HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

0.0 DEFINITIONS

The words and phrases below have the following meanings for the Hamburg Township
Administrative Policies and Procedures Manual:

Bankers’ Acceptance (BA): A draft or bill or exchange accepted by 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 part of its outstanding principal amount
may be redeemed before maturity by the issuer under specified conditions.

Certificate of Deposit: A time deposit with a specific maturity evidenced by a
certificate. Large denomination CDs are typically negotiable.

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

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

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

Construction project: labor and material necessary 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 relay
a message to the public through Social Media Networks.

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

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

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

Diversification: Dividing investment funds among a variety of securities offering
independent returns.

Emergency Management 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 relaying timely information to the public in an emergency
situation.

Executive Team: A group of elected officials consisting of the Supervisor, Clerk and
Treasurer, who are responsible for providing day-to-day direction and control over all
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.

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

Federal Deposit Insurance Corporation (FDIC): A federal agency 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 payments of Fed funds and for making deliveries of
and payments for Treasury, agency and book-entry mortgage backed securities.

Investment 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 misrepresentation by investment
advisers.
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Liquidity: A liquid asset is one that can be converted easily and rapidly into cash
without a substantial loss of value.

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

Locality: the Township of Hamburg or Livingston County.

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

Mark-to-market: The process whereby the book value or collateral value of a security
is adjusted to reflect its current market value.

Market Value: Current market price of a security.

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

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

Medium or media: includes, but is not limited to, website postings, Cable TV postings,
advertisement in trade magazines, direct mailings, and advertisement in a newspaper of
general circulation in The Township.

Most appropriate medium or media: notification in a medium or combination of
media which, in the best judgment of the Department, will result in the greatest number
of responsible vendors.

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

Net Asset Value: The market value of one share of an investment company, such as a
mutual fund.
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No Load Fund: A mutual fund that does not levy a sales charge on the purchase or
sale of its shares.

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

Portfolio: Collection of securities held by an investor.

Primary Dealer: A group of government securities dealers who submit daily reports of
market activity and positions and monthly 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 budget; or construction work to be
contracted by the Township when the Township Board declares a contract or group of
contracts to be a project. 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 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.

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.

Ratings: An evaluation of an issuer of securities by Moody'’s, Standard & Poor’s, Fitch,
or other rating services of a security’s credit worthiness.

Repurchase 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 security “buyer” in effect lends the “seller” money for the period of the agreement,
and the terms of the agreement are structured to compensate the buyer. Dealers use
repurchase agreements extensively to finance their positions.
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Responsible contractor: any contractor or sub-contractor who is sufficiently qualified to
satisfactorily perform the construction project, or any relevant part of the construction project
as determined by the Township.

Rule 2a-7 of the Investment Company Act of 1940: Applies to all money 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.g., securities) by a financial institution.

Social Media Activities: Include, but are not limited to: Social Media Posts, Advertising,
Township Newsletter, Local Newspaper Articles, Cable Channel Programming, Printed
Media, Public speaking engagements and/or presentations.

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

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

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

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

Township: the Township Board of Trustees, Township Supervisor, Purchasing Agent or their
designees.

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

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

Treasury 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,
piece, commission, or other method of calculation for labor or services except those
defined as fringe benefits.

Yield: The rate of annual income returns on an investment, expressed as a percentage.
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