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To All Ottawa County Commissioners:

The Ottawa County Board of Commissioners will meet on Tuesday, April 12, 2011 at 1:30 p.m., for the regular April
meeting of the Board at the Ottawa County Fillmore Street Complex in West Olive, Michigan.

The Agenda is as follows:

1. Call to Order by the Chairperson

2. Invocation — Commissioner Holtrop

3. Pledge of Allegiance to the Flag

4. Roll Call

5. Presentation of Petitions and Communications

0. Public Comments and Communications from County Staff

A. Legislative Update, Jim Miller, Governmental Consultant Services, Inc. (GCSI)
7. Approval of Agenda
8. Actions and Reports

A. Consent Resolutions:

From the County Clerk
1. Il;)ard of Commissioners Meeting Minutesl
Suggested Motion:
To approve the Minutes of the March 22, 2011 Board of Commissioners Meeting.

2. [Payrol]

Suggested Motion:
To authorize the payroll of April 12, 2011 in the amount of §

3. [Correspondence Log 414
Suggested Motion:
To receive for information the Correspondence Log.

Stuart P. Visser Dennis W. Swartout Jane M. Ruiter Greg J. DeJong Roger G. Rycenga
Joseph S. Baumann Robert W. Karsten James H. Holtvluwer Donald G. Disselkoen



10.

11.

12.

From the Fi

4.

nance and Administration Committee

Monthly Accounts Payable for March 14, 2011 through March 31, 201 1|

Suggested Motion:

To approve the general claims in the amount of $3,190,928.61 as presented by the summary
report for March 14, 2011 through March 31, 2011.

bttawa County Clerk’s 2010 Annual Reportl
Suggested Motion:
To receive for information the Ottawa County Clerk’s 2010 Annual Report.

bttawa County Drain Commission's 2010 Annual Reportl
Suggested Motion:
To receive for information the Ottawa County Drain Commission's 2010 Annual Report.

POt Judicial Circuit and Ottawa County Probate Courts 2010 Annual Reporf

Suggested Motion:

To receive for information the 20t Judicial Circuit and Ottawa County Probate Courts 2010
Annual Report.

B. Action Items:

From the Finance and Administration Committee

8.

Purchasing Card Policy (Second Readingj
Suggested Motion:
To adopt the proposed the Purchasing Card Policy. (Second Reading)

C. Appointments: None

D. Discussion Items:

9.

10.

11.

12.

bttawa County Clerk’s 2010 Annual Reportl
(Presented by: Daniel C. Krueger, Ottawa County Clerk)

bttawa County Drain Commission's 2010 Annual Reportl
(Presented by: Paul Geerlings, Ottawa County Drain Commissioner)

IZOth Judicial Circuit and Ottawa County Probate Courts 2010 Annual Report|
(Presented by: Kevin Bowling, 20t Circuit Court Administrator)

Closed Session

Suggested Motion:

To go into closed session for the purpose of considering an attorney/client letter under Section 8(h) of
the Open Meetings Act.

(2/3 roll call vote required)

Report of the County Administrator

General Information, Comments, and Meetings Attended

Public Com

ments

Adjournment
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PROPOSED
PROCEEDINGS OF THE OTTAWA COUNTY
BOARD OF COMMISSIONERS
MARCH SESSION - SECOND DAY

The Ottawa County Board of Commissioners met on Tuesday, March 22,
2011, at 1:30 p.m. and was called to order by the Chair.

Mr. Karsten pronounced the invocation.
The Clerk led in the Pledge of Allegiance to the Flag.

Present at roll call: Messrs. Visser, Kuyers, Swartout, Mrs. Ruiter,
Messrs. DeJong, Rycenga, Baumann, Disselkoen, Karsten, Holtrop,
Holtvliuwer. (11)

Mr. Holtvluwer moved to approve the agenda of today as presented and
amended adding Action Item #14 — To Declare April 2011 as Michigan
Child Abuse Prevention Month and National Child Abuse Prevention
Month. The motion passed.

Mr. Holtrop moved to approve the following Consent Resolutions:

1. To approve the minutes of the March 8, 2011 Board of Commissioners
Meeting.

2. To authorize the payroll of March 22, 2011 in the amount of $575.66.

3. To approve the general claims in the amount of $3,546,653.72 as
presented by the summary report for March 1, 2011 through March 11,
2011,

4. To approve the appropriation changes greater than $50,000 and those
approved by the Administrator and Fiscal Services Director for
$50,000 or less which changed the total appropriation from the
amended budget for the month of February 2011.

The motion passed as shown by the following votes: Yeas: Mr.
Holtvluwer, Mrs. Ruiter, Messrs. Holtrop, Rycenga, Disselkoen,
Baumann, Visser, Karsten, DeJong, Swartout, Kuyers. (11)

Mr. Rycenga moved to approve the revised Park Rules to be adopted as
Ordinance No. 11-1. The motion passed as shown by the following votes:
Yeas: Messrs. Rycenga, DeJong, Karsten, Mrs. Ruiter, Messrs. Baumann,
Visser, Swartout, Holtvluwer, Disselkoen, Holtrop, Kuyers. (11)
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B/C 11-073
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B/C 11-075
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Mr. Rycenga moved to approve the revised Open Space Rules to be
adopted as Ordinance No. 11-2. The motion passed as shown by the
following votes: Yeas: Messrs. Holtrop, Holtvluwer, Swartout, Baumann,
Visser, Disselkoen, Karsten, Mrs. Ruiter, Messrs. Rycenga, DeJong,
Kuyers. (11)

Mr. Rycenga moved to approve and authorize the Board Chair and Clerk
to sign the Resolution authorizing submittal of the Historic Ottawa Beach
Waterfront Walkway grant proposal to the Michigan Natural Resources
Trust Fund. The motion passed as shown by the following votes: Yeas:
Messrs. Karsten, Disselkoen, Holtrop, Visser, Holtvluwer, DeJong, Mrs.
Ruiter, Messrs. Swartout, Rycenga, Baumann, Kuyers. (11)

Mr. Rycenga moved to approve and authorize the Board Chair and Clerk
to sign the Resolution to authorize the Ottawa County Drain
Commissioner to establish lake level special assessment districts from
Kenowa Lake, Rushmore Lake and Sunnyview Lake, all located within
Georgetown Charter Township, Ottawa County, Michigan, as provided for
in Park 307 of the Natural Resources and Environmental Protection Act,
MCL 324.30701 et seq., as amended. The motion passed as shown by the
following votes: Yeas: Messrs. Disselkoen, Karsten, DeJong, Holtrop,
Visser, Swartout, Mrs. Ruiter, Messrs. Rycenga, Holtvluwer, Baumann,
Kuyers. (11)

Mr. Swartout moved to approve and authorize the Board Chair and Clerk
to sign the Agreement for Veterans Services with Social Services
Resources LLC in the amount of $18,749.97. The motion passed as
shown by the following votes: Yeas: Messrs. DeJong, Visser, Swartout,
Holtvluwer, Mrs. Ruiter, Messrs. Disselkoen, Baumann, Holtrop, Karsten,
Rycenga, Kuyers. (11)

Mr. Swartout moved to approve the name of Roger Cotner for
appointment to the Ottawa County Tax Allocation Board, pursuant to
MCL 211.205(e). The motion passed.

Mr. Swartout moved to receive for comment the Purchasing Card Policy.
(First Reading) The motion passed as shown by the following votes:
Yeas: Messrs. Visser, Holtvluwer, Disselkoen, Holtrop, Mrs. Ruiter,
Messrs. Karsten, DeJong, Rycenga, Swartout, Baumann, Kuyers. (11)

Mr. Swartout moved to approve the request from the 20" Circuit
Court/Trial Division to create one (1) full-time (1.0 FTE) Felony
Collections Clerk (Group T, Paygrade 10) at a cost of $51,264. Funding
to come from the funds collected by this position (General Fund).
Position to be sunsetted March 22, 2012, and reviewed at that time to
determine if sufficient funds were collected to continue this position. The
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motion passed as shown by the following votes: Yeas: Mrs. Ruiter,
Messrs. Baumann, DeJong, Karsten, Swartout, Holtvluwer, Rycenga,
Holtrop, Disselkoen, Visser, Kuyers. (11)

Mr. Swartout moved to approve the request to reclassify the position of
full-time (1.0 FTE) Program Coordinator (Unclassified, Paygrade 07) to
full-time (1.0) FTE) Program Supervisor (Unclassified, Paygrade 08) at a
cost of $7,190. Funding for this position to come from Medicaid funding.
The motion passed as shown by the following votes: Yeas: Messrs.
DeJong, Rycenga, Baumann, Disselkoen, Holtvluwer, Visser, Holtrop,
Swartout, Karsten, Mrs. Ruiter, Mr. Kuyers. (11)

Mr. Swartout moved to approve and authorize the Board Chair and Clerk
to sign the Resolution to Declare April 2011 as Michigan Child Abuse
Prevention Month and National Child Abuse Prevention Month with
Ottawa County. The motion passed as shown by the following votes:
Yeas: Messrs. Swartout, Holtvluwer, Visser, Holtrop, Karsten,
Disselkoen, Baumann, Rycenga, DeJong, Mrs. Ruiter, Mr. Kuyers. (11)

The Administrator’s report was presented.

Public Comments

Daniel Krueger, Clerk, reported just receiving an email from GCSI that
the census data is available. The population figure in Ottawa County is
263,801. This is a gain of 27,500 over the last ten years.

Mr. Holtrop moved to adjourn at 1:55 p.m. subject to the call of the Chair.
The motion passed.

DANIEL C. KRUEGER, Clerk PHILIP KUYERS, Chairman
Of the Board of Commissioners Of the Board of Commissioners



Action Request

Commiittee: Board of Commissioners
Meeting Date: 4/12/2011

Requesting Department: County Clerk
Submitted By: Bob Spaman

Agenda Item: Payroll

SUGGESTED MOTION:
To authorize the payroll of April 12, 2011 in the amount of §

SUMMARY OF REQUEST:

To pay the current payroll of the members of the Ottawa County Board of Commissioners. Pursuant to MCL
46.11, the Board of Commissioners is authorized to provide for and manage the ongoing business affairs of the
County.

FINANCIAL INFORMATION:

Total Cost: | General Fund Cost: | Included in Budget: | [X]Yes |[ ]No

If not included in budget, recommended funding source:

ACTION IS RELATED TO AN ACTIVITY WHICH IS:

X] Mandated | [ ] Non-Mandated | [ ] New Activity
ACTION IS RELATED TO STRATEGIC PLAN:
Goal:

1: To Maintain and Improve the Strong Financial Position of the County.

2: To Maintain and Enhance Communication with Citizens, Employees, and Other Stakeholders.
3: To Contribute to a Healthy Physical, Economic, & Community Environment.

4: To Continually Improve the County’s Organization and Services.

Objective:

ADMINISTRATION RECOMMENDATION: | X] Recommended | [ ] Not Recommended | [ ] Without Recommendation

County Administrator: A|gn G. Vanderberg

Committee/Governing/Advisory Board Approval Date:

Form Last Revised 8/25/2010



Action Request

Commiittee: Board of Commissioners
Meeting Date: 4/12/2011

Requesting Department: County Clerk
Submitted By: Keith Van Beek
Agenda Item: Correspondence Log 414

SUGGESTED MOTION:
To receive for information the Correspondence Log.

SUMMARY OF REQUEST:

FINANCIAL INFORMATION:

Total Cost: $0.00 | General Fund Cost: $0.00 | Included in Budget: | [ ] Yes | X] No

If not included in budget, recommended funding source:

ACTION IS RELATED TO AN ACTIVITY WHICH Is:

[ ] Mandated | X] Non-Mandated | [ ] New Activity
ACTION IS RELATED TO STRATEGIC PLAN:

Goal:

Objective:

ADMINISTRATION RECOMMENDATION: | X Recommended | [ ] Not Recommended | [ ] Without Recommendation

County Administrator: Alan G. Vanderberg A ey 20 ey rcna oen

Reason: | am approving this docur
Date: 2011.03.30 10:18:26 -0400"

Committee/Governing/Advisory Board Approval Date:

Form Last Revised 8/25/2010
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Action Request

Committee: Board of Commissioners

Meeting Date: 4/12/2011

Requesting Department: Fiscal Services

Submitted By: Bob Spaman

Agenda Item: Monthly Accounts Payable for March 14, 2011 through March
31, 2011

SUGGESTED MOTION:
To approve the general claims in the amount of $3,190,928.61 as presented by the summary report for
March 14, 2011 through March 31, 2011.

SUMMARY OF REQUEST:
Approve vendor payments in accordance with the Ottawa County Purchasing Policy.

FINANCIAL INFORMATION:

Total Cost: $3,190,928.61 | General Fund Cost: $3,190,928.61 | Included in Budget: | [X] Yes | [ ]No

If not included in budget, recommended funding source:

ACTION IS RELATED TO AN ACTIVITY WHICH IS:

X] Mandated | [ ] Non-Mandated | [ ] New Activity

ACTION IS RELATED TO STRATEGIC PLAN:

Goal: 1: To Maintain and Improve the Strong Financial Position of the County.

Objective:

1: Advocate on legislative issues to maintain and improve the financial position of the County.
2: Implement processes and strategies to deal with operational budget deficits.

3: Reduce the negative impact of rising employee benefit costs on the budget.

4: Maintain or improve bond ratings.

ADMINISTRATION RECOMMENDATION: | X] Recommended | [ ] Not Recommended | [ ] Without Recommendation

County Administratot: Alan G Vanderberg

Committee/Governing/Advisory Board Approval Date:

Form Last Revised 8/25/2010



Robert Spaman

County Of Ottawa Fiscal Services Director

Marvin Hinga
Fiscal Services Department Fiscal Services Assistant Director

12220 Fillmore Street « Room 331 » West Olive, Michigan 49460 West Olive (616) 738-4847
Fax (616) 738-4098

e-mail: rspaman@miottawa.org

mhinga@miottawa.org

e Board of Commissioners

From: Robert Spaman, Fiscal Services Director

Subject: Accounts Payable Listing — March 14, 2011 to March 31, 2011
Date: April 1, 2011

[ have reviewed the Accounts Payable Listing for March 14 through March 31, 2011. The
following information will give you the detail of some of the purchases made in specific funds
during this period:

Fund 6641 — Equipment Pool Fund

1 — Vehicle —Mental Health Department $37,051.36

If you have any additional questions, please feel free to contact me.

www.miottawa.org




Total Checks/Automated Clearing House (ACH) 03/14/2011 through 03/31/2011

I hereby certify that to the best of my knowledge the List of Audit Claims, a summary of
which is attached, constitutes all claims received and audited for payment. The List of
Claims shows the name of claimant, amount of claim, check number, ACH number,
check date and ACH date. The net amount of checks/ACH written during the period was
$3,157,544.20. The amount of claims to be approved totals $3,190,928.61.

*Adjustments arg-veided checks or ACH.

4//////

Robert $paman, FiStfal Services, Director Date /

We hereby certify that the Board of Commissioners has approved the claims on this 2"
day of April, 2011.

Philip Kuyers, Chairperson Daniel Krueger, Clerk
Board of Commissioners



ACCOUNTS PAYABLE CHECKS/ACH 03/14/2011 THROUGH 03/31/2011

FUND CLAIMS TO BE NET CHECK/ACH
NUMBER FUND NAME APPROVED ADJUSTMENTS* TOTALS
1010 GENERAL FUND 567,542.92 0.00 567,542.92
1500 CEMETERY TRUST 0.00 0.00 0.00
2081 PARKS & RECREATION 43,152.99 (360.00) 42,792.99
2082 PARK 12 0.00 0.00 0.00
2160 FRIEND OF COURT- 4,062.40 0.00 4,062.40
2170 9/30 JUDICIAL GRANTS 715.82 0.00 715.82
2210 HEALTH 42,474.54 (611.75) 41,862.79
2220 MENTAL HEALTH 686,315.00 0.00 686,315.00
2271 SOLID WASTE CLEAN-UP 18,673.24 0.00 18,673.24
2272 LANDFILL TIPPING FEES 2,505.80 0.00 2,505.80
2320 TRANSPORTATION SYSTEM 0.00 0.00 0.00
2420 PLANNING COMMISSION 0.00 0.00 0.00
2444 INFRASTRUCTURE FUND 0.00 0.00 0.00
2450 PUBLIC IMPROVEMENT 0.00 0.00 0.00
2550 HOMESTEAD PROPERTY TAX 0.00 0.00 0.00
2560 REGISTER OF DEEDS AUTOMATION FUND 2,011.07 0.00 2,011.07
2590 LIPPERT GRANT 0.00 0.00 0.00
2601 PROSECUTING ATTORNEY GRANTS 0.00 0.00 0.00
2602 WEMET 158,634.35 0.00 158,634.35
2603 WEED AND SEED 0.00 0.00 0.00
2605 COPS-AHEAD-GEORGETOWN 0.00 0.00 0.00
2606 COPS-FAST-GEORGETOWN 0.00 0.00 0.00
2608 COPS-FAST-ALLENDALE 0.00 0.00 0.00
2609 SHERIFF GRANT PROGRAMS 0.00 0.00 0.00



ACCOUNTS PAYABLE CHECKS/ACH 03/14/2011 THROUGH 03/31/2011

FUND CLAIMS TO BE NET CHECK/ACH
NUMBER FUND NAME APPROVED ADJUSTMENTS* TOTALS
2610 COPS-UNIVERSAL 21,047.95 0.00 21,047.95
2640 EMT HOLLAND-PARK 0.00 0.00 0.00
2650 EMT GEORGETOWN TOWNSHIP 0.00 0.00 0.00
2661 SHERIFF ROAD PATROL 742.44 0.00 742.44
2690 LAW LIBRARY 0.00 0.00 0.00
2740 WIA-ADMIN. COST POOL 976.54 0.00 976.54
2741 WIA-YOUTH 36,752.52 0.00 36,752.52
2742 WIA-ADULT 13,051.91 0.00 13,051.91
2743 WIA-6/30 GRANT PROGRAMS 183,144.02 0.00 183,144.02
2744 WIA-12/31 GRANT PROGRAMS 3,321.99 0.00 3,321.99
2747 WIA-WORK FIRST YOUTH 0.00 0.00 0.00
2748 WIA-9/30 GRANT PROGRAMS 68,024.58 0.00 68,024.58
2749 WIA-3/31 GRANT PROGRAMS 0.00 0.00 0.00
2750 GRANT PROGRAMS-PASS THRU 5,027.21 0.00 5,027.21
2800 EMERGENCY FEEDING 732.43 0.00 732.43
2810 FEMA 0.00 0.00 0.00
2850 COMMUNITY CORRECTIONS PROG. GRANT 6,444.01 0.00 6,444.01
2870 COMMUNITY ACTION AGENCY (CAA) 16,025.83 (2,000.00) 14,025.83
2890 WEATHERIZATION 58,224.65 (3,003.25) 55,221.40
2900 DEPT OF HUMAN SERVICES 0.00 0.00 0.00
2901 DEPT OF HUMAN SERVICES 5,946.45 0.00 5,946.45
2920 CHILD CARE - PROBATE 35,543.22 0.00 35,543.22
2921 CHILD CARE - SOCIAL SERVICES 0.00 0.00 0.00

2930 SOLDIER & SAILORS RELIEF 0.00 0.00 0.00



ACCOUNTS PAYABLE CHECKS/ACH 03/14/2011 THROUGH 03/31/2011

FUND CLAIMS TO BE NET CHECK/ACH
NUMBER FUND NAME APPROVED ADJUSTMENTS* TOTALS
2940 VETERANS TRUST 0.00 0.00 0.00
2941 VETERANS TRUST 1,116.40 0.00 1,116.40
5160 DELINQUENT TAXES 4,316.22 0.00 4,316.22
6360 INFORMATION TECHNOLOGY 45,624.70 0.00 45,624.70
6410 WATER & SEWER REVOLVING 0.00 0.00 0.00
6450 DUPLICATING 559.20 0.00 559.20
6550 TELECOMMUNICATIONS 15,455.75 0.00 15,455.75
6641 EQUIPMENT POOL 37,051.36 0.00 37,051.36
6770 PROTECTED SELF-FUNDED INSURANCE 0.00 0.00 0.00
6771 PROTECTED SELF-FUNDED HEALTH INS. 0.00 0.00 0.00
6772 PROTECTED SELF-FUNDED UNEMPL INS. 0.00 0.00 0.00
6775 LONG-TERM DISABILITY INSURANCE 16,868.75 0.00 16,868.75
6776 PROTECTED SELF-FUNDED DENTAL INS. 0.00 0.00 0.00
6777 PROTECTED SELF-FUNDED VISION 0.00 0.00 0.00
6782 PROTECTED SELF-FUNDED INS PROG M.H. 0.00 0.00 0.00
7010 AGENCY 924,216.22 (27,409.41) 896,806.81
7040 IMPREST PAYROLL 164,626.13 0.00 164,626.13
7210 LIBRARY PENAL FINE 0.00 0.00 0.00
7300 EMPLOYEE SICK PAY BANK 0.00 0.00 0.00
7360 OPEB TRUST 0.00 0.00 0.00
$3,190,928.61 ($33,384.41) $3,157,544.20




Action Request

Committee: Board of Commissioners

Meeting Date: 4/12/2011

Requesting Department: County Clerk

Submitted By: Keith Van Beek

Agenda Item: Ottawa County Clerk's 2010 Annual Report

SUGGESTED MOTION:
To receive for information the Ottawa County Clerk's 2010 Annual Report.

SUMMARY OF REQUEST:
In accordance with 2011 Rules of the Ottawa County Board of Commissioners:

Section 4.6 - Annual Reports From Departments of County Government - It is the policy of the Board of
Commissioners to receive annual, written and oral Reports from all Departments of County government.
Written reports shall be in a form approved by the County Administrator and shall, in the ordinary course, be
submitted directly to the Board of Commissioners through the County Administratot's Office.

FINANCIAL INFORMATION:

Total Cost: $0.00 | County Cost: $0.00 | Included in Budget: |[]Yes | [X]No

If not included in budget, recommended funding source:

ACTION IS RELATED TO AN ACTIVITY WHICH ISs:

X] Mandated | [ ] Non-Mandated | [ ] New Activity

ACTION IS RELATED TO STRATEGIC PLAN:

Goal: 2: To Maintain and Enhance Communication with Citizens, Employees, and Other Stakeholders.

Objective: 4: Continue to improve communication with Commissioners.

ADMINISTRATION RECOMMENDATION: | IX] Recommended | [] Not Recommended
County Administrator: po|gn G Vanderberg :

Committee/Governing/Advisory Board Approval Date:
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Processed 768 Passport/
Concealed Weapons
Permit Photos

Trained nearly 900 pre-
cinct workers for the
Primary and General
Elections

Vital Records went live on
the State’s Electronic
Death Registration System

Implemented online
applications for marriage
licenses

All 26 employees partici-
pated in the DiSC—
”Understanding Difference
Behavioral Styles” training

C

Vital Records 2

Elections 3

Circuit Court Records 4

ircuit Court Records 5

Imaging 6

Board of Commissioners 6

Plat Board 6

DANIEL C

HIGHLIGHTS

As always, an even numbered year
proves to be a very active and inter-
esting year. While we are always
aware of the multitude of elections
that we have in an even year, we

were also involved in the implementa-

tion of our new Identiphoto program
for the concealed weapons process
and, as a pilot county,

implemented the Electronic Death
Registration program along with 4
other counties in the State.

We were active in the elections area

with several recall efforts in a number

of townships. The Elections Commis-

sion met numerous times dealing with
language issues in these efforts, none

of which ever moved beyond the ap-

proval phase. While those things were

taking place, we conducted 3 major
elections. The gubernatorial election

in November of 2010 was most disap-

pointing in that we barely had 50%

turnout compared to our usual 60+%.

During the November election proc-
ess, we instituted a different method

of providing for the counting of absen-

tee ballots in each of the counting
boards used by local units. We also
implemented a change in the report-
ing process by allowing a few of our
larger local units to use our software
to compile election results and email
those into our office election night.
We also initiated a program for more
automatic transferring of election
results to our website on election
night. All of these programs will

ADDITI

2010 proved again to be an ex-
tremely busy year in the Clerk’s Of-
fice. We worked closely with a num-
ber of departments in implementing
new and more efficient processes.

We worked with the Treasurer’s Of-

fice on an “Unclaimed Check” lookup

on “MiOttawa.org”. This allows peo-

ple to search by name or business to

see if they have any unclaimed
checks at the County.

In 2010, we worked with Administra-

tion, Human Resources and

.

KRUEGER

FROM

amount to reduced costs for us and
local units as we continue to improve
and modify them.

The court records division continues
to improve its electronic processes
and implement new procedures to
increase service and efficiencies. Our
progress was enhanced in this area
by new legislation that allows for
electronic seals to be placed on docu-
ments and the ability to produce an
electronic certification for documents
as well. While we have implemented
the electronic seal process which has
increased our efficiency and customer
service, we continue to work through
the more complex process of elec-
tronic certification and are looking
forward to having some success in
that area this year.

In October of 2010, the US Depart-
ment of State sent us a curve regard-
ing our issuance of passports. Their
new guidelines have given us a signifi-
cant challenge and we are still in the
process of attempting to implement
their directives.

Since early 2008, | have been working
with my colleagues in the State and
with the Vital Records Bureau of the
Health Department to implement an
electronic death records program
modeled after our electronic birth
registration program. Late last sum-
mer, we were one of 5 counties to
begin using that program and have
had significant success with

-

Ottawa Countyy Slerk Gnnual Report 2010

2010

the program to the extent all but one
of our funeral homes in the county
participate in the process and the
last one will be coming on board
soon. This program in itself involved
training issues with the funeral direc-
tors and their staff as well as getting
hospitals, doctors and medical ex-
aminers on board.

We continue to look for ways to
improve our service as is evident
with the Identiphoto process we
implemented in our concealed weap-
ons program. This program allows us
to provide credit card type licenses
to CCW holders rather than the pic-
ture laminated to a paper card proc-
ess. In purchasing the program, we
estimated the payback would take
approximately 3 years. After imple-
mentation in December of 2009 and
doing a great deal of advertising on
the website and in other notices
promoting the one stop shopping
process of making application, get-
ting your photo taken and then going
upstairs to get your fingerprints, | am
pleased to announce the program
has generated enough revenue to
pay for the purchase of the program
in one year and pay for the supplies
needed.

Sincerely,

Daniel C. Krueger, CCO, MCCO
County Clerk

ONAL HIGHLIGHTS

WebTecs, Inc., to design, develop
and implement an online applica-
tion database for Board and Com-
mittee Appointments. This allows
applicants to apply online as well
as archiving past and present
information.

As we continue to look for ways to
improve our service, we have
made more items available
through the website. In June, we
implemented online applications
for marriage licenses. We started
with 11% applying in June and

saw that number rise to 41% in
December.

As always, | would like to thank our
staff because without them we
would not be able to implement
new ideas and focus on quality
service to our customers and the
citizens of Ottawa County.

Sincerely,

Sherri Sayles, CMC
Chief Deputy Clerk

R\

//
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VITAL

We are available to the public
so they may have access to
birth, marriage, and death
records, to name the prepon-
derance of records available.
The procedures listed below
require great attention to
detail, precision, and knowl-
edge of the legislative initia-
tives and pending statutes.

The majority of certified cop-
ies requested from our office
consist of birth, marriage, and
death records. To the right is
a chart depicting the break-
down of those records for
2010; a total of 19,382.

There are many genealogists
who use our office to search
through birth, death, and mar-

riage records hoping to find
records relative to their fam-

ily.

Fhe Ottawa Countyy
Terk's Office io the
I
PRirth, Death &

Mlariage recorde.

RECORDS

Passports empower citizens to
travel outside of the borders of
our country. We process and
transmit to the passport
agency, applications and fees
for passports. There are many
strict guidelines and rules that
must be followed when accept-
ing these applications.

We also control, administer,
and oversee business registra-
tions for all of Ottawa County.

If a business opens in the
County it must register with our
office unless it is a corporation
or a limited liability company.

VITAL

Almost all legal papers must
be notarized. Therefore, No-
tary Publics are an important
part of society and we admin-
ister this service, file, and
manage the surety bonds.

We also file discharge papers,
DD 214, for veterans as a
complementary gesture.
Where as, should they ever
need a copy they can obtain a
certified one through our of-
fice.

We offer Clerk’s Certificates
for important papers traveling
outside of Michigan. This is a

OTTAWA COUNTY CLERK \K

Certified Copies

14,000

11,474

12,000

10,000

8,000
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4,000

2,000

900 921

2010
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RECORDS

statement acknowledging that
the Notary Public who wit-
nessed the signature is a cur-
rent and duly commissioned
Notary. We distributed 70
certificates in 2010, compared
to 49 in 2009.

Concealed weapons applica-
tions are accepted, managed,
processed, and eventually
stored here. A concealed
weapons permit is only granted
after an extensive background
check is performed and the
applicant has met all of the
necessary requirements.

An Oath of Office is for those

individuals who must be sworn in
to their respective offices. Oaths of
Office are prepared and filed in our
office.

We also file and disperse appeals
to the Sanitary Appeals Board.
These are filed when an individual
wants to request a hearing with the
Sanitary Appeals Board.

Traffic Control Orders are received
from the Road Commission or De-
partment of Transportation. Orders
are for traffic signs at specific loca-
tions. We filed 11 Orders in 2010.

Statistics

O 2010
= | @ 2009

0 2008

STATISTICS
2008 2009 2010 3,000
New Births 2,803 2550 2,563 2,500
2,000 -
Marriages 1,699 1,568 1,620 1,500 +H
Deaths 1,381 1407 1,463 1,000 1
500 1
Surety Bonds Filed 483 207 279 o 1
CCW Apps 709 1502 1435 Q}{&%
DBA’s 1,287 1395 1411
2594 2056 1,812
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ELECTIONS

Ottawa County conducted elections in May,
August and November of 2010 - with a
School Board Election on May 4, the State-
wide Primary on August 3 and the State-
wide General Election on November 2. In
the August 3 Primary Election, Ottawa
County saw one of the highest percentages
of turnout in the State of Michigan, at over
10% of the statewide average.

The Ottawa County Clerk serves as the
chief election official in the county, and
with the assistance of Elections Staff, over-
sees the canvass of all elections in Ottawa
County. These responsibilities also include
the programming and testing of all elec-

PAGE 3

tions equipment and the proofing
and printing of all ballots county-
wide. Elections Staff also assists
our 23 local city and township
clerks as well as any candidates
for office with any elections ques-
tions or needs they may have.

The Elections Division is also
responsible with keeping updated
with any key legislative or admin-
istrative changes at the State and
Federal level with regard to elec-
tions, and for disseminating this
information to all local clerks and
election officials.

PRECINCT
INSPECTORS

Precinct inspectors, or Election
Day poll workers, are an integral
part of the elections process.
They contribute to a smooth
Election Day by assisting voters
at each polling location in the
County, and also help to ensure
the integrity of the process itself
by certifying the accuracy of the
election at the precinct level. In
order to serve as an election
inspector at the precinct level, a
person must be a registered
voter of the county in which he
or she is appointed to serve.

The Elections Division of the
County Clerk’s office conducted
training for nearly 900 poll work-
ersin 2010. Training included
the required recertification for
returning poll workers, as well as
training for new workers, and
extensive training in the use of
the newly implemented Elec-
tronic Poll book. Additional spe-
cialized training sessions for
local clerks and precinct workers
covered the counting of absen-
tee ballots and the conduct of
“receiving boards” to ensure
better accuracy on Election
Night.

The Elections Division of the
County Clerk’s Office processed a
total of 13,968 voter registrations
in 2010. This includes name and
address changes that are passed
to our office from the Michigan
Secretary of State, as well as mail
in voter registrations and Federal
post card registrations from mem-
bers of the military or oversees
voters. Elections Staff also at-

REGISTERED VOTERS

BOARD OF COUNTY CANVASSERS

The Canvassing Board consists of four appointed members, two
from each of the two political parties casting the greatest num-
ber of votes for Secretary of State at the preceding General No-
vember Election. Each member is appointed by the Board of
Commissioners from three nominations which are provided by
the county political parties. The members serve four year terms,
which are staggered, meaning two terms expire every odd num-
bered year.

The County Canvassing Board meets after each election to cer-
tify and canvass the results of the election. All election results
are considered unofficial until the Canvassing Board has com-
pleted certifying all election returns and results. The Canvassing
Board conducts all recounts within the county.

The Ottawa County Board of Canvassers met three times in
2010 to certify the May, August and November elections. The
canvassers also conducted a countywide examination of all bal-
lot containers used in each local jurisdiction for the storage of
voted ballots. By law, the Board of Canvassers must certify
these containers for use every four years.

tended four naturalization cere-
monies in West Michigan in
2010, assisting staff from the
Michigan Bureau of Elections in
registering hundreds of new
citizens to vote, many of whom
are Ottawa County residents.
As of December 2010, there
are 178,961 registered voters
in Ottawa County.
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OTTAWA COUNTY CLERK

CIRCUIT COURT RECORDS

The Circuit Court Records Division of the Clerk’s Civil: Civil Appeals, Administrative Reviews and
Office is responsible for maintaining all civil, crimi- Extraordinary Writs

nal and Family Division records pertaining to court General Civil Matters involving Real Estate,
events which occur within the jurisdiction of the Contracts and Tort

20t Judicial Circuit Court. This involves processing

documents necessary to initiate new cases filed Criminal: Capital Felonies

with the Court, receiving, reviewing and processing Non-Capital Felonies

all documents pertaining to pending matters before Criminal Appeals

the Court, pulling court records for scheduled hear-

ings and clerking in the courtroom. Our staff also Domestic: Divorce

assists the public, attorneys and other County De- Custody

partments by providing various legal forms, provid- Non-Support

ing access to public court records and answering Paternity

questions regarding the status of pending matters
via telephone, email and the public service counter.

To the right is a general list of the types of cases
filed with and maintained by Circuit Court Records:

SRR C e Conh R

Division io. responasible for

mainkaining oM cinil, criminal

A CCOUNTI

Personal Protection Orders

Uniform Reciprocal Enforcement of Support Act
Uniform Interstate Family Support Act

* Adoption

* Name Changes

* Abuse and Neglect

* Juvenile

* Emancipation

* Parental Waiver

* These records are maintained by the Family Division of the 20t Circuit
Court located in West Olive, Michigan.

N G

The Clerk’s Office receipts for all payments
made and bonds posted in conjunction with
any civil or domestic relations case pending
before the Circuit Court. This includes collec-
tion of all fees mandated by court rule or stat-
ute applicable to the filing of court documents
or maintenance of court actions such as filing

In addition, the Clerk’s Office receipts for bonds
and receives payments on criminal files for restitu-
tion, fines and costs. Circuit Court Records works
closely with the Circuit Court Collections Officer
and the Probation Department in order to maxi-
mize collection efforts and to insure proper appli-
cation of payments received on criminal files.

fees, jury fees and motion fees.

$1,000,000
$900,000 —
$800,000
$700,000 02010
$600,000 - m 2009
$500,000 0 2008
$400,000 - 0 2007
$300,000 | 2006
$200,000 +
$100,000 +
$0 H
Restitution Attorney Fee Bonds Victim Rights Fines Community State
Service Minimum

-
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ADDITIONAL

Filling Fees
Order Fees
Motion Fees
Jury
Garnishments

COLLECTIONS

$249,469
$ 13,750
$ 25,291
$ 9,775
$ 13,230

Record Searches $ 2,191
Escrowed $ 67,836

STATISTICS

FOR CIRCUIT
COURT
RECORDS

2009 2010
Criminal Cases 1040 1007
Criminal Appeals 5 3
Civil Cases 572 524
Civil Appeals 43 46
Divorce Cases 1029 1003
Divorces Granted 1054 1067
Cases to Appellate &
Supreme Courts 30 25
Paternity 158 159
Support 304 265

Personal Protection Orders 822 727
Other Domestic Relations 31 34

UIFSA 17 12
Adoptions 149 147
Neglect & Abuse 79 93
Other Family 50 66
Release for Adoption 49 60
Juvenile Delinquency 1431 1338
FRIEND OF THE
COURT

Circuit Court Records provides many ser-
vices to the Friend of the Court office, in-
cluding providing attested copies of orders
in cases involving issues of parenting time,
custody or support, facilitating the issuance
and processing of Bench Warrants and
providing assistance in the courtroom dur-
ing hearings involving Friend of the Court.

o
~

ANNUAL

All cases filed with the Court
must be reported to the State
Court Administrator’s Office
annually. Several portions of
this report are prepared and
submitted by the Circuit Court

Records Division of the Clerk’s

Office. This report contains
important statistical informa-
tion regarding caseload data
such as the number of new
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The Clerk’s Office also admin-
isters and maintains the jury
by working in conjunction with
the Jury Board to process jury
questionnaires, process re-
quests for excusal from jury
service, process payroll for jury
service and provide correspon-
dence to jurors verifying jury
service. The Clerk’s Office also

JURY

REPORTING

REPORT

cases filed each year. This
report also tracks the age of
each case in order to monitor
the number of days that the
Court spends on each case
from the date of filing to the
date of final disposition. This
information is used by the
State Court Administrative
Office to assist in the prepara-
tion of the Michigan Supreme
Court Annual Report as well as
for other important reporting
purposes.

plays an integral role in the
juror selection process by
summoning the jury to court
when a jury trial is scheduled
and assisting with the selec-
tion, swearing in and seques-
tration of the jury during a
trial.

TO STATE

A GENCIES

Circuit Court Records prepares a
Judgment of Sentence for each
individual convicted of a felony,
high court misdemeanor or pro-
bation violation and is responsi-
ble for reporting these issues to
the appropriate governmental
agencies such as Michigan Sec-
retary of State, Michigan State
Police and Michigan Department
of Corrections. The Clerk’s Office
must also send a state abstract
to the Secretary of State for all

cases involving a motor vehi-
cle. In addition, Circuit Court
Records prepares and submits
the Record of Divorce or Annul-
ment to the Michigan Depart-
ment of Community Health in
conjunction with divorce cases
filed with the Court.
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LOCATIONS

Vital & Circuit Court Records:

Health Services Building
12251 James Street
Holland, MI 49424
Monday through Friday
8:00 a.m. to 5:00 p.m.
(616) 494-5566

Fillmore Complex

12220 Fillmore, Room 130
West Olive, Ml 49460
Monday through Friday
8:00 a.m. to 5:00 p.m.
(616) 994-4531

Family Division only:
12120 Fillmore Street
West Olive, Ml 49460
Monday through Friday
8:00 a.m. to 5:00 p.m.
(616) 738-4108

Hudsonville District Court
3100 Port Sheldon Road
Hudsonville, Ml 49426
Tuesdays only

8:00 a.m. to 12:00 noon
(616) 662-6085

Ottawa County Courthouse
414 Washington Avenue
Room 320

Grand Haven, Ml 49417
Vital Records:

Monday through Friday
8:00 a.m. to 12:00 p.m. &
1:00 p.m. to 5:00 p.m.
(616) 846-8310

Circuit Court Records:
Monday through Thursday
8:00 a.m. to 5:00 p.m.
Fridays only

9:00 a.m. to 5:00 p.m.
(616) 846-8315

Our goal remains to provide a greater level
of service each year to reflect the pride we
have in our county and the sincerity we
have in serving the citizens of Ottawa

County.

I m

Our staff continued to excel in the utilization of the imaging
system. All documents are now filed electronically from Juve-

nile Services and all new

filed electronically from the Prosecutor’s Office.

Approximately 28.8% (32,433 out of 112,653) of documents
received for filing were received electronically from other
departments. Approximately 7,100 orders were signed by

the Judges electronically.

We sent 14,784 documents electronically through workflow

to other departments. In
ments electronically to th

13.5 Circuit Court Records staff members indexed 80,220
and filed 112,653 documents for a total of 192,873 docu-
ments processed in addition to scanning 102,627 docu-

ments (350,336 pages).

6 Vital Records staff members scanned 32,565 documents

(59,003 pages).

N

A GING

Child Support/Paternity cases are

early fall, we began sending docu-
e Department of Human Services.

fa

The County Clerk serves as the Secretary to
the Board of Commissioners, and the
keeper of all official Board records. Though
we do not print or distribute the agendas,
we are required to attend and post all
Board and Committee meetings. We also
handle correspondence for the Commis-
sioners. The permanent Board minutes are
kept on record in our office and are avail-
able, either through hardcover book or CD,
for public perusal.

County Directory

The Clerk’s Office is responsible for updat-
ing the County Directory. There is a great
deal of staff hours that go into collecting
information and gathering data for this
directory. The directory is available on-line,
under the County Clerk’s portion of the
website and under “Quick Links” on the
homepage.

Posting Vacancies

The Clerk also oversees vacancies on any
board, commission or advisory committee
for the County. These postings are avail-
able on-line at “MiOttawa.org”. A new
database was designed in 2010 which
allows for an on-line application process
along with maintaining and archiving of
past and present committee information.
The system was developed to modernize
and streamline the application process.
Letters are now generated automatically
to inform applicants of our receipt of their
application as well as notify them of ap-
pointment when approved by the Board of
Commissioners.

The Plat Board is a statutory commit-
tee consisting of the County Register
of Deeds, County Treasurer, and
County Clerk. The Board’s responsibil-
ity is to review all preliminary plats to
determine the viability of the subdivi-
sion name and to review all plats to
determine the accuracy of the descrip-
tion in relation to the corresponding
plat. In 2010, the Board met 6 times
approving 1 final plat and 2 prelimi-
nary plats.



Action Request

Committee: Board of Commissioners

Meeting Date: 4/12/2011

Requesting Department: Drain Commission

Submitted By: Keith Van Beek

Agenda Item: Ottawa County Drain Commission's 2010 Annual Report

SUGGESTED MOTION:
To receive for information the Ottawa County Drain Commission's 2010 Annual Report.

SUMMARY OF REQUEST:
In accordance with 2011 Rules of the Ottawa County Board of Commissioners:

Section 4.6 - Annual Reports From Departments of County Government - It is the policy of the Board of
Commissioners to receive annual, written and oral Reports from all Departments of County government.
Written reports shall be in a form approved by the County Administrator and shall, in the ordinary course, be
submitted directly to the Board of Commissioners through the County Administrator's Office.

FINANCIAL INFORMATION:

Total Cost: $0.00 | County Cost: $0.00 | Included in Budget: |[]Yes | [X]No

If not included in budget, recommended funding source:

ACTION IS RELATED TO AN ACTIVITY WHICH ISs:

X] Mandated | [ ] Non-Mandated | [ ] New Activity

ACTION IS RELATED TO STRATEGIC PLAN:

Goal: 2: To Maintain and Enhance Communication with Citizens, Employees, and Other Stakeholders.

Objective: 4: Continue to improve communication with Commissioners.

ADMINISTRATION RECOMMENDATION: | IXI Recommended | [ ] Not Recommended

Reason: | am approving this document
Date: 2011.04.04 10:45:42 -0400°

County Administrator: S ——
ty Alan G. Vanderberg el ey SO,

Committee/Governing/Advisory Board Approval Date:
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OTTAWA COUNTY
DRAIN COMMISSIONER

January 1, 2010
Thru
December 31, 2010

The activities and programs of this department are brought to you by the Ottawa County Board of Commissioners:
Phil Kuyers, Chair, James Holtrop, Vice-Chair, Stu Visser, Dennis Swartout, Jane Ruiter, Greg DeJong, Roger
Rycenga, Joseph Baumann, Don Disselkoen, Robert Karsten, and Jim Holtvluwer




TABLE OF CONTENTS

Departmental ACtiVItY NAITAtIVE.......cueieiiieeiiieiieieeiieeeis ceiteeteeeiteeeaeeesbeeesereeeaaeesseeesseeenanes 1
DITAIN PrOJECTS. ..o ouviiiieeiie ettt ettt et eteets ctveesbeesteeeabeessaeesbeeseeesseeseessseenseesseenseensseenns 2
ALSSESSITIEIIES. ...ttt ettt ettt e bttt sa e et b e et nbb e et bt e et naeenatean 3-7
ASSESSITIEIIES. ...ttt ettt ettt ettt et ettt ettt e b e et e bbbt ettt et a e et eaneeaee 7-13
Liabilities and EXPenditures..........cocceouirieririiniiiieieeieneeiestesie et 14-19
PUDIIC EQUCALION. ....c..iiiiiiiiieii ettt ettt ettt e et e et e e enne 20
Development REVIEW........cccuiiiiiiiiiieeeiie ettt ettt e estae e e saa e e e saeeesreeessseeesaseeennnes 21-23
Soil Erosion Control Act - Permits ISSUEd..........ccceeriiriiriiiiniiieeceee e 24
Drain Commissioner's CertifiCate..........ooouiviiriiriiiiiniiieiierieeteet ettt 25

OTTAWA COUNTY DRAIN COMMISSIONER'S OFFICE

Paul Geerlings, Drain Commissioner

Linda Brown, Chief Deputy

April Abbatoy, Drain Inspector

Mike Munch, Soil Erosion Control Agent
Jon Braxmaier, Soil Erosion Control Inspector
Gail Botbyl, Development Coordinator

Teresa Conrad, Drain Clerk

Michelle Wittingen, Secretary




DEPARTMENTAL ACTIVITY NARRATIVE
OTTAWA COUNTY DRAIN COMMISSIONER’S OFFICE

Service Provided by the Drain Commissioner

The following are responsibilities mandated by Statute:

The Drain Commissioner and his staff are responsible for the construction, operation and
maintenance of over 800 storm water management systems ("County Drains") in Ottawa
County. These systems are designed to provide storm water management, drainage, flood
prevention and stream protection for urban and agricultural lands. Construction and
maintenance of these County Drains can be accomplished through petition by property
owners, resolution or petition by public entities and general maintenance by the Drain
Commissioner under Public Act 40 of 1956, as amended. Typical duties include inspection,
enforcement, response and analysis of citizen complaints on drainage problems, construction
and maintenance of drains.

The Drain Commissioner is responsible for review and approval of storm water management
systems in platted developments under the Michigan Land Division Public Act 591 of 1996
and for private development in response to local government ordinance requirements. The
Drain Commissioner has the authority to ensure that county drains and natural water courses,
both inside and outside of a plat, be improved or protected to the standards and specifications
of the storm water management policy that has been established by the Drain Commissioner.

The Drain Commissioner is responsible for compiling all accounting records of financial
activities for county drains and for preparation and distribution of special assessment rolls for
reimbursement from property owners or public corporations benefited by construction and
maintenance of drains.

The Drain Commissioner is responsible for maintaining safe operation of Water Control
Structures, Lake Levels and Emergency Action Plans, should failure occur.

In addition, the Ottawa County Board of Commissioners has designated the office of the Drain
Commissioner responsible for the following:

The Drain Commissioner is designated by County Ordinance No. 02-1, as the officer
responsible for implementation and enforcement and to establish the system of fees, penalties
and civil infraction penalties for violation of the ordinance as authorized by Part 91, Soil
Erosion and Sedimentation Control, of the Natural Resource and Environmental Protection
Act, No. 451 of the Public Acts of 1994, as amended and the Federal Clean Water Act,
including Watershed Management with regard to wetlands, streams and creeks.

The Drain Commissioner is responsible for coordinating all requirements of the Federal Clean
Water Act, Phase II, as they pertain to Ottawa County Drains. These requirements include; a
Public Education Plan, a Public Participation Plan, an Illicit Discharge and Elimination Plan, a
Construction Site Runoff Control Plan, a Post Construction Storm Water Management Plan
and a Storm Water Pollution Prevention Initiative.



DRAIN PROJECTS

Petitions

On average, the Drain Commissioner’s Office receives 1 to 2 petitions per year requesting drain
improvements. The extreme storm events experienced in the last several years caused an
unprecedented number of petition requests. A new record was set in 2009 with 42 requests which
significantly increased the workload of the office and had great impact on our ability to process
petition requests in a timely manner.

In 2010, we received an additional 16 petition requests. Of those, 11 were returned with the required
signatures. Due to a new procedure that was put in place to process these requests and subsequent
public hearings, all but one of the petitions received in 2009 were able to be processed in 2010. Of the
petitions received in 2010, 3 have had public hearings held and an additional 5 have been assigned to
an engineer with the public hearings scheduled to occur in early 2011.

Maintenance

The extreme storm events also had significant impact on the number of drainage complaints and drain
maintenance requests. There were 484 requests in 2008 and 752 requests in 2009. The good news is
that the number dropped to 352 in 2010.

Assessments

The increase in petition and maintenance requests also generated an unprecedented number of
assessments. In 2010, 135 Drainage Districts were assessed. 18 of those Drainage Districts involved
assessments not only to municipalities but also to property owners. Past history shows that the average
number of assessments that include property owners usually runs hand in hand with petition requests.
We have been fortunate for many years to have had drain assessments levied for maintenance costs
picked up “at large” by the municipalities in the drainage districts. This trend shifted in 2010 and we
feel, will continue to shift so that each year the number of drains where property owners are assessed
will increase.

The Drains assessed in 2010 We have been fortunate for many years to have had drain assessments
levied for maintenance costs picked up “at large” by the municipalities in the drainage districts. This
trend shifted in 2010 and we feel, will continue to shift so that each year the number of drains where
property owners are assessed will increase.

The following is a breakdown of the Drains assessed in 2010:
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OTTAWA COUNTY DRAIN COMMISSION

2010 DRAIN ASSESSMENT ROLL
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MUNN DRAIN
Park & Port Sheldon Township

] |

fr

The storm sewer portion of the project included construction of 4,100 feet of storm
sewer along & under 164™ Ave. and New Holland St., 1,500 feet of storm sewer
along & under Sand Dr. and Barry St., 900 feet of storm outlet in Northland Estates
and 600 feet of 24 storm sewer under 164™ Ave. to the Munn Drain Extension.

The ditching portion of the drain project included cleaning out & improving 17,000 feet
of the existing drain and roadside ditches along Butternut Dr., New Holland St.,
164™ Ave., Van Buren St. and Sand Dr., and construction & replacement of
1,500 feet of 12” to 24” drive culverts. All improved areas were established
as branches to the Munn Drain.




NO. 30 DRAIN
Holland Township

Ptk

Drain bank erosion jeopardizing Rlley. Street

Improvements included enclosure of existing drain along north and south side of
Riley Street and replacement of the Riley Street crossing. The project included
1160 feet of 58”X91” of concrete pipe.

The drain project was done in collaboration with Holland Township
for their Non-Motorized Pathway improvement project.




POST DRAIN
Olive & Port Sheldon Township

Before PrOJect © After Project

Petitioned improvements included 15,340 feet of drain cleanout, 344 feet of drain re-alignment
and stabilization of a section of the drain immediately downstream of 152" Avenue that
included installation of flowable fill to stabilize the existing box culvert under 152" Avenue.

The project also included construction of a Branch Drain along the east side of 152" Avenue with
installation of 1830 feet of roadside ditch with a combination of driveway culverts and storm sewer,
two culvert crossings under 152 Avenue and bike path & roadway removal and replacement.

~ Before Projéi:t . After Project



BEAR CREEK DRAIN
Robinson Township

= -
e

Existing conditions prirto petitiuon

Petitioned improvements included clearing, deepening and widening of the existing
Drain, construction of a Branch Drain, construction of 270 feet of enclosed Drain
with a structure and new cross culverts along Buchanan Street




VINCENT DRAIN
Grand Haven Township/City

Petitioned improvements included 630 feet of drain cleanout, 2,029 feet of
new drain construction, and 2341 feet of 12 to 18” storm sewer. Work was
performed along Hunter’s Lane, Fairmount Ct., Merrywood & 178™ Ave.




REVENUES

Fees
1 Soil Erosion Permit Fees
2 Development Review Fees
3 Development Administrative Fees
g Drain Use Permit Fees
License Agreement Fees
Total Fees
Assessments
1 8010 Fund
2 8200 Fund
3 8300 Fund
4 8510 Fund

Total Assessments

Interest Earned

1 Drain Funds (8010, 8200, 8300)
2 Revolving Maintenance Fund (8040)
3 Debt Service Funds (Pooled Funds 8510)
4 Construction Fund (Pooled Funds 8011)
5 Lake Boards

Total Interest

Miscellaneous Revenue

O o0 39 N N A~ W N~

—_
(=]

Spring Lake — Lake Improvement Project
433 Agreements-Future Maintenance
Pre-paid Drain Maintenance
Development Review Escrow Funds

Assessment Prepayments-Individuals
Assessment Advance - Park West

Assessment Advance - Vincent
Note Payment (Dayton Drain 6 of 10)
Restitution Payments

Drain Project Plan Fees

Total Misc. Revenue

TOTAL REVENUE

21,570.00
28,156.23
2,790.00
650.00
250.00

53,416.23

2,354,739.73
154,386.66
129,280.54
813,138.81

53,416.23

3,451,545.74

17,376.10
506.11
161.80

1,008.87
1,344.10

3,451,545.74

20,396.98

223,125.55
6,143.00
94,442 .86
3,800.00
139.26
139,505.80
179,900.54
9,336.60

700.00
1,135.00

658,228.61

20,396.98

658,228.61

$4,183,587.56



LIABILITIES

Notes - Taken out from 01/01/10 thru 12/31/10
Regular Drains (8010 Fund) $1,765,500.00
Total $1,765,500.00

Notes - Taken out prior to 01/01/10 that are still outstanding on 12/31/10

Regular Drains (8010 Fund-Dayton Drain) $30,400.00
Chapter 20 Drains (8200 Fund) 0.00
Chapter 21 Drains (8300 Fund) 0.00
Total $30,400.00
Total Notes outstanding on 12/31/10 $1,795.900.00

Bond Issues

Munn Drain (Final payment in 2030) $495,000.00
Nunica Drain (Final payment in 2022) $69,200.02
Total bonds outstanding on 12/31/10 $564,200.02
Revolving Drain Fund $176,416.28
Revolving Maintenance Fund $43,093.67
TOTAL LIABILITIES $2,579,609.97
EXPENDITURES
Drain Orders - Issued 01/01/10 thru 12/31/10 $3,793,595.48
(#757 thru #1567)
TOTAL EXPENDITURES $3,793,595.48

NOTE: A list of the drain orders issued that make up the total expenditure amount shown is kept on file in the Drain
Commissioner’s Office as required by Michigan Drain Code, Act No. 40 of the Public Acts of 1956, as amended.



PUBLIC EDUCATION

Public education is a key component of the Drain
Commissioner’s Office. A significant part of the
education program includes classroom presentations given
to help educate students about storm water pollution and
the importance of keeping our water clean. The definition
of a watershed is discussed and is explained to students
that no matter where you live, you live in a watershed.
Presentations are given by staff, using an interactive
model. The model is used to demonstrate some of the
negative impacts that we have on the environment that
become apparent during a storm event. Prevention is also addressed by discussing the importance of
filter strips and wetlands. Each student is given a book, made possible by the Macatawa Area
Coordinating Council, which reinforces what they have been shown and handouts explaining what they
and their parents can do to make a difference in the quality of our lakes and streams. The following
classroom presentations were given in 2010:

School District School Grade(s) # of Classes # of Students
Grand Haven Rosy Mound ond 2 21
Spring Lake WMAAA on 2 40
West Ottawa Great Lake 31 4 96
Zeeland Public New Groningen 31 4 90

Roosevelt 5t 2 40
TOTAL 14 286

The Drain Commissioner and staff are active participants in several watershed groups; Lower Grand
River Watershed, Macatawa Watershed, Pigeon River Watershed and the Sand Creek Watershed. This
includes serving as a member of the organization, sitting on a variety of committees and participating
in public awareness projects/events. We feel it is important to work cooperatively to conserve and
improve the health of the environment, especially water quality. We have discovered that we must
work at a watershed level to solve our diverse water resource problems and believe that a healthy
watershed is vital for a healthy community.



DEVELOPMENT REVIEW

The Michigan Land Division Act (Public Act 591 of 1996) requires that the Drain Commissioner be
responsible for reviewing the drainage or storm water management system of all platted developments.
The Drain Commissioner has the authority to ensure that established drains and natural water courses,
both inside and outside the plat, be improved or protected to the standards established by the Drain
Commissioner. The law requires the Drain Commissioner to provide a written policy stating what is
required to obtain approval for a proposed plat. The Ottawa County Drain Commissioner has adopted
and published a set of standards and specifications for this purpose. Copies are available in the Office
of the Drain Commissioner.

The general policies that have been applied require that any landowners wishing to develop or plat land
may do so, provided that their action does not cause an increase in flooding outside of the plat. Also,
the plat must be designed to ensure that future landowners within the plat are protected from flooding.
Primary drainage systems within platted lands are required to be established as public systems (County
Drains) under the jurisdiction of the Drain Commissioner.

The Mobile Home Commission Act (Public Act 419 of 1976) requires that the drainage or storm water
management system in a Mobile Home Park must comply with the standards and specifications
established by the Drain Commissioner.

The Condominium Act (Public Act 59 of 1978, as amended) requires that the Drain Commissioner be
notified of the intent to establish a condominium project. Approval by the Drain Commissioner,
however, is not required. The Drain Commissioner responds in writing to the local unit of government
with any comments, concerns or specific requirements they feel should be imposed and then works
together with the local unit to ensure compliance.

These standards and specifications are also applied to other developments, such as: apartment
complexes, schools, industrial sites, commercial sites and other miscellaneous developments when
required by the local unit of government.

The following is a break down of developments that were reviewed by the Ottawa County Drain
Commissioner's Office in 2010.



2010 DEVELOPMENTS

Township Project Name Section | Development Type
Allendale Allendale Middle School 27 School
Mystic Woods Phase 2 36 Condominium
Springfields of Allendale 25 Wetland Mitigation
Chester Conklin Migrant Head Start Park 32 School
Coopersville Coopersville BRS Stormwater Imprv. 27 Commercial
Crockery Magnum Coffee Expansion 16 Industrial
Ferrysburg West Michigan Academy 16 School
Georgetown Frody Commercial Site 21 Commercial
L&V Development 28 Commercial
Rolling Hills Estates Phase 2 16 Subdivision
Grand Haven NuUnion Credit Union 33 Commercial
Grand Haven City | Grand Pines Assisted Living 28 Senior Living Center
Holland ALDI 16 Commercial
Consumers Credit Union Holland 9 Commercial
Helder Park Trail Project 11 Park
Holland Town Center — Pond 21 Commercial
McDonald’s Holland Rebuild 28 Commercial
Niekerk CRC Bldg. & Parking Addition 35 Church
Request Foods Greenly Plant 8 Industrial
Sheldon Cleaners 20 Commercial
Tim’s Towing 8 Commercial
Westerbeke Back to Health 23 Commercial
Olive M-TEC Site Improvements 29 School
Port Sheldon DeWilde Development 12 Commercial
Spring Lake Harvest Bible Chapel 4 Church
Sintel Bldg. Expansion 4 Industrial
Tyke Development 14 Commercial
Tallmadge Bolt Bin 24 Parcel Split




SOIL EROSION AND SEDIMENT CONTROL ACT, PART 91 OF 451,
NATURAL RESOURCES AND E.P.A., 1994

A state statute was created in 1972 to provide protection of our natural watercourses from
sedimentation during earth changing activities. Sediment from soil erosion is the number one
pollutant by volume in surface waters. It disrupts aquatic life, destroys spawning habitat,
disrupts navigation channels, causes flooding and ice damage and clogs storm sewers and
drainage ditches, which increases cost of maintenance on drainage systems.

Any earth changing activity within 500' of a watercourse or disturbing over an acre of ground
needs a permit.

Between January 1, 2010 and December 31, 2010 there were 191 permits issued by Ottawa
County Drain Commissioner’s Office staff acting as the County Enforcing Agent for this State
Statute. These permits were issued according to the Ottawa County Soil Erosion &
Sedimentation Control Ordinance. This ordinance was revised and approved by the Board of
Commissioners on August 27, 2002 (No. 02-1).

Permits were issued in the following areas of jurisdiction and under the various development
types:

TOWNSHIP PERMITS l;g;jEE LOPMENT PERMITS
Allendale 11 Apartment 2
Blendon 5 Church 1
Chester 5 Commercial 6
Crockery 8 Condominiums 1
Ferrysburg 2 Cut/Fill Project 1
Georgetown 39 Duplex 0
Grand Haven 17 Industrial 7
Holland 26 Misc. 15
Jamestown 1 Mobile Home Park 0
Olive 13 Park 5
Park 10 Pond 4
Polkton 4 Private Drive 1
Port Sheldon 9 Residential — Minor 32
Robinson 4 Sand Mining 3
Spring Lake 21 School 0
Tallmadge 8 Sidewalk 2
Wright 1 Single Family Home 94
Zeeland 7 Subdivision 1
Utility 14
TOTAL 191 Wetlands 2
TOTAL 191




CERTIFICATE

I do Hereby Certify that the preceding is a true report of the amount of revenue and expenditures
collected and issued by the Ottawa County Drain Commissioner's Office, also the Assessments
on drains this year, and that the Financial Statement is true and correct.

Pl Geerlings

Paul Geerlings
Ottawa County Drain Commissioner

Dated this 6™ Day of April, 2011.

This annual report for the period of January 1, 2010 to December 31, 2010 is submitted in
compliance with Act 365 of the Public Acts of 1925 and Act 331 of the Public Acts of 1927.



Action Request

Committee: Board of Commissioners

Meeting Date: 4/12/2011

Requesting Department: 20" Judicial Circuit and Ottawa County Probate
Courts

Submitted By: Keith Van Beek

Agenda Item: 20" Judicial Circuit and Ottawa County Probate Courts 2010
Annual Report

SUGGESTED MOTION:
To receive for information the 20" Judicial Circuit and Ottawa County Probate Courts 2010 Annual Report.

SUMMARY OF REQUEST:
In accordance with 2011 Rules of the Ottawa County Board of Commissioners:

Section 4.6 - Annual Reports From Departments of County Government - It is the policy of the Board of
Commissioners to receive annual, written and oral Reports from all Departments of County government.
Written reports shall be in a form approved by the County Administrator and shall, in the ordinary course, be
submitted directly to the Board of Commissioners through the County Administrator's Office.

*Hard copies will be provided at the meeting.

FINANCIAL INFORMATION:

Total Cost: $0.00 | County Cost: $0.00 | Included in Budget: | [ ] Yes | XI No

If not included in budget, recommended funding source:

ACTION IS RELATED TO AN ACTIVITY WHICH IS:

X] Mandated | [ ] Non-Mandated | [ ] New Activity

ACTION IS RELATED TO STRATEGIC PLAN:

Goal: 2: To Maintain and Enhance Communication with Citizens, Employees, and Other Stakeholders.

Objective: 4: Continue to improve communication with Commissioners.

ADMINISTRATION RECOMMENDATION: | X] Recommended | [ ] Not Recommended
County Administrator: Alan G. Vanderberg

Committee/Governing/Advisory Board Approval Date:
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Action Request

Commiittee: Board of Commissioners

Meeting Date: 4/12/2011

Requesting Department: Fiscal Services

Submitted By: Bob Spaman

Agenda Item: Purchasing Card Policy (Second Reading)

SUGGESTED MOTION:
To adopt the proposed Purchasing Card Policy. (Second Reading)

SUMMARY OF REQUEST:

During a recent banking services Request for Proposal (RFP) our selected vendor, Chase Bank, as well as the
other contenders, quoted Ottawa County for this service. A purchasing card allows selected county employees
the opportunity to purchase items under $1,000. Currently employees have the vendor bill the County for these
items. Fach invoice must then go through the Accounts Payable process creating a check or multiple checks to
these vendors.

A purchasing card will allow items to be charged to the employees County purchasing card. The vendor receives
their money shortly after the charge is processed and the balance due on all cards will be paid monthly to the
bank. Purchasing cards have been an effective modern method of purchasing goods and services since the 1990's.
It has many safety features as well other advantages that are detailed in the attachment. The approval process is
the same as an invoice. The purchasing card offers advantages to the County, the cardholder and our vendors as
listed in the attachment. This program also offers advantages in purchases in many areas as well.

Employees are trained on the use of the purchasing card, the limits they will have, processing of the invoices on a
monthly basis and the penalties for misuse of the purchasing card. (see attachment for this information)

The cost of the program is $350 for imprinting the County logo on the purchasing cards. The card will also have
the employees name and the County tax exempt number.

FINANCIAL INFORMATION:

Total Cost: $350.00 | General Fund Cost: $350.00 | Included in Budget: | X]Yes | [ ]No

If not included in budget, recommended funding source:

ACTION IS RELATED TO AN ACTIVITY WHICH Is:

[ ] Mandated | X] Non-Mandated | X New Activity

ACTION IS RELATED TO STRATEGIC PLAN:

Goal: #1 - To Maintain and Improve the Strong Financial Position of the County

Objective: #2 - Implement Processes and Strategies to deal with operational budget deficits.

ADMINISTRATION RECOMMENDATION: | X] Recommended | [ ] Not Recommended | [ ] Without Recommendation

County Administrator: Alan G. Vanderberg

Committee/Governing/Advisory Board Approval Date: Planning and Policy Committee 3/10/2011
Finance and Administration Committee 3/15/2011

Form Last Revised 8/25/2010



Robert Spaman

County Of Ottawa Fiscal Services Director

Marvin Hinga
Fiscal Services Dé}bdi"l‘iﬂé’ﬁl‘ Fiscal Services Assistant Director

12220 Fillmore Street * Room 331 « West Olive, Michigan 49460 West Olive (616) 738-4847
Fax (616) 738-4098
e-mail: rspaman@miottawa.org

mhinga@miottawa.org

March 2, 2011

To:  Planning & Policy Committee
Finance & Administration Committee

From: Bob Spaman, Fiscal Services Director
Subject: Concerns and Opportunities with a Purchasing Card

I would like to address a couple of issues with a Purchasing Card program request for Ottawa
County.

SECURITY & MISUSE

A Purchasing Card program, which has been available for many years in the public and private
sector, has many safety features built in to the program.

1) There are limiters that only allow transactions up to a certain amount per employee, per
day and per month. Presently we do not have those controls in our purchasing system for
smaller purchases.

2) There are many Merchant Category Codes (MCC) or store codes that prohibit employees
from using the vendor services such as party stores, massage parlors, gaming areas and
other non-work related vendors.

3) There are many product codes that prohibit employees from purchasing particular items
such as alcohol and other non-work related items.

4) The program allows our Program Administrator in the Purchasing Department to access
the previous day’s activities or any other day’s activities as needed. Right now an
employee can charge to the county and we may not discover for several weeks or months.

5) The penalty for any misuse can cause the employees dismissal or other punishment per
the agreement he/she signs when they are given the purchasing card. This is explained at
the training sessions where the policy and procedures are reviewed.

6) There is no ability to get cash advances.

7) The Program Administrator has the ability to suspend the card if misuse is suspected at
any moment.

Website: www.miottawa.org



PROGRAM OPPORTUNITIES AND ADVANTAGES

The Purchasing Card program has several opportunities, advantages and protection features that
enhance the program.

1)

2)

3)

4)

5)

The Purchasing Card program has the opportunity for significant rebates based on
purchasing volume. These rebates range from approximately .5% to 1.2%, depending on
volume. Our proposed vendor is our current bank of record, Chase Bank. They did a
vendor match based on the 2010 invoices and found that we could have approximately
$14,000,000 worth of activity in a given year. Based on the rebate for that volume, we
could have a rebate of approximately $160,000. They do say that the initial activity will
probably be ' of that amount.
Based on the aforementioned vendor match study, we have received almost 7,000
invoices in the less than $1,000 amount that could be eliminated from our process
through Accounts Payable, thus saving significant amount of time processing and lowing
the number of checks we produce. The upload of the Purchasing Card transactions to our
General Ledger is significantly faster than the inputting of individual invoices and the
checks that are produced.
The volume of petty cash activity goes down as well in that employees will use the card
for small purchases and not have to use their own money and stop by for reimbursement.
So we may be able to reduce the amount of money in the petty cash accounts at various
locations in the county.
The payment terms for the expenses incurred in one month are not paid until the 25" of
the following month which provides an opportunity for interest on those funds. At
today’s interest rates that may not be significant but under normal interest rates it could
be significant.
When using the purchasing card, the following benefits are included:

a. $400,000 life insurance when using a common carrier
$1,250 for lost or stolen luggage
$50,000 for rental car damage or stolen
$5,000 legal service referral if needed
24 hour road assistance
$2,500 emergency medical insurance and assistance
$100,000 reimbursement for employee misuse of the card.

@mo a0 o

IMPLEMENTATION

We would begin with a pilot program tentatively scheduled for around May 1, 2011. We would
use the Administration, Fiscal Services, Information Technology and Parks Departments in this
pilot program. In two months, after the successful implementation of those departments, we
would plan to roll out the program to the rest of the departments with full implementation
expected to be completed by the end of August.
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County of Ottawa

PURCHASING CARD POLICY

. POLICY

A policy to define, authorize and regulate the use of purchasing cards, and to establish
procedures for utilizing purchasing cards for appropriate expenses in the conduct of official
County of Ottawa business and empowering selected employees with the responsibility for
protection, custody and proper usage of purchasing cards.

Il. STATUTORY REFERENCES

MCL 4.11 (1)

lll. COUNTY LEGISLATIVE OR HISTORICAL REFERENCES

The original Board policy on this subject matter was adopted in

Board of Commissioners Resolution Number and Policy Adoption Date:

Board of Commissioner Review Date and Resolution Number:

Name and Date of Last Committee Review:

Revised: March 3, 2011
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IV. PROCEDURE

A

The Fiscal Services Director or Program Administrator designated by the Fiscal
Services Director, is responsible for the issuance of purchasing cards for use by
selected County employees; the accounting, monitoring, retrieval and general
overview of this Purchasing Card Policy; and the establishment of Purchasing Card
Program Procedures consistent with this Policy and applicable laws and ordinances
(referred to below as the “Purchasing Card Program Procedures”).

Purchasing cards may be used only by an employee for the purchase of goods or
services for official County of Ottawa business in accordance with the provisions of
the Purchasing Card Program Procedures and within spending limitations authorized
for each employee. Purchasing cards may not be used for cash advances or
personal use. Purchases my not be divided into several transactions in order to
avoid compliance with this Policy or the Purchasing Card Program Procedures.

The employee using the purchasing card is responsible for its protection, custody
and proper usage, and for compliance with this Policy and the Purchasing Card
Program Procedures. The employee shall enter into an agreement with the County
of Ottawa, for the use and care of the purchasing card, before such purchasing card
shall be placed in the employee’s custody for use. The agreement shall, among
other things, hold the employee responsible for immediately notifying the Fiscal
Services Director if the card is lost or stolen.

. The employee using the purchasing card must submit documentation detailing the

goods or services purchased, cost, date of the purchase and the description of the
official business transacted as outlined in the Purchasing Card Program Procedures.

Employees to whom purchasing cards are issued will, upon request of their
Supervisor, Department Director, or the Fiscal Services Director cooperate and
furnish information documenting the use of the card.

Department Directors are responsible for all activities relating to purchasing cards in
their department including, but not limited to the following:

1. Selection of employees authorized to use County purchasing cards.
2. Execution of the Agreement between the County of Ottawa and the employee for
the use and care of the purchasing card, before such purchasing card is placed

in the employee’s custody for use.

3. Review of and proper implementation of this Policy and the provisions of the
Purchasing Card Program Procedures.

4. Determination of the specific official County business for which purchasing cards
may be used by departmental employees.

Revised: March 3, 2011
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5. Determination of the type of categories of goods or services within the
department for which the purchasing cards may be used to purchase.

6. Determination of spending authorization limits for each employee receiving a
purchasing card in compliance with the Purchasing Card Program Procedures.

7. Review and authorize all documentation necessary submitted by the employee
using a County purchasing card including, but not limited to: (1) documentation of
the goods or services purchased (2) the cost of the goods or services (3) date of
purchase (4) the official County business for which purchased. All
documentation must be submitted by the employee with the monthly statement to
the Department Director for approval within the timeframe outlined in the
Purchasing Card Program Procedures.

8. Monitor the system, policies and procedures within the department to ensure
employee’s responsibility for the purchasing cards within the department and
immediately notify the Fiscal Services Director or designated Program
Administrator of any fraudulent or irresponsible use of a purchasing card.
Department Directors may implement special procedures as the department may
require for card delivery, usage and storage. The Fiscal Services Director or
designated Program Administrator may terminate a purchasing card without
notice to the Department Director should any purchasing card policy or
procedure be abused.

G. An employee who engages in an unauthorized or improper use of a County
purchasing card will be subject to disciplinary measures, up to and including
termination, and may be subject to civil/criminal prosecution consistent with
applicable laws. The employee found to have inappropriately used the purchasing
card will be required to reimburse the County of Ottawa for all costs associated with
such improper use.

H. Each holder of a purchasing card is responsible for safeguarding the account
number and improperly disclosing any purchasing card information is strictly
prohibited.

I.  An employee issued a purchasing card shall immediately cease the use of and return
the purchasing card to the Fiscal Services Director effective upon the employee’s
separation from Ottawa County, upon the employee’s reassignment to another
department within the County, or upon de-authorization by the Fiscal Services
Director.

J. Approval of purchasing card invoices and accounting controls to monitor the use of

County purchasing cards shall be in accordance with the Purchasing Card Program
Procedures.

Revised: March 3, 2011
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V. REVIEW PERIOD

The Internal Policy Review Committee will review this Policy at least once every two years,
and will make recommendations for changes to the Planning & Policy Committee.

Revised: March 3, 2011



PURCHASING CARD PROCEDURES

I. Overview:

A.

The Purchasing Card provides the County of Ottawa organization with an alternate method to petty
cash, check requests and purchase orders for purchasing low dollar goods and services. The program
is intended to streamline and simplify the procurement process. The Purchasing Card is a tool that
reduces transaction costs, facilitates timely acquisition of materials and supplies, automates data flow
for electronic commerce and accounting purposes, and offers flexible controls to help ensure proper
usage.

The Purchasing Card Program is not intended to avoid or bypass the current purchase order system, but
rather complement the existing processes. The card is a credit card issued by Chase Bank. Record
keeping is essential to ensure the success of the Purchasing Card.

This Cardholder Guide provides information about the process, the types of purchases that can and
cannot be made, records that must be maintained and reconciled for each cycle and a variety of other
Program information.

Please remember as public employees you are entrusted with funds that belong to the taxpayers of the
County of Ottawa. These funds must be expended only for purchases specifically related to the
delivery of governmental services to the citizens as appropriated in the budget adopted by the Board of
Commissioners. You are the person responsible for all charges made to the card, which has been
issued to you. Intentional misuse or fraudulent abuse may result in disciplinary action up to and
including dismissal.

The card will have no impact on your personal credit. Although the Purchasing Card lists an
individual’s name, the card is actually issued to the County of Ottawa. Purchasing Cards are intended
for use by designated employees of the County of Ottawa.

I1. Obtaining a Card:

A. Complete a Purchasing Card Request Form, available in the forms section on the Front Page, you and your
Department Head must sign this form. Return the completed Purchasing Card Request Form to the
Purchasing Division in Fiscal Services.

1. STANDARD LIMITS ARE AS FOLLOWS (GENERAL COUNTY EMPLOYEES):

a) Single Purchase Limit $999

b) Daily Purchase Limit $1,500 (Multiple purchases at one vendor in one day will be
strictly prohibited)

¢) Monthly Purchase Limit $5,000.00

d) Number of Transactions per day = 5

e) Number of Transactions per month = 30

B. The Purchasing Division in Fiscal Services will forward a copy of the Master Card Purchasing Card
Cardholder Guide, County Purchasing Card Request form and a Cardholder Agreement to the employee.
The signed Cardholder Agreement must be returned to the Purchasing Division in Fiscal Services and the
Purchasing Card will be ordered.

C. Upon receipt of the Purchasing Card Request form, a meeting will be scheduled with the employee to
review the policies and procedures and to answer any questions. The Purchasing Card will be presented to
the employee for signature. The card will be activated for immediate use.



I11. Purchasing Card Restrictions

A. The Purchasing Card IS NOT to be used for:

1.

2.

3.

4.

Personal purchases
Cash advances
Certain County blocked products and services

Commodities and services on contract with Blanket Purchase Orders (Note: Cardholders will be
advised of certain Blanket Purchase Orders that can be included).

B. Under no circumstances may a transaction be split into two separate receipts to bypass the single
transaction dollar limit or the purchasing policies. Transactions will be electronically monitored.

C. The Purchasing Card will be issued in your name. By accepting the Purchasing Card, you assume
responsibility for it. The Purchasing Card is not transferable and may not be used by anyone other
than you, the Cardholder.

D. The Purchasing card may not be issued as a “departmental card.” Due to insurance requirements of the
bank each card must be issued to an individual.

IV. Making a Purchase using the Purchasing Card
The Purchasing Card can be used at any vendor who accepts “Mastercard” and is in a Merchant Category group that
was approved for your card. Your Purchasing Card also has been given specific spending limits.

A. If you are purchasing in person:

1.

Present the Purchasing Card to the merchant and inform the vendor that your transaction should be
tax exempt. The tax exempt number is printed on the purchasing card.

Check the receipt to be sure you are not paying taxes. Any tax concerns should be corrected at the
point of transaction.

Sign the charge receipt.
Retain all charge receipts and cash register tapes.

Purchasers must keep a record of all purchases in order to reconcile purchases monthly.

B. Ifyou are purchasing by phone or mail:

1.

Supply the vendor with your Purchasing Card number, expiration date, “ship to” address and tax
exempt number.

Ask the supplier to include the receipt with the goods when the product is shipped; all receipts
must be forwarded to the Department Director with a printed and signed Statement.

Cardholder, or designated departmental representative, must keep a record of purchases.

When goods are received, check products and keep all receipts, shipping records and keep a record
of the purchases to verify for accuracy online; receipts must be sent to your Department Director
with your statement and excel spreadsheet, then to Purchasing Division of Fiscal Services and
finally to Accounting.

V. Tax Exemption:



All County purchases are tax exempt. Be sure to advise suppliers that your Purchasing Card transaction is tax
exempt. The County’s Federal Tax Identification Number is embossed on the front of the Purchasing Card. The
number is exclusively for use relative to County business. If documentation is requested, a Certificate is available
and can be obtained by contacting Fiscal Services at 616.738.4847.

VI. Incorrect Shipment or Returns

If a shipment is incorrect, the cardholder should contact the vendor to arrange for a return, exchange or credit. If the
vendor agrees to issue a credit, the Cardholder should verify that the credit is properly reflected in the next online
Account Detail.

VII. Reconciling Monthly Purchases

A. Each Cardholder, or representative for the department, must keep a record of all transactions charged to
his/her account on a monthly basis. For each month, a new file should be started. The billing cycle for
each month will end the first of the month. Any transactions occurring after the last day of the month will
appear on the next month’s online statement.

B. Cardholders have access to their own transactions and Account Summary. At the end of the billing cycle,
Cardholders will receive an Internal E-mail reminding them to reconcile their statement. The web address
is http://smartdata.jpmorgan.com/.

C. The original sales documents (receipts, packing slips, cash register tape, credit card slips) for a given month
should be signed and stapled to the Statement and Excel spreadsheet printed by Cardholder and forwarded
to the Department Director (for approval) who will then forward it to the Purchasing Division of Fiscal
Services Department no later than the 10th day of each month.

D. Fiscal Services Accounts Payable will ACH Payment for charges incurred.

E. Cardholder or designated departmental representative is required to do the following each month if
purchases have been made and the Detail Account has activity:

1. Review purchases for accuracy.

2. Process Account summary including Expense Description, Account #’s, Account types & Invoice
#’s. Note: transactions can be split (charged to more than one account).

3. Note any disputed charges or problems.

4. Attach backup documentation and/or receipts.

5. Sign & Date the Expense Report.

6. Send to Department Director to review/approve the purchases and account numbers.

F. It is the responsibility of the Department Director, or designee, to review and approve the Expense Report
with Account Detail. After review/approval the Department Director should send the Expense Report and
backup documentation to the Purchasing Division in Fiscal Services.

VIII. Discrepancies or Unauthorized Usage

A. Types of Discrepancies:

1. The amount of the transaction is incorrect.

2. A purchase appears on the online Account Detail that was not made by the authorized Cardholder.

3. There is a product quality or service issue.



B. Procedures for Discrepancies:
1. If there are any discrepancies on the Cardholder’s online Account Detail, the vendor will need to
be contacted immediately to try to resolve the issue(s) in question. It is the Cardholders

responsibility to correct any discrepancy.

2. The Cardholder will need to complete a Cardholder Dispute Form and forward a copy to the
vendor and the Purchasing Division in Fiscal Services.

3. If an unauthorized transaction appears on your statement contact Customer Service at 1-800-316-
6056.

4. If there is a product quality or service issue the cardholder should contact the merchant to obtain
an authorization for return and account credit.

IX. Transferring to Another Department or Card Deactivation
A. Cardholder Transfers to another Department:
1. Cardholder must notify the Purchasing Division in Fiscal Services via fax, memo or
E-mail that the Cardholder will be transferring to another department. The notification must
include approval from their new Department Director for use of the p-card.
2. Purchasing Division of Fiscal Services will make departmental changes to account information.
B. Termination of Cardholder:
1. Upon voluntary, or involuntary, termination of employment of a Cardholder, the Purchasing Card
must be turned in to Human Resources or Department Director and forwarded to the Purchasing

Division in Fiscal Services.

2.  Human Resources must immediately notify the Purchasing Division in Fiscal Services that the
Purchasing Card of the named Cardholder should be deactivated.

3.  Human Resources will forward card to the Purchasing Division in Fiscal Services.
4. The Purchasing Division in Fiscal Services will immediately deactivate the Card.
C. Misuse of the Purchasing Card by the Cardholder:

1. A Department Head may request suspension or cancellation of the Purchasing Card at any time by
notifying the Purchasing Division in Fiscal Services via fax, memo or e-mail.

2. Whenever a Purchasing Card is misused or the policies and procedures are violated, the
Department Director will work with the Human Resources Department to determine appropriate
disciplinary action. The Department Director will inform the Purchasing Division in Fiscal
Services if the Purchasing Card should be deactivated.

3. The Purchasing Division in Fiscal Services may unilaterally suspend or cancel a Purchasing Card

if:
a. The Purchasing Card policies and procedures are not followed.
b. If the Purchasing Card was not used for a long period of time.
c. If the Cardholder continually tries to exceed the allowable per purchase limit or the

specified purchase frequency.



d. If the cardholder fails to maintain the required back-up receipts and documents and/or
fails to process statements at the designated time.

e. If there is concern that the card has been compromised in any way.

X. Reporting Lost or Stolen Cards

A.

If a Purchasing Card is lost or stolen, the Cardholder must immediately inform the Purchasing Division in
Fiscal Services. If the Purchasing Card is lost or stolen during non-werking hours, the Cardholder must
contact 1-800-316-6056.

The Purchasing Division in Fiscal Services will immediately deactivate the Purchasing Card.

To receive a replacement Purchasing Card and the Cardholder must complete a new Cardholder
Agreement.

The Purchasing Division in Fiscal Services will produce a replacement Purchasing Card after the proper
forms have been completed and returned.

The Cardholder is responsible for review and reconciliation of the online Account Detail of the deactivated
Purchasing Card, as well as, the online Account Detail for the new Purchasing Card.

XI. Purchasing Card Security

A. Keep your Purchasing Card in an accessible, but secure location.
B. Guard the Purchasing Card account number and password log-in carefully. Do not post it at your desk or
write it in your day planner.
C. The only person entitled to use the Purchasing Card is the person whose name appears on the face of the
card. Do not lend your Purchasing Card to another person for use.
XII. Key Contacts
The following resources are available to answer any questions you may have, or to help solve problems that may
arise:

Purchasing Card Customer Service™............ocooceivoveioeeeeeeeeeeeeeeeennns 1-800-316-6056
Purchasing Division in Fiscal Services(Program Administrators)*........ 616-738-4847
Christine Miller, Purchasing Division of Fiscal Services................... 616-738-4855
Laura Deal, Department Technician................oooiiiiiiiiiiiiiiiiinin, 616-738-4670

*Contact immediately if Purchasing Card is lost or stolen.



PURCHASING CARD REQUEST FORM

A Purchasing Card is requested for the following employee:

First Name Middle Initial  Last Name

Department/Division Business Telephone Number

E-Mail address

Employee Signature Date
(Signature indicates the above information is accurate and that the Purchasing Card Guidelines have been read and
will be followed)

STANDARD LIMITS:

Single Purchase Limit $999.00 Daily Purchase Limit $1,500.00

Monthly Purchase Limit $5,000.00

Number of Transactions per day 5 Number of Transactions per month 30

I have approved the issuance of a Purchasing Card to the above named employee. | agree to

review purchases for compliance with the established polices and procedures.

DEPARTMENT DIRECTOR APPROVAL.:

Department Director’s Signature/Date

PURCHASING CARD ADMINISTRATOR:

Purchasing Card Administrator Signature

Revised: 12/05



Robert Spaman

County Of Ottawa Fiscal Services Director

Marvin Hinga
Fiscal Services Assistant Director

Fiscal Services Department

12220 Fillmore Street * Room 331 « West Olive, Michigan 49460 West Olive (616) 738-4847
Fax (616) 738-4098

e-mail: rspaman@miottawa.org

mhinga@miottawa.org

PURCHASING CARD
CARDHOLDER AGREEMENT

I understand that [ am authorized to use the Purchasing Card to purchase goods and services for
the legitimate business benefit of the County of Ottawa. All purchases I make will be in
accordance with the County of Ottawa Purchasing Card Program Procedures, Purchasing Card
Policy, and the Purchasing Policies and Procedures established by the County (a copy of which
has been provided to me) and my department for Purchasing Card use.

I will not use the Purchasing Card for personal use, nor will I permit another person to use the
Purchasing Card issued exclusively in my name.

I will immediately notify the Fiscal Services Director if the purchasing card in my custody is lost
or stolen.

I acknowledge the receipt of all applicable Ottawa County Policies including the County of
Ottawa Travel Policy, and agree to abide by them.

I agree that my authorization to make such purchases shall automatically cease upon my
separation from the County of Ottawa, upon my reassignment to another department within the
County, or upon de-authorization by the Fiscal Services Director. In any of these events, [ will
return the card to the Fiscal Services Director.

I understand that violations of these requirements may result in revocation of my use privileges
and/or disciplinary action, up to and including termination of employment. Employees who are
found to have inappropriately used a Purchasing Card will be required to reimburse the County
of Ottawa for all costs associated with such improper use, and may result in other discipline, up
to and including termination. Unlawful use of a Purchasing Card by an employee could result in
civil/criminal prosecution.

I acknowledge receipt of a Purchasing Card.
Name:

Purchasing Card Number:

Employee Department Date

Website: www.miottawa.org



v COMMERCIAL COMMERCIAL-LOMMERCIAL COMMERCIAL COMMERC/q

UltraGraphic ID:
UGTA2095

Base Card ID:
00000F64923

UG Color:
Black

Last Modified Date:
February 24, 2011 11:28 AM




P

BEST PRACTICE

Purchasing Card Programs (1998, 2003. and 2008) (TIM)

Background. The purpose of a purchasing card (also known as a procurement card) program is to provide an
efficient, cost-effective method of purchasing and paying for small-dollar as well as high-volume purchases. This
type of program is used as an alternative to the traditional purchasing process and can result in a significant
reduction in the volume of purchase orders, invoices, and checks processed.

Purchasing cards can be used whenever a purchase order, check request, or petty cash would have been processed
and with any vendor that accepts credit cards.

There are numerous benefits to a purchasing card program. Benefits to the cardholder include:
convenience of purchasing without a purchase order,

expedited delivery of goods,

better pricing on goods,

expanded list of merchants from whom purchases can be made, and

reduced paperwork.

Nk =

Benefits to the government include:
1. simplified purchasing and payment process,
lower overall transaction processing costs per purchase,
increased management information on purchasing histories,
reduced paperwork,
decentralized procurement function,
the ability to set and control purchasing dollar limits,
the ability to control purchases to specific merchant categories, and
receipt of rebates from the bank based upon dollar volume of total purchases.
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Benefits to the vendor include:
1. expedited payments,
2. reduced paperwork, and
3. lowered risk of nonpayment.

Purchasing cards may be issued in a designated individual’s name and/or the government’s name clearly indicated
on the card as the buyer of goods and services. The purchasing card and any transactions made with the card may
become a liability of the governmental entity. For this reason, it is important that governments be aware of the
risks related to the use of purchasing cards and develop plans to address those risks.

Disadvantages of purchasing cards include:
1. the potential for duplicate payments to vendors (as payments are no longer recorded by individual vendor
within the accounting system),
2. the perception in the public about issuing “credit cards” to employees may be negative, and

3. the potential for abuse despite the controls available with purchasing cards.

Recommendation. The Government Finance Officers Association (GFOA) recommends that governments
explore the use of purchasing cards to improve the efficiency of their purchasing procedures. A competitive




process should be used to select a purchasing card provider. Consideration should be given to vendors who can
provide automated approval and reconciliation software. This software should provide for the ability to integrate
to the entity’s accounting records. Purchasing card programs should be designed to be simple and easy to use;
however, governments need to maintain appropriate controls, in accordance with their purchasing policy, to
ensure the ongoing success of a purchasing card program. These controls should include:

1. written agreements with banks, which include fee schedules, processing procedures, and security
requirements,
2. written policies and procedures for internal staff, including:
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instructions on employee responsibility and written acknowledgments signed by the employee,
ongoing training of cardholders and supervisors,

spending and transaction limits for each cardholder both per transaction and on a monthly basis,
written requests for higher spending limits,

recordkeeping requirements, including review and approval processes,

clear guidelines on the appropriate uses of purchasing cards, including approved and unapproved
Merchant Category Codes (MCC),

guidelines for making purchases by telephone and fax or over the Internet,

periodic audits for card activity and retention of sales receipts and documentation of purchases,
timely reconciliation by cardholders and supervisors,

procedures for handling disputes and unauthorized purchases,

procedures for card issuance and cancellation, lost or stolen cards, and employee termination, and
segregation of duties for payment approvals, accounting, and reconciliations.

3. systems to ensure compliance with IRS 1099 reporting regulations.

References

o An Elected Official’s Guide to Procurement, GFOA, 1995.
o Banking Services: A Guide for Governments, Nicholas Greifer, GFOA, 2004.

Approved by the GFOA’s Executive Board, February 22, 2008.
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