OSHTEMO CHARTER TOWNSHIP BOARD
7275 West Main Street
Kalamazoo, Ml 49009

269.375.4260

March 15, 2016
BOARD WORK SESSION

6:00 p.m.
AGENDA
A. Call to Order
B. Public Comment
C. Update from Kalamazoo County
D. Discussion of IT Committee Formation
E. Discussion of Funding for Long Term Maintenance & Capital Road Needs
F. Committee Updates and Other Business
REGULAR MEETING
7:00 p.m.
AGENDA
1. Call to Order
2. Pledge of Allegiance
3. Citizen Comments on Non-Agenda ltems
4. Consent Agenda
a. Approve Minutes — February 16, 2016, Joint Meeting, February 23, 2016, Regular
Meeting

b. Receipts & Disbursements Report
c. IT Committee Formation

5. Kalamazoo Township Awards Recognition to Oshtemo Firefighters
a. Firefighter Nathan Carley
b. Firefighter Michael Parker
c. Firefighter Brian Toepper

6. Consideration of Construction Contract Award for 2016 Season Projects
a. North 10" Street Sanitary Sewer
b. Atlantic Avenue Sanitary Sewer Project
c. DDA Commercial Access Drive

7. Discussion Regarding No Hunting, Non-Discharge of Firearms Area (Continued)
8. Other Township Business
9. Board Member Comments

10. Adjournment



Policy for Public Comment
Township Board Regular Meetings, Planning Commission & ZBA Meetings

All public comment shall be received during one of the following portions of the Agenda of an open
meeting:

a. Citizen Comment on Non-Agenda Items or Public Comment -while this is not intended to be a forum
for dialogue andfor debate, if a citizen inquiry can be answered succinctly and briefly, it will be
addressed or it may be delegated to the appropriate Township Official to respond at a later date.

b. After an agenda item is presented by staff and/or an applicant, public comment will be invited.
At the close of public comment there will be board discussion prior to call for a motion.

~ Anyone wishing to make a comment will be asked to come to the podium to facilitate the audio/visual
capabilities of the meeting room. Speakers will be invited to provide their name; it is not required
unless the speaker wishes to have their comment recorded in the minutes.

All public comment offered during public hearings shall be directed, and relevant, to the item of
business on which the public hearing is being conducted. Comment during the Public Comment or
Citizen Comment on Non-Agenda Items may be directed to-any issue.

All public comment shall be limited to four (4) minutes in duration unless special permission has been
granted in advance by the Supervisor or Chairperson of the meeting.

Public comment shall not be repetitive, slanderous, abusive, threatening, boisterous, or contrary to the
orderly conduct of business. The Supervisor or Chairperson of the meeting shall terminate any public
comment which isin contravention of any of the principles and procedures set forth herein.

(adopted 5/9/2000)
(revised 5/14/2013)

Policy for Public Comment
6:00 p.m. “Public Comment”/Portion of Township Board Meetings

At the commencement of the meeting, the Supervisor shall poll the members of the public who are
present to determine how many persons wish to make comments. The Supervisor shall allocate
maximum comment time among persons so identified based upon the total number of persons
indicating their wish to make public comments, but no longer than ten (10) minutes per person. Special
permission to extend the maximum comment time may be granted in advance by the Supervisor based
upon the topic of discussion. ) :

While this is not intended to be a forum for dialogue and/or debate, if a citizen inquiry can be answered

succinctly and briefly, it will be addressed or it may be delegated to the appropriate Township Official to
respond at a later date.

Anyone wishing to make a comment will be asked to come to the podium to facilitate the audio/visual
capabilities of the meeting room. Speakers will be invited to provide their name; it is not required
unless the speaker wishes to have their comment recorded in the minutes.

Public comment shall not be repetitive, slanderous, abusive, threatening, boisterous, or contrary to the
orderly conduct of business. The Supervisor shall terminate any public comment which is in
contravention of any of the principles and procedures set forth herein.

{adopted 2/27/2001)
{revised 5/14/2013)



RECEIPTS & DISBURSEMENTS
** GENERAL, FIRE, SEWER & WATER FUNDS **

RECEIPTS 02/16/ thru 03/03/2016

Spec Ex Use/Rogers

Admin Site Plan/LCC Telecom
Land Div App/Gesmundo
Site Plan/Keyte

Planning Escrow/Keyte

Sign Permits

Copies

Ordinance/Parking Violations
Grave Sales

Grave Openings

Rent Deposits

OCC Rentals

Cable Fees/4th Qtr

Water Receipts

Sewer Receipts

DISBURSEMENTS

3/2/2016 Payroll/Office/Trustees
3/4/2016 Payables

300.00
250.00
150.00
1,150.00
1,000.00
25.00
17.21
530.00
150.00
570.00
675.00
400.00
50,192.45
2,575.00
2,000.00

Total 59,984.66

33,492.55

182,020.50

Total 215,513.05
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Memorandum

Date:
To:
From:

Subject:

10 March 2016

Township Board
Libby Heiny-Cogswell, Supervisor & HR Committee

IT Committee

Objective
Township Board consideration of forming an internal IT committee.

Background

Township Staff and Elected Officials have had periodic discussion on how to move the Township
along technologically for internal efficiency purposes and for communicating with residents and
businesses on pertinent information. The discussion is typically held during the annual budget
process for subsequent year planning.

Recently the Planning Department outlined a process to update the zoning ordinance for ease of
use. The Clerk identified the need to simultaneously update the general ordinances for the same
purpose. The conversion of paper building records to electronic records is nearing completion.
Previously, through municipal BS&A software, updates to assessing information changed and
became available to the general public through the Township web site.

An Oshtemo Township Board member, Zak Ford, is a software engineer, and is interested in
having further discussion via an IT Committee to explore and plan for further technological
improvements. In early March the HR Committee discussed the proposal and the consensus was to
recommend formation of the IT Committee to the Township Board.

Information Provided
Proposed IT Committee Membership

7275 W. Main Strect
Kalamazoo, MI 49009
(269) 216-5220
Fax (269) 375-7180
www.oshtemo.org
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Memorandum

Date:

To:

From:

Subject:

March 9, 2016
Township Board

Marc Elliott, Public Works Director
Libby Heiny-Cogswell, Supervisor
Capital Improvements Committee

North 10" Street Sanitary Sewer Project, and
2000 feet of 10™ Street Roadway Improvements (Alternate #1)

Objective:

Township Board consideration of contract award for the North 10% Street sanitary sewer
construction project to Balkema Construction, for a base bid in the amount of $1,335,723.
Additionally, Township Board will consider award of contract for the work in Alternate #1, an
additional amount of $217,676. 1f the Board consensus is to proceed with the project(s), the Board
will need to take action to amend the 2016 Oshtemo Township Budget as outlined below.

Background

The Township has planned for the capital project to extend sanitary sewer service along North 10t
Street up to West H Avenue for many years. The project was postponed in 2014 so as to not
conflict with the Road Commission Drake Road reconstruction project. The 2016 budget for the
North 10% Street sewer already includes most of the dollars for the work.

Competitive, sealed bids were sought, and the Township received bids from four reputable
construction contractors. A bid opening was held at the Township Hall on March 3, 2016 with
Balkema Construction read as the low bidder. The results are found in the attached Bid Tab sheet.

The 2016 budget earmarked $1,250,000 for the sanitary project. The low bid is $86,000 (rounded)
more than the budgeted amount. The recommendation is to amend the 2016 budget in the amount
of $86,000 for the additional sewer cost per bids received, and to include another $54,000 (4%) to
cover construction issues that may arise. The additional $54,000 is within the 10% additional
amount outlined in the Township Purchasing Policy (attached). The total of these amounts,
$86,000 plus $54,000 equals a $140,000 budget amendment. The source of the additional budget
amount would be from the general fund non-motorized South Drake Road Phase II project, which
is now planned for 2017 construction.

Additionally, the Board will consider whether to include the Alternative #1 construction work in
the contract award for improved safety. Safety was a major concern in requesting bids for this

7275 W. Main Street
Kalamazoo, M1 49009
(269) 216-5220
Fax (269) 375-7180
www.oshtemo.org



9 March 2016
Memorandum
Page 2

additional work due to overall increased traffic, plus the addition of gravel tractor-trailers. The
work consists of 2,000 feet of pavement widening (an average of 3-foot each side) and resurfacing
of the roadway segment located south of the sewer project. The current pavement width over this
segment weaves in and out between 30 and 43 feet. The design improvement will allow the
striping of a uniform center turn lane from the southern end of the sewer project limits, through to
West Main Street. Alternate #1 will result in a uniform paved shoulder from H Avenue to West
Main Street (a non-motorized improvement). This work has been endorsed and recommended by
the Capital Improvements Committee.

In order to award Alternate #1, the Board will need to amend the 2016 road budget, to add
$164.000 for this additional North 10™ Street road work. The Board would also need to amend the
budget for the non-motorized work in the southern section in the amount of $54,000 for the
widened shoulders component. Source of funds for both of these amendments would be from the
South Drake Road non-motorized Phase II project, rescheduled for 2017.

Information Provided

Sanitary Sewer Capital Extension Plan (Excerpt from Master Plan)
North 10% Street Project Map

North 10" Street Bid Tab Sheet

Township Purchasing Policy

2016 3-9 memo for board rve N 10th Street sewer (mee edits).doc
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This map is for reference purposes only. While it is intended
to be an accurate graphic representation, its accuracy cannot
be guaranteed. Any conclusions or information derived from
this map are at the users sole risk.
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OSHTEMO CHARTER TOWNSHIP
PURCHASING POLICY

Adoption Date: May 13,2014

General Purpose:

The purpose of this purchasing policy is to ensure the efficient procurement of appropriate goods
and services for use in the normal and routine operation of the Charter Township of Oshtemo.
This policy ensures the accountability, transparency, and ethical behavior of Township
purchasing representatives yet supports an efficient process.

Summary Statement of Policy:

The policy is designed to serve as a guide for all purchases by Township employees and elected
officials on behalf of Oshtemo Township.

Actual Policy as Written:

All purchases are ultimately the responsibility of the Township Supervisor and the Board of
Trustees. Department Heads, key staff, and assigned employees shall be responsible for
purchasing goods and services for their departments/area, such as for certain standard supplies
and services. All purchases must be budgeted fot, and properly documented, in accordance with
this policy. This policy does not afford anyone the ability to make purchases in excess of what
has been budgeted for their specific department budget. Department Heads include Planning
Director, Assessor, Attorney, Maintenance Director, and Fire Chief. Key staff include Parks
Administrator and Township Engineer. Purchasers shall not consider appropriations contained in
the budget as a mandate to expend funds, nor does the budget constitute authorization to commit
the Township to purchases, as such authorization originates from the provisions in this policy.
This purchasing policy is based on dollar thresholds. The practice of separating the work of
vendors into separate invoices is a violation of the policy. '

Purchases should be awarded to the lowest responsible bidder. Consideration shall be given to:
quality of goods/services; conformity with specifications; suitability to the requirements of the
township; delivery of goods; and past performance of vendor. The Township shall attempt to
purchase the highest quality goods and services in the best interest of the Township. In this
process, the Township shall serve as an equal opportunity purchaser, favoring local vendors only
when all other factors are equal.

Department Heads and Key Staff shall conduct periodic (at least quarterly) and annual review of
funds assigned to them. They shall provide a summary to the Supervisor as to the financial
position and any varjances of their department.



Authorization to Purchase
Petty Cash:

Miscellaneous purchases under $25 may be made using the petty cash fund. Petty cash is
maintained by the Treasurer. Receipts must be submitted to the Treasurer for reimbursement.
The Treasurer shall keep petty cash in his/her office and may designate additional areas in which
petty cash may kept; e.g., in the Fire Department.

The Treasurer will review petty cash disbursements prior to replenishing the fund. Records of
pretty cash distribution will be kept in the Treasurer’s office and are available at all times for
review.

Credit Cards (for employee use):

Township credit cards may be used to make purchases from vendors where credit terms are not
available (such as travel) as well as for one time non routine items. Treasurer manages credit
card availability to employees. Purchaser must submit detailed receipt to Clerk’s office.

Purchases made on credit cards are subject to transaction and credit limits established for each
individual card. A minimum transaction of five dollars ($5) is required for all credit card
transactions.

Credit Cards (for payments made to Township):

Payments made to the Township for tax payments, application fees, etc, can be made using a
credit card. The purchaser pays any fee established by the credit card company.

Employee Purchasing: Purchasers are authorized and required to make purchases of goods or
services through the formal requisition process using the BS&A purchasing program. Employees
must get the following requisition authorization depending on the type of purchase they are
requesting. Note: Supervisor may determine any particular item can be presented for information
to the Township Board.

1) Purchases that have been budgeted for in the annual budget $2,000 or less: Purchaser
initiates requisition using BS&A program, and purchasers shall monitor sum of purchases
for adherence to annual budget. Supervisor, Treasurer, or Clerk must then review and
approve the requisition. Township Board is informed via receipts and disbursements
report.

2) Purchases that have been budgeted for in the annual budget for operations (ho
maximumy) or for capital items $2,000 - §10,000; Purchaser must receive written or verbal
authotization to purchase from their Department Head or Supetvisor. Department Head
or Supervisor shall monitor the sum of purchases for adherence to annual budget. The
Township Supervisor, Treasurer, or Clerk must then review and approve the requisition.
The Department Head/Key Staff must report this purchase to the Township Board which
is typically accomplished through the receipts and disbursements report.



3) Purchases that have been budgeted for in the annual budget for capital items >$10,000;
Capital purchases that have been budgeted for in the annual budget, including but not
limited to large capital items such as vehicle purchases, road construction, water
construction, and sewer construction, shall not require further Township Board approval.
These capital items will be detailed to the Township Board during the annual budget
meeting process, These items will be included in the annual budget in the blue detail line
items within each General Ledger category. A written update on the consent agenda or
presentation at the meeting will be provided to the Board on the purchasing process used
and the selected vendor or contractor,

4) Purchases that have not been budgeted for in the annual budget, less than or equal to
82,000: Purchaser must first receive authorization from their Department Head or
Supetvisor. Department Head/key staff/Supervisor shall identify source of fund from the
annual budget. Upon authorization, purchaser shall make requisition request using BS&A
program. The Township Treasurer or Clerk must then approve the requisition. Township
Board informed via receipts and disbursements report.

5) Purchases that have not been detailed in the annual budget greater than $2,000, or
purchases that end up costing more than the detailed amount in the annual budget:
Purchaser must first receive recommendation from their Department Head and the
Township Supervisor. The Township Board must then both approve the requisition and
amend the annual budget. Purchaser then creates requisition in BS&A program.

Using the above guidelines, approval shall be secured before the purchase is made, The
Township Supervisor, Clerk, or Treasurer may designate an individual to authorize purchases
while away on leave.

There are three means by which the Township selects a service provider or material product,
These are: a) sealed bids, b) informal quotes, and ¢) sole source purchasing. Refer to detail on
each, below. It is the practice of Oshtemo Township to provide vendors with fair and equal
opportunities to compete for work. Summaries shall state method used.

Sealed Bid Procedure:

Sealed bids may be obtained using a request for proposal (RFP),a set of detailed specifications,
or contract documents (plans and specifications). Publication or communication of proper notice
of the need for bids shall be arranged for in the manner which will bring the information to the
attention of appropriate professionals, contractors, or vendors. A minimum of three bids are
recommended for all purchases over $10,000. Employees may choose to seek multiple bids for
purchases less than or equal to $10,000 as well. The Township may choose to forego the bidding
procedure due to circumstances that would result in a savings to the Township and if the quality
of services provided will not be diminished due to the lack of bidding,

All bids received by the Supervisor’s Office will be time/date stamped when received. All bids
must be sealed when received; unsealed bids will not be accepted. Bids will be opened by the
Township Supervisor or personnel appointed by the Supervisor at the place and time described in
the bid advertisement and shall be open to the public. Once the bid opening process is complete,
staff will prepare a written purchase recommendation. If approved, staff will inform the winning
bidder. The Township reserves the right to reject any and all bids and is not required to accept



the lowest bid. In general, the Township works in accordance with the Qualifications-Based
Selection (QBS)*.

(*From online: “Qualifications-Based Selection (QBS) is a procurement process established by
the United States Congress as a part of the Brooks Act[1] (Public Law 92-582; see also 40 USC
1101 et. seq.)[2] and further developed as a process for public agencies to use for the selection of
architectural and engineering services for public construction projects. It is a competitive

contract procurement process whereby consulting firms submit qualifications to a procuring
entity (owner) who evaluates and selects the most qualified firm, and then negotiates the project
scope of work, schedule, budget, and consultant fee.”” Additional information on QBS in
Michigan is available at www.qbs-mi.org).

Quoting Procedure:

Quotes may be obtained by means of discussion and/or written outline scope of services
request. A minimum of three quotes from professionals, contractors, or vendors is
recommended for substantive purchases. The Township may choose to forego the quoting
procedure due to circumstances that would result in a savings to the Township and if the quality
of services provided will not be diminished due to the lack of quoting.

All quotes received by the Supervisor’s Office or designee will be time/date stamped when
received. Quotes do not need to be sealed. Quotes may be opened at the time they are received.
The approving party must approve or deny all purchases that have been quoted according to
purchasing standards previously stated. The Township reserves the right to reject any and all
quotes and is not required to accept the lowest quote. In general, the Township works in
accordance with the quality based selection on all quotes.

Sole Source Purchasing:

In recognition that certain products and services are clearly superior and/or compatible with
township operations, the approving party may determine that a specific product or vendor be the
sole source of purchasing for the Township. In doing so, the items will be purchased without a
formal bidding process. Examples of sole source purchasing include engineering, information
technology, insurances, and auditing services.

Purchaser will periodically evaluate composite billings and compare sole source vendor with
other vendors, for comparison of pricing and quality, and provide summary of review and
decision, Suggested review period is every three years.
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Required Approvals Typical Methods
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Contracts:

In general, all contracts are approved through the Township Supervisor who by law is the
purchasing agent for the Township. The Supervisor signs the contracts and may do so if

signature aligns with purchasing policy herein (budget) and state law. The Treasurer and Clerk
co-sign the payments.

Education and Training:

The employee’s Department Head shall approve all requests for continuing education,
conferences, and external training, prior to registration. Department Head shall approve based on
annual budgeted education/training line item and shall not exceed the annual appropriated
amount without budget amendment per previous guidelines.
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Dept.
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Required Approvals Typical Methods
Dept.
Amount Head/ SuTwpi' . Clerk | Treasurer g:tnp& Qu::) tos S;;:d Si?ll::e
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tems Not- < $2,000 X X X X
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Contracts;

In general, all contracts are approved through the Township Supervisor who by law is the
purchasing agent for the Township. The Supervisor signs the contracts and may do so if

signature aligns with purchasing policy herein (budget) and state law. The Treasurer and Clerk

co-sign the payments.

Education and Training:

The employee’s Department Head shall approve all requests for continuing education,

conferences, and external training, prior to registration. Department Head shall approve based on

annual budgeted education/training line item and shall not exceed the annual appropriated
amount without budget amendment per previous guidelines.




Cooperative Government Contracts:

Should the Township be able to secure quality products at favorable prices by joining with other
local units of government, or participating in a State of Michigan or federal government
purchasing program, the Township Supervisor may waive the formal bidding process.

Emergency Purchases:

Emergency purchases can be authorized only when health, safety, and/or welfare of Township
residents or their property are endangered through unexpected circumstances, when normal
operations of the Township would be severely hampered by a long delay, or when Township
property or employees are endangered through unexpected circumstances, Normal purchasing
procedures outlined in this policy may be suspended when such circumstances exist. In the case
of an emergency situation, the Township Supervisor, Treasurer, Clerk, or Fire Chief can
authorize the immediate purchase of any materials, supplies, equipment, or services needed to
resolve the emergency situation. The Supervisor will report all emetgency purchases to the
Township Board at its next scheduled meeting,

Change Orders (Within Annual Budget Detail):

Staff & Supervisor are expected to document all change orders in excess of 10% of the original
contracted price. Approval is subject to Supervisor review and approval and availability of funds.

Change Orders: (Outside Annual Budget Detail):

Supervisor or Staff will include up to an additional 10% of contract or specified lump sum
amount in all project budgets for capital projects when submitting request to Township Board to
award contract. Request will identify source of payment funds. As with any other budget
approval, Board approval shall be subject to monies availability in either annual budget or in
Township reserves. Subsequently, Supervisor can approve change orders within the additional
approved budget amount. Supervisor shall work in consultation with consultants and/or Staff to
make determination.

Tax Exempt Status:

Section 4 of the General Sales Tax Act, MCL 205.54(5); MSA 7.524(5) and Michigan Sales and
Use Tax Rule, 1979 AC, R205.79, provide that sales to the United States Government, the State
of Michigan and their political subdivisions, departments and institutions are not taxable when
ordered and paid for by warrant on government funds. In the alternative, the government may
claim exemption at the time of purchase by providing the seller with a signed statement to the
effect that the purchaser is a governmental entity. Statement is available upon request from the
Clerk’s office.



Forms:

Every Township vendor is required to complete an IRS W-9 form ot have this form on record
prior to the release of payment for goods and services.

Documentation:

Once approved, all invoices for goods and services shall be returned to the Clerk’s Office for
processing. The requisition shall be submitted to the Clerk’s Office once approved. All
supporting documentation should be attached to the requisition (bids, board resolution, etc.).

This policy will be in effect upon adoption by the Township Board and will remain in effect until
rescinded by the Township Board. Revisions or amendments must be approved by the Township
Board, and must be recorded in writing and maintained with this original policy by the Township
Clerk. This policy, and all subsequent amendments, will be provided by the Clerk to all
Township Board members, Department Heads, and employees.
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Date: March 7, 2016
To: Township Board
From: Marc Elliott, Public Works Director

Libby Heiny-Cogswell, Supervisor
Capital Improvements Committee

Subject: Atlantic Avenue Water and Sanitary Sewer Extension Project

Objective:

Township Board consideration of contract award for the Atlantic Avenue sanitary sewer
construction project to Balkema Construction, for a base bid in the amount of $337,750.
Additionally, Township Board will consider award of contract for the work which was bid as
Alternate #1, an additional amount of $67,079 to extend roadway improvements an additional 700
foot to Parkview Avenue.

Background

The Township has planned extending sanitary sewer and public water service in Atlantic Avenue
for many years. The project was identified for FY 2016 construction to coordinate with the Road
Commission’s South 9™ Street repaving project because the sewer project needs to open-cut 9t
Street. The 2016 budget for the Atlantic Avenue sewer and water includes the dollars for this
work, so no budget amendment is needed.

Competitive, sealed bids were sought, and the Township received bids from four reputable
construction contractors. A bid opening was held at the Township Hall on March 3, 2016 at 10
a.m. The results are found in the attached Bid Tab sheet. Balkema Construction is the low bidder
for the above described base project at $337,750 and $67,079 for the roadway shoulder
improvements (Alternate #1). The addition of the roadway improvements were recommended by
the Capital Improvements Committee.

The total for both the base work and the alternate is $405,000 (rounded). Adding $20,000 for
construction contingencies is within the guideline additional amount outlined in the Township
Purchasing Policy. The complete project (base plus Alternate #1) yields a total project cost that
remains within the Board’s budgeted amount for the Atlantic Avenue utility improvements.

The recommendation is to award the Atlantic Avenue work to Balkema Construction for the bid
amount, and to authorize the Supervisor to execute a unit-cost contract, and authorize the
Supervisor to expend up to $20,000 additional per Purchasing Policy.

Information Provided

Sanitary Sewer Capital Extension Plan (Excerpt from Master Plan)
Atlantic Avenue Project Map

Atlantic Avenue Bid Tab Sheet

Township Purchasing Policy

2016 3-9 memo for board re Atlantic Ave sewer (mee edits).doc7275 W. Main Street
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CHARTER TOWNSHIP OF OSHTEMO
KALAMAZOO COUNTY, MICHIGAN

Resolution Amending the Oshtemo Township Purchasing Policy
May 13, 2014

WHEREAS, Oshtemo Charter Township adopted its Purchasing Policy on
February 8, 2011; and

WHEREAS, the purpose of the Purchasing Policy is to ensure the efficient
prdcurement of appropriate goods and services for use in the normal and routine
operation of the Township, and to ensure accountability, transparency, and ethical
behavior of Township purchasing representatives yet support efficiency in purchasing;
and |

WHEREAS, it is necessary to clarify the Purchasing Policy and to increase
efficiency within the Township with regard to its Policies by amending the Policies from
time to time.

NOW, THEREFORE, BE IT HEREBY RESOLVED that the Township Purchasing
Policy originally adopted February 8, 2011, is hereby amended and restated in
accordance with the changes of the attached Purchasing Policy, as amended, May 13,

2014,

A motion was made by _Dusty Farmer _ , seconded by _Lee Larson , to
adopt the foregoing Resolution.

Upon a roll call vote, the following voted "Aye".

Elizabeth Heiny-Cogswell, Deborah Everett, Nancy Culp, Lee Larson,
Dusty Farmer and Nancy Carr

The following voted “"Nay": None

1



i

)
The following "Abstained": None

The Supervisor declared that the Resolution has been adopted.

s E . vt
DEBORAH L. EVERETT, Clerk
Oshtemo Charter Township
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CERTIFICATE

| hereby certify that the foregoing constitutes a true and complete copy of an
Excerpt of the Minutes of a meeting of the Oshtemo Charter Township Board, held on
May 13, 2014, at which meeting six__ members were present and voted upon the
same as indicated in said Minutes; that said meeting was held in accordance with the
Open Meetings Act of the State of Michigan.

DEBORAH L. EVERETT, Township Clerk




OSHTEMO CHARTER TOWNSHIP
PURCHASING POLICY

Adoption Date: May 13,2014

General Purpose:

The purpose of this purchasing policy is to ensure the efficient procurement of appropriate goods
and services for use in the normal and routine operation of the Charter Township of Oshtemo.
This policy ensures the accountability, transparency, and ethical behavior of Township
purchasing representatives yet supports an efficient process.

Summary Statement of Policy:

The policy is designed to serve as a guide for all purchases by Township employees and elected
officials on behalf of Oshtemo Township,

Actual Policy as Written:

All purchases are ultimately the responsibility of the Township Supervisor and the Board of
Trustees. Department Heads, key staff, and assigned employees shall be responsible for
purchasing goods and services for their departments/area, such as for certain standard supplies
and services. All purchases must be budgeted for, and properly documented, in accordance with
this policy. This policy does not afford anyone the ability to make purchases in excess of what
has been budgeted for their specific department budget. Department Heads include Planning
Director, Assessor, Attorney, Maintenance Director, and Fire Chief. Key staff include Parks
Administrator and Township Engineer. Purchasers shall not consider appropriations contained in
the budget as a mandate to expend funds, nor does the budget constitute authorization to commit
the Township to purchases, as such authorization originates from the provisions in this policy.
This purchasing policy is based on dollar thresholds, The practice of separating the work of
vendors into separate invoices is a violation of the policy.

Purchases should be awarded to the lowest responsible bidder. Consideration shall be given to:
quality of goods/services; conformity with specifications; suitability to the requirements of the
township; delivery of goods; and past performance of vendor, The Township shall attempt to
purchase the highest quality goods and services in the best interest of the Township. In this
process, the Township shall serve as an equal opportunity purchaser, favoring local vendors only
when all other factors are equal.

Department Heads and Key Staff shali conduct periodic (at least quarterly) and annual review of
funds assigned to them. They shall provide a sammary to the Supervisor as to the financial
position and any variances of their department.



Authorization to Purchase
Petty Cash:

Miscellaneous purchases under $25 may be made using the petty cash fund. Petty cash is
maintained by the Treasurer. Receipts must be submitted to the Treasurer for reimbursement.
The Treasurer shall keep petty cash in his/her office and may designate additional areas in which
petty cash may kept; e.g., in the Fire Department.

The Treasurer will review petty cash disbursements prior to replenishing the fund. Records of
pretty cash distribution will be kept in the Treasurer’s office and are available at all times for
review.

Credit Cards (for employee use):

Township credit cards may be nsed to make purchases from vendors where credit terms are not
available (such as travel) as well as for one time non routine items, Treasurer manages credit
card availability to employees. Purchaser must submit detailed receipt to Clerk’s office.

Purchases made on credit cards are subject to transaction and credit limits established for each
individual card. A minimum transaction of five dollars ($5) is required for all credit card
transactions.

Credit Cards (for payments made to Township):

Payments made to the Township for tax payments, application fees, etc, can be made using a
credit card. The purchaser pays any fee established by the credit card company.

Employee Purchasing: Purchasers are authorized and required to make purchases of goods or
services through the formal requisition process using the BS&A purchasing program. Employees
must get the following requisition authorization depending on the type of purchase they are
requesting, Note: Supervisor may determine any particular item can be presented for information
to the Township Board.

1) Purchases that have been budgeted for in the annual budget $2,000 or less: Purchaser
initiates requisition using BS&A program, and purchasers shall monitor sum of purchases
for adherence to annual budget. Supervisor, Treasurer, or Clerk must then review and
approve the requisition. Township Board is informed via receipts and disbursements
repott.

2) Purchases that have been budgeted for in the annual budget for operations (no
maximumy) or for capital items §2,000 - §10,000: Purchaser must receive written or verbal
authorization to purchase from their Department Head or Supervisor. Department Head
or Supervisor shall monitor the sum of purchases for adherence to annual budget. The
Township Supervisor, Treasurer, or Clerk must then review and approve the requisition.
The Department Head/Key Staff must report this purchase to the Township Board which
is typically accomplished through the receipts and disbursements report.,



3) Purchases that have been budgeted for in the annual budget for capital items >$10,000:
Capital purchases that have been budgeted for in the annual budget, including but not
limited to large capital items such as vehicle purchases, road construction, water
construction, and sewer construction, shall not require further Township Board approval.
These capital items will be detailed to the Township Board during the annual budget
meeting process. These items will be included in the annual budget in the blue detail line
items within each General Ledger category. A written update on the consent agenda or
presentation at the meeting will be provided to the Board on the purchasing process used
and the selected vendor or contractor.

4) Purchases that have not been budgeted for in the annval budget, less than or equal to
$2,000: Purchaser must first receive authorization from their Department Head or
Supervisor. Department Head/key staff/Supervisor shall identify source of fund from the
annual budget. Upon authorization, purchaser shall make requisition request using BS&A
program. The Township Treasurer or Clerk must then approve the requisition. Township
Board informed via receipts and disbursements report.

5) Purchases that have not been detailed in the annual budget greater than $2,000, or
purchases that end up costing more than the detailed amount in the annual budget:
Purchaser must first receive recommendation from their Department Head and the
Township Supervisor. The Township Board must then both approve the requisition and
amend the annual budget. Purchaser then creates requisition in BS&A program.,

Using the above guidelines, approval shall be secured before the purchase is made. The
Township Supervisor, Clerk, or Treasurer may designate an individual to authorize purchases
while away on leave.

There are three means by which the Township selects a service provider or material product.
These are: a) sealed bids, b) informal quotes, and ¢) sole source purchasing, Refer to detail on
each, below. It is the practice of Oshtemo Township to provide vendors with fair and equal
opportunities to compete for work. Summaries shall state method used.

Sealed Bid Procedure;

Sealed bids may be obtained using a request for proposal (RFP),a set of detailed specifications,
or contract documents (plans and specifications). Publication or communication of proper notice
of the need for bids shall be arranged for in the manner which will bring the information to the
attention of appropriate professionals, contractors, or vendors. A minimum of three bids are
recommended for all purchases over $10,000. Employees may choose to seek multiple bids for
purchases less than or equal to $10,000 as well. The Township may choose to forego the bidding
procedure due to circumstances that would result in a savings to the Township and if the quality
of services provided will not be diminished due to the lack of bidding.

All bids received by the Supervisor’s Office will be time/date stamped when received. All bids
must be sealed when received; unsealed bids will not be accepted. Bids will be opened by the
Township Supervisor or personnel appointed by the Supervisor at the place and time described in
the bid advertisement and shall be open to the public. Once the bid opening process is complete,
staff will prepare a written purchase recommendation. If approved, staff will inform the winning
bidder. The Township reserves the right to reject any and all bids and is not required to accept



the lowest bid. In general, the Township works in accordance with the Qualifications-Based
Selection (QBS)*.

(*From online: “Qualifications-Based Selection (QBS) is a procurement process established by
the United States Congress as a part of the Brooks Act[1] (Public Law 92-582; sec also 40 USC
1101 et. seq.)[2] and further developed as a process for public agencies to use for the selection of
architectural and engineering services for public construction projects. It is a competitive

contract procurement process whereby consulting firms submit qualifications to a procuring
entity (owner) who evaluates and selects the most qualified firm, and then negotiates the project
scope of work, schedule, budget, and consultant fee.” Additional information on QBS in
Michigan is available at www.qbs-mi.org).

Quoting Procedure:

Quotes may be obtained by means of discussion and/or written outline scope of services
request. A minimum of three quotes from professionals, contractors, or vendors is
recommended for substantive purchases. The Township may choose to forego the quoting
procedure due to circumstances that would result in a savings to the Township and if the quality
of services provided will not be diminished due to the lack of quoting,

All quotes received by the Supervisor’s Office or designee will be time/date stamped when
received. Quotes do not need to be sealed. Quotes may be opened at the time they are received.
The approving party must approve or deny all purchases that have been quoted according to
purchasing standards previously stated. The Township reserves the right to reject any and all
quotes and is not required to accept the lowest quote. In general, the Township works in
accordance with the quality based selection on all quotes.

Sole Source Purchasing:

In recognition that certain products and services are clearly superior and/or compatible with
township operations, the approving party may determine that a specific product or vendor be the
sole source of purchasing for the Township. In doing so, the items will be purchased without a
formal bidding process. Examples of sole source purchasing include engineering, information
technology, insurances, and auditing services.

Purchaser will periodically evaluate composite billings and compare sole source vendor with
other vendors, for comparison of pricing and quality, and provide summary of review and
decision. Suggested review period is every three years.



Required Approvals Typical Methods
Dept.
Amount Head / SuTV:\?i.sor Clerk § Treasurer I;[zul:d Quf)tes S;?:;:d Siﬁ::«;
Key Staff pe
<$2,000 X or X X X X
foms | Operaons
Approved in " P X X X X X X
Annual items
Budget <$10,000
Capital X X X X X x | x
Items *
* Capital Items are (see page 2 definition)
Required Approvals Typical Methods
Dept.
Amount Head / SuT::vpi'sor Clerk | Treasurer g:va[r’d Qu::)tes S;?;Zd S(sziece
Key Staff | >*P
HemsNot- | <2000 X X X X
budgeted
> §$2,000 X X X X X X X X
Confracts:

In general, all contracts are approved through the Township Supervisor who by law is the
purchasing agent for the Township. The Supervisor signs the contracts and may do so if

signature aligns with purchasing policy herein (budget) and state law, The Treasurer and Clerk
co-sign the payments.

Education and Training:

The employee’s Department Head shall approve all requests for continuing education,
conferences, and external training, prior to registration. Department Head shall approve based on
annual budgeted education/training line item and shall not exceed the annual appropriated
amount without budget amendment per previous guidelines.



Required Approvals Typical Methods
Dept.
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* Capital Items are (see page 2 definition)
Required Approvals Typical Methods
Dept.
Amount Head / SuTv:vnl/)i'sor Cletk | Treasurer g:;pd Qui o S;fj:d Si?llrze
Key Staff | >0
Items Not- <8§2,000 X X X X
budgeted
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Contracts:

In general, all contracts are approved through the Township Supervisor who by law is the
purchasing agent for the Township. The Supervisor signs the contracts and may do so if

signature aligns with purchasing policy herein (budget) and state law. The Treasurer and Clerk

co-sign the payments.

Education and Training:

The employee’s Department Head shall approve all requests for continuing education,

conferences, and external training, prior to registration. Department Head shall approve based on

annual budgeted education/training line item and shall not exceed the annual appropriated
amount without budget amendment per previous guidelines.




Cooperative Government Contracts:

Should the Township be able to secure quality products at favorable prices by joining with other
local units of government, or participating in a State of Michigan or federal government
purchasing program, the Township Supervisor may waive the formal bidding process.

Emergency Purchases:

Emergency purchases can be authorized only when health, safety, and/or welfare of Township
residents or their property are endangered through unexpected circumstances, when normal
operations of the Township would be severely hampered by a long delay, or when Township
property or employees are endangered through unexpected circumstances. Normal purchasing
procedures outlined in this policy may be suspended when such circumstances exist. In the case
of an emergency situation, the Township Supervisor, Treasurer, Clerk, or Fire Chief can
authorize the immediate purchase of any materials, supplies, equipment, or services needed to
resolve the emergency situation. The Supervisor will report all emergency purchases to the
Township Board at its next scheduled meeting,

Change Orders (Within Annual Budget Detail):

Staff & Supervisor are expected to document all change orders in excess of 10% of the original
contracted price. Approval is subject to Supervisor review and approval and availability of funds,

Change Orders: (Outside Annual Budget Detail):

Supervisor or Staff will include up to an additional 10% of contract or specified lump sum
amount in all project budgets for capital projects when submitting request to Township Board to
award contract. Request will identify source of payment funds. As with any other budget
approval, Board approval shall be subject to monies availability in either annual budget or in
Township reserves. Subsequently, Supervisor can approve change orders within the additional
approved budget amount. Supervisor shall work in consultation with consultants and/or Staff to
make determination.

Tax Exempt Status:

Section 4 of the General Sales Tax Act, MCL 205.54(5); MSA 7.524(5) and Michigan Sales and
Use Tax Rule, 1979 AC, R205.79, provide that sales to the United States Government, the State
of Michigan and their political subdivisions, departments and institutions are not taxable when
ordered and paid for by warrant on government funds. In the alternative, the government may
claim exemption at the time of purchase by providing the seller with a signed statement to the

effect that the purchaser is a governmental entity. Statement is available upon request from the
Clerk’s office.



Forms:

Every Township vendor is required to complete an IRS W-9 form or have this form on record
prior to the release of payment for goods and services.

Documentation:

Once approved, all invoices for goods and services shall be returned to the Clerk’s Office for
processing. The requisition shall be submitted to the Clerk’s Office once approved. All
supporting documentation should be attached to the requisition (bids, board resolution, etc.).

This policy will be in effect upon adoption by the Township Board and will remain in effect until
rescinded by the Township Board, Revisions or amendments must be approved by the Township
Board, and must be recorded in writing and maintained with this original policy by the Township
Clerk. This policy, and all subsequent amendments, will be provided by the Clerk to all
Township Board members, Department Heads, and employees.
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Memorandum

Date: 9th March 2016
To: Township Board
From: Marc Elliott, Public Works Director

Julie Johnston, Planning Director
Libby Heiny-Cogswell, Supervisor

Subject: Oshtemo Downtown Development Authority Commercial Access Project (Alternate Bid #2)

Objective:

Township Board consideration of contract award for the Oshtemo Downtown Development
Authority (DDA) Area Commercial Access Drive construction project to Balkema Excavating,
Inc, for Alternate Bid 2 in the amount of $205,925. If the Board consensus is to proceed with the
project, the Board will need to take action to amend the 2016 Oshtemo Township Budget as
outlined below.

Background

Several Oshtemo businesses approached the Oshtemo DDA asking for vehicular access to their
businesses from Atlantic Avenue. The businesses are experiencing difficulty in delivery and
customer access. In turn the DDA Board, the Township Board, and Commerical Property owners
in the South 9" Street and Stadium Drive area worked for several years on the commercial access
project. Two property owners signed access agreements with the Township. These agreements
provide the property access to the commercial drive; in turn, the property owners agree to provide
cross access to their drives for their neighbor properties, and agree to cost share maintenance with
the Township and the DDA. In the long term, these agreements will provide for traffic access
management along South 9% Street and along Stadium and Parkview Avenue. The project will
encourage economic development in the DDA through improvement of vehicular and pedestrian
access. Oshtemo’s Planning Commission reviewed and approved the project plans on May 14,
2015. The project was then targeted for construction. Bidding was coordinated with the Atlantic
Avenue sewer project bidding,

Competitive, sealed bids were obtained, and this work is described as Alternate #2 in the Atlantic
Avenue sanitary sewer improvement project. A bid opening was held at the Township Hall on
March 3, 2016 at 10 a.m. The results are found in the attached Bid Tab sheet, and is identified as
as Alternate #2.

The Township received bids from four reputable construction contractors. Balkema Excavating,
Inc. is the overall low bidder when considered in combination with the Atlantic Avenue sewer
project. Adding $9,000 (4.5%) for any construction issues, gives a total requested authorization for
contract award amount of $215,000. The recommendation is to award the contract to Balkema

7275 W. Main Street
Kalamazoo, MI 49009
(269) 216-5220
Fax (269) 375-7180
www.oshtemo.org



9 March 2016
Memorandum
Page 2

Excavting, Inc. for the bid amount, and to authorize the Supervisor to expend up to an
additional $9,000 per Purchasing Policy during construction for the project.

The DDA previously agreed to partner in the project in the amount of $70,000 for the commercial
access construction, and Board approval should be contingent upon this DDA contribution. The
Township budgeted for the work in prior years, but the work was delayed. The Township did not
budget for the project in 2016. If the Board wishes to proceed with the construction, the Board will
need to amend and increase the 2016 road budget in the amount of an additional $125,000,
and to amend the non-motorized budget in the amount of $20,000 for the construction work.
Source of budget amendment funds would be from the South Drake Road Non-motorized Phase II
project, a project rescheduled for 2017.

Information Provided

Commercial Access Concept Plan

Commercial Access Construction Document Layout Plan

Commercial Access Bid Tab Sheet (Alternate Bid #2 of Atlantic Sanitary Project)

T COMMUNITY DEVELOPMENT\Planning Shared Folder' xDDA9th Street Rear Accessi2016 3-9 memo for board re DDA Commercial Access.doc
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Mem V...
o osbtemo

\ 2 t
To: Oshtemo Charter Township Board / /% n \Y\\ est. 1839

From: James W. Porter
Date: March 7, 2016

Subject: No Hunting/Non-Discharge of Firearms

When | last addressed this issue with the Board, you will recall that | had
requested that we send a letter to the Attorney General’s Office to ask for clarification
on the issue of non-discharge of firearms while hunting and/or target-shooting. While
the Board had consented to my drafting such a letter, it appears that such a letter is
no longer necessary.

| was recently contacted by the Department of Natural Resources, and given
that conversation, as well as a recent amendment in state law, it has clarified the
concerns which | had regarding both the authority of the D.N.R. and the Township to
not only close areas to hunting, but to also close those areas to the discharge of
firearms.

Therefore, at this time, | believe thé Township could reinitiate its request that
the D.N.R. expand the Township’s no hunting/non-discharge of firearms areas, which
would have the effect of not only closing these areas to hunting, but close them to

target-shooting, as well.



BACKGROUND

For the Board members who are not real familiar with this process, the D.N.R.
has authority over the prohibiting of hunting and the discharge of firearms if it
establishes what is commonly referred to as a “hunting control area.” It was under
the D.N.R.’s authority that the Township enacted Ordinance No. 319 in October of
1994. This closes certain areas to hunting and target-shooting within the Township.
There was an attempt to expand that area in 2005, but the D.N.R. rejected our
request for an expansion of the no hunting/non-discharge of firearms area.

Because of recent events in Section 12, as well as the expansion of residential
development within Sections 1, 2, 14 and 36, it would be my recommendation that the
Township request an expansion of its no hunting/non-discharge of firearms area. In
order to seek an expansion of the no hunting/non-discharge of firearms area, ;this
Board would need to pass a resolution asking that the D.N.R., pursuant to Section 419
of Public Act 451 of 1994, hold a public hearing and determine whether the no

hunting/non-discharge of firearms be expahded.

INFORMATION PROVIDED

If the Board passes the resolution, the D.N.R. would then schedule a public
hearing to determine what, if any, additional areas would be closed to hunting and
target-shooting. | have attached a map of the current restricted areas within the
Township. See Exhibit A. | have also attached a copy of a map which would call for
the expansion of the no hunting/non-discharge of firearms area to include the
southern half of Sections 1 and 2, the northwest area of Section 14, the southwest
area of Section 26, and the southeast area of Section 36. This is attached as Exhibit

B.



| have also attached a broader request, but | am not certain that the D.NR.
would grant this if requested, but perhaps, the Board would like to see a review of
broader limitations and let the D.N.R. provide its own recommendation. Therefore, |
have attached a thfrd map which includes all of Sections 1 and 2, all portions of
Section 12, the northwest and southwest portions of Section 14, the northwest and
southwest portions of Section 26, as well as the southern half of Section 36. This is

attached as Exhibit C.

REQUEST TO THE BOARD
| If the Board wishes to have this matter move forward, my recommendation
would be that you request a resolution outlining those areas which you want to see
closed, and | will prepare it for your next Board mesting of April 12, 2016, at which
time, it will be submitted to the D.N.R. to schedule a public hearing for further

considerations.
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No Discharge Zone

Expansion Option A
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No Discharge Zone
Expansion Option B
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