BYLAWS AND RULES OF PROCEDURE
OF THE OTTAWA COUNTY PARKS AND RECREATION COMMISSION

ARTICLE |
POWERS OF THE COMMISSION

The Ottawa County Parks and Recreation Commission (“Commission”) shall exercise such powers
and perform such duties as are authorized by the statutes of the State of Michigan, specifically 1965 P.A.
No. 261, as amended (“Act 261"}, being MCL §46.351 ef seq, and the resolutions of the Ottawa County Board
of Commissioners {(“County Board”), which collectively define the powers of the Commission. Nothing
herein shall be construed as broadening the powers of the Commission beyond either Act 261 or the County
Board’s resolutions. Without limiting the above, the Commission’s powers shall include: -

A Contracting within the County’s contracting policies and within those policies, making a
recommendation to the County Board regarding any contracting by the Parks Department that requires
County Board preapproval.

B. Approving all grant contracts for the Parks.

C. Approving all purchases of property for the Parks, prior to the County éoard’s final
determination.

D. Approval of policies on inclusion and utilization of the Ottawa County parks by all residents
and nonresidents; and

E. Accepting donations, including making decisions on the stipulations to the donations and all
naming of parks or parks facilities.

ARTICLE I
MEMBERSHIP OF THE COMMISSION

Appointments to the Commission shall generally be controlled by the provisions of Act 261. At all
times, not less than one (1) nor more than two (2) of the positions over which the County Board has the

general authority of appointment shall be filled by members of the County Board.
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All Commissioners are expected to maintain at least a seventy-five (75%) attendance record at
meetings. Remote participation is only acceptable in accordance with allowances under MCL §15.263(2) (Act
267 of 1876, as amended) and County policies. Any Commissioner requesting meeting excusal shall provide
a reasonable explanation to the President of the Commission for lack of attendance prior te the scheduled
meeting. The President shall determine if the absence is excused, subject to appeal by the Commissioner to
the Commission, the latter’s decision being final. If an appointed Commissioner has three (3} unexcused
absences {advance notice was not provided to the President) within an eighteen {18) month period, by
majority vote of the Commissioners present, the Commission has the right to recommend removal of the
said Commissioner to the County Board.

All Commissioners are expected to positively represent the Parks mission, vision, and values and
maintain professional standards of conduct as outlined in MCL §15.342 (Act 196 of 1973, as amended). [f an
appointed Commissioner violates these standards or commits an act of malfeasance, by majority vote of the
Commissioners present, the Commission has the right to recommend removal of the said Commissioner to
the County Board.

Except for acts of malfeasance, Ottawa County will defend and indemnify all Commissioners in the
course of their official performance.

ARTICLE 1]
PERSONNEL

The Commission shall appoint, upon the approval of the Ottawa County Administrator
("Administrator”} and the County Board, an Executive Director of the Commission (“Director”), who shall
also be the day-to-day department head of the Ottawa County Parks and Recreation Department. The
Commission shall advise the County Board of any need for additional personnel. All Commission personnel,
including the Director, shall be subject to the County’s personnel policies and shall be County employees,
subject to removal by the Director, or if the Director, by the Commission with the concurrence of the County

Board and the Administrator.




ARTICLE IV
OFFICERS OF THE COMMISSION AND THEIR DUTIES

Each year at its regular annual meeting held in January, the Commission shall elect a President, a
Vice President, and a Secretary from the appointed Commissioners who are not County Board members, as
well as such other officers as the Commission shall deem necessary. The Director will preside over the
meeting until the President has been elected. Additionally, the County Treasurer shall be the Treasurer of
the Commission and shall hold the Commission’s funds in a County Board-approved depository for County
funds. The County’s Fiscal Services Department shall be responsible for the internal fiscal management and
bockkeeping of the Commission. The Administrator and Director shall offer administrative services to the
Commission.
A. Duties of the President
{1) The President shall preside at all meetings of the Commission and shall have a vote
upon all resolutions and motions as a Commissioner.
(2) Without limiting the President’s ability to delegate this function to the Director, the
President shall sign, with the Secretary, in the name of the “Ottawa County Parks and Recreation
Commission,” all legal documents that are authorized by the Commission and/or Board.
(3) The President shall appoint the members to each Committee established by the
Commission, shall appoint all Committee Chairpersons, and shall serve on all Commission
Committees as an ex-officio member,
B. Duties of the Vice President
In the event that the office of President becomes vacant by death, resignation, or otherwise, or in
the event of the absence of the President, or inability to discharge the duties of office, the Vice President
shall assume all of the duties conferred upon the President.
C Buties of the Secretary

Without limiting the Secretary’s ability to delegate these functions to administrative staff under the




control of the Director, the Secretary shall be responsible for:

(1) Posting the notices of all public meetings of the Commission and taking the minutes
at such meetings.

(2) Custody of the minute book and of any corporate seal of the Commission, and of all
records of the Commission, except the fiscal records which shall be maintained by the Fiscal Services
Department under the direct supervision of the Administrator.

(3} Ensuring that all such property is vested in the name of Ottawa County and that a
record of such property is filed with the State Department of Natural Resources.

(4) Seeking the approval of the County Board whenever such approval is required
according to the resolutions of the County Board or provisions of Act 261. The Secretary shall
annually produce a report on the attendance of Commission members.

(5) Where necessary, signing along with the President or Vice President, in the name
of the Commission, all tegal documents authorized by the Commission and when necessary,
presenting such contracts for approval to the County Board.

D. Duties of the Treasurer

(1) The Treasurer shall perform all the duties of the office of County Treasurer that are
applicable to the Commission including but not limited to the disbursements of funds available to
the Commission. Such disbursement shall occur in a manner consistent with state law, the
resolutions of the County Board, and the fiscal procedures established by the Administrator and the
Fiscal Services Department.

(2) The Treasurer shall also receive all money due to, or collected by, the Commission
from taxes or other sources, and shall deposit all such money in a County depository as authorized
by the County Board.

E. Duties of the Director

(1) The Director shall be responsible for the day-to-day administration of the Parks
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Department activities and supervision of Parks Department personnel.

(2) The Director shali sign or oversee signature of all Commission vouchers submitted
for payment to the Fiscal Services Department.

{(3) The Director shall prepare and present a monthly report to the Commission
regarding all Parks Department activities and shall prepare and present such other reports as
deemed necessary by the Commission.

(4) The Director shall receive notice of and shall have the right to attend all Commission
meetings unless the Commission by a majority vote of its appeinted membership resolves to exclude
the Director from a particular meeting or portion of a meeting.

(5) The Director shall refer all Freedom of Information Act (“FOIA”) requests to the
Parks Department or Commission to the County’s Corporation Counsel, who shall be the
Commission’s and Parks Department’s FOIA Coordinator.

F. Duties of the Administrator

(1) The Administrator shall prescribe the fiscal procedures applicable to the
Commission and its Director, officers, agents, and employees including systems of accounting,
purchasing, payroll administration, budget preparation, and budget administration.

(2) The Administrator, through the Fiscal Services Department, shall keep accounting
records revealing all financial transactions of the Commission in accordance with generally accepted
governmental procedures and standards.

(3) The Administrator, through the Fiscal Services Department and at the request of
the Director, shall process and prepare vendor and payroll checks for the payment of Commission’s
and Parks Department’s approved expenditures upon the receipt of properiy authenticated
vouchers from the Director. If sufficient appropriations are not available to fund the voucher or if
the voucher is not approved by the Fiscal Services Department for any other reason, the Fiscal

Services Department shall promptly report the disapproval and the reasons therefore to the
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Commission and the Director.

ARTICLE V
MEETINGS, AGENDA AND PER DIEMS

A Regular Meetings

The Commission shall regularly meet on a monthly basis at the County’s Fillmore Complex or an
alternative location to be announced in advance. At its annual meeting, the Commission shall establish the
regular meeting schedule for the year as well as the locations of each regular meeting. The agenda of each
regular meeting shall be distributed to Commissioners not later than five days prior to the regular meeting.

B. Special Meetings

Special meetings of the Commission may be called at any time by the President, Secretary, or by a
majority of the members of the Commission at such time or place as may be deemed necessary. Members
of the Commission shall be notified by email or regular mail of the time, place, and purpose of all special
meetings of the Commission. Such notice shall be mailed at least five (5) days prior to the meeting except
under unusual circumstances. In the event of unusual circumstances, the staff under the control of the
Director shall be responsible for attempting to contact by telephone all the members of the Commission.
The nctice of a special meeting shall specify the business to be transacted, and other business shall not be
considered at the special meeting. Any Commissioner shall be deemed to have waived notice by attendance
at any special meeting.

C. Agenda Items

ltems for future Commission meetings may be presented by any member of the Commission,
preferably at or near the end of a Commission meeting. At the meeting, items will not be placed on the
agenda without a majority vote of the members present at the meeting, although exceptions may be made
at the discretion of the President. The agenda of any regular meeting may be modified by a majority vote of

the members present.




D. Per Diem

All members of the Commission shall receive a per diem for their attendance at Commission
meetings and meetings of the Committees of the Commission in accordance with the per diem policy
established by the County Board or otherwise consistent with County policy subject to the approval of the
Administrator.

E. Committees

All Committees of the Commission shall be advisory only. The Commission must approve the
purview of all committees. Committees shall operate informally by consensus if possible. If consensus
cannot be reached, the Committee should document the reason for the dissent along with its

recommendation.

ARTICLE VI
QUORUM AND VOTING REQUIREMENTS

A majority of the members of the Commission shall constitute a quorum for the transaction of
business, and a majority vote shall be sufficient for the passage of resolutions or motions. Notwithstanding
the preceding, a resclution to approve the sale, acquisition, or receipt through a gift or bequest of real estate
shall require the affirmative vote of a majority of the Commissioners serving, No Commission business shall
be transacted unless appointments have been made to fill at least a majority of the full number of

Commission positions identified by law.

ARTICLE VI
PARLIAMENTARY PRACTICE

A. Parliamentary Procedure

The rules of parliamentary practice comprised in “Roberts Rules of Order” shall govern in all cases
in which they are not inconsistent with the Bylaws and Rules of Procedure of the Commission, the laws of
the State of Michigan, or the County Board resolutions pertaining to the Commission’s authority. The
Secretary shall be the parliamentarian of the Commission who shall advise on any procedural issue, with

due consideration of the President’s, the Director’s, and possibly Corporation Counsel’s positions on the
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matter. All decisions of the parliamentarian are subject to being overturned by a majority of the

Commission.
B. Order of Business

Uniess the Commission modifies the agenda for a particular meeting, Commission meetings shall

follow the following order of business:

Call to Order by President

Rolt Call

Absences (excused/unexcused)
Additions/Deletions to Agenda
Approval of Minutes of Previous Meeting
Communications

Public Comment

Financial Status Report (quarterly)
Staff Reports

Committee Reports

Old Business

New Business

Agenda ltems for Next Meeting
Public Comment

Commissioners Prerogative
Closed Session {if necessary)
Upcoming Meeting Date(s)
Adjournment

ARTICLE Vil
ANNUAL REPORT

Consistent with the County Board’s calendar, the Director, on behalf of the Commission and Parks
Department, shall submit a written annual report to the County Board containing a statement of the
proceedings and actions of the Commission during the preceding calendar year.

ARTICLE IX
AMENDMENTS AND REPEAL

These Bylaws may be altered, amended, added to, or repealed by a majority of the members of the
Commission present at any regular meeting of said Commission or at any properly called special meeting,
providing that such changes are not inconsistent with the laws of the State of Michigan or County Board
resolutions pertaining to the Commission’s authority and are subsequently approved by the County Board.
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Notwithstanding the preceding, before any changes are made to these Bylaws, a copy of the proposed
changes shall be filed with the Administrator and the Secretary at least ten (10) days prior to the meeting at
which action thereon is to be taken, and the Secretary shall send a copy of these proposed changes by email
or regular mail to each Commissioner at least five (5) days prior to the meeting together with written notice
of the time and place of the meeting. These Bylaws repeal any prior bylaws or County or Parks Department

practices or policies that are inconsistent with these Bylaws.

Attestation

l, LM koS ‘H.l | \ , the duly appointed Secretary of the Commission, hereby attest that the above
Bylaws and Rules of Procedure were approved by the Commission at a properly held meeting of the

Commission_gn % 2025

’/§ecretar\/ 4

Parks Commission Bylaws and Rules of Procedure
PR 25-28 approved 4/23/25
BC 25-123 approved 5/27/25





