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AGENDA

CALL TO ORDER

PLEDGE TO THE FLAG

ROLL CALL OF THE BOARD
CALL TO THE PUBLIC
CONSENT AGENDA
APPROVAL OF THE AGENDA

UNFINISHED BUSINESS
1. Executive Team

CURRENT BUSINESS
CALL TO THE PUBLIC
BOARD COMMENTS

ADJOURNMENT




HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

2.0 TOWNSHIP BOARD ADMINISTRATION

2.1 Township Board Powers

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

2.2 Authority Delegated from the Board

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

2.3 Authority to Interpret the Provisions of this Manual

The Executive Team shall provide department heads and employees, interpretations to
implement the provisions of the administrative policies and procedures manual. These
interpretations shall be considered authoritative and binding unless the interpretation is
appealed to the Township Board. Any such appeal shall be made at the next regular
meeting of the Township Board. The Township Board may uphold, overturn or alter all
or part of any interpretations made pursuant to this section.

2.4 Board Meeting Administration
2.4(a) Postings

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

2.4(b) Meeting Agenda

The Township Clerk in consultation with the Supervisor and Treasurer shall prepare the
agenda at least four days prior to every Township Board meeting. Any board member or
department head, who desires to have an item placed on the agenda will notify the Clerk
with a cover memo and supporting documentation in Municode by 12:00 PM on the
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Wednesday the week before the meeting. Information required to be redacted (i.e. social
security numbers, personal phone numbers, name etc.) from items are the responsibility
of the board member or department head who places said item on the agenda. The
general public wishing to add agenda items may make a request-by addressing the board
at the Call to the Public of any Board meeting, see section 2.4(f). Digital Packets will be
available on the Township website Thursday by 5:00 p.m. before the Tuesday meeting.
Closed session information will be provided in paper form to Board members, and to Legal
Counsel. Agenda requests will be evaluated for inclusion on the agenda by the Board.

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

Call to Order

Pledge to the Flag

Roll Call of the Board

Call to the Public

Approval of the Consent Agenda

Approval of the Agenda

Unfinished Business

Current Business

. Call to the Public

0. Board Comments

1. Adjournment

HRwoNoUhWNE

2.4(c) Consent Agenda

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

1. Correspondence

2 Public Information

3. Board and Committee Meeting Minutes

4. Clerk’s Warrant & Payables

5 Committee/Boards/Department Monthly Reports

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

2.4(d) Board Rules

Orderly meetings will be conducted using parliamentary procedure and utilizing Robert’s
Rules of Order simplified per the following guide to conduct meetings fairly and efficiently.
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Motions:
e All motions must be seconded and are adopted by a majority vote unless otherwise
noted.

e All motions may be debated.

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

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

Points:

e Point of Order: When a Board member believes that the rules of the Board are
being violated, he/she can make a Point of Order (or raise a question of order)
thereby calling upon the chair for a ruling and an enforcement of the rules.

e Point of Information: a request for information on a specific question, either about
process or about the content of the motion.

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

Table:
e A motion to table is to set aside temporarily without setting a time for resuming
its consideration but with the provision that the motion can be taken up again
whenever the majority decides.

Abstaining:

e A Board member must abstain (refrain from voting) when he/she has a conflict of
interest. A Township Board member has a conflict of interest when he or she,
individually, has a direct personal financial interest in the matter before the Board.

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

e A Township Board cannot force a member to abstain. Where there is no conflict
of interest, a Board Member has a duty to vote.

2.4(e) Board Work-Study Session

The Township Board shall conduct a work-study session prior to each regularly scheduled
meeting of the Board of Trustees, provided a request has been submitted. Any elected
official, or department head, requesting the meeting with the Board must do so by noon on
the Wednesday preceding the work-study by submitting a memo and any supporting
documents into Municode.
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The Clerk will notify the Board of Trustees, via email, if the work-study session has been
canceled due to lack of an agenda. Work-Study sessions shall be publicly noticed meetings
that will not be televised but rather audio recorded. Minutes from the work-study session
will be included in the succeeding consent agenda. In keeping with the intent of a work-
study session, generally speaking, no motions will be made in a work-study session, and
no action will take place in the board meeting that immediately follows where an issue is
raised but may be included in any other future meeting as directed by the Board.

2.4 (f) Public Participation

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

2.4(g) Board Correspondence

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

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

2.4(h) Board Consultants

The Township Board reserves to itself the authority to appoint the following consultants:
Attorney

Auditor

Engineer

Labor Relations Attorney

Planning Consultant

Risk Manager

Bond Counsel

Other (As Appropriate)

PNOUThA WM

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

Term of the Agreement

Description of Services

Method of Payment (retainer, hourly, project, or combination thereof)
Schedule of Payment

Documentation of Services Provided

Method of Resolving Disputes

ounhwne=
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7. Which Township Officials are Authorized to Direct Work or Assign Tasks to
Consultant

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

2.4(i) Litigation

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

Extenuating circumstances are defined as an emergency situation or a situation in
which a violation of any State, Federal, or local ordinance constitutes a public
nuisance or otherwise endangers the public and in which the continued existence
of such a condition, emergency or violation shall be detrimental to the health,
safety and welfare of the Township.

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

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

2.4(j) Direction and Control of Day-to-Day Administration

To promote efficient administration, the Township Board authorizes the Executive Team,
to provide day-to-day direction and control over all Township activities that are not
assigned by State law to another official, and to provide a liaison between the Board and
the various Township departments.

Any directives or complaints made by a member of the Board regarding a department
head or employee, shall be directed to the elected official responsible for the department.
All requests for information by a board member should be directed to the responsible
elected official.
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2.4(k) Board Minutes

Minutes will be prepared and published according to the MTA Clerk Guide to Township
Government, and applicable MCL(s).

2.5 Committee Administration

All sub-committees, boards, and commissions of the Hamburg Township Board shall be
conducted in accordance with the Michigan Open Meetings Act.

2.5(a) Committee Postings

Department Heads are responsible for posting any meetings for any boards, commissions,
or committees related to their department.

2.5(b) Committee Rules

All other boards, commissions or committees not addressed in section 2.4 shall follow
their applicable bylaws.

2.5(c) Committee Meeting Participation

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

2.5(d) Committee Minutes

Minutes will be prepared and published according to the MTA Clerk Guide to Township
Government, and applicable MCL(s). Minutes will be prepared by the committee
secretary, approved by Committee, and submitted to the Township Clerk. The Clerk is
designated as the keeper of the minutes and is responsible for forwarding a copy of the
approved minutes to the Township Board. All committees shall have board approved
bylaws governing their operations.

2.6 Township Board Laptop Computers
2.6(a) Use of Township Board Laptops
Laptops shall be provided to Township Board members. For the Executive Team, the

Township Board may elect to provide a dual use laptop for support of digital packets as
well as a day-to-day office machine as a full-time member of the Township network.
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2.6(b) Security

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

2.6(c) Personal Use
Non-profit/recreational/casual use will be permitted for laptops provided to Township

Board members. Private business or profit making uses of Township laptops is strictly
prohibited.
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0.0 DEFINITIONS

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

Bankers’ Acceptance (BA): A draft or bill or exchange accepted by a bank or trust
company. The accepting institution guarantees payment of the bill, as well as the
issuer.

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

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

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

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

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

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

Construction project: labor and material necessary for the construction, renovation,
repair or improvements of a Township-owned building, except repair in emergency
situations.

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

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

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

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

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

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

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

Executive Team: A group of elected officials consisting of the Supervisor, Clerk and
Treasurer, who are responsible for providing day-to-day direction and control over all
Township activities that are not assigned by State law to another official, and to provide a
liaison between the Board and the various Township departments.

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

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

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

Fed Wire: A computer system linking member banks and other financial institutions to
the Fed, used for making inter-bank payments of Fed funds and for making deliveries of
and payments for Treasury, agency and book-entry mortgage backed securities.

Investment Adviser’s Act: Legislation passed by Congress in 1940 that requires all
investment advisers to register with the Securities and Exchange Commission. The Act
is designed to protect the public from fraud or misrepresentation by investment
advisers.
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Liquidity: A liquid asset is one that can be converted easily and rapidly into cash
without a substantial loss of value.

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

Locality: the Township of Hamburg or Livingston County.

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

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

Market Value: Current market price of a security.

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

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

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

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

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

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

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

Portfolio: Collection of securities held by an investor.

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

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

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

Rate of Return: The yield obtainable on a security based on its purchase price or its
current market price. This may be the amortized yield to maturity on a bond or the
current income return.

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

Repurchase Agreements: A transaction whereby a holder of securities sells securities
to an investor with an agreement to repurchase them at a fixed price on a fixed date.
The security “buyer” in effect lends the “seller” money for the period of the agreement,
and the terms of the agreement are structured to compensate the buyer. Dealers use
repurchase agreements extensively to finance their positions.
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Responsible contractor: any contractor or sub-contractor who is sufficiently qualified to
satisfactorily perform the construction project, or any relevant part of the construction project
as determined by the Township.

Rule 2a-7 of the Investment Company Act of 1940: Applies to all money market
mutual funds and mandates such funds to maintain certain standards, including a 13-

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

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

Safekeeping: Holding of assets (e.g., securities) by a financial institution.

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

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

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

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

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

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

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

Treasury Bills: A non-interest-bearing discount security issued by the U.S. Treasury to

finance the national debt. Treasury Bills are issued with maturities ranging from a few
days to 26 weeks.
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Treasury Bonds: Long-term U.S. Treasury securities having initial maturities of more
than ten years.

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

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

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