PERSONNEL, PLANS & POLICY COMMITTEE MINUTES

February 8, 2012
Convened:
9:00 AM
Present:
Commissioner Houtz, Commissioner Vrablic, & Commissioner Hubbard
Also Present:
Commissioner Swift, Commissioner Heinemann, Commissioner Olney, County Clerk Teresa Kubasiak, Register of Deeds Nancy Hutchins, Treasurer Sandy Thatcher, Sheriff Warren Canon, Liz Pulley Equalization Director, Jody Connell Deputy Equalization Director, Roland Stoy Daily Reporter, and Administrator Norman
The Committee changed the order of the Agenda items and approved the amended agenda.

ITEMS FOR ACTION
Administrator Norman presented the Goals and Objectives for 2012 under Rule X of the Board Standing Rules as they relate to the Personnel, Plans and Policy Committee:
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Figure 1
Committee recommends:

Motion by                   and seconded by                         to approve the 2012 Rule X Personnel, Plans & Policy Summary.
Purchasing and Receiving Policy

Administrator Norman reviewed the Current Purchasing and Receiving Policy with the Committee.  The current policy states that items in value of $500.00 or more require a Purchase Order.  The Administrator’s office reviewed with the auditors and insurance liability representative that $1,000.00 is a consistent amount to use for purchases.  Also, the $1,000.00 amount will be in-line with the General Fund Appropriations Act.  The proposed amended policy also omits the delivery procedure that was implemented at the time the Policy was originally adopted in March 2002.  Committee recommends:

Motion by                   and seconded by                         to approve the Amended County of Branch Purchasing and Receiving Policy, as presented:

Nay:
Commissioner Hubbard

COUNTY OF BRANCH

PURCHASING AND RECEIVING POLICY

AMENDED

The purpose of this policy is to provide clarification of duties and obligations, uniformity of process, and efficient and effective monitoring of asset inventory and accurate liability coverage.

1. All individual items to be purchased in an amount of $500.00 $1,000.00 or more shall be requested by completing a Purchase Requisition form (see attachment).

2. Each submitted Purchase Requisition form must contain at least the following information:  date, vendor information, quantity, item number if known, description, cost, department originating request, and line item number, or the above information may be sent via e-mail to the Administrative Assistant.

3. All completed Purchase Requisitions shall then be forwarded to the Department Head for approval of said request.

4. The Department Head shall review and approve (by signing) the Purchase Requisition.

5. The Department Head shall then forward the approved Purchase Requisition to the Administrative Assistant, Administrator’s Office.
6. The Administrative Assistant shall process the requisitions/e-mail as received on a weekly basis, ending all purchasing procedures at noon on Friday of every week unless otherwise notified by the County Administrator/Controller.
7. The County Administrator/Controller shall review and authorize (by signing) the Purchase Order.

8. The Administrative Assistant shall forward the authorized purchase order to the department requesting the purchase for notification and proof that the process has been completed.  The Department Head or designee is then responsible for sending the purchase order to the appropriate vendor, or ask the Administrative Assistant to fax or mail the Purchase Order.

9. The Administrative Assistant shall attempt to have all items ordered by departments within the Courthouse delivered to 23 East Pearl Street, Coldwater, Michigan 49036,

10. The Switchboard Operator/Receptionist or designee shall be responsible for conducting a daily inventory of items delivered to 23 East Pearl Street, noting the department in which the item is addressed, along with the vendor information.

11. The Administrative Assistant shall be responsible for notifying the addressee(s) of the items indicated by the Switchboard Operator/Receptionist, via Groupwise, on a daily basis.

12. The addressee or designee shall be responsible for taking the appropriate action to retrieve the indicated items from 23 East Pearl Street at their earliest convenience.

13. Upon receipt of the supplies, materials, and/or equipment ordered, the department requesting the purchase shall be responsible for reviewing the packing slip for order verification and shall sign and date the packing slip before forwarding it to the Administrative Assistant where the packing slip will be filed with said purchase requisition.

Date Adopted: March 20, 2002

Effective: April 1, 2002

Yeas: 8



Nays: 0

Note: This policy applies to all general fund departments and the following special fund agencies:  911, Board of Public Works, Commission on Aging, Building Inspection, Housing Administration, Airport, Victims Rights, and Parks.

This policy applies to all asset inventory whether being purchased with funds from line items within the department budget or Capital Outlay funds.

ITEMS FOR INFORMATION
Assessor’s Concerns
The last Committee Meeting there were local assessor’s in attendance with concerns regarding the Equalization Office.  Administrator Norman said he has met with the Department to discuss the concerns and set goals to address the concerns.  
1) The number one priority will be to complete the annual study by December 1, 2012.  

2) Have two employees work to complete the field work to increase flexibility, speed and accuracy.

3) Automation support (laptop with software -- $1,600 to $1,800) that will expedite the process so they are sure to be done by December 1, 2012.

4) Have a working meeting with the area assessors one time a year to identify issues and concerns and to enhance communication.

5) Liz Pulley has announced her retirement effective the end of February so we will need to have staffing decided by May 2012.  Administrator Norman said he plans to explore possibilities and bring back possible alternatives to the Apr. meeting.

Administrator Norman said he feels comfortable after meeting with Equalization and what they felt was necessary to meet the gaps.

Commissioner Hubbard asked why May was an important time period.  Administrator Norman said this is when the field work begins and there is more activity in the office at this time.  The field work lasts until the end of October.  This is an estimate based on all of the field work going smoothly with no interruptions with illness or time away from the field work.

There will be one or two employees out of the office during the field work period.  There used to be part-time help to fill in during this period but there is no longer money budgeted for the part-time position.
Building Inspection Department Update
Administrator Norman presented the Building Inspection Department summary for December 31, 2011 and the balance was $3,364.70.  The balance was impacted by the departure of the Building Inspection Department Director and the true-up amount for the pension plan.  The January 2012 balance is $11,630.12.  A summary of the permits for the year 2011 and for January 2012 were presented.  Permits were three percent higher for 2011 compared to 2010.  
Commissioner Houtz asked if there are any issues with the permits and approvals.  Administrator Norman said there are no known issues.  He will be meeting with Bronson and Quincy to see about additional inspections.

As of January they are only out 60 days in the office as compared to 75 at the end of December.  Administrator Norman presented a graph that shows there is an increase in activity of 60% for January 2012 as compared to January 2011 and a 23% increase compared to January 2010.  Commissioner Swift said the winter weather has been good so that has probably helped.  Commissioner Houtz said the increase is positive news.  Commissioner Hubbard asked what permit areas have shown an increase.  Administrator Norman said that all areas have increased with Building and Electrical permits doubling.
Administrator Norman explained the two part-time inspectors are in the office 3 days each week for a total of 24 hours each.  The Building inspector has been contracted and the contract employee is paid by inspection.  Both part-time inspectors are in the office on Wednesday.  The contract employee is in the department during the AM to answer calls and schedule inspections.  There is an employee from the Administration Office who is covering days to answer phones Monday, Tuesday, Thursday, and Friday.  

Commissioner Hubbard said he would recommend a solution be made with the Building Inspection Department since the summer months will be coming up.  If the information presented today is any indication we may have a large increase in permits.  This is a positive issue and we need to anticipate and have planning in place to address if the increase occurs.  
Administrator Norman said he will have a recommendation regarding the Building Inspection Department to the Committee by March or April.

Building Inspection Department Performance Evaluation Report

The response to the State Inspection Report regarding the Building Inspection Department is due in 60 days or by February 15th.  Administrator Norman covered the issues that have been addressed.  The back-log is being addressed by sending out monthly reports.  They have enhanced the office so there is accountability.  We will have 90 days from the day the State approves the report to clear the backlog.  At the current rate, Administrator Norman expects the backlog will be complete by July of 2012.

CLOSED SESSIONS

Motion by Commissioner Houtz and seconded by Commissioner Vrablic to move to Executive Session to discuss a POLC Personnel Issue. 



9:34 AM



Roll Call Vote:



Commissioner Vrablic
Yes



Commissioner Hubbard
Yes

Commissioner Houtz
Yes



Motion to return to open session at 10:14 AM

Motion by Commissioner Houtz and seconded by Commissioner Vrablic to move to Executive Session to discuss a GELC Grievance. 



10:16 AM



Roll Call Vote:



Commissioner Vrablic
Yes



Commissioner Hubbard
Yes

Commissioner Houtz
Yes



Motion to return to open session at 10:37 AM

Motion by Commissioner Houtz and seconded by Commissioner Vrablic to move to Executive Session to discuss the GELC 911, POLC, and COAM Contracts. 



10:40 AM



Roll Call Vote:



Commissioner Vrablic
Yes



Commissioner Hubbard
Yes

Commissioner Houtz
Yes



Motion to return to open session at 10:58 AM

Motion by                      and seconded by                        to

recommend the ratification of the Government Employees Labor Council (GELC) 911 contract for the period of one year, 2012. 

Motion by                      and seconded by                        to

recommend the ratification of the Police Officer’s  Labor Council (POLC) contract for the period of one year, 2012. 

Motion by                      and seconded by                        to

recommend the ratification of the Command Officer’s Association of Michigan (COAM)  contract for the period of one year, 2012. 

Motion by Commissioner Houtz and seconded by Commissioner Vrablic to move to Executive Session to discuss the GELC General contract. 



11:03 AM



Roll Call Vote:



Commissioner Vrablic
Yes



Commissioner Hubbard
Yes

Commissioner Houtz
Yes



Motion to return to open session at 11:20 AM

OTHER

Register of Deeds, Nancy Hutchins, told the Committee her Chief Deputy is scheduled to be out of the office beginning in April and she will ask to have her one-half employee that is shared with the Equalization Department back to the Register of Deeds Department full time.   This may cause an issue with the recent news of Liz Pulley’s retirement from the Equalization Department.  Commissioner Vrablic suggested to Nancy that she put this information in writing.  

Adjourned:
11:24 AM
Submitted by:
Commissioner Jon Houtz


Commissioner Don Vrablic


Commissioner Jerry Hubbard

PAGE  
7

[image: image1][image: image3.png]2012
P3 Summary (Rule X)

The Personna, Pars,and Poicy Commiteds pending raters and srificant conoernsfor 2012 noe
Fisolnagraton. Uno Negotators, Heain Irauence, i g, and enaris. We wer 1ery suosssct
in cut negotations previousy and o far s year it apearsthatwe wil {ace more chalenges n moving
foruard. Weintand 10 contne reviewingour heath msuranoe cst, lhough e have pokably made
the most signfcant savings ossible. Follwing e implementatonof the resorption SelfFunded
program ue nave aved vl oy $100 000 303 1ave E1Enced these Savinge nio o hesth meurance 3
Zppreimately $150,000 Savings. We wl s ook orthermeasures forcost conainment and
incenives. Ourmai foous for 2011wl be fscaltagaton. The Commisionars ave equesied 2
thorough review o ayoffaversion techiques, many of which ke integrated no o conzacts. An
‘diiona reviw wil e made of n smploy e retrement incentive rogram based on comissioners
Stpportornon-support. The altemative f ation 2 opposed olayofss2ves s 2 consderale amount
&2 tthe axtanded unemployment benefis. Honever, e must consider the amountinvested o
Sneourage those toreta. W Sienginanea ot benat rogram n 2010 403 201 and $3am 60K 1
rhance 1t yearuithcost festve s, We s curenty n negotton ih 330G 1o 1oV et
‘mployees withbeter pportniies 3 pograms. Wil contne towork wih the Michigan Assositon
51 Couniessnd oiner organzations 13 iemne i bt o 0 pporune forout Sy ees. W
Rav numarovs shalenges yng v e 4Sn oSBT a7 Underatand hece cralenges nd
tcming practes ways o des wi iase. We knon trtfundng may oe af <6t partary saseton
State Revanue Sharing and the new stae administation's vaiaion of how 5 aproprited and cause.
5 myatgat nmErous e, /e focisas o SSHER A o1 GG {48 want 15
Stpport e retrement noanive, pension funding ahooation, and preparg & mission statament




