ADOPTED – APRIL 30, 2019

AGENDA ITEM NO. 5
Introduced by the County Services Committee of the:

INGHAM COUNTY BOARD OF COMMISSIONERS

RESOLUTION TO REVISE THE INGHAM COUNTY CONTRACT PROCEDURES

RESOLUTION # 19 – 169
WHEREAS, Ingham County enters into hundreds of agreements each year with federal, state, and local governments, vendors, and agencies; and

WHEREAS, MCL 46.5 requires that contracts and purchase orders entered into by the Ingham County Board of Commissioners be deposited with the Ingham County Clerk; and 

WHEREAS, the Contract Procedures were established by Resolution 15-335 and then amended by Resolution 18-194; and

WHEREAS, it is advisable to regularly evaluate established procedures and guidelines for the execution and processing of contracts so that every department engages in consistent practices; and

WHEREAS, the Ingham County Clerk’s Office, Board of Commissioners’ Office, and Purchasing Department have reviewed the current Contract Procedures and have recommended that they be revised as attached. 

THEREFORE BE IT RESOLVED, that the Ingham County Board of Commissioners hereby approves the revisions to the Contracts Procedures.

BE IT FURTHER RESOLVED, that the County Clerk shall provide a copy of this resolution and the revised Contract Procedures to all department heads and all elected officials that serve as heads of their offices or courts.

COUNTY SERVICES:  Yeas:  Celentino, Stivers, Grebner, Sebolt, Koenig, Maiville, Naeyaert

          Nays:  None     Absent:  None     Approved  04/23/2019

Contract Procedures

MCL 46.5 requires that executed contracts (including but not limited to purchase orders) be filed with the County Clerk. To assure that appropriate contractual documents are prepared, executed and recorded, the following procedures shall be implemented:

Execution of Contracts

After approval by the Board of Commissioners, resolutions and fully executed contract authorization forms are submitted to the County Attorney’s Office at which time a contract is prepared. The contract is approved as to form by the County Attorney and forwarded to the department requesting the contract. The contract authorization form can be used for service contracts $5,000 and under. In accordance with Resolution #09-095, contract authorization forms must be signed by the Purchasing Director, Controller, Liaison Committee Chairperson, Finance Committee Chairperson and Chairperson of the Board of Commissioners.

The department shall submit two hard copies of the contract that were signed by the vendor and County Attorney, along with an equal number of copies of the resolution or signed contract authorization form authorizing the contract, to the Board of Commissioners’ Office for County signatures. Two hard copies of the contracts must be submitted to the Board of Commissioners’ Office for signature; however, more may be submitted. Signatures must be obtained through the Board of Commissioners’ Office.

The Board Chairperson is the only authorized signatory for the County of Ingham unless others are authorized to sign by Board resolution. The Vice-Chairperson is authorized to sign in the Board Chairperson’s absence. 
The Board of Commissioners’ Office shall submit the signed hard copies of the contract, along with an equal number of copies of the resolution or signed contract authorization form authorizing the contract, to the    County Clerk’s Office for filing. 

The County Clerk’s Office shall assign a file number and append said information to the first page of each copy. The County Clerk file number shall signify that an original contract has been filed with the County Clerk and the appropriate source of authority for the contract has been provided.  This will be accomplished within 5 business days after receipt of the contract or purchase order documents by the County Clerk’s Office.

Once the contract documents are completely executed, the County Clerk’s Office shall make sure any blank dates in the contract are filled in. The County Clerk’s Office shall file one original contract and submit any additional originals or copies to the appropriate department. Upon receipt of copies from the County Clerk’s Office, each department shall enter the file number into MUNIS.

Distribution of Contracts

The requesting department is responsible for duplicating and distributing the fully executed contracts, including all exhibits and attachments, along with the resolution or contract authorization form for distribution as follows:

Director of Financial Services (electronic copy)

County Attorney (electronic copy)

Purchasing (contract authorization forms)

Regarding Contracts Signed Electronically

In the event a contract is signed electronically, for example with the State of Michigan, it is the responsibility of the department to submit to the County Clerk’s Office, in paper format, one fully executed contract and one copy of the authorizing resolution or signed contract authorization form for filing. 

The County Clerk’s Office shall otherwise take the same steps as outlined in Execution of Contracts above. 

Contract Expiration

It is up to each department to monitor expiration dates of contracts that involve their departments to determine if the contract needs to be renewed or if the services are no longer necessary.  If the contract needs to be renewed, a resolution renewing the contract should be scheduled before the appropriate Liaison Committee and the Board of Commissioners before the expiration of the contract.

Purchase Orders (“PO”)

If a PO is utilized, the Purchasing Director or his/her designee shall submit, at a minimum, two hard copies along with an equal number of copies of the adopted resolution authorizing a specific purchase or signed contract authorization form authorizing the PO to the County Clerk’s Office. Where there is not a specific formal resolution needed for the purchase, the source of authority (resolution number referencing the applicable Purchasing Policy) shall be printed on the PO. The County Clerk’s Office shall process the PO as delineated above, retain one copy for filing, and then return all additional copies to the Purchasing Department. The Purchasing Director or his/her designee is authorized to sign any necessary PO. A PO may be issued to a business for services $5,000 and under, provided however, that the business is an Ingham County registered vendor and is amenable to the County’s PO Terms and Conditions, which have been reviewed as to form by legal counsel.

Revised - Resolution 19-169
Revised - Resolution 18-194 

Adopted - Resolution 15-335

