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Agenda 
Planning and Policy Committee 

West Olive Administration Building – Board Room and YouTube 
12220 Fillmore Street, West Olive, Michigan 49460 

Friday, November 8, 2024 
10:30 AM  

 
 
Public Comment 
 
Approval of Agenda 
 
Consent Resolutions: 

 
1. Approval of the minutes from the October 1, 2024 Planning and Policy Committee 

Meeting 
              
Agenda and Action Requests: 
 

1. Rosy Mount Expansion MNRTF Grant Agreement 
Suggested Motion: 
To accept the grant agreement from the Michigan Department of Natural Resources for 
funding assistance for the Rosy Mound Natural Area Expansion project and forward to the 
County Board of Commissioners for final approval. 
 

2. Ottawa Sands Phase 1 Change Order No. 4 
Suggested Motion: 
To accept the change order to the Ottawa Sands Phase 1 contract with Apex Contractors, 
Inc. in the amount of $143,516.52 and forward to the Board of Commissioners for final 
approval. 
 

3. IET Stearns Bayou Connector Contract Amendment 
Suggested Motion: 
To approve an amendment to the contract with Pre in & Newhof for Engineering services for 
the Stearns Bayou Segment of the Idema Explorers Trail in the amount of $227,432.30 and 
forward to the Board of Commissioners for final approval. 
 

4. Agricultural Preservation By-Laws  
Suggested Motion: 
To approve and forward to the Board of Commissioners the revised Agricultural 
Preservation By-Laws. 
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5. Ottawa County Farmland Development Rights Ordinance
Suggested Motion:
To approve the revised Ottawa County Farmland Development Rights Ordinance and 
forward to the Board of Commissioners.

6. County Policies
Suggested Motion:
To approve the revised County Policies and forward to the Board of Commissioners for a 
first reading.

7. Legal Services Policy
Suggested Motion:
To approve the revised Legal Services Policy and forward to the Board of Commissioners for 
a first reading.

8. Contracting Policy
Suggested Motion:
To approve the revised Contracting Policies and forward to the Board of Commissioners for 
a first reading.

9. Purchasing Policy
Suggested Motion:
To approve the revised Purchasing Policies and forward to the Board of Commissioners for a 
first reading.

10. Closed Session to Discuss Property Acquisition Pursuant to the OMA Section 8d
Suggested Motion:
To go into closed session to discuss property acquisition pursuant to the OMA Section 8d 
(2/3 vote required).

Committee Reports: 

Public Comment 

Adjournment at Call of the Chairperson 



PLANNING AND POLICY COMMITTEE 
 
         Proposed Minutes 
 
DATE:  October 1, 2024 
 
TIME:  9:02 a.m. 
 
PLACE:  Fillmore Street Complex 
 
PRESENT: Roger Belknap, Allison Miedema, Chris Kleinjans, Roger Bergman, and Joe Moss. (5) 
 
   SUBJECT:  PUBLIC COMMENT 
 

None. 
    

SUBJECT:  APPROVAL OF AGENDA 
 
PP 24-045 Motion:  To approve the agenda of today. 
  Moved by:  Bergman    UNANIMOUS 
    
  SUBJECT:  CONSENT RESOLUTIONS 
  
PP 24-046 Motion:  To approve the minutes from the September 3, 2024, Planning and Policy 

Committee Meeting. 
 Moved by:  Bergman    UNANIMOUS 
 

SUBJECT: IDEMA EXPLORERS TRAIL EASEMENT 
 
PP 24-047 Motion:  To approve the purchase of an easement from the David L. Michalak Trust for 

construction and operation of the Bass River Segment of the Idema Explorers Trail in the 
amount of $12,000. 

 Moved by:  Moss 
 
 The motion passed by the following votes:  Yeas:  Joe Moss, Chris Kleinjans, Allison 

Miedema, Roger Bergman, Roger Belknap. (5) 
 
  SUBJECT:  BUR OAK LANDING POWERLINE EASEMENT 
 
PP 24-048 Motion:  To grant an easement to the Great Lakes Energy Cooperative for construction 

of underground power lines at the Bur Oak Landing County Open Space site. 
 Moved by:  Miedema 
 
 The motion passed by the following votes:  Yeas:  Roger Bergman, Allison Miedema, Joe 

Moss, Chris Kleinjans, Roger Belknap. (5) 
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SUBJECT:  VETERANS AFFAIRS COMMITTEE BY-LAWS 
 
PP24-049 Motion:  To review and approve the Veterans Affairs Committee By-Laws and send to 

the Board of Commissioners for final approval. 
 Moved by:  Miedema 
 
 The motion passed by the following votes:  Yeas:  Roger Bergman, Allison Miedema, 

Chris Kleinjans, Joe Moss, Roger Belknap. (5) 
 
  SUBJECT:  COMMITTEE REPORTS 

 
   None. 
 
   SUBJECT:  PUBLIC COMMENT 

 
 None. 

 
SUBJECT:  ADJOURNMENT 

 
The chairperson called for adjournment at 9:13 a.m. 



Action Request 
Electronic Submission - Contract# 2477 

8
Committee: PLANNING AND POLICY 

Meeting Date: 11/8/2024 

Vendor/3rd Party: MICHIGAN DEPARTMENT OF NATURAL RESOURCES 

Ottawa County 
\/\/here r reedom rz1nes 

Requesting Department: PARKS AND RECREATION 

Submitted By: CURT TERHAAR 

Agenda Item: ROSY MOUND EXPANSION MNRTF GRANT AGREEMENT 

Suggested Motion: 
To accept the grant agreement from the Michigan Department of Natural Resources for funding assistance for the Rosy 

Mound Natural Area Expansion project and forward to the County Board of Commissioners for final approval. 

Summary of Request: 

Ottawa County has been recommended for a grant through the Michigan Natural Resources Trust Fund to assist in acquiring 

approximately 127 acres of property to add to the existing Rosy Mound Natural Area. Following appropriation of funds by the 

State Legislature and signing by the Governor, the final steps in the acquisition process can proceed pending finalization of this 

agreement. This grant is the second of two grants that, along with a donation by the owner and funds from the Ottawa 

County Parks Foundation, cover all but $250,000 of the over $4,700,000 in project costs. 

Financial Information: 

Total Cost: $2,346,000.00 I General Fund Cost: $0.00

If not included in Budget, recommended funding source: 

Action is Related to an Activity Which Is: Non-Mandated 

Action is Related to Strategic Plan: 

I Included in Budget: Yes

Goal 2: To Contribute to the Long-Term Economic, Social and Environmental Health of the County. 

Administration: 

Recommended by County Administrator: 10/31/2024 11:32:51 AM 

Committee/Governing/Advisory Board Appr 





























Action Request 
Electronic Submission - Contract# 2471 

8
Committee: PLANNING AND POLICY 

Meeting Date: 11/8/2024 

Vendor/3rd Party: APEX CONTRACTORS 

Ottawa County 
\/\/here r reedom rz1nes 

Requesting Department: PARKS AND RECREATION 

Submitted By: CURT TERHAAR 

Agenda Item: OTTAWA SANDS PHASE 1 CHANGE ORDER NO. 4 

Suggested Motion: 
To accept the change order to the Ottawa Sands Phase 1 contract with Apex Contractors, Inc. in the amount of $143,516.52 

and forward to the Board of Commissioners for final approval. 

Summary of Request: 

This change to the original Ottawa Sands construction contract covers modifications and improvements to original project 

elements and significant additions to the project including trees in the treehouse area, a small maintenance building, 

provisions for a camp host RV site, signage, and site power improvements. A detailed list of items is included on the attached 

document. 

Financial Information: 

Total Cost: $143,516.52 I General Fund Cost: $0.00

If not included in Budget, recommended funding source: 

Action is Related to an Activity Which Is: Non-Mandated 

Action is Related to Strategic Plan: 

I Included in Budget: Yes

Goal 2: To Contribute to the Long-Term Economic, Social and Environmental Health of the County. 

Administration: 

Recommended by County Administrator: 10/31/2024 11:32:47 AM 

Committee/Governing/Advisory Board Appr 













Action Request 
Electronic Submission - Contract# 2478 

8
Committee: PLANNING AND POLICY 

Meeting Date: 11/8/2024 

Vendor/3rd Party: PREIN & NEWHOF 

Ottawa County 
\/\/here r reedom rz1nes 

Requesting Department: PARKS AND RECREATION 

Submitted By: CURTIS TERHAAR 

Agenda Item: IET STEARNS BAYOU CONNECTOR CONTRACT AMENDMENT 

Suggested Motion: 
To approve an amendment to the contract with Pre in & Newhof for Engineering services for the Stearns Bayou Segment of the 

Idema Explorers Trail in the amount of $227,432.30 and forward to the Board of Commissioners for final approval. 

Summary of Request: 

Design and engineering work for this segment of the Idema Explorers Trail began in 2019. Since that time, progress has been 

slow, but steady. Most recently, as the project plans were finalized, permitted, and bid, and as construction began, several 

delays and complications have required significant additional design, engineering, and site inspection work. These included 

unanticipated changes required by regulating agencies, and unexpected obstacles to construction. Construction substantial 

completion, originally scheduled for 2023 was first delayed until September 2024 and now to November 2024 with final 

closeout in spring 2025. These two delays required or are anticipated to require addition work with fees of $123,938.28 and 

$103,494.02 respectively for a total additional expense of $227,432.30. This cost is also significantly impacted by the change 

in current hourly rates from 2019 until now. Although this is a significant increase, the total fee for the project is 

approximately 12.5% of the overall project cost. This is well within the 15-20 % originally budgeted for a project with MOOT 

Transportation Alternatives Project grant requirements. 

Financial Information: 

Total Cost: $227,432.30 I General Fund Cost: $0.00

If not included in Budget, recommended funding source: 

Action is Related to an Activity Which Is: Non-Mandated 

Action is Related to Strategic Plan: 

I Included in Budget: Yes

Goal 2: To Contribute to the Long-Term Economic, Social and Environmental Health of the County. 

Administration: 

Recommended by County Administrator: 10/31/2024 11:32:35 AM 

Committee/Governing/Advisory Board Appr 11/5/2024 
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Committee:: 
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Requestingg 
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Submittedd By:
Agendaa 
Item:: 

Financiall Information:
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Cost:  
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If not included in budget, recommended funding source: 

Actionn iss Relatedd too ann Activityy Whichh Is:  Mandated         Non-Mandated         New Activity 
Actionn iss Relatedd too Strategicc Plan:: 
Goal:  

Objective:  

Administration:: Recommended Not Recommended Without Recommendation
County Administrator: 

Committee/Governing/Advisory Board Approval Date:  dviviviviviivivvisory Board Approva

Recommend

Planning and Policy Committee

Administration

 

Agricultural Preservation By-Laws

Suggestedd Motion: 

To approve and forward to the Board of Commissioners the revised Agricultural Preservation By-
Laws.

Summaryy off Request:: 

N/A

$0.00 $0.00 ✔

✔

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

Goal 4, Objective 1: Conduct activities and maintain systems to continuously improve to gain efficiencies and improve effectiveness.

✔

dviiviviiiiviiivivvivvvvv sory Boddvivvvvviiivvviiiiviiiviivvvvvivvvvvvvvvvvvvvvivvvivvvvvivvvvvvviiiivvvvvvvvvvvvvvviiiiivvvvvvvivvvivvviiiiiiiiiiiiiivvvvvvviivvvivvvvivivvvvvvvvvvvvvivvvviivvvvvvvvviiiiiiiiiiiiiiiiiviiiivviivvvvvvvviisosoryry BBoo
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OTTAWA COUNTY AGRICULTURAL PRESERVATION BOARD 

BYLAWS 

 

ARTICLE I 

CREATION AND NAME 

 

Section 1. This Board was established by the Ottawa County Board of 
Commissioners in Section 4 of Ordinance No. 08-1, as amended and replaced by Ordinance No. 
2413-1, on July 23, 2013 November ___, 2024, (“the Ordinance”). 

 Section 2. In accordance with the Ordinance, this Board shall be known as the 
Ottawa County Agricultural Preservation Board. the Ottawa County Agricultural Preservation 
Board shall be known as either the “CAP Board” or the “Board.” 

 

ARTICLE II 

PURPOSE 

 

 Section 1. Pursuant to Section 4 of the Ordinance, the Ottawa County Agricultural 
Preservation CAP Board is responsible for overseeing the County’s farmland preservation 
program and for performing the functions required by the Ordinance including but not limited to: 

a)  Establishing selection criteria for the ranking and prioritization of applications.  The 
selection criteria must be approved by the County Board of Commissioners prior to 
each Purchase of Development Rights (PDR) application cycle. 
 

b) Reviewing and providing oversight in scoring all applications according to the 
adopted selection criteria. 
 

c) Ranking and prioritizing the top scoring applications for acquisition and making 
recommendations to the County Board of Commissioners for the purchase of 
development rights. 
 

d) Approving the restrictions and permitted uses under the agricultural conservation 
easement. 
 

e) Establishing the price to be offered to the property owner and authorize negotiations 
for the purchase of development rights and agricultural conservation easement.  All 
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purchase of development rights and agricultural conservation easements must be 
approved by the County Board of Commissioners. 
 

f)  Establishing monitoring procedures and overseeing subsequent monitoring to ensure 
compliance with the agricultural conservation easement.  Enforcement of the 
agricultural conservation easement in the case of non-compliance shall be the 
responsibility of the County Board of Commissioners or an agency that the Board of 
Commissioners contracts with (utilizing funds other than those originating from the 
County General Fund) to enforce the program. 

 

ARTICLE III 

BOARD MEMBERS 

 

Section 1. The CAP Board shall consist of seven (7) members to be appointed by the County 
Board of Commissioners as provided in the Ordinance.  The seven (7) members shall be 
residents of the County and include: 

(a)  One County Commissioner 
(b) Three individuals with agricultural interests 
(c) One representative from township government 
(d) One individual with real estate or development interests 
(e) One individual representing local conservation interests 

Section 2. Members of the County Agricultural Preservation CAP Board shall serve three-
year terms, with the exception that the County Commissioner representative shall be designated 
on an annual basis.  The initial term shall be staggered so that one of the agricultural 
representatives and the real estate representative serve an initial one-year term, another 
agricultural representative and the representative local township representative serve an initial 
two-year term and the third agricultural representative and the local conservation representative 
serve an initial three-year term.  Members may be re-appointed by the County Board of 
Commissioners.  The County Board of Commissioners shall have the discretion to remove 
members for inefficiency, neglect of duty or malfeasance in office.  Vacancies due to removal or 
resignation shall be filled for the remainder of a term by appointment by the County Board of 
Commissioners.  Members shall not be compensated for their services.  All CAP Board 
Mmembers are expected to maintain at least a seventy-five (75%) attendance record at meetings 
and to not miss more than three (3) consecutive meetings without acceptable reasons.  A CAP 
Board Mmember may be removed by the Board of Commissioners for failure to meet this 
expectation. 

 Section 3. CAP Board members may shall not sell development rights to farmland 
under the Ordinance during their term in office. Board members shall disclose any potential 
conflict of interest and may not vote when a conflict exists.  Conflicts of interest include, but are 
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not limited to, situations where (1) the member is a close relative of the applicant; (2) the board 
member has a close business association or ties with the applicant; (3) the board member, a 
relative, or a business associate could receive financial gain or benefit from the acceptance of the 
application. 

 Section 4. CAP Board members are generally responsible for fundraising for the 
Farmland Preservation Fund to the best of their ability.   

 

ARTICLE IV 

POWERS OF THE BOARD 

 

Section 1. The CAP Board may exercise any and all of the powers granted to it in the 
Ordinance.  The CAP Board may delegate such powers to the officers of the Board as it deems 
necessary. 

Section 2. The CAP Board may establish standing advisory committees of the Board 
as it deems necessary.  The CAP Board may also establish special advisory committees of the 
Board as the need arises from time to time. 

 

ARTICLE V 

OFFICERS 

 

Section 1.  The officers of the CAP Board shall be the Chairperson, Vice-Chair, and 
Secretary. 

Section 2.  The initial election of officers shall occur at the first meeting of the CAP 
Board, and the officers elected shall serve until the next annual meeting pursuant to Article VII,    
Section 1.  Thereafter, the officers shall be elected for a term of one (1) year at the annual 
meeting, which term shall end at the next annual meeting. 

Section 3. Vacancies in office shall be filled by the CAP Board at the next regular 
meeting of the Board following the occurrence of a vacancy, except for the office of 
Chairperson, which shall be filled as provided for in Article VI, Section 2. 

 

ARTICLE VI 

DUTIES OF THE OFFICERS 
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Section 1.   The Chairperson shall preside at all meetings, appoint committees with the 
approval of the CAP Board, authorize calls for any special meetings, and generally perform the 
duties of the presiding officer. 

Section 2.   In the absence of the Chairperson, the Vice-Chair shall perform the duties 
of the Chairperson.  In the case of the resignation, removal, disability or death of the 
Chairperson, the Vice-Chair shall assume the office of Chairperson for the remainder of the 
unexpired term. 

Section 3. The Secretary of the CAP Board shall see that true and accurate minutes 
of all Board meetings are kept, which comply with the requirements of the Open Meetings Act, 
as amended.  The Secretary shall issue notices of all regular meetings, and, on the authorization 
of the Chairperson, of all special meetings, in compliance with any requirements of state law 
regarding the holding of meetings.  The Secretary shall have custody of the minutes and other 
records of the Board.  The records of the CAP Board shall be open to the public in accordance 
with the Freedom of Information Act.  As amended, the Secretary shall maintain a current roster 
of CAP Board Mmembers and the expirations of their terms of office.  With the approval of a 
majority of the CAP Board, the Secretary may delegate any of these responsibilities to the 
Purchase of Development Rights (PDR) staff for Ottawa County. 

 

ARTICLE VII 

MEETINGS 

 

Section 1. The annual meeting of the CAP Board shall be held each year in the 
month of January or the following month in which there is a quorum present. 

Section 2. At the annual meeting, the CAP Board shall determine the schedule of the 
regular meetings of the Board for the year.  Within ten (10) days of its first meeting and 
thereafter within ten (10) days following the annual meeting, the Secretary or designee shall post 
a notice at the principal office of the County setting forth the dates, times and locations of the 
regular meetings of the CAP Board for the calendar year and provide a copy of the notice to the 
Ottawa County Clerk/Register. 

Section 3.   Special meetings may be called by the Chairperson or upon written 
request of two (2) CAP Board members, provided eighteen (18) hours of notice is given of the 
time and purpose for which such meeting is called to the public, or as otherwise may be provided 
for in the Open Meetings Act, as amended. 

Section 4. Notices of regular meetings with an agenda shall be posted at the principal 
office of the County and shall be emailed or otherwise delivered by the Secretary or designee to 
all CAP Board members and to the Ottawa County Clerk/Register at least five (5) days before 
the meeting. 
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Section 5. The agenda for regular CAP Board meetings will include, but is not 
limited to, the following format: 

 

 

OTTAWA COUNTYAGRICULTURAL PRESERVATION BOARD 

AGENDA 

Date and time 

Location 

 

Call to Order 

Establish Quorum 

Invocation 

Approval of Agenda 

Approval of Minutes from previous meeting 

Public Comment 

Committee Reports 

Old Business 

New Business 

Next Meeting Date 

Adjournment 

Section 6. A quorum for the transaction of business shall consist of four (4) members 
of the CAP Board. 

Section 7. Except as provided in Article VIII, Section 1 with respect to amendments 
to the Bylaws, any CAP Board action must be approved by a majority of the Board members 
present and voting, including via telephone conference call, Skype, Teams, or such other similar 
“live” technology as may be approved for use by Ottawa County. 

Section 8.  Official CAP Board action shall only be taken by a resolution or motion 
approved by the Board at a regular or special meeting.  Questions shall be voted on by voice vote 
unless the Chair of any member of the Board shall call for a roll call vote. 

Section 9.   All meetings of the CAP Board shall comply with the Open Meetings Act. 
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Section 10.   Roberts Rules of Order shall govern in all questions of procedure which 
are not provided for by these Bylaws. 

 

 

 

ARTICLE VIII 

AMENDMENTS 

 

Section 1. These Bylaws may be amended at any regular meeting of the CAP Board 
by a majority vote of all members appointed and serving, provided the amendment was presented 
in writing at the previous regular meeting. 

 

ARTICLE IX 

CONFLICT 

 

Section 1. The Ordinance shall govern in the event of any conflict between the 
Bylaws and the Ordinance. 

 

ADOPTION 

 

These Bylaws were adopted by the Ottawa County Agricultural Preservation Board at its 
regular meeting on March 1, 2017. 

 

      By: ____________________________ 

           Chairperson 

 

      By: _____________________________ 

           Secretary 
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Ottawa County Farmland Development Rights Ordinance

Suggestedd Motion: 

To approve and forward to the Board of Commissioners the revised Ottawa County Farmland 
Development Rights Ordinance.

Summaryy off Request:: 

N/A

$0.00 $0.00 ✔

✔

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

Goal 4, Objective 1: Conduct activities and maintain systems to continuously improve to gain efficiencies and improve effectiveness.

✔
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County Policies

Suggestedd Motion: 

To approve and forward to the Board of Commissioners the revised County Policies for a first 
reading.

Summaryy off Request:: 

County policies require periodic review and updates. This request is to review the policy and forward
it to the Board of Commissioners for a first and second reading before final approval.

$0.00 $0.00 ✔

✔
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✔
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General Policy 

Revised: February 6, 2024 Page 1 of 2 

 

 

 

 
County Policies 

 
I. Policy 

 
It is important for the Board of Commissioners to establish clear policy statements, and to 
set forth the principles under which the policy statements will be carried out by the County 
Board, County Administrator, and by County employees. 

 
II. Statutory References 

 
The Board of Commissioners may establish such rules and regulations regarding the 
business concerns of the County as the Board considers necessary and proper. See: MCL 
46.11(m); Act 156 of the Public Acts of 1851, as amended. 

 
III. County Legislative or Historical References 

 
The original Board policy on this subject matter was adopted on: March 26, 2002 

 
Board of Commissioners Resolution Number and Policy Adoption Date: September 13, 2005 
(B/C 05-228) 

 
Board of Commissioner Review Date and Resolution Number: August 23, 2005 (B/C 05-219) 

Name and Date of Last Committee Review: Planning & Policy Committee; January 9, 2024 

Last Review by Internal Policy Review Team: October 24, 2024December 27, 2023 



General Policy 

Revised: February 6, 2024 Page 2 of 2 

 

 

IV. Procedure 
 

A. County Policies shall be in writing. For purposes of this policy, the term "in writing" 
shall include all forms of electronic writing and transfer regularly used in Ottawa 
County government. Copies of all County Policies shall be maintained in the office of 
the Ottawa County Administrator and published for employees on the intranet 
system. 

 
B. A proposed policy shall be submitted by the County Administrator to the Planning 

and Policy Committee. The Planning and Policy Committee shall review and evaluate 
the content of the proposed policy and, if necessary, will: 

1. Refer the proposed policy for review and comment to any other committee of the 
board having an interest in the subject matter. 

 
2. Receive comment regarding the proposed policy. 

 
3. Make additions, deletions, and revisions to the proposed policy. 

 
4. Reject the proposed policy, after conferring with the chairperson of the originating 

board committee, if any. 
 

5. Report the proposed policy to the full Board for consideration and passage. 
 

6. A proposed policy shall receive a minimum of two (2) readings at the Board of 
Commissioners before being acted upon. 

C. All Board policies shall be reviewed at least once every four (4) years by an Internal 
Policy Review Team, consisting of Corporation Counsel and appointees of the 
County Administrator. Any changes in the Policy will be recommended to the 
Planning and Policy Committee, while procedures will be implemented as outlined in 
Section E below. 

 
D. The Board of Commissioners may suspend the operation of a board policy by a 

majority vote. 
 

E. Implementation Authority: Upon adoption of this Policy, the Board of Commissioners 
authorizes the County Administrator to establish any procedures that may be 
necessary for implementation. 

 
II. Review Period 

 
The Internal Policy Review Team will review this Policy at least once every four years and will 
make recommendations for changes to the Planning & Policy Committee. 
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Legal Services Policy

Suggestedd Motion: 

To approve and forward to the Board of Commissioners the revised Legal Services Policy for a first 
reading.

Summaryy off Request:: 

County policies require periodic review and updates. This request is to review the policy and forward
it to the Board of Commissioners for a first and second reading before final approval.

$0.00 $0.00 ✔

✔
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✔
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Legal Policy 

1 
Revised: December 1, 2017 

 

 

LEGAL SERVICES POLICY 

I. POLICY 
 
The purpose of this policy is to provide timely, cost efficient, and adequate civil legal services 
to all Ottawa County (“County”) Departments, funding units, officers and employees and to 
implement MCL §49.73, which empowers the County Board of Commissioners (“Board”) to 
employ an attorney to represent elected County officers, including the sheriff, prosecuting 
attorney, clerk/register of deeds, treasurer, water resources commissioner, and judges of the 
County district and probate, and circuit courts in civil matters when “neither the prosecuting 
attorney or county corporation counsel” is able to represent the particular officer. This policy 
is also intended to offer elected officials, judges, and other licensed professional officials or 
employees whose salary is funded in whole or in part by the County the potential for County 
funded legal defense services if they experience threatened or actual administrative 
proceedings related to their professional licenses. 

 
II. STATUTORY REFERENCES 

MCL §49..71-.73 and MCL 46 

.11(m) 

III. COUNTY LEGISLATIVE OR HISTORICAL REFERENCES 
 
Board of Commissioners Resolution Number and Policy Adoption Date: May 28, 2013 B/C 
13-106 

 
Board of Commissioner Review Date and Resolution Number: May 14, 2013 B/C 13-098 

 
Name and Date of Last Committee Review: Planning and Policy Committee December 14, 
2017 

Last Review by Internal Policy Review Team: October 24, 2024December 1, 2017 
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IV. PROCEDURE 
 

A. Purview: Except as provided in Section 1. b. below, this policy shall apply to all civil 
legal services funded or provided by the County, including those provided at the 
request of the County elected officials, employees, department heads, employees and 
the judges of the County district, probate and circuit courts pursuant to MCL 
§49.71-73 and MCL 46.11(m)..  Collectively, all County departments, activities, funding 
units, courts, elected officials, officers, employees and other personnel who may 
request or be eligible for County funded civil legal services in their official capacities 
are described herein as “Recipients.” 

1. Corporation Counsel: 
 

a. The County has established the Office of Corporation Counsel to provide 
internal legal services to all Recipients. Subject to the exceptions identified in 
Section 1. b. of this Policy, all legal services provided to Recipients must be 
provided through the Office of Corporation Counsel. 

 
b. Exceptions: This policy shall not apply to the following legal services: 

 
1). Criminal and quasi-criminal prosecution legal services provided by the 

Prosecuting Attorney. 

2). Indigent defense legal services provided to criminal defendants through 
the trial courts. 

 
3). Litigation and risk management counseling services provided through the 

Ottawa County, Michigan Insurance Authority. 
 

4). Legal opinions or legal services provided by Associations to which the 
Recipient belongs. 

5). Legal services for special engagements and purposes expressly approved 
by the County Board of Commissioners. 

 
2. Opinions: All Recipients may request a legal opinion from the Office of Corporation 

Counsel. All Recipients must follow the written legal opinion of Corporation 
Counsel for official activities and functions regardless of whether or not they 
requested the legal opinion. If the Recipient is dissatisfied with the opinion of 
Corporation Counsel, the Recipient may forward a confidential request through the 
Office of Corporation Counsel to the Board of Commissioners, requesting the latter 
to engage outside counsel to provide a second opinion. The Board will consult with 
the Recipient regarding the selection of the counsel to provide the second 
opinion, and the Board will select such counsel in 
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consideration of factors that include but are not limited to, expertise, cost and 
objectivity. If the Board of Commissioners authorizes a second opinion and that 
opinion differs from that of Corporation Counsel, the latter will meet with the 
attorney issuing the second opinion and attempt to resolve the difference of 
opinion. If they reach a consolidated opinion, the Recipient must adhere to that 
consolidated opinion. If the opinions do not agree, the elected official or funded 
trial court judicial Recipient will determine which of the two opinions he or she will 
follow. In all other instances, the County Administrator will make the decision as 
to which of the two opinions must be followed. 

 
3. Legal Defense Services in Cases of Litigation, Licensing and/or Disciplinary 

Complaints: Within twenty-four (24) hours of being served with a summons and 
complaint or an administrative licensing letter of inquiry or disciplinary complaint 
that involves his or her office or official performance, any employee or elected or 
appointed official must forward a copy of all documents served or received to 
Corporation Counsel. Upon receipt of a summons and complaint, Corporation 
Counsel shall promptly contact the County Administrator. Together, they shall 
make an initial assignment of the defense of the matter to Corporation Counsel, 
Ottawa County Michigan Insurance Authority, another insurance carrier, or 
recommend that the Board of Commissioners engage another defense attorney. 

 
4. Other Legal Services: If a Recipient believes that he or she needs legal counsel 

related to his or her official performance or the performance of the county funded 
department, office or activity he or she supervises, which that cannot be effectively 
provided by Corporation Counsel for any of the following reasons: , there is a 
material legal conflict; specialized legal knowledge or expertise is required; or any 
other reason where sufficient cause is shown, the Recipient shall confer with and 
submit a written request for outside legal services to the County Administrator, and 
provide a copy of the request to Corporation Counsel.  The County Administrator , 
who will forward the request to the Board of Commissioners, which shall make a 
decision upon the request as soon as practicable. In unusual circumstances, the 
Administrator with the approval of the Board Chair , may consult with outside civil 
counsel on County matters.  

 
5. If a Recipient is dissatisfied with the attorney assigned to defend him or her, the 

Recipient must advise the Board of Commissioners in writing of the nature of the 
concern and whether or not the individual requests a new assignment. The 
individual may request a particular attorney, but the Board of Commissioners 
retains the discretion to determine whether new legal counsel will be provided, and 
if so, to select such counsel. All Recipients must cooperate with the attorney 
assigned to defend him or her. 
 

5.  

6. No Recipient may employ or retain an outside attorney or law firm at County 
expense, except pursuant to this policy and upon the express prior written approval 
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of the Board of Commissioners and/or the Administrator. . 
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7. Legal representation and payment of legal defense services pursuant to this policy 
is subject to the complete discretion of the County as described in this policy and 
any County indemnification policy. Factors that the County may consider in its 
deliberations include, but are not limited to, the following: 

a. Whether the individual’s complained of actions were taken during the course of 
services performed for the County or County funded activity; 

 
b. Whether the individual’s complained of actions appear to have violated the law, 

relevant rules or policies, and/or clearly understood professional standards of 
behavior or conduct. 

 
c. Whether the individual’s complained of actions appear to involve moral turpitude 

or grossly inappropriate behavior. 

d. Whether the individual appears to have acted in good faith. 
 

8. In the course of administering this policy and their discretion hereunder, County 
officials may decide to approve County funding for a portion but not all of the legal 
services and may also decide to terminate County funding at any time during the 
proceedings depending upon circumstances. 

9. Any Recipient who knowingly violates this policy or who pleads guilty or is 
convicted of a criminal offense in the course of their performance for Ottawa 
County voluntarily forfeits with respect to that activity, any right under statute, 
common law, or county policy or procedure to a County funded legal defense 
and/or indemnification by Ottawa County. 

 
10. Nothing in this Policy or the provision of legal services of any kind, including but 

not limited to defense services, shall be interpreted as in conflict with, adding to, 
or modifying the County’s Indemnification Policy. 

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



Form Last Revised / /201

Action Request 
Committee:: 
Meetingg Date:: 
Requestingg 
Department:: 
Submittedd By:
Agendaa 
Item:: 

Financiall Information:
Total Cost:  General Fund 

Cost:  
Included in 
Budget: Yes No N/A

If not included in budget, recommended funding source: 

Actionn iss Relatedd too ann Activityy Whichh Is:  Mandated         Non-Mandated         New Activity 
Actionn iss Relatedd too Strategicc Plan:: 
Goal:  

Objective:  

Administration:: Recommended Not Recommended Without Recommendation
County Administrator: 

Committee/Governing/Advisory Board Approval Date:  dviviviviviivivvisory Board Approva

Recommend

Planning and Policy Committee

Administration

 

Contracting Policy

Suggestedd Motion: 

To approve and forward to the Board of Commissioners the revised Contracting Policy for a 
first reading.

Summaryy off Request:: 

County policies require periodic review and updates. This request is to review the policy and forward
it to the Board of Commissioners for a first and second reading before final approval.

$0.00 $0.00 ✔

✔

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

Goal 4, Objective 1: Conduct activities and maintain systems to continuously improve to gain efficiencies and improve effectiveness.

✔
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 Contracting Authorization and Form Policy 
 

I. POLICY 
 

All Contracts for all departments, agencies and county funded activities shall be subject to this 
Policy. and some may require for centralized review, approval, and processing. This policy’s 
primary intent is primarily interested in is to ensure ensuring that binding contracts involving 
taxpayer and other county funds are properly authorized and that liability is minimized through 
proper review and form. T h i s  P o l i c y  s h a l l  n o t  i n t e r f e r e  w i t h  t h e  i n d e p e n d e n t  
a u t h o r i t y  o f  s t a t u t o r i l y  o r  c o n s t i t u t i o n a l l y  c r e a t e d  C o u n t y  b o a r d s ,  
a l t h o u g h  a l l  a r e  e n c o u r a g e d  t o  a l i g n  w i t h  i t s  p r i n c i p l e s  f o r  t h e  b e n e f i t  
o f  e f f i c i e n c y  a n d  b e s t  p r a c t i c e s .   I f  a  c o n f l i c t  a r i s e s  b e t w e e n  t h i s  
p o l i c y  a n d  a n y  s t a t e  o r  f e d e r a l  l a w  o r  c o n s t i t u t i o n ,  t h e n  t h e  s t a t e  o r  
f e d e r a l  l a w  o r  c o n s t i t u t i o n  s h a l l  c o n t r o l .   This Policy is to work in conjunction 
with the Purchasing Policy. 

 
II. STATUTORY REFERENCES 

 
MCL 46.11 

 
III. COUNTY LEGISLATIVE OR HISTORICAL REFERENCES 

 
The original Board policy on this subject matter was adopted on: March 24, 2020 

Board of Commissioners Resolution Number and Policy Adoption Date: 

Board of Commissioner Review Date and Resolution Number: 
 

Name and Date of Last Committee Review: Planning & Policy, March 17, 2020 

Last Review by Internal Policy Review Team: March 6, 2020October 28, 2024 
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IV. PROCEDURE 

 
A. Definition of Contract: A contract is any legally binding agreement with mutual 

obligations among Ottawa County and/or any office, department, agency or other activity 
funded by Ottawa (collectively “Ottawa Funded Unit”) and a third party (ies). to purchase, 
exchange or use goods, services, or property; or any such agreement to sell, exchange or 
supply goods, services, or property. Contracts may include, but are not limited to, the following: 
 

1.  Purchasing related contracts, which typically involve the purchase or lease of 
goods, or services (general and/or professional services), including, but not 
limited to, Purchase Orders1, any County standard form contracts (for example, 
the County’s Services Contract), and vendors/third parties’ contracts; 
 

2. Non-purchasing related contracts, including, but not limited to, 
intergovernmental agreements such as agreements with federal, state or local 
governments and revenue contracts such as grants; 

 
3. Purchase or lease agreements for land, including, but not limited to, easements; 

 
4. Memorandums of Understanding (MOU); Letters of Intent; and Letters of 

Agreement2; 
 

5. Repetitive or Form contracts (for example, facility rental agreements, marina 
slip rental agreements, agreements for blood draws for jail inmates).  

 
A. The definition of “contract” includes agreements and grant documents involving an Ottawa 
Funded Unit and federal, state or local government. “Purchase Orders” and “grants” fall within 
the definition of a contract. If the head or employee of an Ottawa Funded Unit has a question 
as to whether a document, arrangement or agreement is or is not a contract subject to this 
policy, the department or agency head should submit the question for review by Corporation 
Counsel and the County Administrator (“Administrator”). 

 
B. Contracts Subject to This Policy: E x c e p t  a s  o t h e r w i s e  p r o v i d e d ,  aAll 

contracts to which any of all Ottawa Funded Units is a party are subject to this policy and 
all County purchasing policies. and to the County Administrator’s policies and 

 
1 Even though a Purchase Order is considered a contract under certain circumstances, this policy generally does not 
require Purchase Orders to be submitted through the pre-approval or post-execution ratification process.  However, 
there may be rare Purchase Orders, which should be submitted for approval through the process set forth in Section F. 
Additionally, please see Section E for general guidelines regarding when a contract is needed versus a Purchase Order. 
2 MOUs, Letters of Intent, and Letters of Agreement should generally NOT be used to exchange goods, services or 
land, but instead are typically used to define the parties’ relationship, roles, intentions and objectives. 
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procedures regarding purchasing, and contractual form. 
 

C. When Should Proposed Contracts (excluding most Purchase Orders) be Submitted 
for Approval: 

 
All Ottawa Funded Units should submit contracts signed by the third-party (excluding 
Purchase Orders) for approval as set forth in Section F before any good, service, property, 
or other contractual obligation is exchanged between the Ottawa Funded Unit and any third 
party. An understanding or agreement that is not in writing, signed and approved pursuant 
to this Policy, even if documented through email or confirmed verbally, will not commit 
the funds of Ottawa County.  
 

D. Contractual Form: All contracts to which this policy applies an Ottawa Funded Unit is a 
party must be in writing and signed by authorized representatives,  and any modifications 
or amendments to the terms of executed contracts must be in writing and signed by 
authorized representatives. 
 
The only authorized representatives for Ottawa Funded Units are the Chairperson of the 
Board of Commissioners and the County Clerk/Register unless another person is expressly 
deemed to be an authorized representative by this Policy, Michigan law or the Board of 
Commissioners (“Board”) expressly delegates signing authority to another person. 
 
For purchasing related contracts, the County has one or more standard form contracts, 
which are the preferred contracts that should be used by all Ottawa Funded Units when 
applicable.  All Ottawa Funded Units should request the preferred standard form contract(s) 
from the Purchasing Division of Fiscal Services, which works with Corporation Counsel 
for approval of such contracts.  
 
In the case of vendors/third parties who will not use the County’s preferred standard form 
contract(s) or such contract(s) do not apply, all Ottawa Funded Units should work with the 
Purchasing Division and Corporation Counsel for approval of the proposed contract before 
submission for approval, as set forth in paragraph F. 

 
 
 
 
 
. All persons are hereby put on notice that no understanding or agreement that is not in a writing, 
signed and approved pursuant to this Policy, even if documented through e-mail or confirmed 
verbally can commit the funds of Ottawa County. The Chairperson of the Board of Commissioners 
and the County Clerk/Register shall be the only persons authorized to sign contracts unless 
authorized by this Policy, official delegation of such authority to another person by the Board of 
Commissioners or Michigan law. 
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E.  General Guidelines for When a Contract is Needed In Addition to a Purchase Order: 

 
1.  Contract Needed: 

a.  For purchasing related contracts, contracts generally needed for: 
1.  Professional and General services3; 
2. Contracts that are funded in whole or in part by federal and/or state government 

or agency. 
 

b.  For non-purchasing-related contracts, as described above, a contract is always 
needed because these types of contracts, by their very nature, generally do not 
generate Purchase Orders. 
 

 
2.  Purchase Order Generally Sufficient 

a.  Contracts for goods only (no services);  
b. Contracts for utilities such as natural gas, water, and electricity (not phone, internet, 

or cable services). 
 
 
*NOTE: 
 
Due to a wide array of goods and services procured by the County, these are general guidelines 
and exceptions are likely.  During the procurement process, all Ottawa Funded Units are 
encouraged to reach out to the Purchasing Division, which works with Corporation Counsel, for 
any necessary guidance and clarification of these guidelines. 
 
 
 
 
 
 
 
 
 
 
 
 

C.F. Submission for Approval: Approval of all contracts (excluding most Purchase 
Orders) shall follow one of the methods described below: 

 
3 For questions, please refer to the Professional Services vs General Services guidance held by the Purchasing Division 
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(1) Pre-Approval of Board of Commissioners: The following types of contracts shall 
be submitted for review and approval by the Fiscal Services Department, Corporation 
Counsel, and Administrator and Corporation Counsel and shall be directed through 
appropriate committees of the Board of Commissioners, including the Finance and 
Administration Committee and the Planning & Policy Committee, for review and 
approval, and shall be formally approved by the County Board of Commissioners prior 
to execution by the Chairperson of the Board of Commissioners and the County 
Clerk/Register: 
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(a) Sales and other Transactions concerning Real Property: All leases, 
sales, grant-of-easements, and other transactions or conveyances in real 
property owned or to be acquired by Ottawa County or an Ottawa Funded Unit; 

 
(b) Contracts with other Units of Government: All contracts with another 
unit of government; 

 
(c) Grants All original grants unless under $2,500 or otherwise approved by 
the Administrator; 

 
(d) Contracts that Involve Politically Sensitive Subjects: All contracts that 
involve politically sensitive subjects (such as any contract involving a 
sociopolitical point of view involving gender, gender identity, race, sexual 
activity or orientation, religious affiliation or similar issues); 

 
(e) Contracts, Contractual Extensions or Modifications, or Change Orders 
for Goods and/or Services in Excess of $70,000.00: Except as provided in 
Subparagraph 2(c), below, contracts for goods and services in excess of 
$70,000.00; 

 
(f) Change Orders and Contract Modifications with Material Effect: 
Change orders or modifications which will not change the price term of a 
contract, but which will, in the opinion of the department or agency head and/or 
Administrator, result in substantial modification to the quantity, quality, or 
timeliness of performances by the contracting parties; 

 
(g) Collective Bargaining Agreements: Collective Bargaining agreements, 
including extensions or modifications, although changes in sub-agreements to 
collective bargaining agreements may be negotiated and approved by the 
Administrator without prior approval of the County Board of Commissioners. 
The Administrator shall keep the Talent and Recruitment Committee and the 
Board advised of the status of these matters and shall seek Committee and 
Board consent for any such modification, as may be advisable; and 

(h) Contracts that Lack Partial Funding: Any contract where some or all the 
funding is contingent or dependent on subsequent fiscal year budgeting or 
approval. 
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(2) Contracts that Require Post-Execution Ratification of the Board of 
Commissioners14: The following types of contracts shall be submitted for review and 
approval by the Fiscal Services Department, Administrator and Corporation Counsel 
and, unless another form of execution is approved by the Administrator, shall be 
executed by the Board of Commissioners’ Chairperson and County Clerk prior to 
ratification approval by the Board of Commissioners along with other such contracts 
as part of its consent agenda at the next regularly scheduled meeting after execution: 

 
(a) Courts and Community Mental Health Contracts: Because of the character of 
their operations all contracts of Community Mental Health and the courts; 

 
(b) Contracts under $70,000 in total amount: Except for contracts to which under 
Paragraph 3 applies, all contracts of Funded Units that are under $70,000 in total 
amount; 

 
(c) Emergency Contracts: If approved by the Administrator, all contracts of other 
Funded Units that are over $70,000, in total amount that are necessary to obtain goods 
and services quickly to assure the continuity of government operations or the provision 
of services critical to a county client or Funded Unit operation; 

 
(d) Grant Renewals: All grants previously approved by the Board that are merely 
being renewed and where the grantor does not require the preapproval of a legislative 
body; and 

 
(e) Exceptional Circumstances: Contracts that may not meet the criteria specified in 
the subparagraphs above, but where the department or Funded Unit believes and 
Corporation Counsel and Administration concur that an expedited contract process is 
necessary. 

 
(3) Contracts that May Be Approved Without Board of Commissioners’ Approval: 
The following types of contracts may be approved without the preapproval or ratification 
of the Board of Commissioners and may be executed by the Head of a Department, Funded 
Unit or Elected Official: 

(a) Repetitive and Form Contracts for County Provided Services Directly to 
Individuals without an Intermediate Vendor: Contracts for services provided 

 

 
4 These types of contracts may be implemented, and payment may be made upon execution by the Board’s Chairperson 
and County Clerk.  In the event that the Board refuses to ratify the Contract, the vendor will be immediately notified, 
and any contractual performance will be terminated.  If a Court Contract is refused, the Administrator, Corporation 
Counsel and Board Chairperson shall meet with the appropriate Chief Judge and Court Administrator to resolve the 
authorization. 



General Policy 

 

8  

1 These types of contract may be implemented prior to ratification. Payment may be made upon execution by the 
Board’s Chairperson. In the event that the Board refuses to ratify the Contract, the vendor will be immediately notified 
and any contractual performance will be terminated. If a Court Contract is refused, the Administrator, Corporation 
Counsel and Board Chairperson shall meet with the appropriate Chief Judge and Court Administrator to resolve the 
authorization issue. 
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directly to the public, which are for authorized, budgeted programs and which are 
in a form used repeatedly with residents or citizens, (e.g., home weatherization, 
Department of Public Health services, Sheriff’s Office services, such as blood 
draws for jail inmates, Parks and Recreation services such as facility rental 
agreements, marina ship rental agreements, etc.) may be executed by the head or 
the designee of an Ottawa Funded Unit without review by the Fiscal Services 
Department or Corporation Counsel. The language and format of all repetitive and 
form contracts shall be reviewed and approved by Corporation Counsel on an 
annual basis; and 

 
(b) Credit Card, Contracts, Grants, and Purchase Order Purchases Under 

$32,0500: If under 
$32,0500 in total amount, purchases or requisitions for budgeted items if acquired 
through a county-issued credit card or using the county-approved purchase order 
approved by Corporation Counsel or grants should be processed through the Fiscal 
Services Department following the policies and procedures established by the 
Fiscal Services Department. 

 
A.V. Contract Retention: An executed original of all contracts, amendments, and modifications, 

except repetitive or form contracts and collective bargaining agreements, which are reviewed, 
approved and executed under this policy, shall be kept in the office of Ottawa County 
Clerk/Register. A copy shall also be kept in the office of the department or agency making the 
contract. 

 
V.VI. REVIEW PERIOD 

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

Committee/Governing/Advisory Board Approval Date:  

Planning and Policy Committee 
11/08/2024

Fiscal Services Department

Karen Karasinski

Purchasing Policy

To approve and forward to the Board of Commissioners the revised Purchasing Policy for a first reading.

As part of our ongoing policy review and in response to feedback we are recommending the following updates:

1. Alignment with other policies (Disposal of Equipment, Contract Authorization) and providing clarification of who is
responsible of the different phases of the contracting process in relation to County Purchasing (Contract Formation,
Administration, and Closeout).

2. Clarifying that Ottawa Funded Units will work with Purchasing on "Formal Solicitations." This has been and continues to be
our process and it is reflected in our Purchasing Handbook and Internal Procedures. We are adding to this policy to ensure
consistency.

3. Clarifying when Requisitions should be submitted and Purchase Orders can be released, being more in line with the other
policies and procedures. These sections were moved in the policy as well and are not completely new.

4. Increasing the Micro-Purchase Threshold from $2,500 to $3,000. This recommended increase coincides with the increase
in cost of goods and services since this policy was last reviewed in 2020, per the Consumer Price Index (CPI).

5. Adding a FOIA section and other minor clarification, consistency, and/or grammatical corrections to sections throughout the
policy.

✔

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

Goal 4, Objective 1:  Conduct activities and maintain systems to continuously improve to gain efficiencies and improve effectiveness.
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PURCHASING POLICY 
 

I. POLICY 
 
All departments, agencies and county funded activities (“Ottawa Funded Units”) are subject to this 
Policy, except as provided herein. Ottawa County is committed to excellence and the delivery of 
cost-effective public services that properly respect value of public tax dollars. To accomplish these 
objectives, the County engages in purchasing activities that are fair, open and equitable and 
implement procedures designed to support and maintain an efficient procurement system, of that 
involves cross-departmental collaboration, innovation, quality, and integrity for all Ottawa Funded 
Units. This policy focuses on the acquisition of goods and services for county funded operations 
and is to works in conjunction with the County’s Contracting Authorization and Form Policy. 

 
II. STATUTORY REFERENCES 

 
The Board of Commissioners may establish such rules and regulations regarding the business 
concerns of the County as the Board considers necessary and proper. See: MCL §46.11(m); Act 
156 of Public Acts of 1851, as amended. See also, §MCL 205.54(7); Act 167 of Public Acts of 
1933. and the Michigan Sales and Use Tax Rule, 1979 MAC Rule 205.79 

 
III. COUNTY LEGISLATIVE OR HISTORICAL REFERENCES 

 
The original Board Policy on this subject matter was adopted on 05/23/95. 

 
Board of Commissioners Resolution Number and Policy Adoption Date: March 24, 2020 

Board of Commissioners Review Date and Resolution Number: 

Name and Date of Last Committee Review: Planning and Policy Committee, March 17, 2020 

Last Review by Internal Policy Review Team: February 13, 2020 September 30, 2024 
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IV. PROCEDURE 
 
 

A. APPLICATION 
 
 

1. This policy applies to the procurement of all goods and services for Ottawa County 
Funded Units, which include the County’s constituent departments, agencies, and the 
courts and other activities that receive County appropriations. 

 
2. All pPurchasing activities and procedures will comply with all federal, state and local 

laws, as well as any applicable funding regulations. 
 

3. The Board of Commissioners appropriates amounts sufficient for the reasonable and 
necessary operations of County Ottawa Funded Units for each fiscal year. Each Funded 
Unit is responsible to manage and maintain a budget for goods, services or construction 
purchased by or on their behalf. 

 
4. The County Administrator (“Administrator”) oversees and authorizes the Fiscal 

Services Director and Purchasing Manager to direct all County functions related to the 
purchase of goods, services and construction. 

 
5. This Policy shall be administered by the Purchasing Division of the Fiscal Services 

Department and is designed to provide a consistent framework for procurement activities 
across all Ottawa Funded Units. However, this policy shall not be binding on, or interfere 
with the independent authority of, statutorily or constitutionally created County boards, 
although all are encouraged to align with its principles for the benefit of efficiency and 
best practices.  If a conflict arises between this policy and any state or federal law or 
constitution, then the state or federal law or constitution shall control. 

 

B. VALUES 

 
1. Best Business Practice: The County conducts procurement transactions based on best 

practice standards of the National Institute of Government Procurement and the 
American Bar Association Model Procurement Code for State and Local Governments 
with an emphasis on departmental expertise and a commitment to quality. 

 
2. Effective, Standardized Processes: The County maintains standardized procurement 

processes to support efficient organizational operations, enhance economies of scale, 
and promote cross-departmental collaboration. 

 
3. Employee Training: The County supports employee training and education 
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appropriate to the level of delegated procurement authority and responsibility. Training 
materials and Standard Operating Procedures (“SOPs”) will be maintained by the 
Purchasing Division. 
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4.3.Fair, Open and Equitable Competition: The County conducts procurement 
transactions by fair and open competition to reduce the opportunity for favoritism and 
to inspire public confidence that purchases are equitable and economical. The 
Purchasing Manager, in collaboration with Ottawa Funded Units, will oversee the fair 
and equitable treatment of existing and potential vendors in their relationships with the 
County. 

 
5.4.Advisory Group: The County will maintain a Purchasing Advisory Group consisting 

of representatives from Fiscal Services and various Ottawa Funded Units. The Advisory 
Group will collaborate with the Fiscal Services Department on County purchasing 
matters. 

 
5. Contracting: Corporation Counsel oversees the contracting authorization and form 

process and will direct the Purchasing Manager regarding purchasing related contracts. 
resulting from County purchasing activities.Contract management, including contract 
formation, administration, and closeout, is a collaborative effort between Corporation 
Counsel, Ottawa Funded Units, and Purchasing, with the intent of maintaining 
consistency, and reducing risk to the County. Funded Units are responsible for the 
administration of contracts resulting from purchasing activities to ensure that a 
contractor is performing in accordance with the specifications, terms and conditions 
under which the contract was awarded. 

  
a) Contract Formation: Contract formation is a collaborative effort between 

Ottawa Funded Units and the Purchasing Division. The Ottawa Funded Unit is 
considered the subject matter expert on the products or services being procured. 
The Purchasing Division engages in continual training and certification related 
to government procurement and contracting best practices and works with 
Corporation Counsel for the most updated purchasing related documents and 
templates. Purchasing is the holder of the following documents that have been 
approved by Corporation Counsel: county preferred standard form contract 
templates; county preferred standard form amendments, addenda, extensions, 
and renewals; solicitation templates; and current insurance requirements. 
Purchasing can assist with the contract formation process for purchasing related 
contracts, addenda, amendments, contract change orders, extensions, and 
renewals.  
 

b) Submission for Approval: Ottawa Funded Units are responsible for the 
submission of contracts and associated documentation (certificate of insurance, 
original contracts, amendments, addenda, cooperative agreements, etc.) into the 
County’s designated contract approval system.  
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c) Contract Administration: Ottawa Funded Units are responsible for 

monitoring and administering the contract once it has been executed by all 
parties. Administering the contract means ensuring that all specifications, and 
terms and coonditions of the contract are followed. Additionally, the Ottawa 
Funded Unit is responsible for communicating any necessary contract changes, 
such as amendments, extensions, renewals, etc., both internally and externally 
with the third party. Purchasing and Corporation Counsel are available to assist 
with this process as needed. 

  
d) Contract Closeout: Ottawa Funded Units are responsible for the contract 

closeout process. The contract closeout process ensures that all contractual 
obligations are fulfilled, financial matters are resolved, final invoices are paid, 
and relevant documentation is completed and archived.  

  
e) Contract Retention: A fully executed contract that conforms with the Contract 

Authorization and Form Policy shall be kept in the office of Ottawa County 
Clerk/Register. Additionally, for purposes of management of the active 
contract, a copy should also be held by the Department or Agency impacted by 
the contract and the Purchasing Division.  

 
6. As it relates to Purchasing related contracts, any legal questions should be directed 
to the Office of Corporation Counsel.  

 
7.6.Nondiscrimination: Every contract or purchase order issued by the County is entered 

into under provisions requiring the contractor, subcontractor or vendor not to 
discriminate against any employee or applicant for employment because of his/her race, 
religion, sex, color, national origin, height, weight, handicap or marital status. Every 
contract or purchase order issued by the County is entered into under provisions 
requiring the contractor, subcontractor or vendor not to discriminate pursuant to all 
applicable state and federal laws. 

 
8.7.Ethics and Accountability: Offering or receiving any gratuities, personal benefit, or 

kickback in connection with any purchasing or contracting decision violates ethical 
standards and the value of fair competition and is therefore strictly prohibited. 

 
9.8.Failure to Follow Policy: The County is not responsible for the costs of goods and 

services ordered or purchased by any County official or employee that are not obtained 
in accordance with this policy. Contracts negotiated outside of this policy will be 
considered invalid and non-binding. 

 
9. Conflict of Interest: County employees will always use sound judgement in avoiding 

actions or commitments that might create a conflict of interest in connection with any 
procurement transactions. 
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10. Freedom of Information Act: All solicitations and vendor responses may be subject 
to disclosure pursuant to the Freedom of Information Act (FOIA). 

 
11. Ottawa Funded Unit Protests: The Administrator will decide on the merits of any 

County department protest against any procurement decision made by the Fiscal 
Services Director and Purchasing Manager and that determination shall be final and 
conclusive. For other Ottawa Funded Units, the Administrator, Corporation Counsel 
and Purchasing 
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Manager shall meet with the chief administrative officer of the Ottawa Funded Unit to 
resolve any purchasing and/or contractual authorization and form issues. 

 
C. STANDARDS FOR PROCUREMENT 

 
1. Requisitions: The County maintains a procurement system, which requires Ottawa 

Funded Units to create and submit a requisition for review and authorization by the 
Purchasing Division. A requisition should be submitted, approved, and converted to a 
Purchase Order before goods and/or services are provided to the County.  

 
2. Purchase Orders: The County will issue a purchase order (“PO”) in a form approved 

by Corporation Counsel to a vendor prior to the order of all goods, and services, 
excluding micro purchases made by purchasing card or other immediate form of 
compensation. Any alteration in specifications, delivery, price, quantity, or other terms 
will be added to the original purchase order as a change order. A change order cannot 
materially alter the original scope of the procurement. In accordance with the 
Contracting Authorization and Form Policy, instances where a contract is required 
based on the type of goods or services being purchased, the contract should be fully 
executed by all parties before a Purchase Order is issued. 

  
1.3.Spend Thresholds: The County will maintain procurement procedures that are 

determined by the dollar amount of the procurement, as follows: 
 

a. Purchases Less than $2,5003,000, or “Micro Purchase”: These purchases do 
not justify the administrative time and expense necessary for a competitive 
solicitation process and do not require documentation of quotes. Purchase 
requirements will shall not be artificially divided in order to constitute a micro 
purchase. 

 
b. Purchases Between $2,500 and $35,000, or “Informal Solicitation”: These 

purchases require a competitive price quotation or proposal for goods, services 
or construction in which a well-defined scope is conveyed by phone, email, or 
online bid system and do not require a formal sealed bid or proposal, public 
opening or other formalities. Purchase requirements shallwill not be artificially 
divided to avoid a formal solicitation. 

 
c. Purchases greater than $35,000, or “Formal Solicitation”: These purchases 

require a competitive bid or proposal for goods, services or construction in 
which a well-defined scope is conveyed by public notice. Ottawa Funded Units 
are required to work with Purchasing on transactions that are greater than the 
Formal Solicitation threshold. Proposal submissions must be made in 
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conformance with a prescribed format. 
 
 

2. Requisitions: The County will maintain a procurement system utilizing requisitions 
for purchase authorization for all purchases except for micro purchases made by 
purchasing card or other immediate form of compensation. 

 
3. Purchase Orders: The County will issue a purchase order (“PO”) in a form approved 

by Corporation Counsel to a vendor prior to the order of all goods, services or 
construction excluding micro purchases made by purchasing card or other immediate 
form of compensation. Any alteration in specifications, delivery, price, quantity, or 
other terms will be added to the original purchase order as a change order. A change 
order cannot materially alter the original scope of the procurement. 

 
4. Market Analysis: While performing market analysis and research for the development 

of a future solicitation, the County may obtain feedback from potential vendors by 
public notice, as follows: 
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a. Request for Qualifications (“RFQ”): The pre-screening of potential vendors 
in which such factors as pricing, capability, reputation and management are 
considered to develop a list of qualified vendors for a solicitation. 

 
b. Request for Information (“RFI”): A written request to obtain input from 

interested parties for an upcoming solicitation, including best practices, industry 
standards, technology issues, product specifications or other relevant 
information. 

 
5. Scope of Work / Specifications: Specifications for all County Ottawa Funded  

purchasesUnit purchases will be written to promote overall economy for the purposes 
intended, to encourage competition in satisfying the County’s needs and to provide a fair 
opportunity to all qualified vendors. This applies to any specifications prepared by 
County staff or prepared by others on the County’s behalf. 

 
6. Purchasing Card (“P-Card”): The County will administer a purchasing card 

program, which allows allowing individuals who are issued a Pp-card to make 
electronic payments for discretionary micro purchases on behalf of the County. The 
Purchasing Manager will supervise all processes related to the p-card program. 

 
7. Centralized Invoice Payment: Invoices will be processed centrally through the 

Accounts Payable Division of the Fiscal Services Department upon approval by the 
Ottawa Funded Unitconstituent agency, department or court and in compliance with the 
County’s Authorization of Funds and Timing of Disbursement Policy. 

 
8. Vendor Insurance: All purchase orders or contracts issued by the County among an 

Ottawa Funded Unit and a third party  will specify vendor insurance requirements. 
 

9. Contract Clauses: All County contracts will include provisions necessary to define 
the responsibilities and rights of the parties to the contracts. 

 
10. Emergency Procurements: Whenever there exists an apparent threat to the public 

health, welfare or safety of the County, its facilities, or its residents, the Purchasing 
Manager may make or authorize others to make emergency procurements of supplies, 
services, or construction items, as directed by the County Administrator and Fiscal 
Services Director. In the event of an emergency activation under the Ottawa County 
Emergency Services Resolution, under statute P.A. 390 of 1976, Emergency purchases 
shall be documented in writing and are to be made with such competition as is 
practicable under the circumstances. 
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11. Leasing: When there has been a determination by the Purchasing Division that leasing 
may be a viable financing option, or it is proposed by a requesting department or 
agency, a cost/benefit analysis will be conducted to determine the appropriate 
contracting method. 

 
12. Bid Security: Bid security will be required for all competitive sealed bids/proposals 

for construction contracts when the cost is estimated to equal or exceed five hundred 
thousand dollars ($500,000). Bid security shall be in an amount equal to at least 5% of 
the bid amount. 

 
13. Performance Bonds: When a construction contract for fifty thousand dollars 

($50,000) or more is awarded, the proposed contractor shall furnish, at his or her own 
expense, a performance bond, or the equivalent in cash, in an amount equal to 100% of 
the contract price and a payment bond in an amount equal to not less than 25% of the 
contract price. 

 
14. Surplus Auctions and Equipment Disposition: In accordance with the Disposal of 

Surplus or Obsolete County Equipment Policy, Tthe Purchasing Division in 
coordination with Corporation Counsel will assist Ottawa Funded Units departments, 
agencies and courts with equipment disposition and the organization of surplus auctions 
for the purpose of providing an efficient process for the County to dispose of obsolete 
equipment and furnishings. 

 
D. PROCUREMENT METHODS (SOURCING) 

The Purchasing Manager, in collaboration with the Ottawa Funded Units, is 
responsible to determine the appropriate procurement method to be used, including the 
following: 

 
1. Purchasing Card or “P-Card”: A single in the moment purchase below the micro-

purchase threshold performed at the discretion of the Ottawa Funded Unit constituent 
agency, department or court to ensure best value. Individuals issued a p-card are 
authorized to make discretionary micro purchases on behalf of the County. 

 
2. Request for Quote or “RFQ”: An informal solicitation in which a well-defined scope 

is conveyed by phone, email, or online system and does not require a formal sealed bid, 
public opening or other formalities. The RFQ solicits pricing information from several 
sources with award to the lowest price meeting specifications. 

 
3. Request for Proposal or “RFP (Informal)”: An informal request made to potential 

vendors by phone, email or online system requiring a written proposal in response. Price 
is not the only evaluation factor. The RFP allows for the negotiation of proposed terms 
throughout the evaluation process prior to contract award. 
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4. Request for Proposal or “RFP (Formal)”: A formal solicitation document distributed 
by public notice requiring a written proposal in conformance with a prescribed format 
in response. Price is not the only evaluation factor. The RFP allows for the negotiation 
of proposed terms throughout the evaluation process prior to contract award. 

 
5. Invitation to Bid or “ITB”: The formal solicitation of a competitive, sealed bid which 

must be submitted in conformance with a prescribed format to be opened in public at a 
specific date/time. The award is made to the lowest price quoted meeting specifications 
as set forth. 

 
6. Cooperative Purchase: The action taken when two or more Ottawa Funded Units 

departments, agencies, courts or other governmental entities combine their 
requirements to obtain advantages of volume purchases. Cooperative purchases may 
result in contracts that others may “piggyback.” 

 
7. Sole Source: A situation in which only one vendor or supplier possesses a patent for 

the unique ability or capability to meet specific requirements of a solicitation thereby 
creating an inability to obtain competition. 

 
8. Single Source: A procurement decision whereby a purchase is directed to one source 

because of standardization, warranty, compatibility or other factors, even though other 
competitive sources may be available. Guest speakers, honoraria, subscriptions, dues, 
memberships and other similar items will be treated as single source. 

 
9. Other Purchase: Under very limited circumstances the Purchasing Manager may 

initiate a procurement when it is determined that an unusual or unique situation exists 
that makes the application of all other procurement methods contrary to the public 
interest. 




