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2016 EXPENDITURE PROCEDURES 
 

1.    Deficit Spending in Line Items 
 

Department heads may transfer funds from one line item to another without Board approval, 
with the following exceptions and after approval by the Controller/Administrator: 
 

A. Transfers to or from a personnel line item requires the approval of the Board 
of Commissioners. 

B. Increases in a conference travel line item require the approval of the Board of 
Commissioners. 

C. Transfers to a Capital Outlay line item (974000 to 981000) greater than 
$500.00 in amount require the approval of the Board of Commissioners. 

 
Under no circumstance may a department head overspend the budget allocations, whether 
by account or activity.  Approval of line item transfers by the Controller/Administrator does 
not constitute approval to increase the overall budget allocation.  As soon as a department 
head realizes that spending will exceed a budget allocation, a request for a budget 
supplement should be prepared for the Finance and Personnel Committee, stating the 
amount and the reason for the overrun. 

 
2.    Equipment Authorized 
 
 Purchases of equipment require a purchase order, issued by the Purchasing Agent.  Items 

with a unit cost of under $5,000 may be purchased after obtaining three (3) price quotes.  
Items costing over $5,000 will require competitive bids based on specifications developed 
by the department head and approved by the Finance and Personnel Committee.  The 
Purchasing Agent shall be responsible for submitting bids to vendors.  Bids shall be 
awarded by the Board of Commissioners.  This procedure shall be followed for purchases 
made from any fund from line items 974000 through 981000.  All purchases from the 
Equipment Purchase and Replacement Fund require a purchase order signed by the 
Purchasing Agent.  Purchase order requests for items with a unit cost of less than $5,000 
must be accompanied by three (3) price quotes.  The Controller/Administrator may waive 
this requirement at his discretion. 

  
4.    Office Equipment and Furniture Rental or Purchase Authorized in Budget 
 
 All office equipment and furniture authorized in the budget shall be purchased by the 

Purchasing Agent on a purchase order, based on specifications developed by the department 
head and approved by the Finance and Personnel Committee.  The Purchasing Agent shall 
have responsibility to seek bids as appropriate.  Bids shall be awarded by the Board of 
Commissioners.  Invoices for office equipment and furniture purchases shall be initialed by  
the Purchasing Agent, then forwarded to the department head for approval and submitted for 
audit. 
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5.    Office Supplies (#727000) 
 
 Office supplies may be purchased from the supplier of the Department Head’s selection. 
6.    Advanced Payment of Bill Prior to Audit 
 
 The County Controller/Administrator is authorized to issue a check prior to the Board Audit 

for a cash advance for travel expenses, with the approval of the Department Head and the 
County Controller/Administrator.  A cash advance must be requested on a voucher, and 
receipts must be submitted upon return to document use of the travel expense.  All unused 
funds and undocumented expenses must be reimbursed to the County. 

 
7.    Audit Procedures 
 
 1.   All bids and claims - must be signed or initialed by the department head and line-item 

coded.  Sufficient funds must be in the line item budget to cover cost of purchases charged, 
or have prior approval of the Board of Commissioners. 

 
 2.   Vendor Bills - are paid on an itemized invoice only.  The Board will disallow claims 

submitted on a statement of account.  This is to permit the Board to ascertain that a charge is 
for county use.  This invoice must contain a description of supplies, service, materials or 
equipment charged, as well as the cost. 

 
 3.   Personal Expense Reimbursement - must be submitted on a County Travel Expense 

Voucher.  A receipt must be attached to the voucher to support all reimbursement claims for 
meals, lodging and public transportation. 

 
3a.  Meals - the County will reimburse for meal expenses for employees who must be 
outside of Montcalm County because of County business. 

 
3b.  Mileage - the County will reimburse employees who drive their personal vehicle 
for County business.  Normal travel between the employee’s home and place of work 
is not a permitted expense.  Therefore, all mileage claimed must describe the point of 
departure and the employee’s destination, as well as the exact mileage between these 
two points.  Claims for mileage reimbursement shall show only travel originating from 
the employee’s official work station (in most cases this would be Stanton) to the travel  
destination.  Travel must terminate back at the employee’s official work station.  This  
rule does not mean that an employee must always drive to their work station prior to  
beginning County travel, nor does this mean that employees must always return to  
their work station after finishing county travel.  However, mileage reimbursement 
shall only be made from the work station to travel destination, and return to the work 
station.  Exception:  Salaried (not hourly) employees who must report to their work 
station at a time other than normal working hours, (i.e. meetings) may request 
reimbursement for travel from home to the work station and return home.  Hourly 
employees do not receive travel for overtime work because they must receive 
compensatory time off or be paid at the time and one-half wages for any work over 
forty (40) hours per week. 
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3c.   Conference Travel (line items 866000, 866001, and 866002) are defined as: 
 

Expenses related to County personnel attending a prearranged conference, seminar, 
workshops, etc. relating to and benefiting both the employee and the County as a 
whole.  Expenses budgeted for conference travel should include any or all of the 
following (as may be appropriate): lodging, meals, mileage and for air fare. 

 
Funds will not be expended for travel outside the state of Michigan unless prior 
approval for such travel is granted by the Board of Commissioners. 

 
Requests for Conference Travel funds to be included in a departmental budget must be 
made annually during the budget hearings.  Approved Conference Travel will be listed 
by Department in the budget.  Conferences attended by employees that do not have the 
prior funding authorization will be at the employees own expense. 

 
County personnel may obtain advance funds to attend conferences.  Requests for 
advances must be made no later than one (1) week prior to the date of the conference. 

 
Upon returning from a conference, an expense voucher must be prepared and 
submitted to the Finance and Personnel Committee at the next scheduled meeting with 
receipts attached detailing actual expenses plus any expenses incurred in addition to 
the advance payment. 

 
Payment cannot be made for Conference Travel Expense that would exceed the 
authorized line item total without prior committee and Board approval and the transfer 
of appropriate funds.  Conference travel expenses cannot be charged to other 
departmental line items. 

 
8.    Construction or Alteration of County Facilities 
 
 Must have prior approval of the Economic Development and Physical Resources committee.  

Major changes in the use of the County property will also require the approval of the Board  
of Commissioners. 

 
9.  Vehicles 
 Handled like any other major equipment purchase in regard to formal bidding procedure. 
 
10.  Carry-Forward Balances 
 
 Funds appropriated, but unexpended by the end of the year, revert back to the appropriate 

fund, unless encumbered by contract or purchase order. 
 
11. Expenditure Account Coding 
 

Department heads will submit invoices for payment to the County 
Controller/Administrator’s office.  The department head will write the appropriate 
expenditure account on the invoice and initial the invoice.  Initialing the invoice signifies 
approval of the department head to pay the bill, proper receipt of the items by the 
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department, and adequate budgeted funds to pay the invoice.  Line items shall be used as 
detailed below: 
 
 
Line Item      Description      

727000  Supplies used in the office environment, other than supplies related to  
computer operations. 

 728000  Postage and post office box rental.  New post office box rentals must be  
    pre-approved by the Montcalm County Board of Commissioners. 
 729000  Professional printing of materials, including forms, envelopes, etc. 
 730000  Supplies relating to the operation of the computer.  Software and hardware  

purchases including accessories and add-ons are recorded in line item 
980002. 

 742000  Supplies other than office, computer, or janitorial. 
 745000  Gas, oil, fluids, and oil changes for county owned vehicles. 
 802000 Health services for county employees and jail inmates requiring the county 

to pay for the services. 
 808000 Membership dues for inclusion in professional organizations.  

Subscriptions to periodicals.  Publications relating to county business. 
 809000 Ongoing equipment service or maintenance contracts as approved by the 
  Montcalm County Board of Commissioners. 
 809001 Ongoing software maintenance and license contracts as approved by the 

Montcalm County Board of Commissioners. 
 826000 Professional dry cleaning of employee uniforms as required by collective 
  bargaining agreements or approved by the Montcalm County Board of 

Commissioners. 
 850000 Land line telephone costs.  Regular telephone bills include invoices from 

the county telephone system. 
 860000 Mileage reimbursement for travel for county business purposes.  Includes 

mileage to and from the work location. 
 866001 Meals and lodging reimbursement for travel for county business purposes. 
 866000 Mileage for travel related to conferences, seminars, or other training 

sessions. 
 866001 Meals and lodging for travel related to conferences, seminars, or other 

training sessions. 
 866002 Costs for travel related to conferences, seminars, or other training 

sessions, except for mileage, meals, and lodging, i.e. airfare, parking costs, 
etc. 

 900000 Advertising in the county newspapers. 
940000  Rent of vaults in the county retention building.  Other non-equipment  

    rentals as approved by the Montcalm County Board of Commissioners. 
 956000  Employee training including conference or seminar registration fees and  
    other employee training items. 
 975000  Improvements to buildings that extend the useful life of those buildings. 

977000 Capital equipment other than office equipment, computer equipment, or 
vehicles. 

980001 Equipment used in the office environment other than computer equipment.  
Includes furniture and fixtures. 
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980002 All computer hardware, software, add-ons, accessories, peripherals, 
wiring, etc. 

981000 County owned vehicles and items needed to place those vehicles in 
service. 

 
The County Controller/Administrator will have the final decision on expenditure account coding. 
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GENERAL FUND SUMMARY

Revenue Source September 30, September 30, September 30, 
2014 Actual 2015 Amended 2016 Adopted

Fund Balance 631,612$            450,000$            316,491
Taxes 6,998,592         7,225,107         7,255,935
Licenses & Permits 128,695            136,200            148,100
Intergovernmental 2,669,016         2,722,211         2,542,753
Charges for Services 2,775,412         3,025,158         2,963,090
Fines & Forfeits 110,753            105,400            105,350
Interest & Rents 3,620                6,560                21,760
Other Revenue 348,367            310,090            344,970
Other Financing Sources 1,872,679         1,177,000         879,000

TOTAL 15,538,746       15,157,726       14,577,449         

Expenditure Activity September 30, September 30, September 30, 
2014 Actual 2015 Amended 2016 Adopted

Legislative 121,758              131,334              133,846              
Judicial 2,202,290         2,253,593         2,259,405           
General Government 4,709,805         4,603,116         4,604,729           
Public Safety 5,195,366         5,507,858         5,205,595           
Public Works 87,030              75,800              90,800                
Health & Welfare 313,488            231,200            234,200              
Economic Developmen 144,322            112,328            31,828                
Other 162,490            240,500            240,500              
Capital Outlay -                        -                        -                         
Debt Service -                        -                        -                         
Appropriations 2,152,197         1,685,506         1,689,364           

TOTAL 15,088,746       14,841,235       14,490,267         

Fund Balance - End of Period 450,000            316,491            87,182                
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2015 2015 Projected 2016 2016 Estimated
Fund Balance Budgeted Budgeted Balance Budgeted Budgeted Fund Balance

Fund Name 10/1/2014 Revenues Expenditures 10/1/2015 Revenues Expenditures 9/30/2016
General Fund 450,000.00$       14,698,726.00$    14,841,235.00$    307,491.00$       14,260,957.81$    14,490,267.09$    78,181.72$         
Friend of the Court 398.00                833,537.00           833,537.00           398.00                738,900.00           868,018.13           (128,720.13)        
Solid Waste Management Planning 238,464.00         191,000.00           183,015.00           246,449.00         191,000.00           182,265.00           255,184.00         
Homeland Security Grant 48,615.00           100,000.00           100,000.00           48,615.00           100,000.00           100,000.00           48,615.00           
Community Information System (CIS) 18,729.00           5.00                      1,875.00               16,859.00           5.00                      1,875.00               14,989.00           
Public Improvement 39,630.00           3,750.00               2,500.00               40,880.00           3,752.00               2,500.00               42,132.00           
ROD Automation 252,660.00         75,400.00             91,500.00             236,560.00         75,400.00             97,150.00             214,810.00         
PREA 466,865.00         44,000.00             600.00                  510,265.00         52,000.00             600.00                  561,665.00         
Local Correction Officer Training 26,351.00           17,000.00             22,325.00             21,026.00           17,000.00             22,325.00             15,701.00           
Law Enforcement 464.00                -                        -                        464.00                -                        -                        464.00                
Law Library 5,070.00             10,000.00             10,300.00             4,770.00             10,000.00             10,300.00             4,470.00             
County Library Millage 12,049.00           800,000.00           800,000.00           12,049.00           800,000.00           80,000.00             732,049.00         
Animal Shelter Donation 13,867.00           3,000.00               3,000.00               13,867.00           3,000.00               3,000.00               13,867.00           
CDBG Housing Rehabilitation 51,759.00           140,015.00           140,050.00           51,724.00           140,010.00           140,010.00           51,724.00           
Commission on Aging 220.00                1,305,105.00        1,305,105.00        220.00                1,291,635.59        1,335,160.64        (43,305.05)          
Soldiers and Sailors Relief Fund 84,987.00           33,075.00             33,075.00             84,987.00           33,060.00             33,060.00             84,987.00           
Veteran's Trust Fund 1,787.00             15,000.00             12,000.00             4,787.00             15,000.00             15,000.00             4,787.00             
Building Authority Debt Service 1,049.00             1,049.00             968,935.00           962,070.00           7,914.00             
Equipment Purchase and Replacement 348.00                165,769.00           165,769.00           348.00                115,115.00           115,115.00           348.00                
Building Improvement and Construction 399,673.00         -                        -                        399,673.00         -                        -                        399,673.00         
Park Capital Improvement 164,556.00         -                        -                        164,556.00         -                        -                        164,556.00         
Building Authority Construction 53,049.00           -                        -                        53,049.00           -                        -                        53,049.00           
Jail Improvement 12,303.00           -                        -                        12,303.00           -                        -                        12,303.00           
Emergency Services 2,838,274.00      5,166,050.00        5,612,144.00        2,392,180.00      5,479,550.00        5,800,385.23        2,071,344.77      
Inmate Commissary 103,818.00         130,000.00           106,414.00           127,404.00         100,000.00           91,000.00             136,404.00         
Building Official 44,993.00           275,000.00           267,662.00           52,331.00           300,000.00           293,943.47           58,387.53           

Budget Totals 5,329,978.00$    24,006,432.00$    24,532,106.00$    4,804,304.00$    24,695,320.40$    24,644,044.56$    4,855,579.84$    
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County of Montcalm
Elected Officials Annual Salaries

Effective January 1, 2016

County Board of Commissioners
Chairperson 10,864    
Remaining Board Members 9,614      
Meeting Per Diem
  (excludes regular board meetings) Half Day 30           

Full Day 50           
After 6:00 p.m. 75           

County Clerk - include fees 58,544    
Drain commissioner - includes fees 58,544    
Prosecuting Attorney - includes fees 95,582    
Register of Deeds - includes fees 58,544    
Sheriff - includes fees 75,271    
Treasurer - includes fees 58,544    

Other Commissions:
Per Diem Half Day 30           

Full Day 50           
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County of Montcalm
Appointed Department Directors

Effective January 1, 2016

Director Start 1 Year 2 Year 3 year

Animal Control 40,346    41,594    42,880     44,206    

Building Official 53,432    55,084    56,788     58,544    

Commission on Aging 50,160    51,711    53,311     54,959    

County Controller 83,269    90,270    93,061     95,940    

Emergency Services 64,336    66,326    68,377     70,492    

Equalization 59,975    61,830    63,742     65,713    

Building & Grounds Maintenance 45,799    47,215    48,675     50,181    
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County of Montcalm
Non-bargaining Personnel Classifications

Wages (hourly/annual)
Effective January 1, 2016

Classification Start 6 months 1 year 2 year 3 year

ADC Coordinator 12.41 13.11 14.06 14.86 15.70
25,812.80 27,268.80 29,244.80 30,908.80 32,656.00

Meal Program Manager 12.06 12.73 13.65 14.43 15.24
25,084.80 26,478.40 28,392.00 30,014.40 31,699.20

Senior Center Director-COA 12.41 13.11 14.06 14.86 15.70
25,812.80 27,268.80 29,244.80 30,908.80 32,656.00

Case Manager-COA 15.53 16.29 16.95 17.74 18.34
32,302.40 33,883.20 35,256.00 36,899.20 38,147.20

Kennel Attendant 12.23 12.92 13.84 14.63 15.46
25,438.40 26,873.60 28,787.20 30,430.40 32,156.80

Account Clerk I 12.39 13.04 13.66 14.28 14.85
25,771.20 27,123.20 28,412.80 29,702.40 30,888.00

Field Operations Coordinator 16.63 17.33 17.95 18.55 19.06
34,590.40 36,046.40 37,336.00 38,584.00 39,644.80

Account Clerk II 13.38 14.04 14.74 15.40 16.11
27,830.40 29,203.20 30,659.20 32,032.00 33,508.80

Secretary 13.88 14.52 15.25 16.02 16.77
28,870.40 30,201.60 31,720.00 33,321.60 34,881.60

Administrative Aide 15.06 15.72 16.42 17.22 17.83
31,324.80 32,697.60 34,153.60 35,817.60 37,086.40

Confidential Administrative  Aide 15.84 16.49 17.27 18.14 18.71
32,947.20 34,299.20 35,921.60 37,731.20 38,916.80

Deputies of Elected Officials 17.57 18.30 19.01 19.80 20.57
36,545.60 38,064.00 39,540.80 41,184.00 42,785.60

Deputy Building Official 18.77 19.55 20.31 21.12 21.98
39,041.60 40,664.00 42,244.80 43,929.60 45,718.40

Personnel Officer 19.32 20.14 20.96 21.85 22.74
 40,185.60 41,891.20 43,596.80 45,448.00 47,299.20

Billing & Accounts Manager I-EMS 16.60 17.30 18.10 18.99 19.62
34,528.00 35,984.00 37,648.00 39,499.20 40,809.60

Billings & Accounts Manager II-EMS 18.18 18.91 19.81 20.79 21.47
37,814.40 39,332.80 41,204.80 43,243.20 44,657.60

Deputy Director-EMS 24.36 25.26 26.22 27.17 27.65
50,668.80 52,540.80 54,537.60 56,513.60 57,512.00

Field Services Supervisor 19.45 20.54 21.65 22.53 22.84
40,456.00 42,723.20 45,032.00 46,862.40 47,507.20

CQI Supervisor/Privacy Officer 19.45 20.54 21.65 22.53 22.84
40,456.00 42,723.20 45,032.00 46,862.40 47,507.20

Education/Orientation Supervisor 19.45 20.54 21.65 22.53 22.84
40,456.00 42,723.20 45,032.00 46,862.40 47,507.20

Administrative Assistant 16.38 17.05 17.86 18.74 19.36
34,070.40 35,464.00 37,148.80 38,979.20 40,268.80332 of 340



County of Montcalm
Non-bargaining Personnel Classifications

Wages (hourly/annual)
Effective January 1, 2016

Classification Start 6 months 1 year 2 year 3 year

Support Services Coordinator 14.95 15.47 16.00 16.57 17.14
31,096.00 32,177.60 33,280.00 34,465.60 35,651.20

Respite Care Worker 12.23 13.04 13.57 14.17 14.67
25,438.40 27,123.20 28,225.60 29,473.60 30,513.60

Direct Services Coordinator 18.06 18.76 19.47 20.22 20.99
37,564.80 39,020.80 40,497.60 42,057.60 43,659.20

Direct Service Aides 9.99 10.47 11.10 11.67 12.25
20,779.20 21,777.60 23,088.00 24,273.60 25,480.00

Office Specialist 16.60 17.30 18.10 18.99 19.62
33,862.40 35,276.80 36,899.20 38,729.60 39,998.40

LPN 15.42 16.07 16.73 17.44 18.16
32,073.60 33,425.60 34,798.40 36,275.20 37,772.80

Accountant 23.82 24.77 25.78 26.80 27.88
49,545.60 51,521.60 53,622.40 55,744.00 57,990.40

Information Technology Specialist 18.06 18.76 19.47 20.22 20.99
37,564.80 39,020.80 40,497.60 42,057.60 43,659.20

Undersheriff 65,978.25

Jail Administrator 59,126.08

Chief Assistant Prosecuting Attorney 65,137.82

Assistant Prosecuting Attorney II 46,800.19

Assistant Prosecuting Attorney I 40,198.19

District Court Administrator/Recorder 51,516.33

District Court Magistrate 51,006.26

District Court Recorder 38,307.66

Juvenile Court Administrator 58,324.27

Probate/Juvenile Register 47,372.50

Probate Register 41,213.06

Juvenile Register 42,676.92

Community Corrections Coordinator 51,271.04

Marine Officer I 9.18

Marine Officer II 9.95

Marine Officer III 10.97

Court Security 12.69
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County of Montcalm
Friend of the Court

Non-bargaining Personnel Classifications - Full Time
Annual Wages

Effective January 1, 2016

Grade Classification 1 2 3 4 5 6

4 Clerk Typist 11.28 11.71 12.18 12.63 13.07 13.53
5 Account Clerk 12.60 13.09 13.59 14.10 14.61 15.11
6 Data Entry Operator 13.89 14.46 15.02 15.60 16.17 16.68

Chief Account Clerk
7 Cashier 15.21 15.84 16.42 17.02 17.64 18.27
8 Enforcement Clerk 16.51 17.17 17.85 18.50 19.16 19.84

Clerical Services Supervisor
9 Casework Supervisor 17.85 18.55 19.27 19.99 20.71 21.40
10 Enforcement Officer 19.16 19.94 20.71 21.48 22.26 22.98
11 Caseworker 20.46 21.28 22.08 22.91 23.72 24.56
12 Family Counselor 21.79 22.64 23.54 24.40 25.24 26.16

Domestic Relations Mediator
13 Deputy Friend of the Court 23.10 24.03 24.96 25.88 26.79 27.73
14 24.42 25.40 26.37 27.36 28.34 29.31
15 25.74 26.73 27.80 28.80 29.84 30.88
16 27.02 28.12 29.19 30.27 31.36 32.44
17 28.36 29.49 30.63 31.77 32.91 34.03
18 29.66 30.88 32.06 33.24 34.44 35.60
19 30.99 32.21 33.42 34.68 35.93 37.17
20 32.27 33.57 34.87 36.14 37.44 38.74
21 33.61 34.96 36.31 37.65 39.00 40.32
22 34.92 36.32 37.73 39.12 40.53 41.93
23 Friend of the Court 36.25 37.67 39.12 40.56 42.04 43.47
24 37.52 39.03 40.54 42.06 43.54 45.04

Non-bargaining Personnel Classifications - Part Time
Annual Wages

Effective July 1, 2016
  

Grade Classification 1 2 3 4 5 6

4 Psychologist 38.40 39.04 39.71 40.33 40.97 41.60

Employee Steps

Employee Steps
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Staffing Control Summary 
2016 

 
    Department    Classification   Full-time Equivalent 
         Positions Approved  
             
Animal Control Animal Control Officer 1.8 
 Kennel Attendant .625 
  
Board of Commissioners Commissioner 9 
 
Building Official Deputy Building Official 1 
 Building Official 1 
 Code Enforcement Officer .6 
 
Clerk Administrative Aide 2 
 County Clerk 1 
 Deputy Clerk 1 
 Office Assistant 3 
 
Commission on Aging Case Manager 1 
 Director 1 
 Confidential Administrative Aide 1 
 ADC Coordinator 1 
 Direct Services Coordinator 2 
 Meal Program Manager 1 
 Support Services Coordinator 1 
 Senior Center Director .7 
 Direct Service Aides 5 
 Respite Care Worker .45 
 
Cooperative Extension Administrative Aide 1 
 
County Controller Confidential Administrative Aide 1 
 Accountant 1 
 Information Technology Specialist 1 
 County Controller 1 
 Personnel Officer 1 
 
District Court Administrator - Court Recorder 1 
 Magistrate 1 
 Deputy Clerk II 8 
 District Court Judge 1 
 Probation Officer 1 
 
Drain Commission Office Specialist 1 
 Drain Field Operations Coordinator 1 
 Drain Commissioner 1 
 Drain Maintenance 1.76 
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Staffing Control Summary 
2016 

 
    Department    Classification   Full-time Equivalent 
         Positions Approved  
             
Emergency Services Administrative Aide 1 
 Field Services Supervisor 1 
 Education/Orientation Supervisor 1 
 CQI Supervisor/Privacy Officer 1 
 Billing & Accounts Manager 2 
 Deputy Director 1 
 Director 1 
 Paramedics/Specialists/EMT’s 29 
  Rescue Attendant As Needed 
 
Equalization Appraiser 1 
 Code/Ordinance Officer Addressing 1 
 Senior Mapper 1 
 Junior Appraiser 1 
 
Friend of the Court Account Clerk 1 
 Data Entry Operator 1 
 Deputy Friend of the Court 1 
 Domestic Relations Mediator 1 
 Enforcement Clerk 1 
 Enforcement Officer 1 
 Casework Supervisor 2 
 Friend of the Court 1 
 Family Counselor 2.5 
  
Courthouse & Grounds Custodian 2
 Maintenance 2 
 Director 1 
 
Probate Court Computer Systems Operator/Dep. Reg. 1 
 Judge 1 
 Probate Register 1 

 
Probate Court-Juvenile Div. Probate/Juvenile Clerk 2 
 Financial Clerk 1 
 Compliance Officer .6 
 Juvenile Div. Director 1 
 Probation Officer 2 
 Senior Probation Officer 1 
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Staffing Control Summary 
2016 

 
    Department    Classification   Full-time Equivalent 
         Positions Approved  
             
Prosecuting Attorney Administrative Aide 1 
 Asst. Prosecuting Attorney I 1 
 Asst. Prosecuting Attorney II 1 
 Chief Asst. Prosecuting Attorney 1 
 Office Assistant 2.6 
 Prosecuting Attorney 1 
 Victim Witness Coordinator 1 
 
Register of Deeds/Abstract Office Assistant 2 
 Deputy Register of Deeds/Abstract 1 
 Register of Deeds/Abstract 1 
 
Sheriff Conf. Administrative Aide 1 
 Deputy (7 Contracts) 19 
 Lieutenant 1 
 Office Assistant 3 
 Sergeant 5 
 Sheriff 1 
 Undersheriff 1 
 
PA 416 – Road Patrol Deputy 1 
 
Marine Marine I (Summer Positions) 1 
 Marine II (Summer Positions) 1 
 Marine III (Summer Positions) 2 
 
Jail Corrections Officer 18 
 Corrections Officer, Sgt 4 
 Jail Administrator 1 
 Community Corrections Director 1 
   
Treasurer Administrative Aide 2 
 Deputy Treasurer 1 
 Office Assistant 1 
 Treasurer 1 
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Glossary of Terms 
 
 

Activity:  the unit of budgetary 
accountability and control 
which encompasses specific 
and distinguishable lines of 
work performed by an 
organizational unit for the 
purpose of accomplishing a 
function for which the County 
is responsible. 
 
Accrual Accounting:  
Revenues are reported when 
measurable and earned and 
expenses are reported when 
measurable and incurred. 
 
Appropriation:  An 
authorization granted by the 
Board of Commissioners to 
make expenditures and to 
incur obligations for purposes 
specified in the Appropriations 
Act. 
 
Assessed Valuation:  A 
valuation set upon real estate 
or other property by the 
County and State as a basis for 
levying taxes. 
 
Budgetary Center:  see 
Activity. 
 
Contingency:  An 
appropriation of funds to cover 
unforeseen events that occur 
during the fiscal year. 
 
Debt Service Fund:  accounts 
for resources used to repay the 
interest and principal on an 
obligation resulting from the 
issuance of bonds. 
 
Enterprise Funds:  accounts 
for operations that are 
financed and operated in a 

manner similar to business 
enterprises. 
 
Full-time Equivalent 
Position:  A part-time position 
converted to the decimal 
equivalent of a full-time 
position based on 2,080 hours 
per year.  For example a part-
time employee working 20 
hours a week, would be 
equivalent to .5 of a full-time 
position. 
 
Function:  A group of related 
activities performed by one or 
more organizational units for 
the purpose of accomplishing 
a function for which the 
County is responsible. 
 
Fund:  An independent fiscal 
and accounting entity with a 
self-balancing set of accounts 
for recording cash and other 
resources, together with all 
related liabilities, obligations, 
reserves and equities which 
are segregated for the purpose 
of carrying on specific 
activities. 
 
General Fund:  accounts for 
all resources not required to be 
accounted for in another fund. 
 
Governmental Funds:  
utilized to account for general 
government operations.  Such 
are the General Fund, Special 
Revenue Funds and Debt 
Service Funds. 
 
Millage:  the amount of tax 
levied for each $1,000 of 
taxable valuation. 
 

Modified Accrual 
Accounting:  revenues are 
reported when considered 
measurable and available, an 
expenditure is recognized 
when the liability is incurred, 
and fixed assets are reported as 
expenditures rather than as an 
assets. 
 
Proprietary Funds:  utilized 
to account for a government’s 
activities that are similar to the 
commercial sector.  Such are 
the Enterprise Funds. 
 
Retained Earnings:  this 
account reflects the 
accumulated earnings of an 
enterprise. 
 
Special Revenue Funds:  
accounts for resources of 
specific revenue or to finance 
specified activities in 
accordance with statutory or 
administrative requirements. 
 
Tax Levy:  the total amount to 
be raised by general property 
taxes for purposes specified in 
the Tax Levy Resolution. 
 
 
Montcalm County employs the 
modified accrual basis of 
accounting for all 
Governmental Funds and the 
accrual basis of accounting for 
the Proprietary Funds. 
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