PERSONNEL, PLANS & POLICY COMMITTEE MINUTES

August 3, 2011
Convened:
9:00 AM
Present:
Commissioner Houtz, Commissioner Vrablic, & Commissioner Hubbard
Also Present:
Commissioner Swift, Commissioner Heinemann, County Clerk Teresa Kubasiak, Register of Deeds Nancy Hutchings, Treasurer Sandy Thatcher, Jim Whelan WTVB, Scott Winter Building Inspection Director, Undersheriff Keith Eichler and Sergeant Jim Holt, and Administrator Bud Norman
The Committee approved the amended agenda.

ITEMS FOR ACTION

Capital Asset Capitalization Policy

The Committee reviewed a Policy for Capital Asset Capitalization.  Administrator Norman explained we are already following the Policy but did not have a formal written policy in place.  At the suggestion of the Auditors, Anderson-Tackman, and auditors from the EPA we are proposing approval of the Board to establish the Policy.   Committee recommends:
Motion by               and seconded by              to approve the proposed Capital Asset Capitalization Policy, as follows: 

BRANCH COUNTY CAPITAL ASSET CAPITALIZATION POLICY

	Policy Subject:  Capital Asset Capitalization 

	Policy Number:                                                  Page:  1 of 1

	Authorized by:  Board of Commissioners

	Approved:    August 9, 2011                        Effective:  August 9, 2011

	Revised:                                                       Effective:

	Revised:                                                       Effective:


POLICY STATEMENT:

This Policy outlines the procedures for recording, safeguarding, and disposition of capital asset equipment. 

PROCEDURES:

All current equipment owned by Branch County that is in excess of $5,000.00 and has a useful life of more than one year will be recorded and maintained by the Administration Office.

The asset log will include the description of the asset, the life expectancy of the asset, serial number of the asset, source of the asset, acquisition date, percentage of federal monies used to purchase the asset, location of asset, and disposition date of asset when it occurs.

Assets must be acquired in compliance with Branch County’s Purchasing Policy.  All assets acquired should be reported to the Administrator for required recording of the asset.  Disposition of any asset without the prior approval of the Branch County Board is prohibited.  Any person with knowledge of suspected improprieties with the use or disposition of equipment should report their findings to the Administrator.  Failure to report such knowledge or improprieties of Branch County property is subject to discipline including discharge.

VALIDATION:

Equipment, assets, and property owned by Branch County are acquired through the efforts of the taxpayers and grantors of Branch County.  It is the responsibility of Branch County to safeguard these assets.

Electronic Transactions of Public Funds and Wire Transfers Policy
The Treasurer and Payroll Departments both transfer funds electronically and handle wire transfers.  At the suggestion of the auditors, Administrator Norman is recommending the Policy be approved to be in compliance with procedures that are in place.  Committee recommends:

Motion by               and seconded by              to approve the proposed Electronic Transactions of Public Funds (ACH) and Wire Transfers Policy, as follows: 

BRANCH COUNTY ELECTRONIC TRANSACTIONS OF

PUBLIC FUNDS (ACH) AND WIRE TRANSERS POLICY

	Policy Subject:  Electronic Transactions of Public Funds (ACH) and 

                             WIRE TRANSFERS

	Policy Number:                                             Page:  1 of 1

	Authorized by:  Board of Commissioners

	Approved:   August 9, 2011                         Effective:    August 9, 2011

	Revised:                                                       Effective:   

	Revised:                                                       Effective:


POLICY STATEMENT:

This policy outlines the responsibilities for electronic transactions of public funds (ACH) and wire transfers.  

APPLICATION:

This policy applies to departments responsible for the County’s ACH Agreements and Wire Transfers.

PROCEDURE: 

a) The Treasurer and Payroll departments are responsible for ACH agreements to include payment approval, accounting, reporting, and generally overseeing compliance with the ACH and wire transfer policy.

b) Records for disbursements will be kept documenting the goods or services purchased, the cost of the goods or services, the date of the payment, and the department levels serviced by payment.

c) The system of internal accounting controls to monitor the use of ACH transactions or wire transfers is by the County Treasurer’s Office or by the Payroll Department.

d) The County Treasurer’s Office executes ACH and wire transfers for intergovernmental transfers to the State, Federal withholdings, investments, and bond payments.  Maintains files on all of the ACH and wire transfers and records documentation promptly in the general ledger.

e) The Payroll Department is responsible for the ACH direct deposit of payroll and maintains files to support what is recorded in the general ledger.

f) The County Treasurer shall be responsible for establishing any additional internal controls as needed.

Two Policies – Combination

Administrator Norman reviewed with the Committee two Policies we have in place that both relate to bids.  The first Policy for Sealed Bids was approved in 1994 and is for contracts of $20,000.00 or more.  The second Policy is a Request for Proposal Policy and is for costs in excess of $10,000.00.  Administrator Norman is asking the Committee for direction to leave as two separate policies or combine into one policy, and if one policy what is the amount.  The Committee feels it should be one Policy and would incorporate the requirement that the bid policy does apply to intergovernmental contracts and contracts for professional services or emergency repairs, patrol vehicles, computer equipment, and county insurance programs for all in excess of $10,000.00.  Committee recommends:

Motion by               and seconded by              to approve the amended Request for Proposal Policy and elimination of the Sealed Bid Policy adopted on January 25, 1994, as follows: 

BRANCH COUNTY REQUEST FOR PROPOSAL POLICY

	Policy Subject:  Request For Proposal

	Policy Number:                                                  Page:  1 of 2

	Authorized by:  Board of Commissioners

	Approved:    December 12, 2007                 Effective:  December 13, 2007

	Revised:       August 9, 2011                        Effective:  August 9, 2011

	Revised:                                                       Effective:


POLICY STATEMENT:

This Policy outlines the procedures for soliciting Requests For Proposals (RFPs). 

BASIC POLICY:

1. Three bids.

2. Local Preference.

3. Application.

APPLICATION:

This policy applies to significant projects or equipment (including intergovernmental contracts, contracts for professional services or emergency repairs, patrol vehicles, computer equipment, and county insurance programs) in excess of $10,000.00 or as determined by the House Committee.

ADVERTISMENT:

The procedure for RFPs will include:

1. Advertise at a minimum in local media.

2. Advertise for minimum of two week time period.
3. Advertise locally or geographically as necessary for the purpose of obtaining a minimum of three bids.
4. Advertise the County’s policy of local preference.

5. Advertise the requirement to attend a Pre-Bid meeting.

6. Advertise the requirement to complete a Site Survey.

PRE-BID PROCEDURE:

1. Inform House Committee of intended project.

2. Obtain approval for advertisement/bid process.

3. At the end of the two-week period, accept for consideration bids presented, regardless of the number obtained.
4. Prepare and distribute a specification sheet at the Pre-Bid meeting.
5. Conduct a Pre-Bid meeting that ensures consistency in bidding.
6.   Require all bidders to attend the Pre-Bid meeting
7. Prepare and distribute a specification sheet at the Pre-Bid meeting (sample attached).
8. Conduct a Site Survey.
9. Require all bidders to attend the Site Survey.
10. Require all bidders to submit a written proposal.
BID PROCEDURE:

1. Require all bidders to submit a written proposal.
2. Inform bidders to be prepared to present to House Committee, as requested.
POST-BID PROCEDURE:

1.  Present bid recommendations to House Committee or Selection Committee 

as assigned (sample attached).
SUPPORT:


1.  Architectural or design support may be requested for significant projects.

OVERALL PROCEDURE:

The procedure for RFPs will include:

1. Advertise at a minimum in local media.

2. Advertise for minimum of two week time period.
3. Advertise locally or geographically as necessary for the purpose of obtaining three bids.
4. Maintain a standing list of potential contractors.
5. Contact this standing list of contractors to inform of project requests via phone or email.

6. Advertise the County’s policy of local preference.
7. Support the three-bid policy.
8. At the end of the two-week period, accept for consideration bids presented, regardless of the number obtained.
9. Prepare and distribute a specification sheet at the Pre-Bid meeting.
10. Conduct a Pre-Bid meeting that ensures consistency in bidding.
11. Require all bidders to attend the Pre-Bid meeting.
12. Prepare and distribute a specification sheet at the Pre-Bid meeting.
13. Conduct a Site Survey.
14. Require all bidders to attend the Site Survey.
15. Require all bidders to submit a written proposal.
16. Present bid recommendations to House Committee or Selection Committee as assigned.
County Administrator Contract and Evaluation

Commissioner Hubbard recommends that a Special meeting be held to review the Administrator Contract and Evaluation.  He feels these items should be reviewed independently.  Also, the Contract needs to be reviewed and discussed based on other employees not receiving wage increases.  Administrator Norman said that he should not be given a wage increase.  Committee recommends:

Motion by               and seconded by              to have a Special Personnel, Plans & Policy meeting on Friday, August 19 at 10:30 AM to discuss the Administrator Contract and Evaluation. 

ITEMS FOR INFORMATION

Building Inspection Department Update
The budget balance as of July 31, 2011 was $1,727.78 down from the balance of $6,681.10 at the end of June. The number of permits in July was 86 compared to 91 during the same month in 2010.  Commissioner Houtz asked Mr. Winter when he expects revenues to increase.  Mr. Winter said they are waiting for several projects to begin they are aware of.  He is planning to check on a project that is underway in the City of Coldwater that requires permits and review for sub-trades.  Administrator Norman said the new Culver’s project is expected to being in September and they want to know if the turn-around can be 10 days for permits.  Mr. Winter said he does not see an issue making the 10 day turn-around.  

The Committee asked Administrator Norman if he has any recommendations regarding the Department.  Administrator Norman said the State will be performing the evaluation and we need to see what comes of that before any further recommendations are made.  Mr. Winter said he spoke with the State and expects someone from the State to conduct the evaluation by mid to late this month.  Commissioner Swift asked what he found out about the request Sherwood Township made to separate from the County for inspections.  Mr. Winter said he did talk with the State and the State reviews the application that Sherwood Township made.  Even if the State would approve the application, it takes 12 months before the Township could begin contracting for inspection services.  The State has the option to deny the application request.  

Union Grievance -- COAM
Administrator Norman said the Grievance they expected to review today is moved to September because key people were unable to attend the meeting and are will be available in September.
Senate Bill 374—Hospital Board Appointments
The Bill was reviewed at the last meeting and the Committee asked why Legislation was involved in hospital board appointees.  State Senator Bruce Caswell prepared a letter for the Committee to review about their inquiry of SB 374.  Senate passed SB 374 unanimously on June 22, 2011 and Senator Caswell voted for the legislation.  Local control remains intact but they will only be reviewing one appointee at a time, as opposed to three.  This mirrors the process for appointees to state positions where the Senate approves or rejects a single appointee for a position.  
Combination of the County Clerk and Register of Deeds Offices
Administrator Norman said he has some information to present regarding a request that came from the last meeting and County Clerk Teresa Kubasiak also has some information to present.  Administrator Norman said he is continuing to gather data but will review that current status, timing, other Michigan County mergers of these offices, and the management structure.  This is an initial analysis and there is much more to do including getting together with other counties for comparison and to survey and prepare a cost analysis.  There are a lot of irons in the fire and this is a linchpin as there is a time component.  Administrator Norman explained there will be eight months to continue to gather data and make a decision by April 3, 2012.  

There are other counties that do not have a working Clerk and a working Register of Deeds.  This is not the case in all counties.  The Branch County Clerk and Register of Deeds are opposed to a combination of their offices.  There is a total of 83 Counties in Michigan and 33 Counties have switched to combined Clerk and Register of Deeds offices.  Administrator Norman showed the counties near Branch County that have combined (Cass, Kalamazoo, Calhoun, Allegan, Eaton, Ottawa, Jackson, Kent and St. Joseph is currently in the process of considering).  The existing organization structure for the Clerk and Register of Deeds offices was presented and the Clerk’s office has 6 employees and the Register of Deeds office has 2.5 employees (this includes the elected positions in each office).

The statutory requirements were presented for consolidating the Register of Deeds and Clerk offices per the Michigan Constitution, Court Interpretation, Attorney General Office, and the Michigan Legislature.  Administrator Norman reviewed the options of acting now, waiting, doing nothing, or analyzing and reviewing.  The Committee chose at its last meeting to analyze and review the combination.    

County Clerk, Teresa Kubasiak, presented a list of the current counties who have combined offices by population (county) as follows:

Up to 20,0000 (Alger, Baraga, Crawford, Gogebic, Keweenaw, Lake, Luce, Missaukee, Ontonagon, Oscoda, Schoolcraft); 20,000-30,000 (Cheboygan, Dickinson, Menominee, Otsego, Roscommon); 40,000-50,000 (0); 50,000-60,000 (Cass—only County similar in size to Branch County); 60,000-100,000 (0); and 100,000 and up (Allegan, Calhoun, Eaton, Kalamazoo, Kent, Macomb, Monroe, Oakland, St. Clair, and Washtenaw). Clerk Kubasiak said the smaller counties it made sense and the larger counties the officials are more a figure head and have large staffs and the people who work for them have specific duties and work in specific areas of each department.  
A letter that was sent from the Cass County Clerk to the Jackson County Commissioners regarding the issues they have dealt with in Cass County was read by Clerk Kubasiak.  Clerk Kubasiak said the Branch County Clerk and Branch County Register of Deeds are working elected officials and this makes a difference on what is done with the staff.  At this point we do not know what St. Joseph County is going to do and they are having Public Hearings on the subject.  

Clerk Kubasiak presented a combination comparison of cost to be saved.  The comparison shows a negative savings ($23,800.00) based on her comparison.  Another comparison was shown if Payroll processing is combined with the clerk (savings of $55,000.00) and if Equalization is combined with the Register of Deeds (savings of $44,200) for a combined savings of $99,200.00.  (Note:  There are at least 39 Clerk’s offices that handle payroll and there are about 6 counties who have part time, shared, or contracted Equalization directors.)
The Clerk also presented a comparison between Branch and Calhoun counties on the Court Case processing and detailed the difference between Branch processing court cases and paying fees to the County as opposed to Calhoun who pays a contract service.  A comparison of the elections programming and preparation as well as vital records and staff was included.

County Clerk Kubasiak spoke on behalf of herself and Register of Deeds Nancy Hutchins by saying they are not opposed to savings in the County and combining services but they do not feel the savings will be realized by combining the Clerk and Register of Deed offices.  They are more than willing to help out and made the other suggestions like payroll and Equalization Department as alternatives for consideration.  Also, they would like the analysis to include apples-to-apples processes.  They understand the financial situation and look to save money wherever and whenever possible.  They receive compliments on the services they provide and the service their constituents receive by them and their staffs.  They encourage the Commissioners to visit their offices and spend time and talk with them further about all aspects of their offices.  

GENERAL DISCUSSION:  Commissioner Vrablic asked who the replacement would be for of the full time equivalent given if the Clerk and Register of Deeds offices are combined.  Clerk Kubasiak said this would be a full time replacement for the Register of Deeds office.  He also asked why the elections programming portion of the Clerk’s office would be outsourced (per the combination comparison presented).  Clerk Kubasiak answered there would not be time to dedicate to the election programming and because the position would be overseeing two offices at two different locations.  Work that is being done by the Elected Clerk currently would not take place if the offices were combined.
Commissioner Swift asked if the Chief Deputy Clerk does not oversee the elections process.  Clerk Kubasiak said they have considered raising the price to program the election ballots to the Townships.  However, they have maintained the cost due to budget concerns at the Township.  They feel the charge they have in place is fair.  Commissioner Hubbard said he appreciates the thorough presentation and feels we need to look at all aspects and also continue with the research.  
Administrator Norman said he will continue to do more research and provide information in the next months.  He is currently in the process of obtaining further information from other counties and will give as comprehensive a picture with pros and cons from his findings.  Administrator Norman said that based on any decisions from this request will be a linchpin to what the Committee may decide to do with other departments.  

Commissioner Swift asked if there has been any thought to one-stop shopping by combing the administration of the Clerk, Register of Deeds, Equalization and Payroll.  Administrator Norman said he has not looked at this.  However, if you are asking for us to look at this approach we need to know if this is something we need to be reviewing.  Administrator Norman said in his discussions thus far with other Counties he has not found any other combinations other than the Clerk and Register of Deed offices.  
Administrator Norman asked what order the Committee would like him to research and review with regard to looking at the combination of departments and suggested:

1) Clerk / Register of Deeds

2) Payroll / Clerk

3) Equalization / Register of Deeds

Commissioner Vrablic said he feels the combination of the Equalization and Register of Deeds makes more sense.  He stated the issue of reviewing these department combinations has nothing to do with the people or job performance but is strictly a cost issue.  He feels this makes the most sense due to the fact the departments are already sharing one employee and some cross-training has already taken place.  Commissioner Vrablic would like to see the analysis if we did not have a full time Level 4 Assessor but contracted this portion out.  
Administrator Norman said the other thing to consider when discussing these issues is the cost for unemployment when employees are laid off.  

Weapons Screening Policy

Administrator Norman advised the Committee that District Court does not allow electronic devices in their Court Room (disruptive and using as a recording device).  District Court Judge Weigle has requested we consider a policy that will make the entire building electronic free that the building would follow.  Administrator Norman spoke with Courthouse Security and Officer Coates said he feels if changes are made we need to have it written so they are able to enforce.  There can’t be any “grey” areas.  The Committee will need more time to review and Commissioner Hubbard said his first instinct is this would be something we do not want to do.

Adjourned:
10.15 AM
Submitted by:
Commissioner Jon Houtz


Commissioner Don Vrablic


Commissioner Jerry Hubbard
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