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 BOARD MEETING 

 

AGENDA 
Wednesday – February 11, 2026 

5:30 P.M. 
             
1. Call to order 
2. Roll Call     
3. Pledge of allegiance 
4. Invocation 
5. Additions to Agenda 
6. Approval of Agenda 
7. Public Comment 
8. Consent Agenda Approval 

a. Approve Minutes – Regular meeting – January 14, 2025* 
b. Approve Financial Report       

  c.   Approve Correspondence* 
d.   Approve Committee Reports 
e.   Approve payment of Bills 

9. Wage Resolutions* 
10. Set date for Budget workshop 
11. Set Budget Public Hearing – During Regular March 11, 2026, Board of Trustees Meeting  
12. Consider – Request to collect Grand Haven Schools 2026 Summer Tax Levy*  
13. Consider – Request to collect West Ottawa Schools 2026 Summer Tax Levy*  
14. Consider – Request to collect OAISD 2026 Summer Tax Levy*  
15. Consider – Ottawa County GIS partner agreement* 
16. Consider Planning Commission Escrow Request* 
17. Additions to Agenda      
18. Public Comment 
19. Adjourn  
  
 
* Information included in packet       
     

Next Meeting – March 11, 2026 
 

http://www.portsheldontwp.org/
mailto:info@portsheldontwp.org


Minutes of a Regular Meeting of the 
Port Sheldon Township Board 

January 14, 2026 – 5:30 P.M. 

1. Call to order
2. Roll Call

Present: Michael Sabatino, Meredith Hemmeke, Rachel Frantom, Luke DeVries and Bill Monhollon.
Absent: None
Also present: Attorney Ron Bultje, Port Sheldon Fire Lieutenant Darien Black, and 7 residents and
guests

3. Pledge of allegiance.
4. Invocation

Luke DeVries offered the invocation.
5. Additions to Agenda:

a. Consider- Agreement for Election Publishing Services between the Township and the
County.

b. Consider-Agreement for Early Vote Printing and Mailing Services between the Township
and the County.

6. Approval of Agenda with additions
Motion by Frantom to approve the agenda with additions. Supported by Monhollon and carried.

7. Public Comment:
Public comment was made by one resident and one nonresident.

8. Consent Agenda Approval
a. Approve Minutes

1. December 10, 2025, Regular Meeting.
b. Approve Financial Report
c. Approve Correspondence: None
d. Approve Committee Reports

i. Building – Fourteen permits issued with two new home starts. Building Permits had an
increase of 23.94%. For 2025, the building department issued 233 permits with 27 new
single home starts and 32 town home starts.

ii. Fire Department – Thirty-six calls, plus two meetings. 2025 full year report for the fire
department, they answered 346 calls, this is an increase of 27% from last year.

iii. Code Enforcement – Year-to-date report.  Forty-three total enforcements for the year
with forty complaints resolved. Code Enforcement has an increase of 16% from last
year, this is due to the implementation of Short-Term Rental compliance enforcement.

e. Approve payment of Bills.
Motion by DeVries to approve the consent agenda. Supported by Monhollon and carried. 

9. Presentation- Short Term Rental Report.
Tatjcha Lambers presented the annual Short-Term Rental Report.

10. Public Hearing- Parks and Recreation 5-year plan.
Supervisor Sabatino opened the Parks and Recreation Plan Public Hearing at 5:47pm.
Public Comment:
None
Motion by DeVries to close the Public Hearing. Supported by Hemmeke and carried.
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Parks & Recreation 5 Year Plan Public Hearing closed at 5:49 p.m. 
11. Consider-Adoption of Parks and Rec 5-year Plan 

Motion by Hemmeke to adopt resolution 2026-01 for the Parks & Recreation 5-year Plan. Supported 
by Monhollon and carried with five yes roll call votes. Ayes: Monhollon, DeVries, Sabatino, 
Hemmeke and Frantom.  Nays: None.  

12. Consider- Cost Adjustment to previous Road shoulder paving approval. 
Motion by Hemmeke to approve the cost adjustment increase to $58,810.00 for project #2180630 on 
the memorandum from Prein & Newhof dated January 14, 2026, for road shoulder paving. Supported 
by Monhollon and carried with five yes roll call votes. Ayes: Frantom, Hemmeke, Sabatino, DeVries, 
and Monhollon.  Nays: None.  

13. Consider- Cemetery Fee Schedule Amendment-Add Winter Burial Fee. 
Motion by Frantom to amend the Cemetery Fee Schedule to include winter burial fees, effective 
January 14, 2026. Supported by Hemmeke and carried with five yes roll call votes. Ayes: Monhollon, 
DeVries, Sabatino, Hemmeke and Frantom.  Nays: None.  

14. Consider-King Water Wells Estimate for Sheldon Dunes Well Inspection 
Motion by Frantom to approve King Water Wells quote #6517 for Sheldon Dunes Well Inspection. 
Supported by Hemmeke and carried with five yes roll call votes. Ayes: Monhollon, DeVries, Sabatino, 
Hemmeke and Frantom.  Nays: None.  

15. Consider- Fire Department Budget Amendment. 
Due to a 27% increase in call volume over last year, the Fire Department requires a budget amendment 
to the current payroll line item. The recently approved fire operating millage revenue will be 
incorporated into next year’s budget. 
Motion by Frantom to approve the Fire Department Budget Amendment moving $24.000.00 from 
Fund Balance to the Fire Salary line item. Supported by DeVries and carried with five yes roll call 
votes. Ayes: Monhollon, DeVries, Sabatino, Hemmeke, and Frantom. Nays: None.  

16. Additions to Agenda: 
a. Consider- Agreement for Election Publishing Services and Early Vote Printing and 

Mailing Services between the Township and the County. Motion by DeVries to 
approve the agreement for Election Publishing Services agreement and the Early Vote 
Printing and Mailing Services between the Township and the County and authorize the 
clerk to sign.  Supported by Monhollon and carried with five yes roll call votes. Ayes: 
Frantom, Hemmeke, Sabatino, Monhollon, and DeVries. Nays: None.  

17. Public Comment: 
Public Comment was received from two residents 

18. Adjourn 
Motion by Monhollon to adjourn. Supported by Frantom and carried. 
The meeting adjourned at 6:11 pm.                                           

Respectfully Submitted  
Meredith Hemmeke, Clerk 
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December 8, 2025 
 
The Wage and Compensation Committee recommends that the township board receives an increase of 
2.8% for the fiscal year of 2026-2027.  This recommendation is based on the COLA number of 2.8%.   
We also recommend that in the future we base increases on COLA and the rate that taxes are capped at, 
which is not more than 5%.   
 
We also recommend that the township performs an annual performance review for employees that work 
in the office. We also recommend that all employees of the township receive a COLA increase in the 
amount of 2.8%. 
 
I have attached how the increases are calculated based on what percentage that the board chooses.  
 
We recommend a 2.8% increase for the township board. 
 
We recommend up to a 2.8% increase for the township employees.  
 
Thank you, 
 
Meredith Hemmeke and Kathy Robbins 
 

http://www.portsheldontwp.org/
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JOB DESCRIPTION 
BUILDING / ZONING ADMINISTRATOR 

Department: Building & Zoning 
Reports To: Township Supervisor 
Supervises: Building Administrative Assistant 
FLSA Status: Exempt (Administrative) 
Employment Status: At-Will 

POSITION SUMMARY 
Under the general direction of the Township Supervisor, the Building / Zoning Administrator is 
responsible for administering and enforcing applicable State of Michigan building codes, zoning 
ordinances, and related Township regulations. The position exercises independent judgment and 
discretion in the interpretation and application of codes and ordinances and provides direct 
supervision of the Building Administrative Assistant. Responsibilities include permit processing, 
inspections, contractor licensing, code enforcement, and departmental administration to protect 
the public health, safety, and welfare. 
 
ESSENTIAL FUNCTIONS 
The following duties are considered essential functions of the position. Reasonable 
accommodations may be made to enable qualified individuals with disabilities to perform these 
functions. 

1. Reviews, evaluates, and processes building permit applications; examines construction 
plans, specifications, and drawings for compliance with State of Michigan construction 
codes, zoning regulations, site plan requirements, and Township ordinances. 

2. Issues building, occupancy, and related permits; conducts or coordinates inspections to 
ensure compliance with applicable State and local regulations. 

3. Investigates complaints and alleged violations of building and zoning ordinances; 
initiates corrective action through verbal communication, written notice, issuance of civil 
infraction citations when authorized, and prosecution as required; represents the 
Township in administrative and court proceedings related to enforcement matters. 

4. Conducts building, site, and occupancy inspections of new and existing structures; issues 
correction notices, approvals, or certificates as appropriate. 

5. Provides technical assistance and interpretation of building and zoning requirements to 
residents, contractors, architects, engineers, attorneys, developers, Township staff, and 
elected officials. 

6. Supervises the Building Administrative Assistant, including assigning work, providing 
direction and training, reviewing work for accuracy and completeness, participating in 
performance evaluations, and recommending discipline consistent with Township 
personnel policies. 

7. Oversees daily administrative operations of the Building and Zoning Department to 
ensure efficient workflow, compliance with timelines, and accurate recordkeeping. 
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8. Prepares and submits periodic and monthly reports to the Township Board of Trustees 
regarding departmental activity, enforcement actions, permits, inspections, and staffing 
matters as appropriate. 

9. Maintains accurate and complete records of permits, inspections, plans, correspondence, 
and enforcement actions, including floodplain development permits, in compliance with 
record retention requirements. 

10. Maintains required State of Michigan certifications and completes continuing education 
necessary to remain current on code changes and construction practices. 

11. Reviews applications submitted to the Construction Board of Appeals, Planning 
Commission, and Zoning Board of Appeals for completeness; coordinates processing 
through administrative staff; attends meetings to provide technical expertise and respond 
to questions. 

12. Coordinates building, zoning, and development matters with the Township Planner and 
other Township departments as necessary. 

13. Recommends adoption, amendment, or repeal of building, electrical, mechanical, 
plumbing, and zoning codes and ordinances; assists in drafting related policies and 
procedures. 

14. Ensures continuity of inspection services by arranging for qualified substitute inspectors 
during approved absences. 

 
NON-ESSENTIAL / MARGINAL FUNCTIONS 

• Attends Township Board meetings when requested by the Township Supervisor. 
• Performs related duties and special projects as assigned. 

 
MINIMUM QUALIFICATIONS 

• High school diploma or equivalent required. 
• Minimum of five (5) years of progressively responsible experience in building 

construction, inspection, or code enforcement. 
• Current State of Michigan certification as a Building Inspector and/or Building Official. 
• Valid Michigan driver’s license. 

 
KNOWLEDGE, SKILLS, AND ABILITIES 

• Thorough knowledge of State of Michigan construction codes and Township zoning and 
building ordinances. 

• Ability to interpret and apply complex technical plans, specifications, and regulatory 
requirements. 

• Ability to exercise independent judgment and discretion, including supervisory authority, 
consistent with the administrative exemption under the Fair Labor Standards Act. 

• Strong leadership, organizational, written, and verbal communication skills. 
• Ability to establish and maintain effective working relationships with Township officials, 

staff, contractors, developers, and the public. 
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PHYSICAL AND WORK ENVIRONMENT REQUIREMENTS 
• Ability to perform field inspections that may involve walking on uneven terrain, climbing 

stairs or ladders, stooping, kneeling, and working in varying weather conditions. 
• Ability to lift and carry materials weighing up to approximately 40 pounds on an 

occasional basis. 
• Ability to operate a computer, inspection tools, and standard office equipment. 

Reasonable accommodations may be made to enable qualified individuals with disabilities to 
perform the essential functions. 
 
EQUAL EMPLOYMENT OPPORTUNITY STATEMENT 
The Township is an Equal Opportunity Employer and does not discriminate on the basis of race, 
color, national origin, sex, sexual orientation, gender identity, age, religion, disability, genetic 
information, veteran status, or any other status protected by law. 
 
DISCLAIMER 
This job description is intended to describe the general nature and level of work performed and 
does not constitute an employment contract. The Township reserves the right to modify duties, 
responsibilities, and requirements at any time in accordance with applicable law. 
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OTTAWA COUNTY GIS LICENSING AGREEMENT 

This AGREEMENT is made by and between the County of Ottawa, a municipality in the 
State of Michigan, (hereinafter, the "Licensor'') acting by and through its duly elected 
Board of Commissioners, (hereinafter the ''Board"), and Port Sheldon Township 
(hereinafter, “Licensee”), with a principal place of business at 16201 Port Sheldon St, 
West Olive, MI 49460. 

IT IS HEREBY AGREED AS FOLLOWS: 

Licensor grants Licensee a limited license to use the Licensed Materials described in this 
Agreement, including the items detailed in Exhibit A, subject to the terms, restrictions, 
and conditions set forth herein. Licensee accepts such license under the following 
General Terms and Conditions, which together with all attached Exhibits and Addenda, 
constitute the entire Agreement between the parties. 

Exhibits: 

Exhibit A Service Level Agreement (SLA) 
Exhibit B Insurance Requirements 

The parties further agree that this Agreement includes all provisions required by law to 
be inserted in this Agreement whether actually inserted or not. 

General Terms and Conditions 

1. Licensed Materials and Scope of License: The Licensed Materials are defined as
the GIS applications, software, and data. Licensor hereby grants Licensee a non-
exclusive, non-transferable, revocable license to use the Licensed Materials solely
for Licensee’s internal governmental operations. No ownership rights are transferred.

Licensee shall not sublicense, distribute, publish, sell, or otherwise make the
Licensed Materials available to third parties unless expressly permitted herein.

The Licensed Materials, including Digital Spatial Data and all related materials
("Digital Spatial Data" or "Data"), contain proprietary and confidential information
owned exclusively by the County of Ottawa. All Data is protected by United States
copyright laws. Licensee acquires no ownership interest in the Data and may use it
only as expressly permitted under this Agreement.

2. Compensation: In consideration for the license granted under this Agreement,
Licensee agrees to pay the fees of $4,716.25 for onboarding and roughly $1,900 for
maintenance annually. Licensor will invoice Licensee, and invoices shall be payable
pursuant to the County’s standard Net 30 terms.
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3. Service Level Agreement (SLA): Licensor may provide additional services and 
support to the Licensee in accordance with the Service Level Agreement (“SLA”) 
attached as Exhibit A, which is hereby incorporated into this Agreement by reference. 
The SLA governs the service levels, support processes, response expectations, and 
responsibilities related to such services.
If the SLA is updated during the term of this Agreement, Licensor will provide written 
notice to Licensee, and the updated SLA will apply unless Licensee objects in writing 
within thirty (30) days.

4. Inspection and Correction: Ottawa County shall correct any defects or errors in the 
Licensed Materials and shall make accessible to Licensee any information, data, 
materials, and processes Licensee deems reasonably necessary to evaluate and 
confirm the accuracy and quality of the Licensed Materials.

5. Term of Agreement: Unless otherwise expressly provided herein, the Agreement 
shall commence and become effective when signed by both parties and will continue 
indefinitely unless terminated as provided in Paragraph 6, below.  If the parties sign 
on different dates, the Agreement commences and becomes effective on the latest 
date signed. However, the Licensee understands and agrees that if the Board refuses 
to ratify this Agreement after it is signed by both parties, this Agreement shall be null 
and void, and all obligations to provide services and otherwise perform under this 
Agreement shall cease except the County agrees to compensate the Licensee for 
any services and/or work actually performed and provided to the County at the rates 
specified in the Agreement, provided they conform to the terms of this Agreement, 
before the Board’s refusal to ratify this Agreement.

6. Termination: This Agreement may be terminated prior to completion of the Services 
at the option of either party, provided that it gives at least thirty (30) days written 
notice.

7. Performance and Breach of Contract:
a) Any use of the Licensed Materials inconsistent with this Agreement constitutes a 

breach.
b) Licensee shall have fifteen (15) calendar days to cure a breach after receiving 

written notice.
c) If Licensee fails to cure, Licensor may immediately terminate the Agreement and 

pursue any available remedies.

8. Responsibility of Costs: Licensee is responsible for all costs associated with 
Licensee’s use of the Licensed Materials, including hardware, software, internal 
staffing, network access, and cybersecurity readiness.

9. Personnel Requirements: To the extent Licensee’s employees or agents interact 
with Licensor systems or facilities, they must identify themselves upon request and 
comply with Licensor’s access protocols.
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10. Background Checks: If Licensee’s personnel require access to secure Licensor 
systems or facilities to use the Licensed Materials, they may be subject to background 
checks conducted by Licensor before such access is granted.

11. Criminal Justice Information System Compliance (as applicable): Access to and 
use of Criminal Justice Information Systems (“CJIS”), including criminal history record 
information and other sensitive data maintained in the criminal justice information 
systems managed by Ottawa County, the State of Michigan, or the Federal Bureau 
of Investigation (FBI), by Licensee Personnel shall be governed by the following 
terms and conditions:
Licensee Personnel are expressly prohibited from accessing, retrieving, or utilizing 
CJIS in any manner whatsoever.
If sensitive records or information is coincidentally observed, Licensee Personnel 
shall not disclose, divulge, or otherwise communicate to any individual or entity 
outside the staff of the Ottawa County Criminal Justice Department in which the 
information was observed.
The FBI CJIS Security Addendum appended hereto, which is incorporated by 
reference and made a part thereof as if fully appearing herein.

12. Compliance with Laws, Ordinances, and Regulations and Procurement of 
Permits:

a) This Agreement is governed by and shall be construed in accordance with the laws 
of the State of Michigan.
b) The Licensee shall at all times comply with all local, state, and federal laws, rules, 
and regulations applicable to this Agreement and the work to be done herewith.
c) The Licensee shall obtain, and pay thereof, all permits required by any agency or 
authority having jurisdiction over the work. The Licensee shall provide a copy of any 
permit to the County within 3 business days of the County's request.

13. Exclusive Contract and Merger: This Agreement, including its Exhibits and any 
required statutory provisions, constitutes the entire Agreement between the parties. 
All such prior and/or contemporaneous agreements and understandings are hereby 
terminated and deemed of no further force or effect. To the extent that the terms and 
conditions of any of the Exhibits, Addenda, References and/or Purchase Orders 
issued in connection with this Agreement are different, contradict and/or are 
inconsistent with the General Terms and Conditions of this Agreement, this 
Agreement and its General Terms and Conditions control and prevail.

14. Modifying the Contract: This Contract may be modified only by a writing signed by 
both parties.

15. Record Keeping and Intellectual Property Ownership:

a) Licensor retains all right, title, and interest in the Licensed Materials, including all 
copyrights, databases, GIS datasets, and derivative works.

b) Licensee may not claim ownership of the Licensed Materials or any modifications 
thereto.

c) Licensee shall maintain records of its authorized users if required by Exhibit A.
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d) Upon termination, Licensee must return or destroy all Licensed Materials as
instructed by Licensor.

16. Mandatory Attribution: All printed or displayed output derived from Licensor
Licensed Material must include the official Ottawa County seal and copyright as
provided by the Licensor.

17. Alteration or Manipulation of Licensed Materials: Licensee shall not alter, edit,
manipulate, distort, or modify the Licensed Material in any manner that affects its
accuracy, integrity, or representation.

18. Confidentiality: The Licensee agrees that any information, whether proprietary or
not, made known to or discovered by it during the performance of or in connection
with this Agreement will be kept confidential and not be disclosed to any other person
without the express written consent of the Licensor. Licensee will notify the Licensor
promptly if compelled to disclose any such information. These confidentiality
provisions shall remain effective for five (5) years after termination of services under
this Agreement.

19. Conflict(s) of Interest: Licensee certifies that no conflict of interest exists that would
interfere with its obligations or intended use of the Licensed Materials.

20. Disputes: Should any disputes arise with respect to this Agreement, Licensee and
Licensor agree to act as soon as reasonably practicable to resolve any such disputes.
Pending resolution of such dispute or difference and without prejudice to their rights,
both the Licensee and the Licensor shall continue to respect all their obligations and
to perform all their duties under this Agreement.

21. Dispute Notification Procedures: Any claim by Licensee arising under this
Agreement shall be submitted in writing within ten (10) days after Licensee becomes
aware of the basis for the claim.

22. Enhanced Access Policy: This data is subject to all provisions as described in the
Michigan Policy on Enhanced Access to Public Records Act, PA 462 of 1996, as
amended.

23. Jurisdiction and Venue: The Parties consent to the exercise of general personal
jurisdiction over it by the 20th Circuit Court. Pursuant to state statute, any action
against the Licensor must be brought in the 20th Circuit Court.

24. Debarment and Suspension: Licensee certifies to the best of his/her/its knowledge
and belief, that neither it nor any of its principals, owners, officers, shareholders, key
employees, directors and member partners: (1) are presently debarred, suspended,
proposed for debarment, declared ineligible, or voluntarily excluded from covered
transactions by any Federal department or agency; (2) have, within a three-year
period preceding this proposal, been convicted of or had a civil judgment rendered
against them for commission of fraud or a criminal offense in connection with
obtaining, attempting to obtain, or performing a public (Federal, State or local)
transaction or contract under a public transaction; (3) are presently indicted for or
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otherwise criminally charged by a governmental entity (Federal, State or local) with 
commission of any of the offenses enumerated above; and, (4) have, within a three-
year period preceding this proposal, had one or more public transactions (Federal, 
State or local) terminated for cause or default. 

25. Indemnification: Licensee agrees to indemnify, defend, and hold harmless the 
Licensor and its officials, officers, employees, volunteers, and agents from and 
against any and all liability, claims, judgments, losses, damages, payments, costs 
and expenses, including attorney’s fees, arising out of or in any way related to 
Licensee’s performance of services under this Agreement, including, but not limited 
to, any and all liability resulting from or arising out of intentional, reckless, or negligent 
acts or omissions of the Licensee, its employees, agents, or subcontractors.

26. Insurance: Licensee agrees to provide proof of the following insurance coverages, 
where applicable, including certificate(s) of insurance, endorsements and provisions, 
as more fully set forth in Exhibit B, entitled Licensee Insurance 
Requirements:  Commercial General Liability;  Workers’ Compensation; Employers’ 
Liability; Automobile, Umbrella/Excess Liability, Professional Liability, and Privacy 
and Security Liability (Cyber Security).  Coverage limits are to be statutory and, if no 
statute applies, are to be at least $1,000,000 per occurrence or claim and $2,000,000 
aggregate. The Licensee further agrees to comply with all other requirements set 
forth in Exhibit B, including, but not limited to, adding the County of Ottawa as an 
Additional Insured on Commercial General Liability, Umbrella/Excess Liability, and 
Privacy and Security Liability (Cyber Security) insurance, on a primary and non-
contributory basis.

27. Relationship of Parties: The Licensee is an independent Licensee and is not an 
agent or employee of the Licensor for any purpose. This Agreement is not intended 
to create any joint venture or partnership of any kind. The provisions of this 
Agreement are for the benefit of the parties hereto, and not for the benefit of any 
other person or legal entity.

28. Subcontracts: The Licensee shall not assign, transfer, or subcontract any rights or 
obligations under this Agreement without the Licensor’s prior written approval. The 
Licensor reserves the right to award other Agreements in connection with the Work.

29. Governmental Immunity: The County does not waive its governmental immunity by 
entering into this Agreement, and fully retains all immunities and defenses provided 
by law with respect to any action based upon or occurring as a result of this 
Agreement.

30. Data Security: Licensee must implement reasonable administrative, physical, and 
technical safeguards to protect the Licensed Materials from unauthorized access, 
consistent with the terms and conditions herein.

31. Absence of Waiver: The failure of either party to insist on the performance of and/or 
enforce any of the terms and conditions of this Agreement, shall not constitute a 
waiver of the right of either party to insist on the performance of and/or enforce any 
of the terms and conditions of this Agreement in the future.
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32. Notices: 
a) All notices and other communications for the parties may be served, mailed, or 
delivered at the following addresses: 
 

If to the Licensee:   
Attn: Michael A. Sabatino 
Port Sheldon Township 
16201 Port Sheldon St. 
West Olive, MI 49460 
Email: mike@portsheldontwp.org 
Phone #: 616-399-6121 

 
If to Ottawa County:  

Attn: Shane Pavlak 
Ottawa County 
12220 Fillmore St. 
West Olive, Ml 49460 
Email: spavlak@miottawa.org 
Phone #: 616-738-4602 
 

33. Survival: The obligations of this Agreement, which by their nature would continue 
beyond the termination or expiration of the Agreement, including without limitation, 
the obligations regarding Record Keeping and Ownership of Documents, 
Confidentiality, Jurisdiction and Indemnification, shall survive termination or 
expiration 
 

34. Severability: If any term or provision of this Agreement, or the application thereof to 
any person or circumstances, are held to be invalid, the parties agree that the 
remaining terms and provisions, and the application of those terms and provisions, 
shall be deemed valid, and enforceable to the fullest extent permitted by law. 

 
35. Attorney Review: The parties represent that they have carefully read this Agreement 

and have had the opportunity to review it with an attorney. The parties affirmatively 
state that they understand the contents of this Agreement and sign it as their free act 
and deed. 
 

36. No Third-Party Benefit: The provisions of this Agreement are for the benefit of the 
parties hereto, and not for the benefit of any other person or legal entity. 
 

37. Michigan Economic Sanctions Act, 2012 (“Iran-Linked Business”): Licensee 
certifies, under civil penalty for false certification, that it is fully eligible to do so under 
law and that it is not an “Iran-Linked Business,” as defined in the Michigan Economic 
Sanctions Act, 2012 P.A. 517, MCL 129.311, et. seq. 

 
38. Freedom of Information Act: The Licensee acknowledges that the Licensor may be 

required from time to time to release records in its possession by law. The Licensee 
hereby gives permission to the Licensor to release any records or materials received 
by the Licensor as it may be requested to do so as permitted by the Freedom of 
Information Act, MCL 15.231 et seq.  
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39. Use of County Name and Logo: The Licensee shall not use the name, seal, 
insignia, logo, or any other identifying mark of the Licensor in any form of publicity, 
advertising, promotional material, press release, public statement, or other 
communication, whether written, oral, or electronic, without the prior express written 
consent of the County Administrator or their designee. 

 
40. Title and Headings: Titles and headings to articles, sections or paragraphs in this 

Agreement are inserted for convenience of reference only and are not intended to 
affect the interpretation or construction of the Agreement.  

 
41. Anticipatory Breach: If the Licensee, at any time before delivery of services, 

declares its intent not to perform in accordance with this Agreement, the Licensor 
shall have an immediate cause of action for breach of this Agreement, and shall be 
entitled to all remedies available to it at law or in equity. 
 

42. Warranty and Licensed Materials: Licensor warrants that it has the authority to 
license the Licensed Materials. 

 
The Licensed Materials are provided “AS IS.” 
Licensor makes no warranties regarding: 

 accuracy, 
 completeness, 
 functionality, 
 merchantability, 
 fitness for a particular purpose, 
 or any other implied warranty. 

 
The Licensed Materials is not warranted for legal, engineering, surveying, or 
emergency response uses. The Licensor assumes no liability for errors, omissions, 
or misuse of the Data. 

 
43. Accuracy and Data Quality: Licensee acknowledges that Licensed Data is 

inherently imperfect and may not be suitable for all purposes. Licensee assumes 
responsibility for verifying data accuracy before use. 
 

44. Equal Employment and Opportunity: The Parties shall adhere to all applicable 
federal, state, and local laws, ordinances, rules, and regulations prohibiting 
discrimination, and all other federal, state and local fair employment practices and 
equal opportunity laws and covenants, including, but not limited to, the following:  
a) The Elliott-Larson Civil Rights Act, 1976 PA 453, as amended. 
b) The Persons with Disabilities Civil Rights Act, 1976 PA 220, as amended. 
c) The Americans with Disabilities Act of 1990, 42 USCA Section 12101 et seq., as 

amended, and the regulation promulgated thereunder. 
d)  Section 504 of the Rehabilitation Act of 1973, P.L. 93-112, 87 Stat. 355, 29 

USCA Section 794, and regulations promulgated thereunder. 
e)  The Age Discrimination in Employment Act of 1967, 29 USCA Section 621, et.    

seq., as amended, and regulations promulgated thereunder.  
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This section does not create any greater protections, rights or legal obligations than 
already exists under such laws, ordinances, rules, and regulations. 

 
In witness whereof, each party to this Contract has caused it to be executed on the 
latest date set forth below. 

 
COUNTY OF OTTAWA 
 
 
            
 

John Teeples, Chairperson    Date 
Board of Commissioners 
 
 
             
 

Justin F. Roebuck,       Date 
County Clerk/Register 
 
 
            
 

Shane Pavlak,       Date 
Contract Manager 
 
 
The undersigned certifies, under penalty of perjury, that I have the legal authorization to 
bind the firm hereunder: 
 
 
PORT SHELDON TOWNSHIP 
 
 
            
 

Signature       Date 
 
 
      
 

Printed Name 
 
 
      
Title 
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GENERAL OVERVIEW 
The Ottawa County Enterprise Geospatial Insights & Solutions (GIS) Team aims to serve as a GIS 
Center of Excellence across all county departments and end-users. Our goal is to support the GIS 
member community through the development, design, and delivery of innovative GIS 
technology solutions that enable County departments, local units, and local agencies to excel in 
their work and the provision of vital programs and services to citizens throughout the County of 
Ottawa. 
 
To that end, the GIS Team aims… 
 

• To back Countywide policy making and best practices in support of GIS users and the 
advancement of GIS technology 

• To support and help to grow the GIS-partnered community 
• To provide core GIS products, tools, and technology solutions for County departments and 

participating local units & agencies 
• To build, enhance, and support the growth of the County’s GIS infrastructure 

PURPOSE AND SCOPE 
The overarching goal of this Service Level Agreement (SLA) is to outline the service levels, as 
well as the terms and conditions governing the use of Geospatial Insights & Solutions (GIS) data, 
products, and services provided by the GIS Team, such as: 
 

1) The overall scope of services provided 
2) Hours of operation, response times, and maintenance associated with these services 
3) Support processes 
4) Disaster recovery and planned outages 
5) Change order requests 
6) Responsibilities of the GIS Team as a provider of these services 
7) Responsibilities of the client receiving these services 

 
The scope of this SLA covers the following main service areas for which the GIS Team is 
responsible: 
 

1) GIS Data Services 
2) GIS Online Mapping Services 
3) GIS Applications 
4) GIS License Management Services 
5) GIS Training & Support Services 
6) Premium GIS Services 
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ROLES & RESPONSIBILITIES 
This section of the SLA defines the specific roles and responsibilities of the various parties to 
this agreement. 
 
Primary Stakeholders 

1) Service Provider: GIS Team (gisdept@miottawa.org) 
a. GIS Supervisor 

2) Client Contact: (based at client site) 
 
Service Provider (GIS) Responsibilities 

1) The GIS Team, along with the Ottawa County IT Department, will provide a secure 
and stable environment for all data, services, and applications covered under the 
scope of this agreement* 

2) Provided timely resolution, response, and support of all requests for services 
3) Sends appropriate email notifications for all scheduled maintenance and 

unplanned events 
4) Provides support for technical issues with GIS applications, software, data, and 

equipment. These include all web-based applications and desktop applications 
installed by the Ottawa County GIS Team.  

 

*GIS Team is not responsible for software/hardware or network issues hosted outside of the Ottawa County IT 
infrastructure. 

 
Client Responsibilities 

1) Is responsible for all GIS applications, software, data, and equipment not created, 
installed, maintained, or purchased by the Ottawa County GIS Team. 

2) Documents or provides communication on policy implications or responsibilities as 
they pertain to GIS implementation within their department. 

 

GENERAL PROVISIONS 
The following provisions apply to all services provided by the GIS Team. 

 

Hours of Operation 
Normal operational hours are 8:00 am to 5:00 pm, Monday through Friday and closed on 
County holidays (https://miottawa.org/holidays/). The GIS Team will provide support via 
phone and email to GIS partners during normal weekday support hours. Support outside of 
normal business hours will be provided as mutually agreed upon by both parties. 
Emergency support for production-related issues will be handled on a case-by-case basis 
using available resources. 

 
During non-operational, holiday, or off-hours, issues should be submitted to the Ottawa County 
Service Desk by phone (616-738-4880) or by email (itservicedesk@miottawa.org); the Service 
Desk will record the issue in the County’s service tracking application, and if deemed 
appropriate, they will escalate the issue to the appropriate GIS Staff to respond to the request. 
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For additional information on after-hours support, see the Appendix under After-hours Support 
Procedures. 
 

Prioritization & Response Times 
The following table defines prioritization or severity levels based on potential impacts, 
categories, and whether specific issues affect public-facing applications, etc. Primarily, 
prioritization will be defined following the guidelines below, but response outside normal 
hours of operation will be at the discretion of the GIS Supervisor or the IT Manager of Applied 
Technology. 
 

Priority Definitions 
The Priority of Incidents is defined by the combination of the following two fields, Impact and 
Urgency, completed during initial assessment of the issue at the Service Desk: 

• Impact is defined as the number of people who are affected by the issue.  There are the 
following options: 

o Critical 
o High – Affecting the entire County or multiple buildings or departments, or 

affecting a critical system 
o Medium – affecting an entire department, building, or multiple individuals, or 

the entire County, but not a critical system 
o Low – affecting a single individual or a small group 

• Urgency is defined by how the issue is affecting the customer.  There are the following 
options: 

o Critical 
o High – Service is completely down, unavailable. Customers are unable to work. 

No workaround available. 
o Medium – Service is degraded. May or may not be a workaround available. 
o Low - Service is not functioning properly. Customers are inconvenienced but can 

still perform tasks. Workarounds are available. 

Incidents are assigned a Priority between 1 and 5, with 1 being the highest priority and 5 being 
the lowest.  The following matrix is used by the IT Service Desk ticketing system to assign a 
Priority based on the selection of the Impact and Urgency fields within the incident: 

 High Impact Medium Impact Low Impact 
High Urgency 1 2 3 
Medium Urgency 2 3 4 
Low Urgency 3 4 5 

 

Response  
IT will use the following guidelines in prioritizing support requests, with the goal of beginning to 
work on the problem within the target timeframe. Actual response times may be shorter or 
longer, depending on the volume of requests being handled at any one time. 
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General GIS Questions 
For general GIS inquiries and mapping support, contact the GIS Team by phone (616-738-4600) 
or through the GIS email (gisdept@miottawa.org) 
 
Disaster Recovery  

Disaster recovery is handled and defined by the processes of Ottawa County’s Innovation and 
Technology Department (IT). The GIS Team/IT is also not responsible for disaster recovery or 
uptime of applications/software hosted outside of Ottawa County’s Innovation and Technology 
Department infrastructure (e.g. BS&A). 
 

Planned Outages 
The GIS Team has a scheduled outage window every weeknight from 1 am to 3 am to update data 
from the production environment to the viewing environment. 
 

Change Requests 
Additional requests for changes that are outside the scope of this SLA will require a new Service 
Request. For example: 

• Host new datasets for Clients 
• Training outside the normal Web-based application training provided by the GIS Team 

 
  

mailto:gisdept@miottawa.org
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SERVICE LEVELS & METRICS 
The specific services outlined in this section are grouped into the following categories: 

 
• Data Services 
• Web Services 
• Web-based Applications 
• Training and Base Support Services 
• Premium GIS Services 

 
Each service level is followed by a responsibility matrix, which helps to link service level issues 
with GIS Team staff members. Information on how to contact these GIS staff members can be 
found in the Appendix under GIS Staff Contact Information. 
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GIS Data Services 
 

 
Description: 

The GIS Team maintains data layers (e.g. roads, parcels, etc.) and provides access to 
the partnered clients. 

 
 
 
 
 
 

Metric: 

Currency & Completion – The GIS Team shall manage automated data updates and 
procedures to run as scheduled, with a 98% completion rate. 
Data Removal and Changes – All GIS members will be notified 1 week prior to the 
deletion or change of any data layers within the GIS repository. 
Security –The GIS Team will appropriately apply the correct user roles to data 
owners and GIS members regarding access to data within the GIS repository. 
Response Times – Responding within the correct timeframe as defined under 
Prioritization & Response Times. 

Tracking: The GIS Team maintains a list of all data layers. Access to this list can be made available 
to GIS partners upon request. 

 
The matrix below outlines areas of responsibility by the GIS Team: 
 

• Systems – Repository infrastructure management, including database, network, 
storage, and technology 

• Access – establishing passwords and connection information to the Repository 
• Automation – developing update scripts, spatial analytics, and other automation 

tools 
• Data Management - managing the upload, update, and catalog of GIS Data in the 

Repository 
• Data Creation & Maintenance – The GIS Team staff will be responsible for creating and 

maintaining most GIS data in the repository. Some GIS partners will have access to edit 
and maintain their own GIS data stored in our repository. 
 

GIS data services support matrix: (Staff primarily responsible for the task is in red) 
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GIS Web Services 

Description: 
GIS Web services are used to embed geographic tools within applications. The 
GIS Program uses Esri’s ArcGIS Enterprise technology, Microsoft SQL Server, and 
VertiGIS’ Geocortex Essentials/VertiGIS Studio to maintain web services that enable 
code and data re-use to increase development speed and reduce development cost. 
These include map services, geocoding services, querying services, identification 
services, and optimized search services. 

Metric: 
Availability – 24 hours a day, 365 days a year, except for planned outage 
times specified above, with a 99.9% uptime 
Response Times – Responding within the correct timeframe as defined under 
Prioritization & Response Times. 

Tracking: 
The GIS Team uses Geocortex Analytics/VertiGIS Studio Analytics and Spotlight on SQL 
Server for regular monitoring and system check reporting on applications, map services, 
and servers. Access to these reports can be made available to GIS partners upon request. 

GIS online mapping services matrix: 
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GIS Web-based Applications 
 

Description: Web-based GIS applications provide GIS capabilities to a broad audience, including 
management, staff, and the public, without the need for dedicated software, and are 
accessible from desktop and mobile platforms.  Countywide applications include: 
VertiGIS Applications, ArcGIS Online, Portal for ArcGIS, and Pictometry 
ConnectExplorer. 

Metric: Availability – 24 hours a day, 365 days a year, except for planned outage 
times specified above, with a 99.9% uptime. 
Response Times – Responding within the correct timeframe as defined under 
Prioritization & Response Times. 

Tracking: The GIS Team utilizes Geocortex Analytics/VertiGIS Studio Analytics, Spotlight, Google 
Analytics, and Pictometry ConnectAdmin for regular monitoring and system check 
reporting on applications, map services, and servers. Access to these reports can be 
made available to GIS partners upon request.  

 

GIS applications support staff matrix: 
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GIS Training & Base Support Services 
 

  
Description: 

The GIS Team can provide training for the web-based applications if needed. These training 
courses are available to all GIS partners, but an additional charge may be required for non-
County employees. Additional one-on-one training is available upon request but may be 
subject to additional charges. 
 
Please Note: 
GIS partners are responsible for seeking out their own training on any non-Ottawa County 
GIS application or software. 
 

  Pictometry ConnectExplorer training is self-learned through videos and help documents. 
 
The Subscription to GIS also includes the following supported services: 

• Updates to evolving critical layers, e.g., Centerlines, parcels, address points, and building outlines. 

• Access to all new data, services, and functions performed by Ottawa County GIS e.g.: Aerial 
photography flights, LiDAR* (Light Detection and Ranging), historic aerial photography, newly 
developed layers, applications developed for all partnered agencies, and much more. 

• Printing maps at a reduced cost from the Enhanced Data Access rates approved by the County Board 
of Commissioners. These rates are subject to review and change.  

• Provide data & support for BS&A’s (CAMA) GIS mapping capabilities. 
• Coordination with digital GIS data distribution for consultants and/or contractors working on behalf of 

an Ottawa County Partner. 
• Access to other County department resources joined and/or associated with Ottawa County GIS 

(where available). Departments that GIS has integrated with: Clerks, Register of Deeds, Treasurer's 
Office, Equalization, Planning, Parks, County Administration, Sheriff’s Office, Central Dispatch, Ottawa 
County Road Commission, Public Health, Environmental Health, Emergency Services, and Ottawa 
County Water Resources. 

         Metric: Availability - Regular support is offered during normal business hours (Monday through 
Friday, 7:30 AM – 5:00 PM), while support outside of business hours is handled via the 
Service Desk; Web-based application training is available as scheduled or as requested. 
Response Times – Provides timely resolution of support tickets within the acceptable time 
limits outlined under Prioritization and Response Times. 

   Tracking: Support services are tracked via the County’s service tracking application. 
 

GIS training and support services staff matrix: 
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Premium GIS Services 
  Description: The GIS Team provides the following consulting services: custom data, custom built 

tools, analysis and research, and application development.  
 
These custom solutions are not included in the subscription cost for GIS and are subject to 
the hourly rate of the GIS staff person assigned. For information on the hourly rate for 
current staff see the Appendix under GIS Premium Services Rate Information. 
 
Premium GIS Services include the following: 
- Customized web application development (e.g., mobile editing applications) 
- Utility Data Conversion 
- GPS Support 
- Spatial & 3D Analysis 
- Document imaging (large format scanner, linked documents to map features) 
- Customized mapbook creation 
- Help in recommending, installing, updating, and troubleshooting ESRI’s licensed 
desktop software for non-County employees (purchasing and annual maintenance cost 
not covered. This must be done by the local unit.) 
-Additional support not outlined in previous sections. 

          Metric: Availability - Normal business hours: Monday through Friday, 8:00am – 5:00pm 
Delivery - Completes project deliverables within the timeframe defined by the client 
and the GIS Team. 

       Tracking: By service request. 
 

Premium GIS Services staff matrix: 
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SERVICE LEVEL REVIEW & AMENDMENTS 
 

This agreement will be reviewed annually during renewal of the service term. However, in 
lieu of a review during any period specified, the current agreement will remain in effect. 

 
Contents of this document may be amended, provided mutual agreement is obtained from 
the primary stakeholders and communicated to all affected parties. 

 
Should this SLA be amended, a notification to the Client will be made one month in advance 
via email. 

 
This SLA may be terminated by either party, given 60 days' advance notice. 
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APPROVALS 
 

 
(<Name>, <Role>, <Local Unit/Agency/Department>) (Date) 

 
 
 
 

(<Name>, GIS Supervisor, Ottawa County GIS) (Date) 
 

 
 
 

(<Name>, <Role>, < Local Unit/Agency/Department >) (Date) 
 

 
 
 

(<Name>, <Role>, < Local Unit/Agency/Department >) (Date) 
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APPENDIX 
 

GIS Staff Contact Information 

Contact Title Phone Email 

Shane Pavlak GIS Supervisor (616) 738-4602 spavlak@miottawa.org 

Pete Schneider GIS System Analyst (616) 738-4829 pschneider@miottawa.org 

Emily Renkema GIS 
Programmer/Tech 

(616) 738-4834 erenkema@miottawa.org 

Robert Royce GIS Technician (616) 738-4603 rroyce@miottawa.org 

 
GIS Premium Services Rate Information 

The hourly rate is comprised of salary, benefits, and a 7.1% overhead charge. This hourly rate is 
subject to change based on changes in the previously listed factors. 
 
After-Hours Support Procedures 

After-hours support will be provided for emergencies only.  This service is intended for the 
handling of urgent issues that cannot wait until the next business day.   

Urgent issues are defined as those that negatively impact services to the citizens for Ottawa 
County, and for which no other workaround is immediately available.  In the event of an 
urgent situation, a department supervisor should be contacted to report the issue. 

The following instructions should be followed to contact the Service Desk for after-hours 
urgent support: 

1. The user having the issues contacts their supervisor. 

2. The supervisor calls 616-738-4880. 

3. After listening to the greeting, press 2 and leave a detailed message with their 
name, the name of the user having the problem, the details of the problem, and a 
phone number where the user can be reached.   

4. The on-call Support Specialist will be contacted and will contact the user within 30 
minutes.   
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 County of Ottawa 
Fiscal Services - Purchasing 

12220 Fillmore Street | Room 331 | West Olive, MI, 49460 Phone (616) 738-4844 
Fax (616) 738-4897 

CONTRACTOR INSURANCE REQUIREMENTS 

Contractor shall provide (as applicable) proof of the following insurances and endorsements/policy provision 
copies before the work described in the contract begins or a purchase order can be issued. 

COMMERCIAL GENERAL LIABILITY: 
Each Occurrence 
Personal & Advertising Injury 
General Aggregate: 
Products-Complete Operations Aggregate: 

$1,000,000 
$1,000,000 
$2,000,000 
$2,000,000 

AUTOMOBILE: 
Liability: $1,000,000 Each Accident 
Personal Injury Protection: Michigan Statutorily Required Limit 
Property Protection: Michigan Statutorily Required Limit 

WORKERS’ COMPENSATION AND EMPLOYERS’ LIABILITY: 
Workers’ Compensation: Michigan Statutory 
Employers’ Liability: $1,000,000 Each Accident 

$1,000,000 Aggregate Injury by Disease or limits 
adequate to satisfy Umbrella or Excess Liability 
insurance underlying requirements. 

  UMBRELLA or EXCESS LIABILITY, AS APPLICABLE: 
General Aggregate (not applicable 
to Automobile Liability): $5,000,000* 
Products-Completed Operations Aggregate: $5,000,000* 
Each Occurrence or Accident: $5,000,000* 

There are to be no gaps between scheduled underlying insurance and Umbrella/Excess Liability 
underlying required limits. 

*Limits shown are minimums but is to be adjusted to higher amounts depending upon how much
injury or damage the contractor can cause.

PROFESSIONAL LIABILITY, AS APPLICABLE: 
Limit of Liability:  $2,000,000 Policy-Year Aggregate (if contract is for 

professional services). 

PRIVACY AND SECURITY LIABILITY (CYBER SECURITY), AS APPLICABLE: 
Limit of Liability: $2,000,000 Aggregate Limit 

Exhibit B
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The County of Ottawa is to be an Additional Insured on Commercial General Liability, Umbrella/Excess 
Liability, and Privacy and Security Liability (Cyber Security) insurance, on a primary and non-
contributory basis. 
 
Commercial General Liability insurance is to be endorsed to provide that the General Aggregate Limit 
applies separately per location or per project. All required policy aggregate limits shall be unimpaired at 
inception of the work described in this contract. 
 
Commercial General Liability and, if applicable, Umbrella/Excess Liability, Professional Liability and/or 
Privacy and Security Liability (Cyber Security) insurance shall remain in effect for two years after 
completion of the work described in the contract. 
 
Contractor shall furnish (a) certificate(s) of insurance showing the above-specified coverages and shall 
provide copies of Commercial General Liability, Umbrella/Excess Liability and  Additional Insured and 
Primary and Non-Contributory endorsements, or copies of policy blanket Additional Insured and Primary and 
Non-Contributory provisions with the certificate(s).   
 
All policies shall be endorsed to provide a minimum 30-day notice requirement to the named insured in the 
event of policy termination. 

 
The contractor is responsible for providing to the County renewal or replacement certificates in the event 
that one or more policies are terminated before the completion of the work and the two-year additional period 
for Commercial General Liability, Professional Liability and/or Cyber Security Liability policies. 
 
Modification of the Insurance Requirements: Depending on the subject matter of the contract and/or 
Purchase Order, the County reserves the right to require higher limits of insurance coverage and/or other 
insurance coverage in addition to the coverages herein.  
 
If a prospective Contractor is a sole proprietor or an entity that believes that it cannot meet the above 
insurance requirements, please contact Ottawa County Purchasing Division at 
purchasing@miottawa.org to check whether any waivers or modifications will be permitted.  

 

Please forward your evidence of insurance to: Ottawa County Purchasing, 12220 Fillmore St Rm 
331, West Olive, MI 49460, purchasing@miottawa.org, Fax Number 616‐738‐4897 

 
 

 

mailto:purchasing@miottawa.org
mailto:purchasing@miottawa.org


Dear Board Members, 

At the direction of the Planning Commission, I am requesting the Board’s consideration of 
adding an escrow account requirement for certain land use applications that are likely to 
generate additional billable costs beyond the standard review process. 

Over time, we have seen some applications require substantial staff time and outside 
professional services, including but not limited to planning review, legal consultation, and 
multiple or extended meetings. When these costs exceed the application fee, the Township 
bears the financial burden unless there is a mechanism in place to recover those 
expenses. 

To better protect Township resources while still allowing applications to move forward, I am 
proposing the following adjustments: 

Proposed Fee Structure 

• Increase the SLU non-refundable application fee to $1,200 

• Require a $1,500 escrow for applications that may reasonably require additional 
staff time or professional services (planning, legal, extra meetings, etc.) 

• Require a $5,000 escrow for Planned Unit Developments (PUDs) 

Escrow funds would be used only as needed to cover actual Township costs associated 
with the application. Any unused escrow balance would be returned to the applicant upon 
completion of the review process. 

This approach helps ensure that: 

• The Township is not subsidizing complex or time-intensive applications 

• Applicants understand upfront that additional review carries real costs 

• Staff and consultants can perform thorough and timely reviews without budgetary 
concern 

I believe this is a fair, transparent, and fiscally responsible step that aligns costs with 
impact. I welcome the Board’s feedback and direction. 

Respectfully, 

Ryan Capson 
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