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Admin istrative Pol icies and Proced u res Man ua I

Bankerc'Acceptance (BA): A draft or bill or exchange acceoted bv a bank or trust
company. The accepting institution guarantees payment of the bill, as well as the
issuer.

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

Callable Bond: A bond issue in which all or oart of its outstanding principal amount
mav be redeemed before maturity bv the issuer under soecified conditions.

Ceftificate of Deposit: A time deposit with a speciflc maturity evidenced bv a

certificate. Larqe denomination CDs are typically negotiable.

Collateral: Securities or prooerty oledqed by a borrower to secure payment.

Commercial Paper: An unsecured promissory note with a flxed maturity of no more

than 270 davs. Commercial paper is normallv sold at a discount from face value.

Construction work: new construction, alterations. repair. installation, completion.

demolition, or imorovement of a Township-owned or Township-occupied building or

other public works.

Construction project labor and material necessarv for the construction. renovation.

repair or improvements of a Township-owned building, except repair in emergency

situations.

Content: Words, Video, Audio, or any combination of these things. which are used to relav

a message to the public throuoh Social Media Networks'

Craftsmen. mechanics and laborers: all skilled and unskilled craftsmen, mechanics. *-

laborers, workers. and apprentices, but not executive. administrative. professional.

supervisory. olfice or custodial emplovees.

Dealer: A dealer, as opoosed to a broker. acts as a principal in all transactions, buying

and selling for his/her own account.

Debenture: A bond secured onlv by the oeneral credit ofthe issuer.
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Delivery Versus Pavment: There are two methods of deliverv of securities: delivery
versus payment and deliverv versus receipt (also called free). Delivery versus oavment
is delivery of securities with an exchange of monev for the securities. Delivery versus
receipt is delivery of securities with an exchange of a signed receipt for the securities.

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

Divercification: Dividing investment funds amono a variety of securities offering
independent returns.

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

.Exegg.tive Teamr A.g[oup olglectgd gfficials co. ngistino of ths.=S.uoervisor. Qtgfk and
Treasurer, who are responsible forprgyidinqliay.tg:day.!ir=ggtgnind.c=9l!rplgyei.AU.
Township activities that are not assigned by State law to another official, and to orovide a
liaison between the Board and the various Township departments...

Frinoe benefits: compensation due an emplovee pursuant to a written contract or
written oolicy for holidav. time off for sickness or injurv, time off for personal reasons or
vacation. bonuses, authorized expenses incurred during the course of employment, and
contributions made on behalf of an emolovee.

Federal Deposit Insurance Corporation (FDIC): A federal aqency that insures
bank and savings bank deposits.

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

Fed Wire: A computer system linking member banks and other financial institutions to
the Fed, used for making inter-bank oayments of Fed funds and for makino deliveries of
and pavments for Treasury, aoency and book-entru moftgage backed securities.

rnvestment Adviser's Act: Legislation passed by congress in 1940 that requires all
investment advisers to register with the Securities and Exchange Commission. The Act
is designed to protect the public from fraud or misreoresentation by investment
advisers.
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LiquidiW: A liquid asset is one that can be converted easiM 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 deoosits from one or more local units and pays returns based

uoon each local unit's share of investment in the pool.

LocaliW: the Townshio of Hamburq or Livinoston County.

Lowest resoonsive, responsible bidder: responsible contractor with the lowest bid which

satisfies the reouirements of all local. State and Federal laws. this section. anv bid documents

used to solicit bids, and any other guidelines and soecifications required for the construction
project.

Psrgre-tul;A+;;;fa:.tm'
is adjusted to reflect its current market value.

Market Value: Current market price of a security'

Master Repurchase Agreement: A written contract coverinq all future transactions

between the pafties to repurchase or reverse repurchase agreements that establish

each parlry's rights in the transactions. A master agreement will often specify. among

other'things-the right of the buyer-lender to liquidate the underlving securities in the

event of default bv the seller-borrower.

Maturity: The date upon which the principal or stated value of an investment becomes

due and payable.

,Thq:q@iry9!r!!iw::Pe!8 ,,,,1,'.i'r*

Township, where sueh proeedures have not been provideel for uneler State law-This

Township, oral or written, and reseinds prier pelieies, proeedures, hanelbeoks, or
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Most appropriate medium or mediqi.noliflgetig! in a InFdiUF. qr..9gl'nbln?ilgn.9f
media which, in the best judgment of the Depaftment, will result in the greatest number
of resoonsible vendors.

Money Market Mutual Fund: A mutual fund that limits its investments to some or all
Wpes of money market instruments,

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

No Load Fund: A mutual fund that does not levy a sales charge on the purchase or
sale of its shares.

NRSRO: Nationallv Recognized Statistical Rating Organizations - oroanizations that
issue credit ratings for securities.

Portfolio: Collection of securities held by an investor.

PrimarY Dealer: A group of government securities dealers who submit daily reoofts of
market activiW and oositions and monthlv financial statements to the Federal Reserve
Bank of New York and are subject to its informal oversight. primary dealers include
Securities and Exchange Commission (SEC) registered securities broker/dealers. banks,
and a few unregulated firms.

Project: construction work to be contracted by the Township by one or more contracts
for which the Township establishes a single budgeU or construction work to be
contracted bv the Township when the Township Board declares a contract or qrouo of
contracts to be a oroject. The Township Board shall make this declaration at the time
of establishing the budget for the work or later, but before bidding 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 judqment 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 orobable safety of their caoital
as well as the probable income to be derived.

Rate of Return: The yield obtainable on a security based on its purchase price or its
current market price. This may 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 by Moodv't Standard & Poor's, Fitch,

or other rating seruices of a security's credit wotthiness.

Reourchase Agreements: A transaction whereby a holder of securities sells securities

to an investor with an agreement to repurchase them at a fixed price on a fixed date.
The securiw \\buyer" in effect lends the t'seller" monev for the oeriod of the agreement.

and the terms of the agreement are structured to compensate the buyer. Dealers use

repurchase agreements extensively to finance their positions.

Responsible contractor: any contractor or sub-contractor who is sufficiently oualified to
satisfactorilv peform the construction oroject, or any relevant oart of the construction project

as determined bv the TownshiD.

Rule 2a-7 of the Investment Companv Act of 1940: Applies to all monev market

mutual funds and mandates such funds to maintain certain standards. including a 13-

month maturity limit a 90-day average maturity on investments and maintenance of a

constant net asset value of one dollar ($1.00).

safekeeping: Holding of assets (e.9.. securities) by a financial institution.

Social Media Activities: Include. but are not limited to: Social Media Posts. Advertising.

Townshio Newsletter, Local Newspaoer Afticles, Cable Channel Programming, Printed

Media, Public speaking enqagements and/or presentations'

Social Meclia Networks: Examples of this are Facebook. Twitter, Instaqram. Cable

Channel. Website, etc.

Social Media Speciatist(s): Staff member and/or TownshiD Board or Committee member

rr,rho frasteen oianted authority by the Social Media Director to perform the duties outlined

in this policv as relates to social media for their pafticular category'

Social Media Director: Townshio Official. or designee, who has been.granted authoritY

blr tfre Township Board of Trustees to oversee. or perform. all social media activities of the

56cial Media Soecialist. and aoprove content for the category thev have been assigned.

They work with the Township Clerk for all press releases no matter the categorY of conten-t',-

Technotogy Director: Head of the IT Deoaftment. or designee. who maintains a list of

annroved iocial media networks and sites for official use. Has final authority to edit or

iemove official social media sites, and any content therein, should there be a securitv issue.

or at the direction of the Township Board.
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designees.

Township Clerk: Maintains all record of public comment, backups. and is main point of"
contact for all Press releases.

Treasurv Bills: A non-interest-bearing discount security 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. Treasury securities having initial maturities of more
than ten years.

Treasurv Notes: Intermediate term coupon bearing U.S. Treasury securities having
initial maturities of from one to ten years.

wages: all earnings of an employee whether determined on the basis of time. task.
Diece, commission, or other method of calculation for labor or services exceot those
defined as fringe benefits.

Yield: The rate of annual income returns on an investment. expressed as a oercentage.
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1.1 .|-gfpege

;ne ?d.ry!irri9![e!!vc psliqiee elq precedqreq -ne!us[ !9 q{qpled tp p.rovidq fsr lhe
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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I z.o_-TowNsHrp BoARD ADMrNrsrRATroN

I Z.f--fownship 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 offlcial.
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 updateo uy goa,o or r,ust"es

ndulq

The EXeq"tlllVe.feefn..shall PreYide-toproviele -

Oepatment 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, overturn or alter all or part of any interpretations made

pursuant to this section.

2.4--Board Meeting Administration

I z.+lal Postings
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The Township Clerk shall be responsible for posting all regular and special meetings of
the Township Board. The Township Clerk will post annually all special and regular

meetings of the Commissions in conformance with the Michigan Open Meetings Act.

2.4(b) Meeting Agenda 
--- 

updated bv

Board of Trustees )#Yrwlwll

The Township Clerk in consultation with the Supervisor 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

withacovermemoandsupportingdocumentationin@
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Municode by 12:00 PM on the +nurseay
Wednesday the week before the meeting. hf.qlmqU.gn.r=egtllr:q ---
security numbers, personal phone numbers, name etc.) from items are the resoonsibiliW
of the board member or deoartment head who places said item on the agenda. The
general public wishing to add agenda itemsEb,qlltrALmq(q q reqqqst+fa-emalL-a-leter

a! lhe Cpllto lhe Pqbllq qIAty BqOfd megting.
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. RollCallof 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 orrrustees n(/u/xx

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 rtment Monthly Reports

Any Board member may request that an item be removed from the consent agenda and
be placed on the regular agenda under new business.

2.4(d) BOard RuleS uodated by Board orrrustees u/u/xx
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.o..r=dsr!y= mesling=s..u{tl!.be=spndq-ctsd. uq!ns. pprliemenl?!'v==pr.qcsdu[e en!= u[il=izJnq-Bphe$]L
Rules of Order simplified per the following guide to conduct meetings fairly and efficiently.
Motions:

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

. All motions may be debated.

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

. Every member has rights equal to every other member and shall fully participate

in the meetings.
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being violated. he/she can make a Point of Order (or raise a question of order)

thereby calling upon the chair for a ruling and an enforcement of the rules.

r Point of Information: a request for information on a specific question, either about

orocess or about the content of the motion.

Amendments:
oAn nt ic a motion to chanoe to add words or to omit rrunrdc frnm a

pending motion.

Table:
. A motion to table is to set aside temporarilv without setting a time for resuming

its consideration but with the provision that the motion can be taken up again

whenever the maiority decides.

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

interest. A Townshio Board member has a conflict of interest when he or she.

individually. has a direct personal flnancial 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 person must remove him or herself from

participating in any discussion, hearings, deliberations and information gatherinq

regarding that decision.
. A Townshio Board cannot force a member to abstain. Where there is no conflictr

of interest. a Board Member a dutv to vote,.
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2.a(e) |
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2.4(e) Board Work-Studv Session - 12-17-24 aporoved lanquaqe

The Township Board shall conduct a work-study session prior to each regularly scheduled
meetinq of the Board of rrustees, orovided a request has been submitted. Anvelected
official. or department head. reouesting the meeting with the Board must do so by noon on
the Wednesday oreceding the work-study by submitting a memo and any supporting
documents into Municode.

The clerk will notify the Board of rrustees, via email. if the work-study session has been
canceled due to lack of an aqenda. 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. In keeping with the intent of a work-
study session, generally speakinq, no motions will be made in a work-study session, and
no action will take place in the board meeting that immediately follows where an issue is
raised but may be included in any other future meetino as directed by the Board.

2.4 4(O Public Pafticipation

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.

2.4(g) Board Correspondence
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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

forwarded to Board members in a timely fashion.

2.4(h) Board Consultants

The Township Board reserues 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:

1. Term of the Agreement
2. Description of Services
3. Method of Payment (retainer, hourly, project, or combination thereof)
4. Schedule of Payment
5. Documentation of Services Provided

6. Method of Resolving DisPutes
7. Which Township officials are Authorized to Direct work or Assign Tasks 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

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'
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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.

a

. The initiation of a lawsuit, litigation or other proceeding for extenuating
circumstances shall be allowed only upon the written directive of the Superuisor,
Clerk and one other Board Member. In the event that such action is taken, the
matter shall be brought to the Board's attention at its next 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.

2.+$) Direction and Contro! of Day-to-Day Administration

*'#,iE 
bY Board or rrust€s )+

To promote efficient administration, the Township Board authorizes theSuperyiset€lerlE
@,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 gepafrment
Head responsible elected official.

Trustees u/xx/r!

geu-arninstheiFeperatiof,s;

{--.

dual use laptop
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HAMBURG TOWNSHIP

for support of digital paekets as well as a day to day offiee maehine asafull time mernber

@

.ffi

forward in ttte Eleetronie eomrnunieations Poliey are applied to use of laptops, Eaeh

Township Beard member; Beard Seeretary; er designated representative assigned a

iry'

.+4(tsXO€eeutq

Township approved anti virus seftivare will be installed in all Township owned laPtoPs;

.ffi
Non prsflVreereational/easual use will be permitted fer laptops provided to Tewnship

erehibite*

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
ofTrustees E/xxlr

Updated bY Board

, pgpartmg$ .,---
Heads are responsible for posting anyp.peeial ryreetilSq fq! Any -bg?[dg. qqr:!r-ni99iqnq. -oI .-- 

'

- [ otner OoarOs,

commissions or committees not addressed in section 2.4 shall follow their aop!.icable

committees related to their depaftment.

2.5(b) Commiftee Rules L,odated bv Board ofTrustees )odn/n

bylaws"

2.5(c) Committee Meeting Pafticipation

Members of the public shall have an opportunity, under the Call to the Public portion of
the agenda, to address the Committee for three (3) minutes on any item deemed

appropriate.
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HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

2.5(d) Committee Minutes
Board of Trustees )HXXXlhqlX - Updated by

Mlnutes will be prepared and oublished according to the MTA Clerk Guide to Township
Government, and aoplicable 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
the approved minutes to the Township Board. 

^*eepereftne-minutes All committees shall have board approved bylaws governing their
operations.

tne+rapptieage-Uvtaw*

+.4(lq 2.6 Township Board Laptop Computers upd"ted br Bourd orrrr.t*r rdo/o

2-4(lO(*) 2.6(a) Use of Township Board Laptops

Laotops shall be provided to Township Board members. For the.e!#fdEItiftffi_
@Executive Team. the Townshlo goard may elect to oiovide
a dual use laptop for suppoft of diqital packets as well as a dav-to-day office machine as
a full-time member of the Townshio network.

'

ieftler.
the aoolicable oolicv.

+4(kXD 2.6(eD.Secur!w

Township aporoved anti-virus software will be installed in all Township owned laptoos.
User will agree to not disable the anti-virus software.

2,afB$) 2.5(dg,)..Perconal US.e

Non-ProfiUrecreational/casual use will be permitted for laotops provided to Township
Board members. Private business or profit making uses of Township laptoos is strictly
prohibited.
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HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDUREAMANUAL

3.o--PERSONN EL ADMINISTRATION-

ies

The Human Resouree Direetor (HR Direetor) shall be responsible for all of the following:

l-Working with the Supervisor, Treasurer, and €lerk to provide interpretations te
imptement tne provl

@
+. Nat<e reeomnrengatl

polkies and Proeedures Manual, Monitor ehanges in State and Federal laws that

impa€t Township personnel praeti€es and poli€ies: If and when these laws impaet

Township personnel praetiees anel polieies the Human Resouree Direetor will

3,-The Human Resouree Eireetor will investigate eomplaints levied by an employee

against their imme€liate supervisor or another employee; Bepending on-the
dmplainq-+he HR Eireetor t'rill werk

needsdbdPPreYed bY the Town
summant

l,-Frovide all employees with eopies of the l-tsrsonnel Polieies and Proeedures Manual

and amendments, Pr

an+PreeeduresT+anuaL

6.-
Heads

3.1(gb) Depaftment HeadS and SUperuis6rs uDdated w Board of rrustees e

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-as-regui
D+ed;. New Job Descriptions are subject to Township Board approval.

3. Annual review and update all Job Descriptions-wiffi
nemureeOireet to ensure their accurary.

Formatted: Space After: 6 Pt
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ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

4. Recruit and interview applicants for job vacancies in accordance with section 3.6.
+

3.2_-Employee Recordkeeping

i S.Z(a) Personnel RecordsI szt2sx+-#

Formatted: Indent: Left: 0.5", No bulleb or numbering
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The @ depaftment shall maintain a personnel record of
each Township employee. *nsneu$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. Performance Evaluations.
4. -Ufe qf eltthorized leaves.
5. CommendationianO/or d'Gciplinary icions.
6. Tax withholding information.
7. Beneficiary information.
8. Record of positions held.
9. Insurance and pension records.

3.2(b) Confidentiality of Perconnel Fites
)egl2tb

3,2(c) Freedom of Information Act Request for personnel Files

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 aoproval. The+tuman
@e Township attorney may be contacted for advice in
responding to a Freedom of Information Act request involving personnel records. pursuant
to the M ichigan Freedom of Information Act, the ,

Township attorney, shall notify in writing the-Fe*€oordinatoreafter consulting with the
notiff-any party requesting confidential information that the request is denied. +he+iR

rupgaled bI qgqlq 9l r!q+e.$ frs--- Formatted: Font color: Auto

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
-c!qK or desjsnee_:allhcllcr!, A 1qqq1d j9 t_ept.
within the file of the person requesting to view the nie, toget-hffiffi--.thi date. The contents
of an employee's personnel file shall not be removed by anyone except the Ftuma+Reseuree
eepa*me*elett<. Confidential information contained in a personnel file shall be released to
others only with the written authorization of the employee.
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notiflycd@
that information from their file has been requested by a FOIA.

3.3_-ClaSSifiCation and COmpensataon 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 paid 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 posted

' with public notice by the Clerk's office..Lhiq,4oSs:.tt.oj.app -

Neootiatino Township Boa rd a opointed 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 Townshio Board aopointed

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
business hours are not eligible for a per diem payment when individual is

compensated by an approved salary.

3.3(a) Benefits

I Benefits are provided to all full-time regular employees and the-Supersiset-€terle-aad

| . Township Board elected trustees receive the
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retirement beneflt established by the current plan. Employee benefits include health
insurance, short- and long-term disability insurance, life insurance, retirement, sick/personal
and vacation time.

3.3(a)(1) Health Insurance Options update+brBoar+oF+usteeeH(

Health care coverage is provided to all full-time regular employees and the€uperuisoi-ebrk
. Full-time regular employees having health

insurance coverage from another source available to them will be eligible for compensation
inlieuofhealthcarecoVerageintheamountof$3,000.0@
paymeBts. To be eligible for this program the employeef ,quld hAye lo^$qEprgy[dq W!'!tt.elt---
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.l_-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 report to the Township Board any unsafe conditions that will
require a modification of any board adopted policy or procedure orthe expenditure of funds
exceeding $750.00 to eliminate that condition.

3.5_-Authorized Work Force

The Township Board;;halll+m deterUlled lhe nUmber qf gqp|Ayeeg ?ggjSteq Lo q_e yqfigqs--
Township departmentq.=fhS.feuqlying=prpSe!!re.ql'!q!!_.=be=fp]lptyed=!q.qbteln.aUIhqr:iZegqnto-.-
establish a new position:
H€ads;

+a*+.s$)
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HAMBURG TOWNSHIP

The following proeedure shall be follewed to obtain authorization te establish a nevs Fositiorl{

The follewing proeedure shall be ferllowed to obtain authorization to establish a new Fosition:

The Departrient 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 for the position

as well as a draft of the position's job description, along with cost that has been reviewed by

the@AccountingDirector.Uponreceivingauthorizationfrom
the Township-Board, the Department Head may initiate the employee selection procedure.

3#t+)

An€mpt€)
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is

3.6_-Employee Selection_
The Department Head shall utilize the following procedures in filling any vacant employment
position+.

^,:
Formatted: Font: Bold

Formatted: Font: Bold

The DePaftment Head shall develop a notice of position vacancy based on the current iob
descriPtion. Requires aoproval from an executive team member whom oversees said
deoartment head.

The PQsition of vacancy notice shall be olaced on the Township website and oublished and
Posted on other websites thatas the Deoartment Head sees flt.feek--is-best-+uited. A[
resumes and aPDlications should be sent to the attention of the Depaftment advertisino. The
Clerk shall make available a central file storage for the retention of applications accoEing to
current record retention rules. The Department Head shall forward aoplication files to thi
Clerk.

The Department Head will conduct
interviews with the selected aoplicants. Anv additional screening procedures such ai rrre-
emPlovment testing or the use of an assessment center shall reouire orior Boardiprp6val
At leust thr"e non-relat"d ,eferen."s shall be contact"d fo, u bacl,grornd chi.k. 

_-

The DePartment Head shall select the candidate that best meets the job prerequisites for
education, experience, personal traits. and management style, if aporooriate.

The DePaftment Head shall present the selected candidate to the Township Board for final
aporoval.
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3.6(n

of emolovment.

ien-

-Fd€)

Head feels is best suited, All resumes and applieations should be sent to the attention

@

fera+aekgrffR+€heek

in*
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Formatted: Tab Notat 1.13"

ien-reeeive-a

@
3.7_-Employee Superuision

Depaftment heads shall provide direction to employees in a manner that complies with the
provisions of^these the-:d4llistratlyq po!!q!eq qnd plocq(qre9 CI?n!?l, qq rye-l! q9 Fedefql and--
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 and 

^shall-may 
recelvg q fqrya! w{ttg1 qv:luqlion at ttre ,

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 bv Eoard of Trustffi 9/2/25

In January of each year Depaftment heads will review the job growth with each
employee within that depaftment through a performance review. gneethe

ip

Performance 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 stfqtqgic planning meeting ln Marchi+June.

3.9--Employee Discipline uodated by Board or rrust
9l2t2s
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DepaftmentheadswiMmayadministerwrittenwarnings
pursuanttoguidelinesadoptedintheTownship@mployee
handbook in Section 9.0 Dispute Resolution Procedure.

3,9(a) Suspension or Discharge Rnar.l 9t)t)\

I g.g@) Appeals- uDdatedlY-Ee3ld-slrr!$eeeslz25

The application of suspemien-ordischarge ean-ge/snaffSha!1 be authorized by the Township

Board,pursuanttoguidelinesadoptedintheTownship@
employee handbook. Additionally, any member of tThe Executive Team Township5uperoisor

ffiisauthorizedtotakeimmediateactionandre|ieveany
employee (with pay-erwitheut) 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 @r their

Department SueeF/tser-HeAd-with further direction. Such action shall be repofted to the

Township Board through email or phone communication by the Executive Team Superuisor

er€hrkwhen reasonably possible. Recommendations for suspensiereFtermination can be

made by the @Depaftment head or a member of the

Executive Team to the Township Board for action for all employees except probationary

employees.

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
goard ofihe 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 Superuisor or by the majority of the Township Board.

3.10 Coltective Bargaining

The TownshiP Board

@i delegates to th

-c=slg=?st==Nsqqtjpt'nq==qqrmiEse.eppplr'=t:e.C.=b{=the-EqelC.tl:rg=eqhp=r-$v==tq 
Iepr-g!e.n! the.

ffiini.ngnegotiatingsessions'TheTownshipBoardmayhire
a Labor Relations Attorney to as;ist in the collective bargaining process.. Prior to beginning

negotiations, the Township Board shall--meet in closed session to develop negotiation

stritegy regarding wages, hours, conditions of employment and any non-mandatory topic to

which-the iownsnip B-oard agrees to negotiate. Any proposed agreement shall be brought

to the Township Board for its ratification or rejection.

3.1 l--Em ployee Recognition

Formatted: Font color: Auto



HAMBURG TOWNSHIP
ADMTNTqTRATT\/F PNI T'T & PROCF IIRFq MANIIAID

Depaftment heads shall bring to the attention of the Board any ineideneeseXampleS of
meritorious conduct by any Township employee, volunteer or appointed offlcial. The
Township Board shall recognize meritorious actions that the Board deems worthy through
the adoption of resolutions of tribute.

3.12_-Ethica! Standards

All elected and appointed officials, employees, and volunteers shall fulflll 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 performing 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 *orlito
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 partners
(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 pattner.

It is the goal of Hamburg Township to avoid creating or maintaining circumstances in which
the appearance or possibility of favoritism, conflicts or manag-ement disruption exist.
Hamburg Township may allow existing personal relationships to 5e maintained or employ
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individuals with personal relationships to current employees under the following
circumstances:

. Individuals may not work under the supervision of the same manager or department;

. They may not create a superuisor/subordinate relationship with a family member;
r They may not supervise or evaluate a family member;
. The relationship will not create an adverse impact on work productivity or

performance;
. The relationship may not create an actual or perceived conflict-of-interest
. They may not audit or review in any manner the individual's work;
. They may not be eligible for employment as a department 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 policy must be considered when hiring, promoting or transferring any employee.

Should relationships addressed within this policy be identifled with either candidate for

employment or, current employees the matter should be immediately reported to the Human

Resouice Director and the following policies and procedures will be followed:

. A determination will be made whether the relationship is subject to the agency's

Nepotism policy based on the conditions described above'
. If the relationship is determined to fall within one or more of the conditions described

in this policy tne Human neseuree Dir 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 identifying some

other action (e.g., 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

Su-p6rvisor shall determine which employee must resign in order to resolve the

situation.
t

eFTru*ees

The agenry reserves the right to exercise appropriate managerial judgment to take such

actionIasmaybenecessar!toachievetheintentofthispolicy.@
io relative werking for the Tewnship prier te the implementatien of this polieY en 02/18/202t
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It is the responsibility of every employee to identify to their Department Head tfielluman
Reseuree€ireeterany potential or existing personal relationship which falls under the
definitions provided in this policy. Employees who fail to disclose personal relationships
covered by this poliry will be subject to disciplinary action up to and including the termination
of employment.

3.13 _-Workplace Violence

PleaseSee:TheffiEmployeeHandbookSection6.0Codeof
Conduct.

I s.f+--Non-smoking poticy

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--Tuition & Fitness Membership Reimbursement (Non-Bargaining Unit
Employees)

^Uod_al9.d. by BoaId 9f Tru-slges.ny')od$: -

ship: The
Tewnship will reimburse any full time em^leyee for tuition; registration; and book^ for

ge

ePftpleyees;
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Hamburo Township supoorts the professional development and well-beino of its
employees. To encouraoe continued education and skill development, the Township will
reimburse full-time emplovees for tuition, registration fees. and requiied textboo,kjo,r
approved college-level coursework. Reimbursement shall not exceed $9,000 per
emplovee oer fiscal llear.

Effective January 1. 2o26. a portion of this benefit-up to $1o0 oer family per
month-mav be used for reimbursement of gym or fitness memberships for full-time
emplovees and their household family members. The puroose of this oolicy is to
promote employee health,and well-being by encouraging regular phvsical activity.
supporting gym memberships helps foster healthier lifestyles. reduce streis. and
contrilute to lower long-term health insurance costs for both emoloyees and the
organization.



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

To oualify for fitness membership reimbursement, full-time emplovees must

submit the following to the Accounting Department within 30 days of payment:

1. Proof of monthly membership payment(s). and

2. A completed reimbursement form signed by their deoaftment head.

To qualify for tuition reimbursement, the following criteria must be met bv 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.

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

Q.e) The employee must submit a Hamburg Township Tuition Reimbursement

Approval Request Form (PE-101-1003) to their Department 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 @
@prior to the start of the course.

D.d) Denialpf epprqyelby the QCpatmql! Hqad, qf hiSl,hef deftSn"g, mqy b9 .

- ippeateO Rist td tnef_ieAed Offlclal 199po4sible for_ lhat DepartmentSupen*isor,

and second, if necessary, to the Township Board ofTrustees'

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 snatt ieimnurse the Township for all costs and authorize repayment

through flnal PaYroll deductions'

gE The employee shall agree that the program course work must not adversely

affect jo'b performanc-e, must be taken on personal time, and outside of

regularly scheduled work hours.

$G. The Township will reimburse the
upon successful comPletion of the

work).

h)t!. -UpqnJrythttig:q?ytfl9qs999qfu.l 
qqmple!!q!, qn sxpglqg f-esUgst fqry'

'-to-get6ei 
witn-a tiindiiipt oi refort carO indicating the grade, and receipts for

tui-tion, registration, and book expenses must be submitted to the+tuman

@the Deoartment Head for reimbursement.

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

employer.

Note: Tuition & Fitness reimbursement for bargaining unit employees is governed

by their Collective Bargaining Agreement.

cost of registration, tuition, and books based

I course (i.e., with a passing grade of "C" or

Commented Duffany Discused at had

Formatted: Font color: Auto, Not Strikethrough

Formatted: Font color: Auto

Formatted: Font color: Auto, Not Strikethrough

Formatted: Font color: Not Strikethrough
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3.16_-Adverse Weather Policy uoq.tg.or qgprd of _
Trustees 9/2/25

HamburgTownshipregularbusinesshoursareMondaythroug[.@
5:osp.m-Thursday from 7:30 a.m. to 5:30 p.m. Should severe weather (snow and/or ice)
arise during regular business hours, the Superuisor, or the Clerk in the absence of the
Supervisor,
S$perintendenFwill 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 responsibiiities
require them to report to work. will be additionally compensated their regular rate of pay at
time and one-half.

Fomatted: Font color: Auto

Fomatted: Font color: Auto, Not
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4.0 
-FINANCIAL 

ADMINISTRATION

4.l_-Accounts Payable

4.1(a) Depatment Head Authorization UDdated bv Board of Trustees xxl)od)o(
gpdat++Board€Hruste€#o(

in Public All requests for payments, i.e., invoices or expense vouchers,

shall be p rocessed in accordance with Section 4.8(d) of this manual, and shall be approved

by the department head;ertheirdesigfiee-responsible for the cost center to which the

expense shall be posted. The department head-,€Ftheirdes+ffeershall indicate that the

expense is authorized and correct by affixing the account number and his or her initials to
the invoice.

4,1(b) Warrant RePots ted bv Board of Tru

Update+by+oar+o+rudeesj+Xi0(

The €terk Accounting Specialist shall prepare an accounts payable listing-report to for the

Board showing the vendOr name, nature of the expense, invoice numbgr an-d account

nrrb"r. 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, er+ne++esigflees-shall sign the accounts payable checks for all

claims approved by the Board.

4,2--Payroll

4.2(a) Time Sheets Updated by Board of Trustees )*
)e6o(lpdxx

All completed time sheets shall be submitted to the payroll department en-tne+*eay
by 10:00 a.m. on the Monday of the biweekly pay period'

Time sheets wlll be sigrned submitted approved-by
the employee's depaftment head' Time sheets are

4.2(b) Deductions and Withholdings

both-the employee and aPoroved bY

also required for per diem requests'

The Human+eseuree-l\csouounqDepartment shall be notifled at least 5 days prior to the

end of the pay period of any chinges in voluntary deductions or withholding allowances

desired by an'employee. All voluntary deductions shall be authorized in writing'

4.2(c) Pay Advances'
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Pay advances shall not be authorized under any circumstances.

4.2(d) Payroll Problems

Employees will immediately notity the countin & Benefits tn r h D
of Accounting @of any problems orerrors on their paychecks.
A written account of the problem and its resolution shall be prepared by the Accoun
lhrma+Resouree-Depa dment.

4.3_-Cash Receipts

4.3(a) Fiduciary Bonds updated bv Board of rrustees )od>cd)o-

The bank reconciliation shall be prepared by the
Benefits Coord inator and approved by the Director of Accounting.

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 reports discussed in Section 4.5(a).

4.4_-Accounts Receivable

Accounting &

I nt employees authorized to receive funds shall be bonded through our the Townshipjs
liability insurance provider.

I 1.sful Receipts- 
-----update[by-Baad 

arI Trustees )o(/xx/>cr 

-

I Township receipt shall be issued for all eastr;ineludingrheekE payment types received
I by-al the Treasurer's efFee_wrndoly. The receipt shall include the date and amount

received, name of the payer, and purpose.

4.3(c) Deposits

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

| +.S101 Bank Reconciliations uooateo uv soa.d or rru$
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+ewnshrpi All invoices shall include a remittance advice to be returned to the Township
with payment. The remittance advice shall include the name, amount invoiced, qeneral

ledqer number and purpose. A copy of the invoice shall be supplied to the department
responsible for generating the invoice.

4.4(b) Posting and Distribution Uodated by Board of Trustelts xxlxx/)c(

The Biltingiete* Accounting Specialist shall maintain a detailed subsidiary record by
individual which shall be reconciled to the general ledger eentrot on a monthly basis.

For all remittances advi€es-received in accordance with Section 4.3(c), the accounting
depaftment 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(e) Portage-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,

| +.{a) Invoice Preparation Uodated bv Board of Trustees )od)od)o-

A copy of all invoices or receipts bilh-for-moneysreeeive*by the Township shall be given
daily to the Bffir€Ie* Accounting Specialist who shall supply the information to the
A€€ount+ng-Depa*ment Accounting & Benefits Coordinator for posting receivables to the
general ledger.

4.4(c) Method of Accounting

4,4(d) Utility Billing - - updated bv Board of rrustees )+l+

XX>c(tralxx

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 $$€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-I
Procedure Coming from Accounting.

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+€e%ilee accordinq to the Township Fee

schedule added to the balance.
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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.

4.5_-Financial Reporting

4,5(a) Finance Control Book U Dd ated hv Board of Trustees xx/)odxx

5-year Financial Projections
10-year taxable values
Cash Summary for Month
Consolidated Cash Flow Statement
Yearly Debt Schedule
Fund Balance History
Millage Rate History
Monthly Bankrng Investment Repoft
Monthly Revenue and Expenditure Repofts
Approved Financial Institution Report

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 $5,000.00+F0+S0 . Chanqe to $10,000.00 with Auditors a oorova l/recommendation.

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

1

2

3
4
5

6
7
8

9
10

4.6(c) Disposal of Fixed Assets

The Treasurer and the *eeocnt+ftg Director of Accounting shall prepare a monthly financial
report (Finance Control Book) to for the Board of Trustees ea€h-m€nth. The Finance
Control Book shall include the following:

| +.e--tnventory of Fixed Assets

4.6(a) Responsibility

4.6(b) Updating
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The Depaftment 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,

auction, negotiated sale, gifuor disposal. Township officials and employees are not eligible

to purchase Township fixed assets by negotiated sale without the approval of the 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 ets+heiF-designee-shall be responsible for the development and
administratien-of the Township budget.

4.7(b) Timetable U oda ted bv Board of Trustees )od)od)c(

The proposed budget schedule shall be developed by the Supervisor and A€€eunt+ng
Director of Accounting each year and approved by the Board.

4.7(c) Adoption

Unless noted in the General Appropriations Act, all rownship funds are adopted on a
department of function basis.

4'7(d) Transfer Authority uodated bv Board of rrustees xxlrcvlc(

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

4,8_-Purchasing Policy

4.8(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, financial repofts. The program all-ows the issuance
of purchases with pre-deflned terms. This will assist in making pirchases at the best price
possible and the best terms,

4.8(b)_-Purchasin g Procedure bv Board of Trustees
Updated+y+€ara-of,+usteeej6\-Je(

For all purchases, the Depaftment Head must ensure that budgeted funds are available
before the purchase can be ordered. once the item is receive-a oy tn" department the
shipping receipt along with the invoice should be approved by the Department Head;-er
*eir+es+Cfieq and the expense account listed. Then the invoice will be forwarded to the
Accounting Department for processing. purchases up to g7,501.00 (provided that the
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funds are available pursuant to the approved department budget) are approved by the
Department HeadsTortheirdesignee. Purchases between $7,501.00 and $ 10,000.00 wil I

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 Executjve feam. If+he

Trustees members. Check Townshio Emerqen cv Manaqeme nt Plan. Expenditures

necessary to peform 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.

4.8(C)_-V€ndOf LiSt uodated bv aoard of rrustees )od)odrc(

A W9 form must be obtained from all vendors before the vendor information can be

entered into the Accounts Payable program. @vendors
must also provide 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. ff

Iif the vendor company is licensed as an LLC they must

obtain a Certificate of Liability from their insurance company for workers compensation

even ifthey do not have any employees. Upo n collection of the necessary documentation

by the Depaftment, the vendor information shal I be fonryarded to the Pn€hasin€iAgent
into the Accounts Payable program.Accounting Specialist to enter new vendors

4.8(d)--Receiving Goods Ordered
)cx/)cd)o( tFate+b'rsear+€f+rHstee$()e)e(

In most cases the goods ordered will be

source. Immediately check the goods for
with the shipment, contact the vendor.

delivered directly to the Department from the

condition and quantity. If there are any issues

rd of

4.8(e) --Invoice APProval

once the invoice is received, it must be approved by the Depaftment Head and forwarded

to the Accounting Depadment 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'
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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, 9200 for Police Depaftment,
$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 Depaftment 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 responslble
for the Department's petty cash balance.

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

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

4-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.

il-

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 Department 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. l.-A petty cash expenditure is no different from any other expenditure in that all
withdrawals from petty cash must be suppofted 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(9)--Credit and-Pwehasing Card Usage and Charge Account Use Policy
Board of Tru Update+bfBoa+eHfli*ee$so(

This poliry is in accordance with Michigan Public Act 266 of 1995, which requires that all

municipalities have a written policy 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-Aeeeunting Director of Accounting with the approval of the-Tewnship
Executive Team, 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 Aeeounting 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 officials 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

and custody. If a credit card is lost or stolen, the Aeeeunting Director of Accounting

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 seruices purchased, cost, date of purchase,

necessary approval(s) and the official business to the Accounting Department.

5. The Aeeounting 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 repofted 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 poliry 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 of Township 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
depaftment 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 invoiees
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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CREDIT CARD AND CHARG E ACCOUNT USER AGREEMENT
tlpdate++f8oar+€Hru* )(,w Uodated bv Board ot Trustees )o(/rcdxx

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 policy

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

HAMBURG TOWNSHIP
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Any purchase in excess of$*S,000 $25,000 requiresTownship Board approval, and shall
provide proof of solicitation of a minimum of three (3) bids.

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

1;-
3.!.__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 of Trustees are exceptions to the sealed
bid and sealed proposal requirements of this Section.

+-
4.2.,__Purchases of g{+eee $25,000 or Less: All supplies and contractual

services not exceeding tvventv- 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 UDdated by Board of Trustees )odlcd)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 bidding 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.

| +.g euncHAsE coNTRoL updated bv Board of rrustees xxl)cvxx



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

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

trade publications.

7. Ifthe Townshi o deti.mi,Eate+deleqates the bid Drocess to an outside an entitv. that

entity'sies policies will be followed,

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

Invitation 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-OPENING MODIFICATION OR WITHDRAWAL OF BIDS

4.9(b) NOTICE SOLICITING SEALED BIDS OR PROPOSALS-tn-exceSS-Sf

$751000.00 uodated bv eoard of trustees )odxxl)cx

1. Publication: 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 Depatment 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 advertise all pending invitations for bid and

requests for proposals by posting a notice on the Township's website'

+.

pestings- eable TV postings- advertisement in trade magazines- dire€t mailings-

and advertisement i

er eembinatien ef media whieh, in the best jrdgment uf the Depaftment- will
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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 Securityl 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 paft 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 modification, or late withdrawal.

4.9(O MTSTAKES rN BrDS

1. General Discussion: correction or withdrawal of a bid because of an inadvertent,
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 withdrawal by reasons of a non-judgmental mistake is permlssible,
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 Bidr when the Department 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

I

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 ofTrustees 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.

ilnsuccessful 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 BIDS

1. Receipt: sealed bids shall be submitted only to the office indicated oFthe€terk+ofFee

on the prescribed forms,
ferbidsron or before the date and time spec ified 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 bythePurehasingi*gentsuntil the time and date set for bid opening'

*- (b|-Opening and Recording

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

in the presence of i or more witnesses, at the time, day and place specified in the

invitat'lon to bid and bidding instructions. All persons interested shall be allowed to

be present at the bid opeiing. 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)--Analysis: 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 services, i.e. Engineers,
Auditors, Attorneys, Planners, and other professional consultants; this process is ieferred
to as Qualifications-Based Selection C'eBS,).

An RFP should include as much detail about the proposed project or requested services
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 particular
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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+L
a. Receipt of Sealed Proposals: Sealed proposals shall be submitted only to the

office of the Department 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 considered fully received for the purpose of
Freedom of Information Act requests uf,itlultjl 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 publlc inspection at the office of
the Department for a period of not less than one year from the date the proposals

are submitted.

c. Analysis: The Township Board of Trustees or designee of the Board shall examine
all proposal recommendations from the Department 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 flrms'offices and specific projects they have handled (if applicable).
iv. Rank the firms based upon Board consensus.

d. Rejection of Proposals:-A member of the Exec

Superuisor, Depatment Head, or the Township Board of Trustees has the authority
to waive any irregularity of informality in any proposal and reject any or all
proposals, in whole or in part.

4.9(i) AWARDTNG OF CONTRACTS T

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

2. Exceptions: An_Exeeuttvc_fca-!0_-!0embct
and+reasure+is authorized to enter:

a. All contracts that do not exceed twentv-five thousand dollars ($25,000)ten

@;
b. All contracts for expenditures necessary to peform statutory functions, i.e.

assessment notices, tax bills, etc. do not require prior Board approval provided that



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

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 twe -five thousand dollars 25

@
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 abllity, capacity and skill of the bidder to peform the contract or provide the
service required;

b. Whether the bidder can peform the contract or provide the service promptly or
within the time specified, without delay or inteference;

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) AWARDTNG OF CONSTRUCTTON PROJECT CONTRACTS

+-
Uodated by Board of Trustees rcdxx/xx
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*.-Bid Selection: The Township Board of Trustees shall award Municipal building
construction project contracts in the amount of@ tea
@enW-five thousand dollars ($25.000) or more to the
lowest responsive, responsible bidder as determined by this section.

+
ffiien+

tnefeflewing'

sedil3ni

and+ederuF+avYsfnd

apptieaee'

2. ResponsibilitY Criteria: The T€t/$nship-SupeFciseren+ 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 I ist set forth in this section does not

preclude any additional criteria that the Townsh ip 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 th is section shall be sPecified in the

documents soliciting bids together with the requirements of this section.

74____]-Bad Documents: This bid documents for a construction project shall requlre...--any 
contractor or subcontractor bidding on the construction project, or any paft ofthe

construction project, to submit with its bid, written responses and other supporting or

explanatory information demonstrating its compliance, or non-compliance and the

E-
at

@ignees

eenstru€tion7 renoyation' repair or impfoyements of a Tewnship owned building,

@ions
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reason for such non-compliance, with the listed responsibility criteria and any other
criteria declared pertinent 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.

4. Criteria: 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 off,vetheusan*dettars
(+t€00) twentv-fi ve 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;

b-Trade categories of contractor's employees and information regarding the state and
local licenses and license numbers held by the contractor;

e-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 othenvise be required
by law for all licensed occupations and professions;

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

e. Documentation that the contractor maintains, participates in and contributes to a
bona fide apprentice training program in which less than full journey-persons
utilized on the project will be participants; as used in this seition .'bona fide
apprentice training program" means a training program registered and approved
by the united states Department of Labor, euieau of Apprenticeship and iiaining
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! 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 worl! 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 pro;ect. 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
five 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 financial resources to staft 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 assefted 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 satisfled within
ninety days of the date the judgment became final;

n. Proof of insurance, including certificates 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 Department
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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p. Evidence of any quality assurance program used by the contractor and the results
of any such program on the contractorb 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.

-^h.Ii,,^+i^h hr^i^^}. iaa, ,a/ l-.., |!r^ -r^rr,^.hi^ aa a- ;*a. 1, 'lv I 1n11

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.

a,9(m) RESPONSIBILITY FOR INSPECTION AND ACCEPTANCE

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 uodated bv eoard of trustees xx/xx/xx

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
performance of services or work for and on behalf of the Township, involving
craftsmen, mechanics and laborers employed directly upon the site of the
wor( 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



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

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
Depatment 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 forth 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 peformance 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.

*-Asusedin-thisseet+em

a-.

& a_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 thalthe provisions of this section are contained in and complied with in

empteyees

or Tewnship oeeupied building er other publie werks,

beha#€tran-emPlq€e
+
e "Frejeet" means eonstruetien work te be eentraeted by the Township bY

or eenstruetien werk te be eentraeted by the Tewnship when the Tewnship

Tewnship Board shall make this deelaration at the time ef establishing the
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all contracts, agreements, understandings or arrangements for work or
services to be peformed for the Townshlp in accordance with this section.

4' 3. If applicable, certified weekly payrolls covering the project contractor! 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
repoting perlod, their place of residenry, 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 benefits 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.

4.9(o) EQUAL OPPORTUNITY AND FELONY RE-ENTRY EMPLOYMENT

1. The Township shall accept bids for goods and/or services in the amount of twenty-flve
nd doll 0 r more from only those

persons, padnerships 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 othenarise
precluded by State or Federal law.

2. This section shall apply to all subcontractors holding subcontracts of twen -five
housan r more when such

subcontractors are a direct and inclusive result of a Township purchase or contract of
hven thousa 5 0 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,

2
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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 Depaftment shall be disposed of in

compliance with state law and pursuant to Hamburg Township Police Depaftment SOP#

300-3: Evidence and ProPertY.

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

UNCLATMED PROPERTY

4.11 Investment PolicY

The shi ha

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

nec"siary eipenses incurred in performing 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

,ir"ug" rate. Personal use of vehicles is restricted to when Township vehicles are not

availa"ble. Reasonable meal and lodging expenses will be reimbursed'

4.10(c) Personal Expenses: Receipts shall accompany any reimbursement requests.

commuiing from residence to the Township hall or the employee's official work station

shall not b-e eligible for reimbursement. Board and committee members shall not receive

;i[.g; to att6nd Board meetings that are a statutory duty of their office. 
.Personal

"rp"nies 
that are unnecessary in conducting Township business, such as enteftainment

and alcohol consumed, shall not be eligible for reimbursement'

e

4.11(a)_-PurPose

mai nan nd

its hiring policy which shall provide that a felony conviction is not an absolute bar to,
or otherwise 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.
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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.

4.11(b)_-Scope

1.

2.

3.
4.
5.
6.
7.

B.

9.
10.
11.

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

a. 11(c)_-lnvestment Objectives

Funds of the Township will be invested in accordance with Michigan public Act 20 of the
Public Acts of 1943, 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 speciflc 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.

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 administered separately.
These funds are accounted for in the audlt report and include the following funds:

I
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3. Liquidity - The investment portfolio will remain sufficiently liquid to enable Hamburg
Township to meet operating requirements that might be reasonably anticipated.
Further, it is speciflcally intended that an investment strategy that ensures short term
(two years or less) versus longer term be followed.

4. 1 1(d)--Investment 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 offlcers of the Township.

a. 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 l4CL 4L.75, as amended. Management responsibility
for the investment program is hereby delegated to the Township Treasurer (Investment
Office|, 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 Officer.

The Investment Officer shall be responsible for all transactions undertaken 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 speciflc investment selection and
evaluation of the Township's Investment portfolio. The committee shall consist of the
Director of Accounting, the Deputy Treasurer and two members of the Township's Board
of Trustees.

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 with 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.
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4.11(f)--Ethics and Conflict of Interest

Officers and employees, including any officials appointed to an Investment Committee
by the Township 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 impartial 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 performance 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.

a.1l(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 Michigan or who are "primary" dealers or regional dealers that quality under Security
& Exchange Commission Rulel5C3-1. No public deposit shall be made except in a
qualified public depository as established by State statute.

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 conslderation.

It shall be the responsibility of the Board, Investment Committee or the Treasurer to
ensure compliance with these provisions.

a.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
Subdivisionst and Public Act 7 of the Public Acts of 1967, as amended (see attachment

All financial Institutions and broker/dealers who desire to become qualified 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,
cedification of having read the Hamburg Township investment policy and the pertinent
State statutes, proof of National Association of Security Dealers ceftification 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.
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"Urban Cooperation Act of L967"). 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:

e 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 I29.91(2);
certiflcates of deposit obtained through a financial 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 of the United states. In such

cases, a Master Purchase Agreement shall be entered into only with primary
dealers reporting to the Federal Reserve Bank of New York (or with firms that

have a primary dealer within their holding company structure), or with approved
deposiiory banks that have executed an approved Master Repurchase

Agieement with the Township. The Treasurer shall maintain a copy of the

Township,s approved Master Repurchase Agreement along with a list of the

counterpatieswho have executed a Master Repurchase Agreement with the

Township. All repurchase agreement investments must be collateralized.

. Bankers'acceptances of United States banks.

. Obligations oi 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 B0a-

1 to g0a-64, with authority to purchase only investment vehicles that are legal for

direct invesiment by a public corporation. However, a mutual fund is not

disqualified as a permissible investment solely by reason of any of !h9 following:

(i) The puichase of securities on a when-issued or delayed delivery basis.

tii) fne aUllity to lend portfolio securities as long as the mutual fund

ieieives collateral at all times equal to at least 1000/o of the value of the

securities loaned.
(iii) The limited ability to borrow and pledge a like poftion 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 Adof L967,1967 (Ex Sess) PA 7, MCL 124.501 to
124.5t2.
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. 11(i)_-Competitive Selection of Investment Instruments

4. 110)_-Short-Term versus Long-Term portfolio

a

a

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
flow purposes or for conformance to maturity guidelines, proposals shall be requested
for instruments that meet the maturity required. If no specific maturity is required, an
analysis will be conducted to determine which maturates would be most advantageous.

2. Quotes will be requested from financial 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 explanaUon of
the decision which was made regarding the investment, shall be kept for future review.

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 speclfically agreed to by the Investment committee and reported to
the Board.
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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.

4. 11(k)_-Investment Performance and Reporting

1. Information indicating a loss or prospective loss of capital on existing instruments and
material deviations from projected investment strategies shall be repoted 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 Report shall be developed cooperatively by the
Treasurer, Director of Accounting, Chief Budget Officer and Assessor and presented to
the Board of Trustees at its second Board meeting each month. The report will 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 l0-year graph; Roll

Distribution Chaft

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)_-a"cess 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:

z!.,_
a. Township Superuisor
b. Township Clerk

I

I

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

*-Addltionally, by resolution the Hamburg Board of Trustees has determined that the
following employees shall have the rlght to all flnancial 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)_-Safekeeping and Custody

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-
collateralized Ceftificates of Deposit, as in the law in the State of Michigan shall be
evidenced by safekeeplng recelpt from the issuing bank.

a.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.

4,11(o)_-Amendment

This Investment Poliry and its associated Investment Procedures may be
amended from time to time by a majority vote of the Hamburg Township Board of
Trustees.

c
d
e
f

1. 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.
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n++6}----eiessary

Brelterr A breker brings buyers and sellers together fer a eommis^ien paid by the
ini

ien*
--ll-Ll^ D^-t. A tr^^,{ i^^,,^ in ,.,hirh - ^, -^,+ ^f i+^ ^.,}-}-^li-^ ^-i-^i^^t -B^,,6}
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Dealer: A dealer; as opposed te a breker; aets as a prineipal in all transadions; buying

@
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reeei ie+
Dis€eunt Se€urities! Non interest bearing meney market instruments that are issued
^+ - ,.li^^A. 'Ar. ^^A -^A^^a^A ^+ a^+..-i+.. €^- .F"ll 6^^^ ',^1..^r ar!. rrr(lLur rLI

Diversifieatien: Dividing investment funds among a variety ef seeurities effering
independentrreturfts

r r;t ar,,inaa h^^t. ,t^^^^ir^qr rtr .,svr ry., rrsr r]\ \.rEP\JJrLJ.

iens.
Fed WirelA €omputer system linking member banks and ether finan€ial institutions to
the Fed, Hsed for making inter bank paymenE ef Fed funds and for making de[iveries ef

iser*
r !-.-:-l:--.. A lr^..i, ^^-^! i- ^-^ +L^l --^ h^ -^^!,^,&^,{ ^^-:1., -^,.1 --^irl., :-}^ ^^^!r
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sPerr EqErr rsE L nr LrrE P\r\rr!
Hark te marketr The proeess whereby the beek value or eellateral value ef a ^eeurity

Market Value! €urrent market priee of a seeurity,
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Master Repurehase Agreementr A written eontraet eovering all future transaetiens

,t^f^,,r- lr., +l^^ -^ll^- ].^..^,^,^-
\JEl{J!.JIL lJy

l, ,^ -^,{ ^-,,-t^t^
Matnrityr The date upon whieh the prineipal or stated value of an investment beeomes
quE qrrqPqr(IrrrE,

Heney Harleet I'lutual Fundr A mutual fund that limits its investments to seme er all

@
Net leset Valuer The market value of one share of an investment eompany; sueh as a
ffiutsaHuft+
Ne tead FundrA mutual fund that dees noHevy a sales eharge en the purehase er sale
eHt+shares'
NRSROT Natienally Reeegnized Statistieal Rating erganizatiens organizations that issue

ereait-ra+ng$f,oFse€ffities
rt-....l^l:^. /'^ll^^li^a ^E a^-,Ei$i^- h^|,{ !.', -- inrrna}ar

\r, ,r Egu,qrE\r ,,r ,J. r syE 14

frHdent Person Rsle! Standard of investing whi€h states that inyestments shall be
rrrq\rsYrrErrlfrEry \-ErrE, ur r\r\;r Lrrvrr yr\rYcrlrry, vrrrLrr PLrJvr
prudenee, dis€retien and intelligen€e exer€ise in the management of their ewn affairs,

ltate ef Return: The y'eld obtainable on a seeurity based en its purehase priee or its
^'.--^^l. x^-1,^+ ^-i^^ 'rhi^ #^., l^^ l.h^ -*^'+i-^/,1 .,i^l,l l^ m-I' ',ih, ^* - karj n. +h^EqTrETrL r rrErrf\EL l7rrsE r rrrJ rrru, v ,r\-r\r Llr rrrsl"\,r rrI
eunentsin€eme-fetsrn;
Ratingsr An evaluation of an issuer ef seeurities by Moedy's; Standar4& Foor!; Fiteh;

inesr
Repurehase *greements: A transaetion whereby a helder of seeurities sells seeurities

--,.1^ 
..,it.h i,,j^*^-l --,1 ^^-^ ,,^A^- -i-^,,a-+-^^^^ !h^^ h,^r,^ilih^ ,.,hirh na.aana af
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+ens;

ien-
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day$t#rveeksr
Treasury Bends: tsrg term U,S, Treasury seeurities having initial maturities ef more
than+eftyears
TreasurT Netesr Intermediate term eeuPon bearing U;S; Treasury seeurities having

Yieldr The rate ef annual ineome returns on an 'nvestmenE expressed as a pereentage,
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CERTIFICATION

Date:

Institution:

Address:

City/State/Zip:

By:

I, hereby certify 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 Poliry, and agree to
comply with the terms of the Investment Policy, and Publlc 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.
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4.L2 #Notary Public

Hamburg Township will support any employee that needs to become a Michigan notary
public to fulfill the job requirements. The State of Michigan requires a surety bond of
$i0,000 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

a.13(c) Grant Application uodated bv Board of Trustees xxl)cdlc(

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

and submitted to memb f the tive m and n rfo
io rova

be fonara rded to

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

administiative accountability of all funding sources including: federal government, state

government, other local governments, non-profit agencies, and private businesses and

iitirens, 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.

aopli tions mu
Director. as needed. No submissio ns sha ll be made unti laporoval is received.Accountinq

An exception to this policy is the Michiga n Municipal Risk Management Authority's R.A.P.

Grant which departments are able to apply for directly without notice to the Township

Coordinator.
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^r^r,iA^ -^^i^. +^ +h^ C fla-|, ;aA A^-^, '^+i6^ niF^-+^y -- aaaAaA l\l^

-r,lr6i--i^-- ahall l..a mrzla,,nlil rn^.a.,rl i-,^-^i\ t^A
CI:' rIggEIgEI;

+.-t4+3XeX+) _Tfhe Hamburg Township A€€eun$ng Director of Accounting shall be
designated as the grant fiscal officer for all grants.

z!.,_
+.2.,_(++3XeX1)-The depaftment head, elected offlcial, or division wishing to

submit a grant application shall work with the Township Coordinator and A€€euf,ting
Director of Accounting on all grants.

+.3.--(+.+3)G)€IThe 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.

+6.,--(+-13)G)(6)-Grants that allow for reimbursement of indirect costs must
include the costs in the grant application budget.

S'a-_(#*DGXalGrantor must send grant funds directly to the Hamburg Township
Treasury. All financial institution information related to the grant application must be
completed by the Aeeecnting Director of Accounting, Hamburg Township Treasurer or
Deputy Treasurer.

65=_f+J3X€X5IGrants requiring a cash match must be approved by the Township
Board of rrustees. sources for matching funds must be identified by the Aeeeunting
Director of Accounting.

$.2.,--(+3XeX+|Grants that allow for reimbursement of administrative time ancl
other costs related to administering the grant shall have those expenses clearly
recorded by the Aeeeunting Director of Accounting.

+.8.-(+.+SlG)€) Grants requiring an expenditure budget to be included with the
application or annual request must submit the proposed budget to the A€€eunt+Fg
Director of Accounting for review prior to submission.

+S.9.,__(4-+3)G)€)-The department head will provlde copies of all
correspondence, including copies of the approved and executed grant application,
grant award letter, executed grant contract, approved budget, etc. copies of all
motions pertaining to approval will be retained in those recoids as well. 

'
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4.13(d) Grant Managemenf uodated bv Board of rrustees )od)c/)o(

Each grant must have an individual designated as Grant Coordinator, who is responsible
for requesting grant funds, fulfilling the financial repofting requirements of the grant, and
ensuring the proper revenue has been received before closing the file. The Township
Coordinator may be re$rested directed to serve this function for the Depaftment Head

and is responsible for all final records and their retention.

The Hamburg Township ,+eeeunt+ng 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 file self-certification 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 A€€eunting 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 Aeeounting 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 Aeeeunting 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 qrants on the Townshio's behalf it must be

done so only after the TownshiD Board has entered into an aoreement with the vendor
and aooroved e orant's submittal. The Townshio Coordinator is resoonsible for actinq as

the liaison b n the orant writer and the Townshio, maintaininq a ll records for the

Droiect, and provid support whieh is reouired by the vendor for the DroDer

execution of the qrant.

The Grant Coordinator shall work with the Depatment 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+3(clxl+Charges 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;



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

3. 4+3GX+Funds are available in the grant to cover authorized charges; and

1-4+3(dX4IThe transactions comply with all relevant internal or external regulations,
policies and procedures, and are applied to the proper Gt general ledger code.

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.

+.-4J3(eXlAll grants shall be processed in accordance with GASB-33.

+2.
+.3.,_++3(eXD Grant monitoring and budgetary control reports shall be made

throughout the life of the grant.

S{-++e(e(4) 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.

6.5.,_+3(eXS) 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, Arts and Libraries - Record
Management Services. www.michigan.gov/recordsmanagement/

4. 13(e) Grant Accounting

1. 4+3(ex+IMaintain financial records in the shared flle system (V-drive) ensuring
that the file contains sufficient detailed information to accurately account for grant
revenue, expenditures, assets, liabilities and obligated balances.
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Section 14 - Appendix 1
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ambur
ownshi Gra nt Transm ittal

s
Po graol ploce lo grow

Date:

Prolect:

N.rnc of Project!

Etpected Cornpletion: Deadline:

Project Descrl*lon:

Project Manager:

Department:

Approved h, tuperuiso r/Off ici al:

t:

Date:

Grant Co o rdinato n _ Erne il:

Flnancla!:

Total Estlmsted foJect Co st: _ E<pected Matdr: _
Match Fmdirg from G Lfl: _ FrY lnpaded: _

Grant Application:

Granto r N arne: Ontact:

Address:

Co rtact Email: Contact Phone:

Grant Amount Requeied: _Award Date:

Admln Use:

Project Completed:

Grant Fundrg Received Oded to GL#:

Director of Accountirq Signature: _To Clerk,/R*entlon: _

Reimbur*rnent S-rbmitted:
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4.14 Cell Phone Usage & Re-Imbursement

4.14(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 utilized for
conducting Township business and services. It is intended to minimize Townshlp
expenses while maximizing efficiency and convenience for employees.

4.14(b)--POt1CY

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 policy of Hamburg Township to comply with
all Internal Revenue Service guidelines for income tax withholdings for personal use of
equipment and services.

4.r4(c)--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 Townshlp employee based on the
established stipend category recommended by an employee's department head and
approved by the Township Board.

Cel! 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 LEVELS

Cell phone stipend levels are as listed below. Depadment heads may make a written
request for an employee to receive a cell phone stipend to the Township board. Positions

l. The request will
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
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stipends will be established by a majority vote of the Township Board. Cash amounts for
each stipend level will be established by the Board and reviewed or adjusted at their
discretion.

l-Administrative Stipend; 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 pafticipation 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 ls 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. 14(O-------TOWNSHIP OwNED CELL PHONES
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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 services. AllTownship-owned
cell phone levels will be established by a majority vote of the Township Board.

*-
+2. Townshi p-owned cell phones will be designated by the following two

Wpes

a. Multi-user or On-call phone assigned to a work group or division that uses the
phone for business only while pedorming 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 Depaftment for inclusion in the employee's taxable
income.

+-
ed._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
interfere with Township business.

Employee Owned Cell Phones

Stipend Level Monthly Stipend Rate
Administrative $s0.00

Supervisory $3s.00
Staff $20.00

Township Owned Cell Phones

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

Multi-User Signed Statement
"No Personal Use"
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4.15 Automated Clearing House (ACH) Arrangements and Electronic Funds
Transfer (EFT) Policy

4.1s(a) --PURPOSE

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 between 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 fotth in MCL 124.301,
et seq., by the Township.

4.15(C)_-AUTHORIW

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 poliry
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 14L.2L07, et seq.), or to
provisions of law or charter concerning the issuance of debt by a local unit.

The following policy shall govern the use of Automated Clearing House (ACH) and
Electronic Funds Transfer (EFT) arrangements for Hamburg Township.

| +.rs (b) --DEFINITI.NS
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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, reporting, and generally for overseelng compliance
with the ACH policy.

1,-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 department 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 repoft to the Township

board.

a.15(e)--INTERNAL ACCOUNTING CONTROLS TO MONITOR USE OF AcH
TRANSAETION MADE BY TOWNSHIP

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 repod 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 conflrm their disbursement at the next

board meeting following iheir 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 oiRCH bills, the Accounting Specialist initiates the electronic transaction

witn 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,TheDirectorofAccountingshallretainallinvoicesforauditpurposes.
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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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5.0-_PROPERTY MANAGEMENT

S.l_-HOUrc Of BUSineSS _ Updated by Board of Trustees

n/xx/)c( tlpdate+Foar+oHrusteesjffi(

The Township hall shall be open to the public at 8.€S+.m 7:30 a.m. and shall be closed

at S:OSpm' 5:30 p.m. on every normal business day,.l'!q.OCey.th=[o=.qqhJhu$4ryi-- ----..-

5.2_-Building Access

The first person arriving each morning should make sure that all public access doors are

unlocked and the security system is deactivated'

Prior to leaving, each employee will make his or her work station secure by checking their
work area to ensure any open windows are closed & locked, turning off lights, equipment

and doors are locked (if applicable).

The last person to leave the Township hall at night shall check to see that the building is

secure and alarmed.

persons working after hours are responsible for turning off the lights and office machines

used and checking that all accessible doors and windows are secure'

5.3--security & Building Access u

Board of Trustees u/n/[

S-a16;+eys-fhe following positions are authorized to receive a key to the main door:

all employees and all Township Board members.

If a key is lost, the ll/Utitities Direebr nirector of Technical Servies & Utilities shall be

informed immediately. A replacement key shall be issued. If the fi+Uti+i#ire€tor
Director of Technical Services & Utilities has reason to believe that the missing key may

Ue useO for unauthori-ed entry, new locks will be installed. Upon termination of

employment, the employee shall return his or her office keys to the Huma+*esouree

Di*"d; Director of Tichnical Services & Utilities. No person shall duplicate a key without

authorizationfromtheTownshipSupervisororthe@
Technical Services & Utilities or make a key available to any unauthorized person'

Each department head shall determine who shall be issued a key to the departmenfs door

or any secured facilities, such as a safe, election equipment, cash drawer or flling cabinet,

within the department. Only Clerk approved person(s) shall have access to storage areas

of election equiPment.

team shafl ensure the Township property is appropriately monitored'. ...,

Formatted: Font color: Red

Formatted: Font color: Blue

Formatted: Font color: Blue



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

S.4--SafetY uoo"t o u, aourd of
Trustees n/n/[

ire

with apolicable MIOSHA regulations.

employees will immediately exit the building and shall gather together for a head count. 
^

All department staff shall refer to their department safety manual or Standard Operation
Procedures, if applicable.

s.s_-S!aff Use of Township Equipment, Labor or Premises
Uodated by Board of Trustees ndxx/xx.

]-tr(q) !o9t oq P.amqged Equipment - 4!y !oS! qq Qamqge( equipment
repofted immedlately to the employee's department head.

Formatted: Not Strikethrough

Formatted : Not Strikethrough

2-tStllPelsonaf U9e of Towr-rq.hlp P19pefi 1 lownghrp ppperty S.hoqld
used by township personnel for personal use

3-+|$lcop!er : EOpIA){eeg n?y U9e the Jowrtshlp qqpjef fqr i!Cjde.!!eL use with the
approval of the department head. "' - '-"-rj

1.*ld@tEq!!et!n Bot!.ds - Emptoyees a4( re9jd94!9 Whq Wgh tg po t 1o!!cqs 'on
Township bulletin boards must have the prior approval of the Township
designee.

5*lr5(}E lectro_p ic Cg m m 9 njcatlqn9 p9! !9y

5.5(fl$)a. Purpose - The purpose of the electronic communicatCIns system is.tp
assist Hamburg Township's day-to-day conduct of business activities. This sectioh.
sets forth the policies regarding the use of the Internet and e-mail system:
Hamburg Township reserves the right to change these policies at any time.

.515(0€) b. ourle rs,trlp l Thq elm,qil 9y9!9fn !9 theplqpe.(y oI !-.tq m,bufg
All data and other electronic messages within this system are the propefi of
Township E-mail messages either composed or received in therefore may be
subject to Freedom of Information Act requests and other legaldisclosure. Staff
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.5,5{_np)C_ Mo4[!o{!gLP1r_!r.?ey : _[qr,bq1s Towngtlip reSer"veS !h-e r.!Sh! to-
monitor all e-mail/Internet messages/information either composed or received in
the system. It is possible that e-mail sent from the Township's system can be
intercepted on the system and on the Internet; therefore, the user should not
expect any degree of privacy regarding e-mail messages. E-mail messages deleted
by the user may be retrievable from the hard drive, backup tapes or the receiving
or sending e-mail system.

No monitoring of anv e-mail. internet activity, or server files without the consenl
from the Executive Team or Township Board. Any violations of this policv mav result'
in disciplinary action up to and including termination.

^ff.tD(-0d-:ule.tl : Q[rlv He.4bqqg Tgwqghlp e.'ttp]qvees whq hqve been qscig!e4:-
by re permitted to'
use the Internet system. Only Hamburg Township employees who have been
assigned an e-mail account and password are permitted to use the e-mail system.
Accounts will only be established once the employee has read the Township's
Electronic Mail/Internet Policy and has signed the Township's E-Mail/Internet Poliry
Acknowledgment Form. Upon termination of employment, that user's account and
privileges will be revoked.

55e$) j?rohibitgd UgeE : ceftqil qsqq ol lhc Tqwrghipl-s e-[ql[Inleme!
system are not allowed. Prohibited uses include, but are not limited to:

. Using the system for any purpose which violates State and Federal Laws.

. Using the system in a way that violates copyright laws.

. Using the system to circumvent the Open Meetings Act.

. Sending or receiving confidential communications related to litigation,
negotiations,-_or i nvesti gations.

. Misrepresenting one's identity to compose or intercept messages.

. Revealing your access code or password to another employee.

. Using the system for commercial or personal purposes other than the
business of Hamburg Township.

. Using the system for the purposes of lobbying.

. Creating offensive or malicious messages. These would include, but not
limited to, messages which contain profanity, sexually explicit content,
race, natural origin or gender speciflc comments, threats or harassment,

. Using the system for religious or non FOIA related political purposes.

. Using the system for gambling, betting pools or investment clubs.

. Chain letters.

. Engaging in any e-mail/Internet activity that would create liability for
Hamburg Township.

. Browsing sites, chat rooms, or publishing unrelated to work.
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. Using the Internet to purchase or sell goods or services.

^i5(,9(QL Djqqloqqrq ;.flqmbqlg Tgw1s.[!p qqqgrveg lhe ISht !o uge qfy
found in its system for its business activities and to disclose e-mail contents to
appropriate personnel

5.6 _-Vehicle Acquisition, Disposal and Use

1--ff.{q}P!rrpq!e : Tq prSyiqg ? plqcedqle py _Lv.h!g.h Hqmbqlg Tqwlghrp Vghigle! €.r€: -

acquired, their official use, and disposal.

Z*fftlllntent: Ihe i4!91! gJlhgNqmpuis rsw!'l9h!p Bqqrd of r!!ra!,ess!9 !q dqveloB-.:-
a formal poliry for the usage, acquisition/disposition, and maintenance of all
Township vehicles.

3-ff{e}Gelqry! Po![c!eg
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^a-1i-All yqhiqlgg ow19d .py !-lqmbqq Towl hlp qr14 qpeteled by q1y dqpqft4p1t
therein, shall be managed by the Township Board, The Board will make all flndt
decisions regarding acquisition, usage, inventory, and replacements.

!-}.-All vehjdeq pur qhq.qedlqwllgQ Dy,LlqnbutS-Tgw1shlp Shell De titled in the
of Hamburg Township. The Supervisor and/or Clerk shall be authorized to sign all
titles for newly acquired vehicles on behalf of the Township as well as titles of
vehicles sold (when approved by the Township Board). All titles are to be stored
in the Clerk's office and under the direct responsibility of the Clerk.

4-slQG) 9pepitis
Iu$ecgrrlxxa{

#.a.-_Assigned Vehicles - The Hamburg Township Board shall assign-vehiclesto
speciflc staff members or depaftments on documented need through a motion of
the Board, indivldual employment contracts, adopted policies or through Collective
Bargaining Agreements. Township vehicles kept at home overnight shall be stored
in a garage or driveway and shall not be parked overnight on the street. Use of
exclusively assigned vehicles shall be limited to travel to and from work and
business only. No personal use of Township owned vehicles is permitted which
generates additiona I mileage.

E}- rcu{np.blp vehicle Ugq - rory19.[ip qwned Ye,hlql_eq ?r9 !9 be uqed !q
the daily functions of the departments. These include but are not limited to the
following:
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. Policing/Patrolling

. Undercover/Surveillance Work (Unmarked Vehicles)

. Attending Couft Cases

. Reviewing Properties for Assessing Purposes

. Reviewing Properties for Zoning Violations/Inspections

. Reviewing Propefties for Construction Activities

. Attending Meetings and Conferences

. Attending Educational Classes

. Re-Evaluating Properties

. Attending Work Related Meetings
r Maintenance of Township Properties and Utilities Systems
. Verification and Maintenance of special assessments
. Banking, mail and election activities

p--. ,Eqg! ; Tgry1ghip oyv.led veltjglgg dfLVen by eUlhorired Tqwngh[p qmp]oy99_I_st1-'

official business shall be authorized to receive fuel from the designated Township "
supplier. For approved out-of-town travel, employees will be reimbursed for fuel
pending receipt submittal.

^4= d-Yellele Apcqicltiorr : fhe -rqwrship ehq[ asquire vehiqleg !o mee! th9
of each depaftment either by lease or purchase. Method of acquisition will be
determined by the Township Board. The model, type and specific standards for
vehicles needed may vary by depaftment. This decision shall be at the discretion
of the Township Board.

i.-,p!Rep!e9eme!!t - Public Sefe[ vehisles .WLll Pe fgpleqgd Whe!' thg

lease has expired, or the
repairs to the vehicle are such that it is no longer cost effective to maintain
serviceability of the vehicle, whichever occurs first. However, 14y _

, athjsth+ djsqr{iql.
request the Township Board of Trustees exempt a specific vehicle from this
poliry by providing a written maintenance expense summary and vehicle
safety inspection cetification from an independent certified mechanic who
does not regularly maintain the vehicle. The Township Board of Trustees,
should it choose to grant the exemption, shall spedff the period or number
of miles the vehicle is to remain in service beyond the parameters listed
above.

L-
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use of another depaftment's vehicle, shall budget an appropriate amount of
funds for fuel, fluids, and general maintenance, i.e. cleaning, etc.

e-E!:rDlgpqSel : The Torn'4ghrp .pgqr.Q shall direct the advertisiqg [o1 gqlq .of
Township vehicle that will be replaced. The proceeds from the sale will be applied
to the department that had use of the vehicle, to defray the costs of acquiring a

replacement. All vehicle disposals should be through MIBid unless approved by the
Township Board of Trustees.

L€-, rue!11!e4eqge E?qh dqpqrtment 9Iq[ be lqspolqiblq fqf lhe dqily
of the vehicle(s) assigned to their respective department. This maintenance
includes, but shall not be limited to the following:

^a|Q1eer!!!s The lllerjqr q!d elteljgt 9t qMqtrylghip yqhiqlea qhqI be*'-.,..
kept clean. The users of each vehicle are responsible for cleaning.

1-b)-Fqel, olf a!!d F[u[ds At lq tjrne qhalllhe fue! leve] dlqpbq[ow
quafter (1/4) tank. Fluids (power steering, brake, washer, oil, transmission,

the Township Board. Oil changes shall be performed at manufacturer
suggested intervals at a site approved by the Township Board.

l-elRepairs -, M[nor repairs shall be p[gmpt]){ lq_Ken pgrq oL Tttg Town h!p'
Board shall make decisions regarding major repairs. The depaftment head
shall notify the Supervisor or Clerk of needed repairs.

^S-LYeh!_c_le 9petation Towqqhip vehiq|es mgy pe pqqylQq( for UsS by qmptgye-es---

for work-related travel. No personal business shall be conducted while operating a '-

Township owned vehicle. Employees are expected to observe all traffic laws,
posted speed limits, and use care and caution while operating these vehicles. Use

of seat belts for drivers and passengers is mandatory. Smoking in Township
vehicles is prohibited. Employees involved in traffic accidents while driving a

Township vehicle are required to notify his/her supervisor as soon as possible after
the accident and when so directed, file a complete written report with respect to
the accident. If it is determined by the Township that the employee was negligent,
the Township may institute disciplinary action against that employee.

I-hYe.h.icle U9e - The C[e(19 gffige i9 f99p9!9!b!e foq schedu[i.ng pCC! qse...
and keys.
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In the event of public emergencies, priority for vehicle sharing shall be given tt-
the Police Depaftment. Expenses incurred during such emergencies shall be
borne by the Police Department.

1-9=Eligib!e D{yeqs; Eryp[oyeqs,yvho a1q e[igible to_ugg Towl hlp vehjqles !1all, -

possess a valid Michigan drivert license.

j,*e-Driving Reqord Ovqrsight 1 Hqmbu.rg Tow1qhip will contract with a vendor- 
of tneiiCrroice roitnis serviCe. wnenever there is iaivltv on an employeet drivinii'
record (accidents, traffic citations, convictions, etc.) Hamburg Township
automatically receives notification. The service also provides an automatic yearly

copy of employee driving records regardless of the activity'

Formatted: Indent: Left: 0.75"

Formatted: Indent: Left: 0.75"All employees must immediately notify the Township in writing of any suspension;'- '

revocation or restrictions placed on the employee's driver's license.

Hamburg Township may refrain from hiring new employees based on an

evaluation of the applicanfs driving record'

Hamburg Township will rescind an employee's authorization to drive on Township

business and/or to operate a Township vehicle when the Township determines

that the employee has compiled a poor driving record'

The following conditions or convictions are examples that are deemed

unacceptable and may result in disciplinary action up to and including dismissal

or reassignment as determined on a case by case evaluation by the Human

Resource Director who will confer with th@
Executive Team.

i. J.Wq (?) e!:fqq!! aSClQeQ!9 in the pqst th.ree veq.r-Q,.o. r .-.. . ..,',-...
ii. Failure to stop and/or report an accident, or
iii. operating after the ingestion of, or being under the influence of, alcohol

or controlled substances, or
iv. Operating with an unlawful blood alcohol content, or

v. Negligen[ homicide, manslaughter, or assaults involving the operation of

a motor vehicle, or
vi. Driving on a suspended or revoked license, or

vii. Operating a vehicle while taking medications that may impair safe vehicle

operation.

It is the employee's responsibility to notify his/her supervisor when the---'

employee has taken prescription or non-prescription drugs which may impair

the employee's abilty to safely operate a motor vehicle.
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5.7 leuUlic Use of Township Facilities updated by Board or rru l.
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the Hamburg Township Senior/Community Center is available for use by Hamburg Township
taxpayers, local non-orofit organizations. and/or civic organizations for meetinqs and/or
events as outlined in the Senior/Community Center Rental - Facility Information packet. The
rates for use are available in the Hamburo Township Administrative Fee Schedule which can

be found in the Hamburg Townshio Code of Ordinances.

5.7(b) Reservations - Application for use forms shall be made available at the office of
the Townshio Clerk and/or on the Hamburg Township website. The Parks Coordinator shall

record each reservation on a facility calendar on a first-come-first-served basis, process

invoices, and facilitate the customer's access to the building by assioning key fobs. For

regular users, a code may be assigned by Director of Technical Services & Utilities.ta,[t!igh----

will be given to them alonq with a regular key. The Parks Coordinator will keeo record of all

key and code assionments.

organizations, All applications for use must be submitted to the Township Clerk's.

Depaftment for review and aoproval.

2. All aoolications for use of the faciliW shall be submitted no less than two weeks prior to
the requested date of use. All such uses shall terminate at the end of the Township's
fiscal year (ending June 30th of everu vear). Thereafter, a new aoplication must be

made for each succeeding Township flscal vear or portion thereof. Maximum
caoacitY of the buildino is 150.

,3,=App!rqsliqns.qhel!.be=!'tade=qn.t=or='rg.prpyidsd Dy l=he.q!er.BlrPepefilsnt, A1=qppliqeliqns
must be signed bv an authorized party reDresenting the oroup or organization or an

individual who must also provide contact information. The Township Board reserves

the right to revoke any approved use with due notice. Uses may be rescheduled at any
time ls.qed==qn==a=ye[eDjltty==et=.q!h=er==USss.rsquire=d==.0y.=H.qmD]lrg..T=o=!ry=rlshlpl=sgnior-
Communitv Center.

4. The aoolicant mav be asked to furnish proof of liability insurance with an endorsement
showing Hamburg Townshio as an additional insured for an event, if the Clerk or the
Hamburg Township Board so requests, in amounts to be established by the Townshio.
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5. A front door entrance key and alarm code will be assiqned to anv apolicant who app,lies
for a reoccurrinq meeting. There will only be one key assigned per group. Annual
pavment for use is required at the time of issuance and is non-refundable. The
applicant aorees that said key will not be copied or loaned to others. If said key is lost
Gnd/or loaned) a charge of $100 will be invoiced to the applicant. Changes in
scheduled use must be aoproved by the Clerk's Department. Unscheduled use of
the faciliW will result in an automatic loss of rental orivileoes.

6. A front door entrance kev and key fob will be assigned to any aoplicant who aoplies for
infreouent meeting such as annual or ouarterly. Pavment is reouired at the time of
issuance and is non-refundable. Approval can take uo to 5 business days. The applicant
agrees that said key will not be copied or loaned to others. If said kev is lost (and/or
loaned) a charge of $100 will be invoiced to the applicant. Changes in scheduled use
must be aoproved by the Clerk's Deoartment. Unscheduled use of the facility will
result in an automatic loss of rental orivileqes.

7. The facility is accessible through the front double doors of the building. It is the
responsibility of the applicant to secure. lock and alarm the building orior to exiting.
Should the facilitv be left unlocked and unalarmed, the organization will be charged a
fee as outlined Hamburo Township Administrative Fee Schedule - Aopendix
A. Future use may not be guaranteed for habitual offenders.

8. For infrequent use, Aoolicants have seven (7) days afterthe scheduled date ofthe use
of the faciliW to return the key (and fob if aoplicable) to Hamburg Township or the
applicant may be charged a fee as outlined in the Hamburq Township
Administrative Fee Schedule - Appendix A.

9. All aooroved users will be responsible for any damage done to the Communiw Center
resulting from their use of the premises and fees are outlined in the Hamburo
Township Administrative Fee Schedule - Apoendix A. Hamburg Township is not
responsible for damages to any property that belongs to the applicant or users of the
oremises. Any properV that is brought on premises must be removed when the
function ends, before the building and premises are vacated.

10. Hangino of anv documents, signs, posters, oictures or similar items. is not permitted
on any suface in the Senior/Communitv Center. If for any reason. it is determined that
it is necessary to re-key the Senior/Community Center due to the negligence of the
party who has utilized the facility, the Township has the right to charge the applicant
for any costs incurred.

11. All approved users shall have the faciliW cleaned up. locked uo and shall vacate the
Township premises by 11:00 p.m. No applicant shall be on the oremises after this
time without express permission from the Townshio Board.

12. If applicants serve food or refreshments, all means of serving same shall be furnished
by the aoolicant. None of the facility's cooking or refrigeration equioment or supplies
may be used. NO SMOKING, VAPING, OR TOBACCO PRODUCTS IN THE
BUILDING. NO ALCOHOLIC BEVERAGES ARE ALLOWED ON THE PREMISES.

Fomatted: Indent: Left: 0.25", Hanging: 0.25", Right:
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PARTIES AND SHOWERS ARE ALLOWED AT AN EVENT RATE, PROHIBITING
USE OF THE KITCHEN, AND REqUIRE A NON-REFUNDABLE DEPOSIT. NO
MEETINGS OF A PARTISIAN POLITICAL NATURE. NO RELIGIOUS
ACTTVTTIES OR SERVTCES. J:UNpMTSJNS EVENTS MAl',..BF APPROJED BY---

TOWNSHIP BOARD MOTION. IT IS THE RESPONSIBILITY OF THE
ORGANIZATION TO REMOVE THEIR TRASH AND RETURN ALL ROOMS TO
THEIR ORIGINAL CONDITION. KITCHEN USE IS PROHIBITED FOR ALL
USERS.

13. All items dealing with the application reouirements. not specifically mentioned or
defined above shall be subiect to the interpretation and discretion of the Townshio
Board and Townshio Clerk.

5.7(d) Release of Liabilitv lWaived

personal injurv. including bodilv iniury or death and/or propertv damage. including loss

of use thereof, which arises out of, or is in any way connected or associated with this

contract.

2. The Apolicant covenants and agrees that it will have a representative on the Premises
at all times to monitor the set-up. use and tear-down of the use and all activlties related

thereto and under no circumstances shall the use of the Senior/CommuniW Center be

granted or sublet to any other group or organization without the express written

oermission of the Hamburg Township Board of Trustees.

3. Anv Applicant or group or entity co-hosting the use must comolv with all rules,

regulations and policies of the Township pertaining to the said use and will be

ultimately responsible for any and all damages to anv Hamburg Township propefty

resulting from the use. and shall othenarise restore the Township prooeftv to its
previous condition.

4. No private oroperty shall be kept, stored or maintained in and on the Hamburg TownshiP

Senior/Communitv Center propertv without the express written oermission of the

Hamburg Townshio Board of Trustees. All orivate oropertv kept, stored or maintained

in and on the Hamburg Township Senior/Community Center property shall be so kept,

stored or maintained at the risk of the Applicant.

5. The Applicant acknowledges that he/she/they are an authorized officer of the
group/event aoolying for use of the Senior/Community Center.

Formatted: Font color: Red

Cornment€d [DHsI: This is 8ls or rhe applietiorl thought it
rculd be hedy to have hw 6 rell. We @uld just alrc refaene it
by eying ir is otr lha appliotio4 up to the Board how they wt ro

hudle.

The prccedurc i$'t spelled out yeq il is perding in my Pa*s &
Rmtion up&tc. Thiogs k@ ch&ging daily s I have my end on

hold until alt ofthe Pa* F@ ud Allowed Us shake out

The r@tly sp,poved Buildi4 Facility lofolfltiotr packet @ be

fomd onlhe at this lhk:

Formatted: Font color: Red

Formatted: Font color: Red

Formatted: Indent: Left: 0.25", Hanging: 0.25", Right:
-0.25", Space After: 6 pt



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

,: Formatted: Font: (Default) Tahoma, Font color: Red

Formatted: Normal, No bullets or numbering

Formatted: Indent: Left: 0.5"

Formatted: Font color: Red, Strikethrough

Formatted: Font color: Red

5.8 Routine Maintenance updared bu Board orr

5.8(a) Responsibility - The Director of Technical andUtitities Seruices & Utilities shall be
responsible for monitoring the need for repairs and improvements to Township propefi.
The Director of Technical an*-Utilities Services and Utilities shall use the Township
purchasing and bidding procedure, as outlined in Section 4.8(b), to procure all non-
emergencyrepairstoTownshipbuildings,land,andequipment7.ffi

AII building maintenance, construction, repairs, building and grounds problems, buildings
and grounds equipment, in short, anything associated in any way with the maintenance
of any township property, regardless of the depaftment it is associated with will be
directed to the Director of Technical Services and Utilities, for approval. If the associated
project does not require Township Board approval, do not proceedd with any purchase
or maintenance without the Directort written approval. This does not apply to routine
day-to-day maintenance like switches, lightbulbs, furnace filters and ongoing routine,
reoccurring maintenance, etc.

5.9 _-Snow Removal Uodated bv Board of Trusts rhlE

The Buildings and Grounds Department is responsible for salting and plowing all
township parking lots and sidewalks including The Mike Levine Lakelands Trail. located
within Hamburg Townshio.

The Buildings and Grounds Superintendent, in consultation with the Director of Technical
and Utility Services, will determine when to salt or plow based on actual ground
conditions in conjunction with current and predicted weather. Depending on the
expected severity of a winter storm, two or three employees from Buildings and Grounds
will be on-call if the storm occurs after hours, or on a weekend or holiday.

The following priority list will be used for salting and/or plowing:

Level 1: Police and Fire Depaftments
Level 2: Township Hall, Township Library, and Senior Center
Level 3: Mike Levine Lakelands Trail
Level 4 : !!qq!s.rsf.4q9sq631{ Ppa1k=*ndJ.tr:d! heaO pallins lqts

Level 1 areas will be plowed as soon as possible and as often as needed during the
storm. Level 2 areas will be plowed once Level 1 areas have been taken care of during
the storm. They will not be plowed as frequently as Level 1 areas. Level 3 areas will be
plowed once the storm has ended and higher priority areas have been addressed. Level
4 areas will not be plowed until the storm has ended and all other areas have been
cleared of snow.
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6.1(a) Courtesy - 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 couftesy 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

Depaftment heads shall make every effort 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 Problems - 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 couftesy. The

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

official's or employee's scope of authority. Department 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 responsible for public information associated with their departments of

responsibility. The Treasurer is responsible for supervising the preparation of the Township

newsletter. Public service announcements and media releases on Township government

events and responding to inquiries from the media or referring contact to other appropriate

Township officials shall be jointly coordinated by the Supervisor and the clerk.

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

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

I e.o_-pugrrc INFoRMATToN ien

I O,f--nublic Contact uooateo ov aoard or rruft
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6.3_-Public Notices
xx/xx/xx

L,Ddated 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. Departments Heads shall be responsible for posting efspee+a} meetings
related to their department.

6.3(b) Public Notices - The Township Clerk shall be responsible for_delegation andlsr
assistance, or publishing and mailing all public notices required by State law, including but
not limited to:

etin S

2, Budget Public Hearings
3. Planninq Commi ion Public Hearinqs

. Zonino Board Appeals Hearinos
5. Special Assessment Dlstrict Hearings
6. Election Notlces
7. Master Plan Adoption and Amendments Public Hearings
B. Truth-in-Taxation Notice
9. Board Meeting Minutes Synopsis
10. Request for Proposals

6.4_-Freedom of Information Act Requests uodated hv Board n

Pursuant to P.A. 1976 No. 442, as amended, and MCL ls.23t, 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 req uests for copies
with the exception of

of public documents or to review public documents must be in writing
retri ents s ch tin min rmine

bv the IA Coordinator in coordination with the deoartment rsonnel the following:

1. Copies of assessment/tax records by the property owner of his/her own property_and
records t ttha are reasona ble ant d readilv ava ilable at the time

L2. Cooie of all current meetino aoendas and meetino minutes.

of the reouest.

rk Sder Deputy

theirdepa*mentr

t pdated+y+€ar+of+ru*ee$#fi
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All written requests shall describe the public record or records requested sufficiently to
enable the FOIA Coordinator to find said public record.

A written request , 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 sulficient writing to satisfiu 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 depaftment 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, listi ng the staff time involved in retrieving and if necessarv redacting

the documents The FOIA Coordinator shall review the departmental 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
department 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.
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The depatment will provlde 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
the FOIA Coordinator immediately. The Coordinator will contact the requesting party and
notify them of a 10-day extension of time to respond, if appropriate.

If a depadment 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 notifled 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. (inse+nypert+nt<)

Except as provided below, no fee shall be charged for searching, examinlng, reviewing, 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 ofthat
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 950.00, a good faith deposit equal lo 1/z of
the estimated cost of such response shall be required prior to fillino eomptetingthe request.
The FOIA Coordinator shall be responslble for collecting the computed costs prior to filling
or deoendino on whether a deposit is reouired the release of the requested documents.

An individual who submits an affidavit that he or she is receivino oublic assi nce, or lf not
recetvrno Dublic assistance. statino facts showino inabilitv to oav the c st because of
indigency,A Then a copy of a public record shall be furnished, without charge for the first
$20.00 of the fee for each request, to
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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 but may reouire 100%
estimated fee up front.

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 befltting the
general public.

6,4(d) Response - The initial response may be to either grant or deny the requested

doesments-or extend the time for response up to ten (10) business days. The response

either granting or denying access in whole or in paft 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 indicatlng where the requester may pick up the released documents and pay

the appropriate costi. This transmittal shall also include the following statement: "Ihe
fownihip does not warant 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 Act, and not for any other purpose'"

3. If any aspect of the response is less than a full granting of the request, the flnal

paragraph MUST be inserted exactly as follows:

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

unier Section 10 of the Freedom of Information Act, you may, at your option, either 1)

submit to the Hamburg Township Clerk a written appeal that specifically states the word
,bppeal, and identifiis 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,
after judicial review, the circuit court determines that the Township has not complied

with ihe lct, you may be awarded reasonable attorneyb fees and damages as specified

under the Act".

4. he requestor shall be notifled of

anv material identified as exempt along with aeeempanie4$fa transmittal letter
'rdicat., th"*pe.,frc ,".sons why any material is not being disclosed together with the

right to appeal or seek judicial review.

+.-Reda€tiens

6.4(e) Appeats - under the Act, the requesting person has the option of pursuing an

upp"ai to't't.1" Hamburg Township Board or proceeding to circuit couft. If the requesting
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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:

1. Reverse the disclosure denial;

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

3. Reverse the disclosure denial in part and issue a written notice to the requesting person
upholding the disclosure denial in paft; 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 Township 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. Ifthe requester fails to pay the amount due the Township,

the documentsor fails to pick up the documents, the reouest is considered abandoned and
may be rerycled, destroyed, or returned to the appropriate department.

!.J(e) Recora Keeping - The FOIA Coordinator shall maintain a chronological file of all
FoIA requests processed by him/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.

6.S_-Incoming Mail
)od)odx tlpdated+y+€aF+€f+rustees#efi

2. All mail clearly and p
dlstributed unopened
mail recipient will
(or copies) schedu
fashion.

fT

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.

roperly addressed to a specific individual or department will be
to thelr resoective mailbox The

assume full responsibility for forwarding all invoices and documents
led for retention to the appropriate departments mailbox in a timely

3. AII 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, with*heexeeptio*-oFbankttatements,will be
distributed unopened.
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c. Mail from the Assessorb 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.

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 suspicious 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
Update*bfBo#Hrirstee$ &-

Updated by Board of Trustecs jqtrode

All outgolng mail must be stamped/metered and deposited in the outgoing mail box located
next to the postage machine by 4:00 PM, M+ Th. for same day Post Office drop off unless
special arrangements are made with the Clerk's office.

6.7 
-Confidential 

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

This section is beinq reviewed by a study qroup that will brinq back updates at a later date:

Purpose: Hamburq Township supports the use of social media technoloqy to enhance
communication, collaboration. and exchanqe of information to fufther the qoals of the

ocedur
coverinq all Township emoloyees, TownshiD Board members, and/or Committee members.
This oolicv mav evolve as new technolooies and social media offerinos chanoe. or are
adopted.

ffi(a)-D€+initions
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Websit*t€.

ffi

ffi

6.8(b) (a) Responsibilities

The Social Media Soecialist will:

Develop and distribute social media posts on assioned mediums. such as Facebook.

X, Instaoram, and/or the Township website or cable channel.

Assist Clerk in developinq press releases. newsletter articles. orinted materials.
presentations, etc.

Ensure all social media sites and channels are kept current.

Have authoritv to resDond to comments for all posts.

Informational questions that can be easily responded to.
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Sensitive ouestions/comments. or that the specialist is not comfortable responding

to. will be referred to the assigned Social Media Director for suogested resDonse. if
anv. The Director mav in turn refer to the Technoloqv Director for final action.

Monitors sites dailv and responds to comments in a polite and respectful tone'

Ensures that all content is appropriate. orofessional, and consistent with Township

Policy and brandinq.

Ability to make comments via their own devices after hours as authorized/aDDroved

bv their Department Head and the Social Media Director.

Stay current with social media networks, and have the abilitv to measure

peformance metrics.

Have a familiariW with the ads olatform for each medium. if anv (useful)'

Keep the social Media Director informed of the used social media sites and

activities.

Provide available reoorts. or copies of posts/comments. as requested through

F.O.I.A. or by the Hamburg Townshio Board of Trustees.

The Social Media Director(s) will:

Aoorove the Social Media Activitv plans for their category, as well as the addition of

anv new olatforms, with approval from the Technology Director'

Oversees and Is responsible for content oosted bv the Social Media SDecialist(s't'

Authorizes Advertisino Budgets, if anv. for media campaigns and boosted oosts'

Designate a social Media specialist and back-up responsible for overseeino the

categorv's social media activities. policv comoliance. and responding to comments

completelv. accurately and in a timely manner.

Designate aporopriate usage levels including identifyinq 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 Technologv Director will:

Have final authority to edit or remove official social media sites. and any content

therein, should there be a securitv issue.
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6.8(d) (c) Authorized Use

Hamburg Township respects the riqht of anv emoloyee to engage in online social

networkinq using the Internet. other technologv, and social media networks during their
personal time. This includes instant messages, text, video, ohotos, and audio. While we
respect the emplovee's right of self-exoression. in order to protect the Township's
interests and ensure emplovees focus on their job duties, employees must adhere to the
following guidelines:

Emplovees may not enqage in such activities during work time, or at anv time with
Township equipment or propefty, without Social Media Director's approval. or within the
confines of the expected duties of Social Media Soecialist.

Information published on social media networks that has to do with any asoect of work
must complv with all confidentialiV requirements. HIPAA, and Township Policies.

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

disclosed. Privacv riqhts of fellow employees and Townshio Board members must be

respected.

Township Departments or employees mav not create a social newvorking site or service to
conduct Township business without a Social Media Action Plan and aoproval from the
Social Media Director assigned to their cateqorv, with review bv the Technology Director'

If the emplovee mentions the Township while engaging in social networking and also

expresses a view or opinion regarding the Township's actions, the oerson must specificallv

note that the statement is his/her personal view or ooinion and not the view or ooinion of
the Township. This standard disclaimer does not bv itself exempt suoervisors. managers,

coordinators, and the Township Board from special responsibilitv when using personal

social networks.

Bv virtue of your position as a Hamburo Township Employee, you are held to a hiqher

standard than general members of the oublic, and your online activities should reflect
professionalism.

Users must immediately report violations of this policv to their manager or suoervisor, as

well to the Human Resources Director.

All managers and supervisors are resoonsible for enforcing this policv. Employees who
violate this policv are subiect to discipline up to and including termination from
employment, orofessional disciDline, or criminal prosecution, in accordance with the
Hamburg Township Personnel Policy and Procedure Manual.

5,8(d (d) Aoproved Social Media Networks, Cable Channels, Websites

Departments shall only utilize Township aporoved social media netvvorks for hosting

official Townshio social media sites. A list will be maintained bv the Technologv Director.
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media sites. at the direction of their Social Media Director and/or the Technoloov Director.

Media Director.

The tion of Hambu Townshi 's soci

Social media sites will be created usino off,eial Township email accounts, or other
aoDroved email such as Gmail. on file with the Technoloqv Director.

Passwords will be created and maintained the Social Media Specialist, with copies on
file with the Techno oov Director and will conform to oassword reouirements. Passwords
shall be orom ly reset when authorized a ss is removed.

Social Media Directors shall notifu the Technoloqy Directo r immediately in the case ot
I n em lo with authorize f n

the Township.

6.8(fl (e) Authenticitv Establishment & Site Content

Hamburq Township's social media sites shall be created and maintained with identifiable
characteristics of an official Townshi o site. Both creation and maintenance of sites. and
the content there in. shall comDlv with Drocedures as outlined in the Social Media
Handbook. Wherever Dossible. links should direct users back to the Townshio's offlcial

f information forms documents nlinr
of serve as a dunlication of efforts- hrrt aSAWA to further the ooa sand mi ssron of then

Township.

A list of undesirable content and/or words Dosted bv external and authorized users will be
om rem them tr n

bv the direction of the Social Media Directo , as outlined in the Social Media handbook.

rna ro te im
is not limited to removal of ublic mm n n

fl
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All Township content will be informational!nd non-oartisan in nature. Resident and visitor
comments on posts, includinq the request to remove inapDropriate, insensitive, or
misleadinq information, will be responded to in a timelv manner.

6.8fu) (f) Securitv Compromise

If a comoromise is identifled on any officia lTownship social media site, the manaqinq
Snria Mpd aD rprfnr and the Tp.hnnlodv Dirprtnr mr rct hF nntified immedi:fplv The

Social Media Specialist will change appropriate passwords immediatelv to isolate the
incident. and archive comoromisinq content as outlined in the Social Media Handbook.

The Technoloqv Director has final authority to edit or remove official social media sites,
and anv content therein. should there be a securitv issue. or at the direction of the
Township Board.

6.8ftXq) Record of Updates

This nnli.v will pvnlve es ntrw tpahnnlnnipq end qnrial medie qitpc rhanap

Alala f-n'$ haL..,. Tr i- ^^--ir\l^ +,i-+ -^ln^ ^f +hi- ^^, ,l/.1 ^^ i-+^ +h^ Lj^h;.th^^1. T -^r

Purpese'

s\,,rr, rUJ PvJq,J,L
.r '^^^.+i^^ .^,a l^.,^lan I+ aha, 'll l.'a , 'n In +ha har.zl ta AaaiAa ..,1'-l -k^, ,l,l 1..^ iarl, ,lal in

r rur r ruur y r \Jvvr rJr ry JLrPPvr LJ r r ruuru LEL| rr r!,llr97 r\-ErrTrcrTrEE

-^..m,,^i--+i^- -^lt-k^,-li^- -h,l ih6^,a-+i^^ ^.,-h-^^^ Ia f, .-rha- +h^ ^^^t- ^f []r^

Deflnit+eas'

enanneL-WeOSte-,ete.

LIr*!r"-a -r^.^,-^1.'i- 
^rta^^FF- +1..^ '.-^ ^f ^^^i-l #^/.li- f^^L.a^l^^', +^ ^-l.-^-^

rl' '+i^- -- n' 'Ilinazl i^ i"hi- ^^li^., ra :nlrlaa aarirl ,nnzlir ^-}n,ili^^ €^- t-t^^i- ^-.-+i^,,1--

€ategoryi

c^-i^l M^,ti- rt:-^-+^-. -r^.^,-^hi^ ,/\cFi^i-t ^- Aaaiaaaa .^,l...^ t -- t ^^- ^---t-^,{ -,.+t ^-i+.,



HAMBURG TOWNSHIP
ADMINISTRATIVE POLIC IES & PROCEDURES MANUAL

'l-^..,--L'ia r}^li^.,
r \rvYr rJr llP r w,,\.r.

Emergeney l'lanagement llan Resolutien; whe is autherized to direet staff to post on any

situatien=

ising7

Tewnship l{ewsletter, te€al- Newspaper Aft i€les, eable ehannel Fregramming, Printed

+enr

Teehnelegy trireeter: Head ef the IT Department; er desigree; who maintains a list ef

remeve offieial seeial media sites;and any eonEent therein; sheuld there be a seeurity

Tewnship Clerk: Maintains all reeerd of publie eomment; baekups; and is main point of
ffi
Respensibitities

@

Twitter; Instagram; and/or the Township website er eable ehannel'
a

presentati€n#t€r
a--
a-

€-
e- ia

@
tene'

o

a

pe*ormanee-me*re+
a-
a

adivities'



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

i^,{i',i,.{,,-l^ -.^ r^a-^'.^,.1 }^ ,'-^ -- r^,^ll --.1^fi6ih^ .^laa ..,l.,irh i- f' '}+}r^7 zlafinnzl ,^

a

BH

@
@

a

t
t
a

a

@
a

@issue:

maftagemen+j
a

a€€eptabtffionten+
.-- in

afl-ffiergeft€fituationr
a-

Pre€ederes

is+

a-



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

+1,^ -r^..,h-t i- c^^i-t 
^n^.li- 

LJ^^,.1h^^t. /-rl.i- ,.,i ^^^-l +^ h^ n^.,^t^^^,.1 ^^A ^^-^^A

uPrJrr L,,, L/EPqrLrrrErrL r rEcru,r crrru rr./.

^',Ilih^,.1 ih +h^ C^^i5l 
^r^li- 

Ll-^.11,\^^1, fa. n,,hlia ^r,^^I. /-.lr,^'li.ih^ Il.r-+ irlanlif;a-

Autherize+Use

fnlla.^,ina a,,izlnlinaa.rgrrvsrl rr:fgsrssm rsJ;

ip

-. '-+ ]i^ -^-^^..+^A
r s.rPs\-Lt,U.

the+e€hnetog}FDire€teh

the department's missier; geals; ebjeetives; audienees; and measures of sueeess,
a-

rBg

@



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

te-publ+ffilease;

a€€esligremeve+

a

yierry or epinion ef the Township' Th[s standard dis€laimer does not by itself exempt

+es

snou+e-rcnee+preessienaism
a

AII pregram manage iet
Empleyees whe vielate this peliE are subjeet to diseiPline up to and ineluding

termination frem employment, professional diseip{lne, or €riminal prese€ution, in

Departments shall enly utilize TownshiP appreved so€ial rnedia networks for hosting

@
a

reviewed and appreved by the Se€ial MediaDire€ter and Te€hnolegy Dire€ter prior

@
.- The seeial Media speeialist is responsible for the €reation ef HambHrg Tewnship's

+e€hnelegy++redeft
o

e



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

tL'^ --^^ ^f +^p#i^^1i^^ f^- ^^., ^#^l^.,^^ t.,ii.l^ ^,,Ih^ri-aA ,,aa ^f -h., -^-i^lLrrs \-GrJE r\rr crrrl sr r rPrr,.ry u.r\- rrr srrl Jv\-r(.,r
a^,li- ^^+'^,^-1.^ ' '^^/,1 t^., ll. ^ 

-r^'^,a^1.'i^
J Lr.rs\r lJy Lr rE r uvvr r.,r rP.

+ewnshift

Seeurief€emerem+se

+ewnsh+p-Boar*

Re€erd€FUpdates

6.9 Governmental Access Cable Television Channel Capacity policy

As ofJune 30, 2026, this section will no lonoer be needed s we will no lonqer
mat tn Cable Channel 191 with Soectru Communi tions.

6.9(a) Introduction
As pat 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 reguiations shall be
governed by applicable regulations of the Federal communications commission.
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This policy may be included in the Municode version of Hamburg Township Ordinances if 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 requirements to determine eligibility
to program the capacity and the acceptability of programming material for governmental
access, and otherwise set forth operating policies by which the Township will make use of
governmenta I access capacity.

6.9(c) Purpose U ndated hv Board of Trustees xx/xx/xx

-^,.t -l-^ -'l;ili^--l al',arlianrl -^,{ aL rli- ia€arar}ian uiiaa nr 

-ira

-The 
purpose of governmental and community cable TV access hereunder is to provide

to Hamburg Township Board, commissions, committees, departments and community
organizations an outlet for governmental and community information and-prograffifn+Fg,

and
announcements.

6.g(cX1) Eligible Governmental and Community Entities

A. Access to Channel Capacity: Upon application to the Township, governmental
access information or programming may be insefted 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 Depatment;
v. The Hamburg Fire Depaftment;
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.
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Governmental access is intended both for in-service use by and behveen eligible government
entities and community groups and as a public service to the citizens of Hamburg.

6.9(cX2) Responsibilities of the Technical Services Depaftment
* Updated by_q0ard_0t-frustee5lgood)o(

B.A-Responsible for coordinating the operation of Channel 191 pursuant to the
direction of the Hamburg Township Board of Trustees. The Director of Technical
Services shall designate staff responsibilities for maintenance and operation of
Channel 191's station, equipment and programming.

C.E_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.

F.E _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.

IF.G.,_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,^,hm^F+- l i--,,^-ggvgrrrrrrgrrEqrT

'r^rr,^-hi^ -I^ff -^,{ ^}h^F- ,,^^h ,^^t t^-t, vvY, rJ'.,P \-,1' 
'u, 

J !lPv, r , LYuuJr,

LLShall review and approve all material or programming cablecast on governmental
access capacity pursuant to policy set by the Township Board.

Shall be responsible for reviewing accessibility options for the deaf and hard
of hearing community as such technologies may become available. The Township
Board ofTrustees shall have final approval for any contracts required to provide such
services.

K
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Shall be responsible for the physical and daily operation of the governmental
access channel capacity.

S+.l._Chain of Command: The Technical Seruices Department shall report flrst to
the Township Supervisor, then to the Township Board of Trustees.

I 6,9(CX3) PfOgfammi[$ updated bv Board of rrustees xx/xx/xx

A. Programming Focus
Programming shall be primarily focused in four main areas:

-government progra mming;
-community programming;
-educational and community interest programming;
-public service programming;

All programming shall be of special interest and benefit 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
Seruices 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 quidelines.

Remote Utilizing remote video production facilities
for on-location ta pe-delayed cablecasts.

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

copyriqht, the copyriqht shall belonq to the
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Township or the County or the State with
direct iurisdiction over the eliqible entiU.

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
programming.

Alphanumeric
Message Board

A governmental and community bulletin
board may be maintained to display
messages of local interest in Hamburg
Township and Livingston County, Michigan
and a communiW calendar.

Data Computer applications may be integrated
over the access capacity as technology
permits.

e_@
iees

D. Township Control
Hamburg Township reserves the right to control all programming, including all non-

proflt advertising, which is broadcast over the channels. No for-profit adveftising 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
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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 oppoftunities and quasi-equal oppoftunities 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 576.205 et seq., and related FCC policies, rules and doctrines, including the
"personal attack rule."
b. 'tMeet 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 : "

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 depaftments.

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 depaftments such as the
Michigan Depaftment of Natural Resources (MDNR), Michigan Depaftment of
Environment, Great Lakes and Energy(MEGLE), Michigan State
Police(MSP)/Emergency Management, etc.

d. Meetings held by Federal regional government agencies such as FEMA/NFIP,

USCACE, and USGS for issues involving Hamburg Township residents and
property owners.

iii. Right of Refusal
Hamburg Township reserves 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 requlations 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.
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Any other material deemed inappropriate by the Hamburg
Townshi 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 inseted if inconsistent with these guidelines

H. Handling of Program Materials

i. Return of Refused Programming
Any programming submitted by an eligible entity for cable W 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.

6.9(cX4) Programming Schedules

A. Day to Day Management
i.-----Dai+y-Sehedcle

U Board of Tru
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ing. The day-to-day management of
schedules shall be through the Technical Seruices office.
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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 Chafter/Spectrum Cable TV Network in Hamburg Township as
budgeted for pursuant to allocation by the Hamburg Township Board ofTrustees.

B. Underwriting 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 communlty access
or specific programming of a public interest may be identifled 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

ii, EmergenE programming is not subjeet to this requirerent'

iii, All seripts shall be submitted to the Teehnieal Serviees Department and a Produetien
Propesa+€omptete+
@i€es
"Bulletin Beard" messages must be subnritted Eo the Teehnieal Serviees Department at least
72 hours prior to the intended insertien date exeepEfor speeial publie announeements (sueh

asemer9en€rc+esings).
E._-__-5€hedut+nS€onfl+ds

ii

" fhe following program eontains material whieh maf be o{fensive to some viewers and may
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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 Depatment and the same noted on the Production Proposal.

C. Underwriting Credits

i. Credit may appear at the beginning and/or end of the program ldentiffing 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 undenruriter'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. UnderwritingPayments
All underwriting contribution funds shall be submitted to and paid to the Hamburg Township
Treasurer with receipts provided for same.

6,9(cX6) Video Products

A. Video Copies

i. Subject to copyright licensing requirements and FOIA requirements, copies of any
available Township of Hamburg programs, including Township Board meetings, shall be
provided to authorized Township employees or departments for official use only, free of
charge, upon request.

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.

iii. Simulcasting: Township meetings shall be simulcast via Livestream/Vimeo services
software platform online and/or via Channel 191 on the Chafter/Spectrum Cable TV
network.

C.F.R. 5 73.503(d)) and policies and guidelines governing the noncommercial, educational
broadcast services with respect to so-called "underwriting announcements."
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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 similar 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

i. It is the policy of the Township to maintain video tape archlves 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.

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 deslgnated Keeper of the Records for Hamburg Township.

iii. All recording and record retention policies shall be handled pursuantto current FOIA
regulations. 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.

5.9(cX7) Legal

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 Department a specific authorization from the copyright holder of the
programming authorizing the "Township of Hamburg" to pefform, 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
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B. Errors and Omissions

i. Warrant to Township

Eligible 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 indemnifu and defend the Township against damages and
loss, including reasonable attorney's fees, for any claims arising out of such representations
and warranties. Such indemniflcation 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 of copyright authorization is to be attached as part of the 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 Trustees may from time to time amend or repeal
these guidelines as it deems fit.

depicted therein to use their likenesses, including printed, recorded and photographed
material. Written evidence of permisslon shall be submitted to the Technical Services
Depaftment 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.
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6.10 Tax and Assessment Information Policy
UDdated bv Board of Trustees xxlxxlxx

-Update+bfBear+€gruste##e(

Hamburg Township office hours are Monday through Frida).,+-a=ft+€-tftm' Thursday,
7:30 a.m. to 5:30 p.m.-During these hours Assessing records are available for public
inspection, unless an after hours'time is mutually agreed by Hamburg township staff and
the indlvidual requesting the records.

Residents, banks, mortgage companies and other entities requesting information regarding
tax amounts, special assessment payment amounts, propety record cards, valuation
sheets, all available sale records, and maps can receive this information verbally and without
cost on up to five parcels.

Records or files cannot be removed from the Township Offices.

Township offlcials 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.

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 of Taxes
Determination of Special Assessment Status
Amounts of Annual Special Assessment Payments
Assessing Information

May be required to do the following:

--Subm*€ff-ReSuesteHVritrng
. Receive all Responses in Writing Via Fax and Mail
. Pay a fee as established by the Township FOIA policy for each parcel on which

information is requested. The fee is payable at the time of the request by check,
money order, or cash.

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.

Special assessment payoff amounts will be provided in writing via{ax, ormail or e-mail. No
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(Adopted 5127197 - Amended 71124198 -Amended 2/3/15)
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7.O
,lJpdated bv ggaId.otfIuSteeq 3'4-25

As of 202L, 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

forwarded to Municode with supporting documents to be incorporated as a pending

change until codification is completed. The followinq orocedure should be used for
all Ordinance chanqes and it is hiohlv recommended that the orioinatinq
ordinance document be obtained via the website.

jl his is the current location of our Code:

frttpgl1/f lbrely.,4qn!qode,comlm!1hqmburgJory1g,hjp,_(f lv!ngqtg1_9q.)/codes/q-o(g_gf_pqdi
nanceq

Before ordinance Supplements are processed, the updates are approved at a Township
Board meeting. For General Ordinances revisions there is a 1* Reading and 2nd 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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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 -Iab 2 - Zoning staff will assign

b. Works with Township Aftorney, 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 byTownship 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. Suppofting Documents in PDF format (including Attorney opinion, if
any)

b. Staff provides Clerk's ffice with publication language either in full or summary
format

c. Clerk's Office determines effective date of ordinance and files publication
iii-.j-New Ordinances will be published in their entirety and must incl ude---
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Certification clause
ir.jt-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-.i_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-.ij-By: (Clerk) (Signature line)
vii-. jjj._Introduced : (First reading 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)

i.s--C-teik Staff finalizes O,r.Qlnalqe (orument qnd hqs Clerk sign qnd gga!

ordinance

46-Ordinance Coordinator forwards red-lined version of Word Document, a PDF-----
of signed/ceftified version of the approved Ordinance change/addition, and a proof
of publication in order to process the update with Municode for inclusion in code

!.2_Municode sends back confirmation, and changes are scheduled for the nextr
Supplement (Appendix 3)

GQ-The changes are placed on the Ordinance home page while awaitingr
codification and are available for public review

*,p-Once codified, printed versions (4 copies) will be sent for each Supplement to*'
Ordinance Coordinator for distribution to: Clerk, Police, Fire, Zoning

&.1!-All General Ordinances will be maintained in the Clerk archives & V drive.-.
Originals are permanently housed in the Clerk Depaftment archives,

All oublications and Ordinances are to be retained oermanentlv as outlined in the
Records Retention and Disposal Schedule for Michigan Township Clerks General
Schedute #25, as provided by the Department of History, Afts and Libraries -
Records Management Seruices. 

^

Formatted: Font: (Default) Tahoma

Formatted: Numbered + Level: 1 + Numbering Style: 1, 2,
3, ... + Start at: I + Alignment: Left + Aligned at: 0.25" +
Indent at: 0.5"

Fomatted: Numbered + Level: 1 + Numbering Style: 1, 2,
3, ... + Start at: I + Alignment: Left + Aligned at: 0.25" +
Indent at: 0.5"

Fomathd: Numbered + Level: 1 + Numbering Style: 1, 2,
3, ... + Start at: 1 + Alignrnent: Left + Aligned at: 0.25" +
Indentat:0.5"

Fomtted: Numbered + Level: 1 + Numbering Style: 1, 2,
3. ... + Sbrt at: 1 + Alignment: Left + Aligned at: 0.25" +
Indent at: 0.5"

Formatted: Font color: Red,

Formatted: Numbered + Level: 1 + Numbering Style: i, ii,
iii, ... + Start at: 1 + Alignment: Right + Aligned at: 1.38" +
Indent at: 1.63"

Formatted: Font: (Default) Tahoma

Formatted: Ust Paragraph, Numbered + Level: 1 +
Numbering Style: 1, 2,3, .-. + Startat: 1 + Alignment: Left +
Aliqned at: 0.25" + Indent at: 0.5"

Fomatted: Numbered + Lryel: I + Numbering Style: 1, 2,
3, ... + Sbrt at: 1 + Alignrent: Left + Aligned at: 0.25" +
Indent at: 0.5"

+eee-+o+t



ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

€ede ef erdinanees lndex Master tist fer General erdinanees

W+aenees

tlcmbering €envent

Tab+r

I

zilidah :kh

Page-+ef+t

Fomatted: Font:

APpqt4lLLr

Code of Ordinances lndex - Master List for General Ordinances

Before:12

u.Ga!
s.G@
luco46d
&G.6
&G.6

Formatted: Font color: Auto



+ab+

I@t

I +age-tefat

Formatted: Font:

Code of Ordinances lndex - Master List for Zoning Ordinances

Formatted: Font: (Defaut) Calibri Liqht, 16 Dt

1.08 ti

Formatted: Space B€fore: 12 pt, Line spacing: Multiple

Fomatted: Font color: Auto



Formatted: Font: Tahoma

ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

Er**iip
10a05 M.mn Red. P.O 8d 157
Hohbua. Ml 48139

m;":ffi';',Tt' F't 610Ar'8s

Ordinmc€ #- Mrnicode Ctqter: 

- 

Sectbn 

-- 
Line: 

-_
Pickore: Add 

-Clengc - 

Dcl€te 

-A[sdsl!r.8irldd:-
Soe.ndrd Word Doc: 

-
Aodc mdic coneaior c lbllom:

Apprcrd/A@im Dete(s):

Zoning .- Plmning Couil!' 1-l]

Geneml: 'IIi lr Rcad

Publicatio Drte:

Flffective Datd:

S.d ro Mlnird.: 

-

Yerilir.d b1 :

Ad&dtoCod.dre: 

-

TB 2d Read

After: 0Formatted: Level Une

Page{-ofl+

Code of Ordinanccs - Sunnlemental Reouest Form



hAM.BURq gWNSI.I.IP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

feee4tl+.-

Fomatted: Font: (Default) Tahoma

Formatted; Font color: Auto

Dcby Hcnncmen

Fmm:
S.rlt
To:
suUect

....THIs IS AN AUTOMAIICATI.Y 6TNENAIED EMAIL""

o.d5@rnunkode.com
Ihursdly, ranuary 6 20229:44 AM
Deby Henncmur
Hamburg Tow$hip. (tivingrton Co.). Mt Code of Ordinrnc6 - 2O2t (tSg52)
Suppl?rnarn t

8clow, you will tind tha matarial that w! hava rfteivad/recorded to your account. Thi! material ir baing consUarad fo,
inclu3lon in lour ncrt/cumnt updata, Supphmrnt I

iJl
Upd.te lhc lnternat v.rslon ofyour Codr
mor! often th.n a printrd supplcment.

Wc can updatc thc hternct quanerry, monthly,
cven wackly.

we can post newly enactcd ordinanccs
in thc onlinc Code aftlr cach meeting.

Formatted : Level Before: 12

Ordinance No. 103 L2l2U2O2t tl6l2022 PDF

Document Adopted Date Recorded Recorded Format

Page+-sl++

LJ



.HAM.EUR9 AWNSI.[P
ANMTNTqTRA PO ITCTtrq & PROCFDI IPtrq MAN IIAI

Formatted: Font: Tahoma

Fomatted: Font color: Auto

P*ee-eef+t

feeerry:



,IIAMEULq,IQWNSI]JP
ADMINIqTPATT\/tr pot TCTtrq R pPnatr IRFq MANI IAI

erdinanee Amendment/€hange Fermat Examp.le

prers or ncxrcex
COUilTYOF IJUTGSTOT{

HATBURG TOWISHIP

oRorNAlrcE ito. 20252-00t

AN ORDII'IAXCE TOA,.GNO CHAPTER 36,
ARTrcLE Xrlr, SACnO}l 36-a82, OF THE

HAXBT'RG TOUYII SHIP ZO}II}{G
OROI}TAilCE

Ham,bug Towyrship Ordrins:

Fomatted: Font: (Dehult) Tahoma

Fomatted: Level 1, Space Before: 12 pt

S.c. 36{8:L Sien ngubtion rcforcrmrnt
(s) S/gns o.t prn E pcryty. Siiyrs h virldim o{ th. rcgulltbil $il be cnfiorc.d by

thc zo.iro .d,*isb.lor or dctaUn€c Lllli:irig Ordrnenca No. il.A the civil irhr*er
omfnrce.

G) qrts wirr? frip g4ilic q pinb dgttot-woy u ut puAE N. Sii{F3 in vuetixl of

-

( 1 ) First vi)lrtio: t !,I be r€rrucd rld h€U hr teo dry3 at tne Tovrnsfrip ofioes.
.fh, *fich 0r. qF3 uil be rfscrrdc<r.

(2) Scoond vicuioo: thc s(yrs ufl be r€fliol,Ed lrd vrit b. dsc..d€d wit ior, e
holding p.riod.

(3) St.r3 h or{tu|viobtm of th. r€eddfits r?lty b. cnilred by Ol. Cod.
Enhrcement Ollicer, Zsi.rg Adhibtdot. or Oes6nce. udiziryCh.ptr I,
Ardd. ll. Srctim t{5 - Senaions hr virair:nr. in the XrrOt t fo{inst+
CodrotOnftnas.

(a) S;[ns wil be consifrnd h thr pt&tc (f{-d.wey if t}ny an wihin ten fect ol e
Falic ste€f o. it tlt y rc h vidtrbo of r€€lion 3G229,

(5) For pposcs ol assclrirg i]cr .od pcn.Iici srly. r vi,aioo under lhis
sectim shef bc dascillcd a Oass E m.rniirol dvil irfactolr.

(6) Sii$3fdP..ldTrlf ddrd evlnt3 nxJt b..pp.ovtd ttlro,,!ft lhe pst tE
A0?tc.6m p.oe$.

(Zo.iro fr 2@. S 18.14. t+2o2t)

Page9-o+l



.H A M,B-U B.G . ]9W N S.I.I.I P
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

Efrcctive llatc: Publk:tion. Th€ pfoirBions of this or&tonoe shsll beco.ne ellective

nrteen (rs) aeys a{ter its s@tioo ar}d shsll be ptrblishcd within 15 deys ot its edoptioo

by prruiceton ot s kiet notice in I rEu/spsper orarsled in the Toumshir. ststing the dste

oi eno61,rpnt ard th. efiecti\13 dste ot the o.dinsnce. s b.iet strte,fEnt 8s to lhe subiect

mstter of this ordinonce 8nd sucfi ooEf f8ct5 8s the oerk shall deem p€rtrienr and thst

e copy of the odinsnce i5 avsitsble fo|' glbtc use and inspectim .l the ofioe ol the ded<.

irade, Passcd 3nd Adoded by arc xarnbrrg Tournship Eoed o{ Trusile€s StE 

- 

dty
of 20

Pat l-lotrl. Superyisot

ltch.€l Oolsn. Glett

Certificate of Adootion

I herGby e.tity Ut t the foregrrirq is a tue and complcfe copy ol the orfrune
r@red.t the r€orlar nreelirg dthe Flarnbury Tomslip Boerd olTruslees held o.r lhc

-dar,d 
-ZJ-.

Adopcd:

Prblishrd:

Ellcctirre:

tttctrael Dolan, C!ed<

Fomatted; Font: (DeFault) Tahom

Paee-++e+l



+ege-+-l=eFl+

Formatted: Font:

ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

Formatted: Left, Space After:
1.08 li, control,


