ADOPTED - SEPTEMBER 22, 2015

AGENDA ITEM NO. 6
Introduced by the County Services Committee of the:

INGHAM COUNTY BOARD OF COMMISSIONERS

RESOLUTION TO ESTABLISH AN INGHAM COUNTY
CONTRACTS PROCEDURES

RESOLUTION # 15 – 335 
WHEREAS, Ingham County enters into hundreds of agreements each year with federal, state and local governments, vendors and agencies; and

WHEREAS, it is advisable to reaffirm procedures and guidelines for the execution and processing of contracts so that a standardized practice may be used by each department. 

THEREFORE BE IT RESOLVED, that the Ingham County Board of Commissioners hereby approves the attached Contracts Procedure.

BE IT FURTHER RESOLVED, that the County Clerk shall provide a copy of this resolution and the Contracts Procedure to all elected officials and department heads once adopted.
COUNTY SERVICES:  Yeas:  Koenig, Crenshaw, Banas, Bahar-Cook, Hope, Maiville

          Nays:  None     Absent:  Celentino     Approved  9/15/15

Contract Procedures
MCL 46.5 requires that executed contracts be deposited with the County Clerk’s office.  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 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 agreement.  The contract authorization form can be used for agreements $5,000 and under.

The department shall submit two hard copies of the agreement, along with the resolution or signed contract authorization form authorizing the agreement, to the Board of Commissioners’ Office for signatures.  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.

Once the contract documents are completely executed, make sure any blank dates in the contract are filled in.  (The effective date should be the date the last signature was obtained, unless an alternate date has been agreed upon by all parties.)

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:

County Clerk (original copy or a complete electronic version of the original if agreed to by the parties pursuant to the Uniform Electronic Transactions Act (MCL 450.831 et seq.))

Director of Financial Services (electronic copy)

County Attorney (electronic copy)

If electronic copies of an agreement, along with exhibits and attachments, are distributed to the above-mentioned recipients, the County Clerk must still receive a copy of the authorizing resolution or contract authorization form.

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

