipend level recommendation by the Department head and the employee's
position, responsibilities, and need for business related cell phone services. All cell phone

stipends will be established by a majority vote of the Township Board. Cash amounts for

I
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each stipend level will be established by the Board and reviewed or adjusted at their
discretion.

l-Administrative Stipendi an executive level or critical employee that "must have"
cellular phone service for emergency contact. This position or work assignment has a

high level of responsibility and accountability for delivery of government services. This
employee requires an extremely high volume of demand for communication with
subordinates, business paftners, and citizens.

2. Supervisory Stipend; a management or supervisory level employee who "needs to
have" cellular phone service while either on call or in a position to give 24-hour work
direction to others. These employee responsibilities require regular and ongoing need

for accessibility and communication either throughout the workday and while off duty.

3. Staff Stipend; a front-line employee where it is convenient to have cellular services

to enhance the productivity and efficiency of Township services.

4. 14(e)--EMPLOYEE OWNED CELL PHONES

1. Employee participation in the cell phone stipend program is voluntary and can be

canceled by the employer or the employee at any time for any reason.

2. Employees receiving a cell phone stipend shall do the following:

a. Provide their cell phone number to their immediate supervisor'

b. Maintain their cell phone in active service.

c. Have cell phone turned on and available for contact according to requirements
of the stipend level and/or job requirements to which he/she is assigned.

d. Maintain a sufficient amount of cellular minutes available to conduct the level

of business appropriate to the job requirements to which he/she is assigned.

e. Assume responsibility for all charges for cell phone services and equipment'

3. Hamburg Township retains the right to determine eligibility and pafticipation in

employee owned cell phone stipend program.

4. Personal use of employee owned cell phones shall be kept to a minimum during

business hours or while the employee is on duty.

4.L4$)_-TOWNSHIP OWNED CELL PHON ES
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1. Depaftment heads may make a written request for an employee or work group to be
issued either single use or multi use Township owned cell phone to the Township
Board. The request will include a type of use, the employee's or work groups position,

responsibilities, and need for business-related cell phone seruices. AllTownship-owned
cell phone levels will be established by a majority vote of the Township Board.

L-
J.LJownship-ownedcellphoneswillbedesignatedbythefollowingtwo

types:

a. Multi-user or On-call phone assigned to a work group or division that uses the
phone for business only while performing a specified task

b. Single user Township owned phone assigned to a specific person that is utilized for
both business and personal use.

c. Monthly personal use fees for Township-owned phones will be determined by a
monthly review of the phone bill. Any personal calls will be totaled and the total will

be given to the Accounting Department for inclusion in the employee's taxable

income.

A.u.-

e-.d.__Any employee authorized for use of a Township owned single user phone

may use the phone for personal use and will be taxed on the personal usage on a

monthly basis. Personal calls should be kept at a minimum and should not

intefere with TownshiP business.

Employee Owned Cell Phones

nd Level Monthly Stipend Rate
Administrative $s0.00

Superuisory 00

Staff $20.00

Township Owned Cell Phones

Assignment TIP9_ Monthly Use Rate
Sinqle User Basic $1s.00

Signed Statement
"No Personal Use"

Multi-User
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4.15 Automated Clearing House (ACH) Arrangements and Electronic Funds
Transfer (EFT) Policy

4.ls(a) --PURPOSE
The following poliry shall govern the use of Automated Clearing House (ACH) and
Electronic Funds Transfer (EFT) arrangements for Hamburg Township.

4.15 (b) _-DEFINITIONS

Automated clearing house or'ACH" - means a national and governmental

organization that has authority to process electronic payments, including, but not limited
to, the national automated clearing house association and the federal reserve system.

ACH arrangement - means the agreement betvveen the originator of the ACH

transaction and the receiver of an ACH transaction.

ACH transaction - means an electronic payment, debit, or credit transfer processed

through an automated clearinghouse.

ACH policy - means the procedures and internal controls as determined under this
written policy developed and adopted by the Hamburg Township Board of Trustees.

Electronic transactions officer or "ETO" - means the person designated under the

Electronic Funds Transactions Act, Public Act 738 of 2002, as set fofth in MCL 124.301,

et seq., by the TownshiP.

4.1s1c;--AUTHORITY

The Township Treasurer, is designated by the Act as the Township's ETO and may enter

into an ACH arrangement as provided by the Act.

4.1s(d)--GUIDELINES

1. The Township shall not be a party to an ACH arrangement unless the Hamburg

Township Board has adopted a resolution to authorize electronic transactions and

the Hamburg Township Director of Accounting has presented a written ACH policy

to the township board.

2. An ACH arrangement under PA 738 of 2002 is not subject to the Revised

Municipal Finance Act, Public Act 34 of 2001 (MCL I47.270L, et seq.), or to
provisions of law or charter concerning the issuance of debt by a local unit'

I
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3. Responsibility for ACH Agreements. The Hamburg Township Director of
Accounting is responsible for Hamburg Township's ACH agreements, including
payment approval, accounting, repofting, and generally for overseeing compliance
with the ACH policy.

{-The Accounting Specialist shall submit to the board documentation detailing the
goods or services purchased, the cost of the goods or services, the date of the
payment, and the depaftment levels serviced by each payment of public funds
made by electronic transfer. This report may be contained in the Townships
electronic general ledger software system or in a separate report to the Township
board.

The following system of internal accounting controls will be used to monitor the use of
ACH transactions made by Hamburg Township:

1. The Accounting Specialist shall prepare a list of vendors authorized to be paid by
ACH transaction and provide that list to the Hamburg Township Board of
Trustees.

2. The Accounting Specialist initiates the transaction upon receipt of an invoice
included on the authorized ACH list approved by the appropriate township official.

ACH invoices must be approved before payment.

3. The Accounting Specialist presents a report of ACH bills for payment to the
township board for approval. The board approves all transactions prior to
disbursement. [If the township board has established a policy identifying specific
payments that have pre-approved authorization (monthly utility bills, payroll etc.),

it must post-audit those payments and confirm their disbursement at the next

board meeting following their disbursement. Include in the ACH policy the list of
specific types of payments pre-authorized for post approval by the board.l

4. Following board approval, the Treasurer and Clerk, or their designees, sign the
report of ACH bills, the Accounting Specialist initiates the electronic transaction
with the vendor, and the Director of Accounting reviews and approves the
transfer of funds.

5. The Director of Accounting shall retain all ACH transaction documents for audit
purposes.

6. The Director of Accounting shall retain all invoices for audit purposes.

4.15(e)--INTERNAI ACCOUNTING CONTROLS TO MONITOR USE OF ACH
TRANSATION MADE BY TOWNSHIP
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7. Vendors will be contacted with their phone number on file for any ACH setups or
ACH changes to verify the information before any changes are made.
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6.1(a) Couftesy - The primary goal of the Township is to serve the public, All staff and
employees will respond to requests for Township information from members of the public
with courtesy and efficiency. All officials and employees shall communicate with the public

in a friendly, courteous and efficient manner at all times.

All visitors to the Township hall shall be greeted in a friendly, helpful manner. The

Phone calls to the Township shall be answered, "Good Morning/Good Afternoon, Hamburg

Township, this is speaking, how may I help you?"

Department heads shall make every efFoft to see visitors who need their assistance. When

workload or other commitments do not allow for an immediate meeting, the visitor will be

asked to make an appointment at a mutually convenient time'

6.1(b) Complaints and Probtems - All citizen complaints and problems will be directed

to the appropriate office or official.

Complaints or other concerns received from a citizen shall be received with coutesy' The

official or employee will make every effort to resolve a complaint or problem, within the

official's or employee's scope of authority. Depaftment heads will be notified of all

complaints.

The Township Supervisor and Clerk shall be notified in writing of any citizen complaint. The

notice shall include the name and address of the citizen, the nature of the complaint, and

how the complaint was resolved. The Supervisor or Clerk may make a subsequent inquiry

with the citizen to ensure the issue was resolved to the citizen's satisfaction.

6,2 -Public 
Information Officer

The Supervisor and the Clerk shall be the public information officers for the Township and

shall be respons
responsibility. The
newsletter. Public
events and respon
Township officials

Township employees will refer all public information announcements to the Supervisor and

the Clerk prior to releasing them to the public or the media.

ible for public information associated with their departments of
Treasurer is responsible for supervising the preparation of the Township

service announcements and media releases on Township government

ding to inquiries from the media or referring contact to other appropriate

shall be iointly coordinated by the Supervisor and the Clerk'

6.0_-PU BLIC IN FORMATIONUbIie{nfermatien

6.1--Public Contact uodated bv Board of rr
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6.3_-Public Notices
)cx/xxlrx

U ndated bv Board of Trustees

6.3(a) Meeting Notices - The Township Clerk shall be responsible for posting all regular,
special and rescheduled Board meetings in conformance with the Open Meetings Act and
other State laws. Depaftments Heads shall be responsible for posting e+speetat meetings
related to their department.

6.3(b) Public Notices - The Township Clerk shall be responslble for-delegat-tgn-a-nd&t
assistance, or publishing and mailing all public notices required by State law, including but
not limited to:

@
2. Budget Public Hearings

5. Special Assessment District Hearings
6. Election Notices
7. Master Plan Adoption and Amendments Public Hearings

B. Truth-in-Taxation Notice
9. Board Meeting Minutes SynoPsis

10. Request for Proposals

theiFdepa*ment

5.4 
-Freedom 

of Information Act Requests
gpdate+bfBoar+ei+ustee *)o(

tlnda ted hv Board of Tru

pursuant to P.A. 1976 No. 442, as amended, and MCL 15.231, as amended (Freedom of
Information Act - FOIA) Hamburg Township provides access to all Township public

documents except those or portions of those exempt from release under FOIA. The policies

and procedures herein are intended to implement the requirements of FOIA and the release

of documents that exist at the time any requests for them are made.

All requests for copies of public documents or to review public documents must be in writing

with the exception of the following:
1. Copies of assessment/tax records by the propefi owner of his/her own property.

2. Copies of assessment/tax records that are reasonable and readily available at the

time of the request.

3. Copies of all current meeting agendas.
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4. Copies of all current minutes.

All written requests shall describe the public record or records requested sufflciently to
enable the FOIA Coordinator to find said public record.

A written request maee-Oy+aesimie submitted throuqh the FOIA Portal, electronic mail ,or
other electronic transmission, is not logged as received by the FOIA Coordinator until one
(1) business day after the electronic transmission is made. For a request to be considered
a sufficient writing to satisfy the FOIA, it must contain the following:

1. The name, address and contact information (i.e. phone number, email address) of
the requester.

2. A statement indicating that the requester will pay the costs allowable under the FOIA,

or documentation that the requester is receiving public assistance or other facts
showing inability to pay due to indigence.

Generally, oral requests for documents do not constitute a request under FOIA. However,
if a citizen making an oral request is disabled, either temporarily or permanently, so that
he/she is unable to make the request in writing, special accommodations must be made. It
is the duty of the department receiving the request to write out the request for the citizen

as an accommodation under American Disability Act (ADA). Once written, the request

should be processed as a formal request under FOIA.

6.4(a) FOIA Coordinators - The Township Board shall appoint a FOIA Coordinator. The

FOIA Coordinator may designate another individual(s) to act on his or her behalf in accepting

and processing requests for the public body's public records, and in approving a denial

pursuant to FOIA.

6.4(b) Processing - Often times a request for documents under FOIA will be received by

the specific department. The request must be immediately turned over to the FOIA

Coordinator for processing. The FOIA Coordinator in turn will request and receive from the

appropriate depaftments, the requested documents together with a memorandum

regarding the request, listing the staff time involved in retrievin n reda

documents. The FOIA Coordinator shall review the departmenta I response for both

compliance with the Township policy and consistency with the Township's response to
similar requests. Any required changes shall be immediately discussed with the responding

depaftment or, if appropriate, the Township Attorney. The responding department shall

immediately make any changes directed by the Coordinator and provide the Coordinator

with revised documents as may be necessary.

The department will provide the requested records to the FOIA Coordinator no later than
four (4) days from receipt of the request. If this is not possible, the department shall notify
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the FOIA Coordinator immediately. The Coordinator will contact the requesting pafty and
notify them of a 10-day extension of time to respond, if appropriate.

If a department cannot provide a requested record because it does not exist, the FOIA
Coordinator will be notified in writing immediately. If a record does not exist in the form
requested, or if it is exempt under FOIA, the Coordinator will send a notice of denial, which
contains the required appeal information (see Section 6.4(d)).

In the event the request is to view public documents, a monitor (Township staff person

designated by the FOIA Coordinator) will be assigned. The requestor shall be notified of
the scheduled day and time for the inspection.

6.4(c)_-Payment of Costs - The requester will be invoiced by the FOIA Coordinator for
actual costs in filling the request. These costs are contained in the Administrative Fee

Sched u le. (if,se+hype+Rk)

Except as provided below, no fee shall be charged for searching, examining, revlewing, and

deleting and separating exempt from non-exempt material unless failure to charge a fee
would result in unreasonable high costs to the public body because of the nature of the
request in the particular instance, such as, by way of example, cases requiring advice from
legal counsel, additional staffing or other direct expenses not in the ordinary course of
business. (If a FOIA request is made for an easily identified document consisting of a few
standard size pages, labor for the search, examination, and making deletions under the
FOIA would generally not present a case of unreasonably high costs to a public body. In
such a case, the Legislature has directed that no charge be imposed. If a request for "any
and all" documents as to a particular subject, requires a search of many boxes of records,

including review for exempt material which must be or may be deleted (per Section 13 of
the FOIA), and if that search, examination, and review involves numerous hours of labor,

charges may be imposed to avoid the unreasonably high cost arising from the nature of that
particular request.)

In any case where the estimated actual cost to Hamburg Township of responding to a

request for a copy of a public record exceeds $50.00, a good faith deposit equal to 1/z of
the estimated cost of such response shall be required prior to completing the request. The

FOIA Coordinator shall be responsible for collecting the computed costs prior to the release

of the requested documents.

A copy of a public record shall be furnished, without charge for the first $20.00 of the fee

for each request, to an individual who submits an affidavit that he or she is then receiving
public assistance, or if not receiving public assistance, stating facts showing inability to pay

the cost because of indigency.
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If an individual has an outstanding FOIA bill, the information shall be turned over to the
Accounting Department for collections proceedings. The Township cannot refuse to comply
with subsequent FOIA requests due to an outstanding invoice.

The Township Board may waive some or all of the costs as may be in the public interest
because furnishing copies of the document(s) would be considered as primarily befitting the
general public.

6,4(d) Response - The initial response may be either grant or deny the requested
documents or extend the time for response up to ten (10) business days. The response
either granting or denying access in whole or in part to the requested documents must
contain the following:

1. An invoice containing a detailed breakdown and backup of the charges to process the
request.

2. Transmittal indicating where the requester may pick up the released documents and pay

the appropriate costs. This transmittal shall also include the following statement: "fre
Township does not warrant or guarantee the accuracy of the information provided.

Rather, it provides the documents only to comply in good faith with the Michigan

Freedom of Information Acl and not for any other purpose."

3. If any aspect of the response is less than a full granting of the request, the final
paragraph MUST be inserted exactly as follows:

"If you receive written notice that your request has been denied, in whole or in part,

under Section 10 of the Freedom of Information A4 you may, at your option, either 1)
submit to the Hamburg Township Clerk a written appeal that specifically states the word
"appeal" and identifies the reason(s) for reversal for the disclosure denial; or 2) file a
lawsuit in the circuit coutt to compel Hamburg Townshipb disclosure of the record. If,
afrer judicial review the circuit court determines that the Township has not complied
with the Act, you may be awarded reasonable attorneyb fees and damages as specified

under the Act".

4. Material identified as exempt shall be forwarded to the requestor accompanied by a
transmittal letter indicating the specific reasons why any material is not being disclosed

together with the right to appeal or seek judicial review.

+.-Reda€tions

6.4(e) Appeals - Under the Act, the requesting person has the option of pursuing an

appeal to the Hamburg Township Board or proceeding to circuit couft. If the requesting
person wants to appeal to the Township Board, the requester must submit a written appeal

that specifically states the word "appeal" and identifies the reason or reasons for reversal

of the denial. The Township Board is not considered to have received a written appeal until

the first regularly scheduled meeting following submission of the appeal. Within ten days

after receiving the written appeal, the Township Board must do one of the following:
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1. Reverse the disclosure denial;

2. Issue a written notice to the requesting person upholding the disclosure denial;

3. Reverse the disclosure denial in pat and issue a written notice to the requesting person
upholding the disclosure denial in part; or

4. Under unusual circumstances, issue a notice extending for not more than 10 business
days the period during which the Township Board will respond to the written appeal.
The Townshlp Board is prohibited from issuing more than one extension for any
particular appeal.

6.4(f) Document Storage - FOIA Documents tebe released by the Coordinator shall be
held for one year plus one day. If the requester fails to pay the amount due the Township,
or fails to pick up the documents, the documents may be recycled, destroyed, or returned
to the appropriate department.

6,4(9) Record Keeping - The FOIA Coordinator shall maintain a chronological flle of all
FOIA requests processed by hlm/her together with a copy of the document provided,
response letter, and invoice. These files must be maintained for a period of one year and
one day from the date of response.

5,5--Incoming Mail
xx/xx/)c( Updated+fSgard€+rcste

1. All mail addressed to the Township is considered Township mail. Employees cannot
expect to use the Township P.O. Box or its physical address as a personal mail service.

2. All mail clearly and properly addressed to a speciflc individual or department will be
distributed unopened . The
mail recipient will assume full responsibility for forwarding all invoices and documents
(or copies) scheduled for retention to the appropriate departments mailbox in a timely
fashion.

3. All mail with addressee not clearly specified will be opened to determine proper
distribution with the following exceptions:

a. All mail addressed to the Police Department will be distributed unopened,

b. All mail addressed to the Library, @, will be
distributed unopened 'rr.^ T- --,,.^.r- r\FFi-^ r..ill -^+-ia }tr^ a-iaiaqt rr,l 6^-.,^-,t ^

c. Mail from the Assessor's Office returned by the USPS as undeliverable will be
distributed unopened.

d. Mail addressed to a specific individual marked "Personal and Confidential" will be
distributed unopened.

Uodated bv Board of Trustees
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e. All mail marked "Invoice" or other indication of request for payment will be delivered
to.

f. Any questions or concerns regarding the receipt and processing of incoming
Township mail shall be addressed with the Clerk's Office in a timely fashion in order
to expedite resolution.

g. The Clerk's Office reserves the right to open and inspect any susplcious mail with a
Township address that it deems necessary.

h. All mail will be processed and distributed on a daily basis.

6.6--OutgOing Mail updated bv Board or rrustees )cd)od)o(
Update+bfBeaF+e*rusteeeme(-
All outgoing mail must be stamped/metered and deposited in the outgoing mail box located
next to the postage machine by 4:00 PM, M-F Th. for same day Post Office drop off unless
special arrangements are made with the Clerk's office.

6.7_-Confi dential Information

Officials and employees shall not release any information to the media which would be a
violation of a citizen's or a member of general public right to privacy.

6.8 Social Media Pol Updated by Board of Trustees 8-4-22

G8€alDefinitiens

Website-.-ete,

Puroose: Hamburg Township supports the use of social media technoloqy to enhance
communication, collaboration. and exchanqe of information to further the goals of the
Township where appropriate. This policy establishes policies and procedures for social media
covering all Township emolovees. Township Board members. and/or Committee members.
This policv mav evolve as new technolooies and social media offerings change. or are
adooted.

i
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ien+

ffi

ffi

6.8(b) (a) Resoonsibilities

The Social Media Specialist will:

Develop and distribute social media oosts on assigned mediums, such as Facebook,
X. Instagram, and/or the Township website or cable channel.

Assist Clerk in developing oress releases. newsletter articles, orinted materials,
presentations, etc.

Ensure all social media sites and channels are kept current.

Have authoritv to resoond to comments for all posts.

Informational questions that can be easilv responded to.

Sensitive ouestions/comments, or that the specialist is not comfortable responding
to. will be referred to the assigned Social Media Director for sugqested response. if
any. The Director may in turn refer to the Technology Director for final action.

Monitors sites dailv and resoonds to comments in a polite and resDectful tone.

Ensures that all content is approoriate, professional, and consistent with Townshio
Policv and branding.
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Ability to make comments via their own devices after hours as authorized/aooroved
bv their Department Head and the Social Media Director.

Stay current with social media networks, and have the ability to measure
performance metrics.

Have a familiaritv with the ads olatform for each medium, if any (useful).

Keep the Social Media Director informed of the used social media sites and
activities,

Provide available reoofts, or cooies of posts/comments, as reouested throuoh
F.O.I.A. or bv the Hamburg Townshio Board of Trustees.

The Social Media Director(s) will:

Aoprove the Social Media ActiviW plans for their cateoorv, as well as the addition of
any new platforms. with aooroval from the Technolooy Director.

Oversees and Is resoonsible for content posted bv the Social Media Specialist(s).

Authorizes Adveftising Budgets. if anv. for media camoaigns and boosted oosts.

Designate a Social Media Specialist and back-up responsible for overseeing the
cateqorv's social media activities. oolicv comoliance. and respondino to comments
completely, accuratelv and in a timely manner.

Desiqnate appropriate usage levels including identin/ing what social media accounts
individuals are approved to use, as well as defining roles.

Monitor Google Information Panels and ensure accurate information is reflected and
post responses to comments as needed.

The Technology Director will:

Have final authoritv to edit or remove official social media sites. and anv content
therein. should there be a securitv issue.

Maintain a list of aporoved social media networks. passwords, registered email
addresses, and list of authorized site users for the purpose of emeroency
management.

Provide traininq opportunities to staffon best practicqs and orovide samoles of
acceotable content,

Work with the Emergency Management Director to draft and distribute content in
an emeroencv situation.



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

Ensure all social media sites have the correct securitv settings with the assistance
of Social Media Specialist and their assigned Director.

6.8(el (b) Procedures

While the content for each Department within the Township varies. the overall theme.
tone, and professionalism must be carried throuqh. Examoles of tvpical oosts, as well as
ones used for media blasts/promotions. will be bv the Social Media Director. The
Technologv Director and each Social Media Director will ensure that the staff member
oiven the resoonsibility for the public face of the Department is:

Familiar with the content allowed based on aoolicable Federal and state laws, ordinances.
reoulations, and Township oolicies. This includes but is not limited to laws regardino
personallv ldentifiable information. coovriqht. records retention, First Amendment. Health
Insurance Poftabilitv and Accountabilitv Act (HIPAA). The Privacy Act. and emplovment
related laws.

Is responsible and eouipped to carrv-out social media activity in accordance with the
current Townshio Social Policy.

Departments who choose to utilize social media for things other than Wpical posts, such
as media blasts/promotions, shall:

Submit a Social Media Action Plan to their assigned Social Media Manager. for oublic
events/adveftisino. that identifies the department's mission, goals. obiectives. audiences,
and measures of success.

Request. and have approved, a "not to exceed" budget for their efforts. Advertising and
boosted oosts can be successful in reaching bevond organic reach, and can target specific
demographics for things such as: comoleting surveys. oublic meeting announcements.
imooftant safety related posts.

May aoprove the distribution/advertisino through a vendor hired for soecific purposes such
as planning. enqineering, etc. The social media plan would be developed bv the
vendor/contractor and submitted to the Social Media Director and Technology Director for
approval.

6.8(d) (c) Authorized Use

Hamburg Township respects the right of anv emolovee to engage in online social
networking using the Internet. other technologv. and social media networks during their
personal time. This includes instant messages. text. video, photos. and audio. While we
respect the emplovee's right of self-expression. in order to protect the Township's
interests and ensure emolovees focus on their iob duties, employees must adhere to the
followinq guidelines:
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Emoloyees mav not engaqe in such activities durinq work time, or at anv time with
Townshio eouipment or oropertv, without Social Media Director's approval. or within the
confines of the expected duties of Social Media Specialist.

Information oublished on social media networks that has to do with anv aspect of work
must complv with all confidentiality requirements, HIPAA, and Township Policies.

Information related to persons receiving services from the Township must not be

disclosed. Privacy rights of fellow emolovees and Townshio Board members must be

respected,

Township Departments or emolovees mav not create a social networking site or service to
conduct Township business without a Soclal Media Action Plan and approval from the
Social Media Director assigned to their cateoorv, with review by the Technologv Director.

If the employee mentions the Township while enqaqing in social networking and also

expresses a view or opinion regardino the Township's actions. the person must soecifically
note that the statement is his/her personal view or opinion and not the view or opinion of
the Township. This standard disclaimer does not bv itself exempt supervisors, managers,
coordinators, and the Township Board from sDecial resDonsibilitv when using personal

social networks.

By virtue of vour oosition as a Hamburg Township Employee. vou are held to a higher
standard than qeneral members of the oublic. and vour online activities should reflect

Drofessionalism.

Users must immediatelv reooft violations of this oolicy to their manaqer or supervisor, as

well to the Human Resources Director.

All manaqers and supervisors are responsible for enforcinq this Dolicy. Emplovees who
violate this policv are subiect to discioline up to and including termination from
employment, professional discipline, or criminal prosecution, in accordance with the
Hamburq Township Personnel Policv and Procedure Manual.

5.8tu) (d) Aooroved Social Media Networks, Cable Channels, Websites

Deoartments shall only utilize Township approved social media networks for hostino
official Township social media sites. A list will be maintained bv the Technoloqy Director.
and made available to the Social Media Director(s). Networks mav vary for use deoendinq
on the cateoory of content.

Social Media Action Plans. for anything other than approved dailv use. will be reviewed
and approved bv the Social Media Director and Technoloov Director prior to public release.

Social media sites that are created on behalf of anv Townshio Deoaftment that are not
approved by the Technoloov Director and Social Media Director, will be in violation of this
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the Personnel Policies and Procedures Manual.

For each aporoved social media network, usaqe quidelines will be relayed by the Social

Media Director.

The Social Med a Soecialist iS resoonsible for the creation of Hamburq Townshio's social

medra sites, at the direction of their Socjal Media Director and/or the Technoloqy Director.

Social media sites wil I be created usino ial Township email accounts. or other
Director.

Passwords will be created and maintained the Social Media Soecialist, with coDies on
le with t Technolo Director and will conform

removed.

Social Media Directors shall notifv the Tec noloqv Director immediatelv in the case of
of an social me n rks sed

the Township.

5.8(fl (e) Authenticitv E blishment & Site Content

Hamburo Townshio's social media sites shall be created and maintained with identifiable
characteristi cs of an official TownshiD site. creation and maintenance of sites, and

he Social ed
Handbook. Whel.evet oossible. links should direct users back to the Township's olficial
website for more information. forms. documents , or online services. Social Media should

sad tication of efforts. but as way to further the ooals and mission of thenot serve a UD

Townshio.

A list of undesirable content and/or words oosted bv external and authorized users will be
provided to the Social Media Specialist who mav remove them at their discretion, andlor
bythq direetion of theiscialltedia Diree@r. as outlined in the Social Media handbook.
This includes, but is not limited to, removal of public comments usino profaniU and/or
inaDpropriate imaqes.

All Township content will be informational and non-partisan in nature, Resident and visitor

misleadino information. will be responded to in a timelv manner.

6.8(q) (O Securitv Compromise

If a comoromise is ident!fied on anv offlcial Township social m m tnn

Social Media Director and the Technoloqv Dirqqtor, must be notified immediately. The
oasswords immediatelv to isolate theSocial Media Specialist will chanqe approoriate

in the Social Media Handbook.
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The Technoloov Dire r has final authoriW to edit or remove officia I social media sites,
and anv content the in, should there be a security issue. or at the dlrection of the
Township Board.

6.8(h}(g) Record of Updates

will evolve as new technolooies and social edia sites chanoeThis oolicv

Psrpese'

De$nitiens:

enann+,-truegs+terete

€ategoryt

Emergen€y Hanagement Directer! Township effieial, or staff .nember, as listed in the

sitcation'



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

Teehnelegy Bireeter: Head of the IT Department; or designee; who maintains a list of
ann.a.,azl aarirl aarli- ^^+a.t^tl'? -h; -i+^F l^, ^f]Fi-i^l ' '-^ U-^ fi--l -,,}l.^-iL, $^ ^,{i} ^-
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Proeedures
While the eentent for eaeh Department within the Township varie-; the everall themq
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lawsregarding personally identifiable informatien; €opyright; reeords retention;
First Amendment; Health Insuranee Portability and teeountabiliEy Aet (HIPM); The
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the department's mission; goals; objeetives; audienees; and measures of sueeess,
a

ing beyond organie reaeh; and ean
targeFspeeifie demegraphies fer things sueh asi eempleting surveys; publie meeting
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Authorize*tlse
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6.9 Governmental Access Cable Television Channel Capacity poliry

5.9(a) Introduction
As part of its administration of its cable franchise authority, the Township of Hamburg is
hereby establishing guidelines for the use of channel capacity on the cable system dedicated
by the cable Franchise Grantee for governmental purposes. All regulations shall be
governed by applicable regulations of the Federal Communications Commission.

This policy may be included in the Municode version of Hamburg Township Ordinances lf so
designated and directed by the Hamburg Township Board ofTrustees.

6.9(b) Background
Under the Cable Franchise Agreement, the Cable Franchise Grantee is required to supply
channel capacity for access to its cable system for governmental access purposes.

At the time of the adoption of this policy, video access is provided over one channel, channel
191. Its broadcast signal is being carried over the Charter Spectrum Cable W Network.
The Technical Services Department of Hamburg Township maintains and operates Channel
191 under the direction of the Hamburg Township Board of Trustees.

These access guidelines establish rules, procedures and requlrements to determine eligibility
to program the capacity and the acceptability of programming material for governmental
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access, and otherwise set forth operating policies by which the Township will make use of
governmenta I access ca pacity.

6.9(c) Purpose Llodated bv Board ofTrustees xx/xx/xx

-The 
purpose of governmental and community cable TV access hereunder is to provide

to Hamburg Township Board, commissions, committees, depatments and community
organizations an outlet for governmental and community information an+?regrafiffiftgi

and
announcements.

6.9(cX1) Eligible Governmental and Community Entities

A. Access to Channel Capacity: Upon application to the Township, governmental
access information or programming may be inserted over the cable system's
governmental access channel capacity by an eligible governmental or community
entity.

B. Eligible Entities: The term "eligible entity" means the following:
i. Township Board ofTrustees
ii. Executive personnel and administrative personnel of the Township of

Hamburg
iii. The Boards, commissions, committees and departments of Hamburg

Township
iv. The Hamburg Police Department;
v. The Hamburg Fire Depatmenu
vi. Executive personnel and administrative personnel of Livingston County; and

the State of Michigan; and
vii. Other entities as may be allowed by the Township Board of Trustees.

Governmentalaccess is intended both for in-service use by and between eligible government
entities and community groups and as a public service to the citizens of Hamburg.

6.9(c)(2) Responsibilities of the Technical Services Depadment
A Updated bv Board of Trustees Wxx/xx

&.A.,__Responsible for coordinating the operation of Channel 191 pursuant to the
direction of the Hamburg Township Board of Trustees. The Director of rechnical
services shall designate stafF responsibilities for maintenance and operation of
Channel 191's station, equipment and programming.

c.B. Provide the Township with advice concerning governmental issues that are
relevant to Hamburg and the development and procurement of information,
information services and programming responsive to those issues.
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I o.s(cx3) Programming updated by Board of Trustees ,cd)od)o(

A. Programming Focus
Programming shall be primarily focused in four main areas:

-government programming;
-community programming;
-educational and community i nterest progra mming;
-public service programming;

+e-
gevernmentaFissues

B
legal eeunsel, or approved industry eensultants fer further input on re'evant issHes

F.[__Shall be the primary inteface with the cable television franchisee for the
purpose of scheduling franchisee-provided resources and facilities for the production
and cablecast of governmental access programming. All franchise agreements shall
be approved by the Township Board of Trustees and executed by the appropriate
Township elected officials.

G.E-Shall be responsible for collecting programming information and materials
from eligible governmental and community entities. The Township Board of Trustees
has ultimate authority with respect to programming and material transmitted over
the governmental access capacity.

lLG-Shall assist in and coordinate the production of governmental access
programming both onsite and offsite for such entities as they may require, subject
to available facilities, funds and personnel.

r'+- +
LLShall review and approve all material or programming cablecast on governmental

access capacity pursuant to policy set by the Township Board.

K.J._Shall be responsible for reviewing accessibility options for the deaf and hard
of hearing community as such technologies may become available. The Township
Board ofrrustees shall have final approval for any contracts required to provlde such
services.

tK'.__Shall be responsible for the physical and daily operation of the governmental
access channel capacity.

S+.L_Chain of Command: The Technical Services Depaftment shall report first to
the Township Supervisor, then to the Township Board ofTrustees.
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All programming shall be of special interest and beneflt to the residents of the Township of
Hamburg, and shall promote and fufther the goals and objectives of the Hamburg Township
Board for Hamburg Township. All applicable FCC regulations shall govern.

B. Programming Types

Automated News
Services Programming

Modules provided under agreements with
Leightronics, Inc. and/or other suppliers as
approved by the Township Board of
Trustees.

Live Live coverage may be provided, subject to
the preemption for any material that does
not comply with these guidelines.

Remote Utilizing remote video production facilities
for on-location tape-delayed ca blecasts.

Video Delayed Events or presentations may be recorded
for cablecast at a later time. Recordings of
live cablecasts may be replayed.

Locally
Programs

Produced Original programs that are governmental
and community programming may be
produced by eligible entities, including
production and production assistance by
Technical Seruices staff or others on behalf
of such eligible entities. Any copyrights to
locally produced programming shall
belong to the eligible entity producing
such program. If such eligible entity is not
organized and authorized to own such a
copyright, the copyright shall belong to the
Township or the County or the State with
direct jurisdiction over the el igible entity.

External Programs Governmental, community and
educational programming may be acquired
or borrowed by eligible entities for access.
The eligible entity shall be responsible for
securing all copyright authorizations
required for externally produced programs
and shall provide a written copy of such
authorizations upon application to
Technical Seruices staff to air such

mmin
Alphanumeric
Message Board

A governmental and community bulletin
board may be maintained to display
messages gf local interest in Hamburq
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Township and Livingston County, Michigan
and a community calendar.

Data Computer applications may be integrated
over the access capacity as technology
permits.

e@
iees

staff, A lrogram 6uide may be Blaeed on €hannel t91 and/or the Township's web site

D. Township Control
Hamburg Township reserues the right to control all programming, including all non-

profit adveftising, which is broadcast over the channels. No for-profit advertising is
permitted due to cable TV franchise limitations. The right of control is a broad right,
including, but not limited to, control over any and all content (video, audio, graphics, text),
length of programming, broadcast schedule times, methods of production and broadcasting,
copyright of materials generated by Hamburg Township and any related fees, production
costs, broadcasting costs and/or equipment costs.

E. Political Programming
No "political programming" shall be accepted for governmental access except as may be
approved by the Hamburg Township Board of Trustees.

i. Definition of "Political programming"
a. That programming which, if inserted on the governmental or community access

channel capacity, would constitute a use by a legally qualified candidate or his or her
supporters (authorized or unauthorized) that would give rise to requirements by a cable
operator, if such programming were to have been insefted on a cable channel subject to
the cable operator's control, to provide equal opportunities and quasi-equal opportunities to
other such candidates for the same office or their suppofters (authorized or unauthorized)
under Federal Communications Board CFCC") cable television regulations, e.g., 47 C.F.R.
576.3(q) and $76.205 et seq., and related FCC policies, rules and doctrines, including the
"personal attack rule."
b. "Meet the Candidate" and other issues-related forums held prior to elections may be
allowed as approved by the Hamburg Township Board of Trustees even though they may
be considered "political" programming.

ii. Definition of "Non-Political Programming"
For these guidelines, the following are considered news events and are not
"political programming : "
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a. Meetings of and hearings before the Hamburg Township Board and Hamburg
Township Planning Commission, Hamburg Zoning Board of Appeals; and any
other Hamburg Township government committees and departments.

b. Meetings of and hearings held by Livingston and Washtenaw County depaftments
affecting Hamburg Township residents and propefi owners.

c. Meetings of and hearings held by State of Michigan departments such as the
Michigan Depaftment of Natural Resources (MDNR), Michigan Department of
Environment, Great Lakes and Energy(MEGLE), Michigan State
Police(MSP)/Emergenry Ma nagement, etc.

d. Meetings held by Federal regional government agencies such as FEMA/NFIP,
USCACE, and USGS for issues involving Hamburg Township residents and
propefty owners.

iii. Right of Refusal
Hamburg Township reserues the right to refuse cable broadcasting of programs which may
contain any of the following:

Unauthorized use of copyriqhted material.
Violation of the State and Federal law regarding obscenity.
No programming shall be accepted for governmental
access if it contains obscene material, sexually explicit
conduct or material soliciting or promoting unlawful
conduct under Section 10(c) of the Cable Television
Consumer Protection and Competition Act of 1992 ("Cable
Act") as implemented by regulations of the FCC.

Advertising of a "lottery" as defined in 18 U.S.C. S 1304
and FCC regulation 47 C.F.R. 5 213.
Unlawful invasion of privacy.
Material which is libelous, slanderous or defamatory
Material which violates local , state or federal laws.
Any other material deemed inappropriate by the Hamburg
Township Board of Trustees.

F. Preview of Programming
Any programming submitted by an eligible governmental entity for access shall be
previewed by the Technical Services staff, or Township elected officials for acceptance.
Such programming may be edited to conform to these guidelines, or the programming may
be rejected. If concerns develop, the matter shall be referred to the Township Board for
review.

G. Alphanumeric Bulletin Board
Messages programmed into the "Bulletin Board" shall be edited to provide clarity and

to provide maximum use of the memory bank currently available. Message content generally
will not be edited, but will not be inserted if inconsistent with these guidelines
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H. Handling of Program Materials

i. Return of Refused Programming
Any programming submitted by an eligible entity for cable TV channel access that is not
accepted will be returned.

ii. Program Retainage
Programming accepted for governmental access will be retained, including recordings of live
programming, for the duration of the scheduled run of the programming, including repeat
exhibitions, and for any such period of time as may be applicable under the Township's
policies for programming return, receipt and record retention.

iii. Program Copying

a. Subject to copyright and licensing considerations, programming shall be available to
the public for copying one week after the last scheduled run. All requests for copies shall be
made pursuant to FOIA requirements.

b. The cost for copies of programming shall be set by the Township Clerk according to
the Township Schedule of Fees under FOIA.

c. Programming generated by entities other than Hamburg Township shall be obtained
directly from that entity and not from Hamburg Township.

I e.g(cX4) Programming Schedules tJndated hv Boerd Trustees xxlxxlxx

A. Day to Day Management
i.@
Teehnieal Seruiee^ staff are resBonsible for seheduling. The day-to-day management of
schedules shall be through the Technical Seruices office.

i+@

@inr

PRIER'TY
f+llEf

G]UIDETT+IES

ines
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€abl€€as#ate.

6.9(c)(5) Support for Access Programming - Underwriting

A. Franchise Fees
channel 191 is presently maintained via franchise fees generated by cable TV
subscribers to the charter/spectrum cable TV Network in Hamburg Township as
budgeted for pursuant to allocation by the Hamburg Township Board of Trustees.

B. Underuvriting Contributions

Individuals or organizations that provide contributions to the Township or to a municipal
instrumentality of the Township that is exempt from federal income tax under section
501(c)(3) of the Internal Revenue code to support governmental and community access
or specific programming of a public interest may be identified by name and, if a business or
organization, the display of their business or organization logo and tagline, consistent with
section 3998 of the communications Act of 1934, as amended, and FCC regulations (47
C.F.R. S 73.503(d)) and policies and guidelines governing the noncommercial, educational
broadcast services with respect to so-called "underwriting announcements."

B. Underwriting Disclosures

The names, addresses and phone numbers of individuals and/or organizations
providing funding for production of programming must be disclosed to the Technical
Services Department and the same noted on the production proposal.

C. Underwriting Credits
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i. Credit may appear at the beginning and/or end of the program identifying the
underwriter. The display should be no longer than 10 seconds and the word "sponsor"
cannot be used.

ii. The credit may include the words "This program made possible in part by _"
followed by the underwriter's name or logo. Such underwriting announcements or
acknowledgments shall be for identification purposes only and shall not promote the
contributor's products, services or company. Such announcements may not contain
comparative or qualitative descriptions, price information, calls to action or inducements to
buy, sell, rent or lease.

D. UndenvritingPayments
All underwriting contribution funds shall be submitted to and paid to the Hamburg Township
Treasurer with receipts provided for same.

6.9(cX5) Video Products

A. Video Copies

i. Subject to copyright licensing requirements and FOIA requirements, copies of any
avallable Township of Hamburg programs, including Township Board meetings, shall be
provided to authorized rownship employees or departments for official use only, free of
charge, upon request.

iii. Slmulcasting: Township meetings shall be simulcast via Livestream/Vimeo services
software platform online and/or via channel 191 on the charter/spectrum cable w
nehvork.

iv. Archiving/Video-on-Demand: Video recordings will be posted and made available to
the public free of charge on the Livestream/Vimeo or other slmilar video-on-demand internet
viewing service.

B. Videotape review
Video recordings will be posted and made available to the public free of charge on the
Livestream/Vimeo or other similar video-on-demand internet viewing service. FOIA requests
for video recordings transcribed to physical media such as DVDS or flash drives shall be
directed in writing to the Hamburg Township Clerk.

C. Archives

ii. Copies of Township Board and other public meetings shall be provided to any citizen
at cost (to include administrative and overhead) in accordance with the provisions of
Schedule of Fees and Charges as set by the Technical Services Depaftment in accordance
with FOIA requirements.



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

i. It is the poliry of the Township to maintain video tape archives of meetings of and
hearings before the Township Board of Trustees, the Hamburg Planning Commission (when
the Planning Commission proceedings are recorded), and the Hamburg Township Zoning
Board of Appeals pursuant to Township record retention policy as administered by the
Hamburg Township Clerk.

A. Copyright and Trademark/Service Mark

i. Copyright Clearance
All programming accepted for governmental access cable broadcasting shall be cleared for
copyright.

ii. Copyright Use Authorization
The eligible entity submitting the programming must have obtained and provided to the
Technical services Depaftment a specific authorization from the copyright holder of the
programming authorizing the "Township of Hamburg" to peform, edit and make ephemeral
recordings of the work consistent with these guidelines.

iii. Personal Release
In the case of live programming or recorded programming produced for access hereunder
that is not a public proceeding, permission or releases must be obtained from persons
depicted therein to use their likenesses, including printed, recorded and photographed
material. Written evidence of permission shall be submitted to the Technical Services
Department at the time of submission of the programming request by the entity on the
Production Proposal.

iv. Trademark Clearance
Any trademark or service mark, depicted or audible, in any programming accepted

for governmental access shall be cleared in the same manner as for copyright.

B. Errors and Omissions

Warrant to Township

ii. Recording and record retention policies for all other meetings of and hearings before
other eligible entities shall be arranged by such entity in a manner acceptable to the
Township Clerk, who is the designated Keeper of the Records for Hamburg Township.

iii. All recording and record retention policies shall be handled pursuant to current FOIA
regulations. Video recordings will be posted and made available to the public free of charge
on the Livestream/vimeo or other simllar video-on-demand internet viewing service.

6.9(cX7) Legal
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Eliglble entities shall represent and warrant to the Township that they have all necessary
copyright, trademark, service mark and likeness (i.e., invasion of privacy) permissions and
authorizations for the Township to cablecast the submitted programming consistent with
these guidelines and that such information or programming is not libelous, slanderous or
defamatory and is otherwise consistent with these guidelines.

ii. Indemnification of Township

Such eligible entities shall indemnify and defend the Township against damages and
loss, including reasonable attorney's fees, for any clalms arising out of such representations
and warranties. Such indemnification shall also extend to the cable operator to the extent it
is not exempt from liability under the cable Act or other applicable law. A copy of the
certificate ofcopyright authorization is to be attached as part ofthe production proposal.

iii. Broadcasters'Liabilitylnsurance
The Township may obtain appropriate "broadcasters' liability" insurance, in which case it
may name such eligible entities as additional insureds and assess such entities, pro-rata,
the premium amount of any such Insurance.

iv. Township as Named Insured
Alternatively, any such eligible entity that has or obtains such insurance shall name the
Township as an additional insured with respect to governmental access programming
cablecast pursuant to these guidelines.

6.9(cX8) Amendment and Repeal

The Hamburg Township Board of rrustees may from time to time amend or repeal
these guidelines as it deems fit.

6.10 Tax and Assessment Information Policy -t pdat€+by+ear+of Tristeed*)€(
Uodated by goard of Trustees xr)od)o(

Hamburg Township office hours are Monday through frieaf,+-a-m,+e-+t Thursday,
7:30 a.m. to 5:30 p.m.-During these hours Assessing records are available for public
inspection, unless an after hours'tim
the individual requesting the records.

e is mutually agreed by Hamburg township staff and

Residents, banks, mortgage companies and other entities requesting information regarding
tax amounts, special assessment payment amounts, property record cards, valuation
sheets, all available sale records, and maps can receive this information verbally and without
cost on up to five parcels within a 24-hour pe rlod. Tax records maybeun ledurino
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The public does not have unrestricted access to township offices, records or facilities. A
person may be required to inspect records at a specific counter or table in the view of
Township staff.

Individuals, corporations or entities requesting the following information on more than five
(5) parcels (with the exception of special assessment payoff amount) must be done in
writing.

. Tax Amounts for Specific Years. Paid Status ofTaxes. Determination of Special Assessment Status. Amounts of Annual Special Assessment payments

. Assessinglnformation

May be required to do the following:

. Submit all Requests in Writing. Receive all Responses in Writing Via Fax and Mail. Pay a fee as established by the Township FOIA poliry for each parcel on which
information is requested. The fee is payable at the time of the request by check,
money order, or cash.

(Adopted 5127197 - Amended lLl24l98 -Amended 2/3/15)

tax collection periods, as determined bv the Treasury department. Restrictions shall be
posted on the Township website and in the Township hall.

Records or flles cannot be removed from the Township Offices,

Township officials assisting with the inspection of public records must inform any person
inspecting records that only pencils, and no pens or ink may be used to take notes.

special assessment payoff amounts will be provided in writing via fax, er-mail or e-mail. Ne
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As of 2Q27, the Hamburg Township Ordinances have been codified, and Municode supplies
web services to ensure our laws are accessible to the public. Our code gets updated on a
schedule agreed to by the Township Board, and any changes must be submitted to the
vendor upon adoption,

All changes in Ordinance, both for General Township Law as well as Zoning, must be
fonararded to Municode with supporting documents to be incorporated as a pending
change until codification is completed. The followinq orocedure shoutd be used for
all ordinance chanoes and it is hiqhlv recommended that the orioinatino
ordinance document be obtained via the website.

^[hiq 
iq thg qqryen! localion of our Code:

^hEpCi11!ib.rery.mqp!qgdg,cpm/mjlha,Obqrg_loy.vtsh!p,_(tlytngslo!_q9.
nanceq

Before ordinance supplements are processed, the updates are approved at a Township
Board meeting. For General ordinances revisions there is a ls Reading and 2d reading
prior to adoption, For Zoning ordinance revisions there will be a single reading prior to
adoption after their review process is completed. In both cases the changes must be
published in a newspaper of record before taking effect. The steps of the ordinance
Supplemental Procedure are:

7.1 Ordinance Supplemental Procedure

*.-Staff proposes change/addition to Township Board at a Work Session meeting
1.

a. Copy of original text is provided to Board along with cover memo/bullet points
b. Board provides comments and authorization to proceed
c. Board indicates if Attorney should be included in development and/or review

process

| *-Staff completes change/addition to Ordinance - Draft
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Formatted: Font color: Auto

Formatted: Font color: Auto

Fomattedr No underline, Font color: Auto

Formatted: No underline, Font color: Auto
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3, ... + Staft at: 1 + Alignment; Left + Aligned at: 0.25" +
Indent at: 0.5"
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2.
a. Assigns a number in the Code of Ordinances - Master Index (Appendix 1) -

shared file
i. General Ordinances - Tab 1 - Ordinance Coordinator will assign
ii. Zoning Ordinances - Tab 2 - Zoning staff will assign

b. Works with Township Attorney, if applicable, to finalize Draft ordinance
(Appendix 4)

i. Templates for both General and Zoning Ordinances available in shared
file

ii. Examples of General and Zoning Ordinances available in shared file

c, Ordinance changes which include Civil Infraction penalties, must be assigned
a Class

d. Attorney to provide opinion/clarification/review memo, if needed/requested by
Board

3. Staff proceeds with approval process

a. Zoning
i. Planning Commission Approval
ii. Livingston County Planning Commission Approval
iii. Township Board Approval (single reading)

b. General
i. Township Board (first reading)
ii. Township Board (second reading)

4. Once approved by Township Board:

a. Staff provides draft/red-lined version and/or final word doc of numbered
ordinance to Ordinance Coordinator with:

i. Code of Ordinances - Supplemental Request Form (Appendix 2)
reflecting approval dates

ii. Supporting Documents in PDF format (including Attorney opinion, if
any)

b. Staff provides Clerk's Office with publication language either in full or summary
format

c. Clerk's Office determines effective date of ordinance and files publication
iii-.!__New Ordinances will be published in their entirety and must

Fomatted: Numbered + Lryel: I + Numbering Style: 1, 2,
3, ... + Start at: 1 + Alignment: Left + Aligned at: 0.25" +
Indentat;0.5"

Fomatted: Numbered + Level: I + Numbering SVle: i, ii,
ili, ... + Start at: 1 + Alignment: Right + Aligned at; 1.38" +
Indent at: 1.63"
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CertificaUon clause
i+..!i-Ordinance changes/additions exceeding two pages may be published

in summary format which must be submitted to the Clerk's Office,
prior to the 2nd reading, in a final single-spaced Word version which
must include Ceftification clause

d. Certification Clause is as follows:
v-.L_I, (Clerk), the duly qualified Clerk for the Township of Hamburg,* '--

Livingston County, Michigan, do hereby certify that the foregoing is a
true and complete copy of the Ordinance adopted by the Township
Board at a meeting held on (date). The original is on file in the Office
of the Township Clerk.

vi-,jj-_By: (Clerk) (Signature line)
vii-. jjj._Introduced : (First readin g date)
viii-.jy-Adopted: (Second reading date/when motion was passed)
ir.y-Effective: (Date the law/change becomes effective) (Clerk assists with

this)
r.vi._Published: (Date the law/change is published) (Clerk assists with this)

gs----.q!gll 9!S[ tin,eliZeS oldi4qqce document and hqq Qle.rk Sign and seat
ordinance

4'6-_Ordinance Coordinator forwards red-lined version of Word Documen! a pDF.--_
of signed/cetified version of the approved Ordinance change/addition, and a proof
of publication in order to process the update with Municode for inclusion in code

$.1-_Munlcode sends back confirmation, and changes are scheduled for the nextr-
Supplement (Appendix 3)

G.8-The changes are placed on the Ordinance home page while
codification and are available for public review

*9. Once codified, printed versions (4 copies) will be sent for each Supplement to.
Ordinance Coordinator for distribution to: Clerk, Police, Fire, Zoning

&.!0-All General Ordinances will be maintained in the Clerk archives & V drive.--'-
Originals are permanently housed in the Clerk Department archives.

All oublications and Ordinances are to be retained oermanentlv as outlined in the
Records Retention and Disposal schedule for Michigan Township clerks General
Schedule #25, as provided by the Department of History, Arts and Libraries -
Records Management Services. 
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Appendix L;

Code of Ordinances lndex - Master List for General Ordinances
Can be found by staff in Vdrive: Code of Ordinances

Numberins convention: Year (4 dipit). Tvpe (G or Z), 3-disit sequential (001, OO2, etc.)

Tab 1:
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Supplemental Request Form - Example
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Code of Ordinances - Sunplemcntal Reouest Form

Ordinancc #_ Mrnicu& Ctater: _ Section _ Line: _
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..l,nrcndmenl Reouesled:

See rtlshed Word Doc: _

And/fr mrke srectiore s follo*s:

ApFoval/Adoprion Dale(s):

Zoning: ___ Planing Courny 

-.-TB
Gencml: TB l{ Read TB 2d Read

Efuive D.te: _

S€trllo Mlnicodc: _
Verifrd bi
Addcdro Codc dec:
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$ooendix 3;

Automated Email from Municode - Example
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.HAMBURG TOWNSHIP

I Orain.nce Amendment/Change Format - Example

FTATEoFmcHlGA}l

coulrwoF LMraGsTo0r

HAreURG TOUI'XSHIP

ORUilAITICE llo.mz5zoiJl

AN ORIXilAIICETOAENO CHAPTER 36,
ARnCLE [il, SECnO]t 36-a8e OF THE

HAHBT,RG TOWTII S}IIP ZOflI}IG
oR[)ltrArlcE

lhmbtrg Township Ord:ins:

S.c.36{&L Siplrrgd.tim.n orc.rn nt
(a) Spns anpiate pWU Si;rtl h viddho ol0rr ngddimr tril be cnfiorcd by

th. zo.at .dri.tt to. or dcripre t'(ilzip Ordnmcc tlo. 71-A thc civil hfrrotkxr
or*tgrcc,

(b) Sprs wifih On putfc u ptiv',,t rQM.ol*ty q oa gtt {G N. S{ps h virldixr of
the 

'tgirbtion 
wil be ]l.nlolr.d by O[ zo.tte .drli$trio. o. d6i]n ..

(1) First vblrti6: ti,I ba rtrmlrld fld h.ld lorteo dsF dthc To*nrtip o{fce,
.ri!r uiich th. rapr xil b. dsc.rd.d.

(2) Scond vi{aioo: Thc ripr wll bo rstrorJrd r.d yrl b. dscedcd uriltror.{ r
holdi€ e.riod.

(3) Siig,is h o.r.irrd vioHim or Ol. meddixr3 rry b. Grfo.E d b, th. Co*
Enft.c.firnt Otltc.r, Zutg AAi*mr. or dcripcc. uBthg ChtPa.r 1.
Arlidr ll, Srctim l{5 - Srnqifis ro. virhir.t]. h thr Hrrttrg Tox,nr}i,
Co<hof ffirrqt.

({) Siiin3 wil b. trBir.r.d h Or Batc ,i0ha{6w.y il lh.y Ir wilhin ltn ltei o, a
prdic dr..l6 ittf.y ltr h vi{dioa of *ciirr 3&228.

(5) For pulpoces of esscssip hrs..td p.rtllirE o.*r,. virlab.r irndGrthb
s.ctiro 3h!f bc dasilt d e Clrss E mr**rd drt inlhaclrco.

(0) Siil.ls for P.,ldTrtf mlrt d cvsrt3 msrr bc Ap.ol,.O ttrougrt the Pd( t r.
Apefcaim proass.

(Zo.iro Od. 2020. S 18.1.t. l-$2ul)
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Efrccrtivc Oeb: PuHieetbn. Ihc prwisions of this ordngroe shsll b.oo.ne cttrective
l?teen (15) days rfter its rdoptbn ffd shstt b. prrbti$.d withh 15 d.ys of rts adoption
by pnbtcatiro of e b.ie, notie in e n.ll,spagcr cirqjsted in the T*nshir. ststing the dete
of enactnenl end the etedi\re date of the ordinance. 6 b.ief ststernefit as lo the sutiect
rnstter of l}lis ordinence and sucfi o$er hcts ss Ure O€rk strsll &€m p€rtin€nt rfid Ulst
I copy of th. o.dir€nce is aEil.ble ttr Frtrtc usG and irtspcdbn !t th€ ofie ortle Chrt.

i{ade. Pas*d .nd Adodcd by th. Hsr$(,g Tosrshap Eocrd ol Truslccs Oir _ dsy
d- 20_.

Pot l.lot{. Supervisor

llcrr*l Oolan. Clerft

Certificete olAdootion

| ]rereby certt/tut t thcbngnirq be lue snde.rTlct copyof theor&ranoe
edopted af lhe rcgdrr meetiq olthc Har$rrg Tomstip Board of T.rrste€r hoH m th.
_dryd .20_.

ltchsd Dolsr. Clerk

Adophd:

Pr.tlishrd:

ElHtur:
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