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MCTA - Operations Manual

I. METHOD of OPERATION

Four years ago the Marquette County Townships Association
adopted a plan to insure that services to member Townships would
be carried out in the most economical manner possible. This
method established the Township office of the current president
as the home office of the association. Mail would be received
and go out of this office. The phone number of that Township
would become the phone number of the association. It has been my
privilege to take us through these first four transitional years.
The purpose of this manual is to be a guide to those who follow
in this task. Hopefully, it will be helpful in carrying out the
professional image of the association. In the years to come, it
would be wise to update this manual for the benefit of future
presidents and their Township staff.
The Annual fee for secretarial services was set at $1,000 per
yvear. After the end of two yvears, it was adjusted to an annual
amount of $§1,300. This fee was established to cover the
secretarial services provided by fhe Township. Upon institution,
it was the purpose of the Executive Board that no member of the

Executive Board would be paid for their personal services. These

services were donated by the elected officials. The fee paid was
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established to cover costs borne by the Township serving as the
MCTA office. If Executive Board members incurred out of pocket
expenses in the course of their service, the payment of these
expenses would require Board/Member authorization for payment.
In addition to the $1,300 Annual fee, the home office
Township would submit bills for copies, long distance phone
calls, postage, and other such expenses that were rightly the
expenses of the association. Such bills would be submitted to the
Treasurer of the association on a monthly or quarterly basis for
payment. Accounting'of such payments would be made to the
membership on the financial reports of the association.
IXI. Areas of.Responsibility

SUPPLIES

The home office of the MCTA should be responsible for
ordering supplies as needed. The bill shall be submitted for
payment to the association Treasurer. All purchases shall be
made with economy in mind. S8Stationary shall not be imprinted
with officers names, to save reprinting costs when officefs
change. Addresses of the home office shall be deleted as this
location could change from time to time.

BILLING/MEMBERSHIP DUES

Billing statements will be sent from the home office. Notice
shall be placed on the bills asking them to remit directly to the
association Treasurer. This saves an extra handling of the

bills and payments. The Treasurer can notify the home office if
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a second billing is required. This shall include, but not be
limited to the Annual Membership dues. Dues are payable on the
first day of April in any given year.

MEETING NOTICES

The home office of the MCTA shall mail notices to all member
townships of the monthly meetings, or any regularly scheduled
event of the association. Such notices shall be mailed to two
members of the Township boards. It is the responsibility of each
individual Township board to advise their members of the
meetings/events. The Clerk and Treasurer of each board shall
receive the notice unless the Township requests that another
member receive thé notice. In view of the fact that most
Townships meet once a month, this should be taken into

considerations when notices are sent.

MEETING AGENDA/PACKETS

All items prepared for presentation to the membership at its
regular meetings shall be prepared by the home office. The
agenda will be set by the President with requests from the
membership or other interested persons who may request to address
the association. Based on attendance, generally 30-35 sets are
sufficient. There are 19 Townships within the county.

MTA FAX NOTICES

Weekly the Michigan Township Association sends a FAX
updating member Townships of the latest events in Lansing. The

membership has requested that those FAX messages that seem very
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important be mailed to Townships without FAX services.
Generally, once or twice a month this seems to be necessary. If
a regular meeting is upcoming the FAX message is included with
the meeting packet.

TOWNSHIP INFORMATION UPDATES

From time to time, other officials in the county wish to get
a message to all Townships. It has been when those request come
in the MCTA office, they notify said members of its nature. It
is the responsibility of the home office to do this in a timely
manner. This is really something we want to encourage. When any
event takes place in Marquette County, we want other governmental
officials to care what Townships think. So we need to respond
like we think our opinion is important. Township residents are
51% of the population in Marquette County!

III. COST SAVINGS SERVICES

In order to make the best use of each Township individual
tax dollars and at the same time use MCTA dues in a conservative
manner as many forms, advertising, or other joint ventures as can
be best undertaken are encouraged. -Presently, these services are
offered:

1. Bulk purchases of Personal Property Forms. Ordered by home
office. Billed to each government unit with remittance to

MCTA Treasurer. Delivered. Other Townships have been

extremely helpful in getting these back to neighbor

Townships and/or cities. The County of Marquette and the
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City of Marquette have not joined us in this joint venture.
The placing of the order is approximately the end of August.
Each Township shall be contacted before it is assumed they
wish to join in this cost savings. The PP forms will arrive
near tax time.

2. Co-Operative Advertising. Currently we have joint ads for
Annual Meetings, Budget Hearings, Board of Review meetings;
and any election notices that the County Clerk does not
cover that would be of mutual benefit to the Townships.

When the bills come in they are divided. Bills are sent to
the Townships included. Once again, it saves steps to just
have theﬁ mail it to the Treasurer. Notify the treasurer,
so that the bills sent are accounted for. Most of the
notices are to be published in March of April.

Generally, getting the information together is very time
consuming. Some officials have to get information from
their board, assessors or other persons involved. It is
best to start collecting the information at least 6 weeks
ahead. the Mining Journal will need at least 4 days after
the ad is ready. Very tricky on the timing at Board of
Review ad!

3. Insurance Billing. Presently this service is undertaken by
an outside person. Townships who have the group insurance
through the MCTA pay for the administrative costs. All

Townships do not share these expenses. It is billed
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separately. Placed in the MCTA treasury and payment is made
from the General Fund of the MCTA.
This is an area where we may determine more cost saving services
for our members. Any service established by the Executive Board
or vote of the membership shall become the responsibility of the
home office to carry out.
IV. Miscellaneous

All of the files shall be maintained up to date in the home
office. They will not be the property of the office, but shall
be kept up to date fdr the time they shall be turned over to a
new home office. The minutes of the MCTA shall be maintained in
a separate file in order to be easily accessible if someone needs
to study them. It is advisable that the current recording
secretary of the MCTA keep their own duplicate file of the
minutes. Minutes are a valuable record to any organization.
Annually the MCTA plans a spring banquet for the purpose of
bringing together the government officials of the County of
Marquette. It is a time for County, City and Township officials
to visit and talk informally about mutual concerns. The
president of the association set the date with approval of the
membership and calls together a committee of the MCTA to plan the
program of the event. All publicity, receiving of guests lists
and dinner costs shall be undertaken by the home office. 1If
there is a written program, check in table, or entertainment

arrangements these are all the responsibility of the home office.
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