WHITEWATER TOWNSHIP PLANNING COMMISSION
AGENDA FOR REGULAR MEETING, May 1 2019
7:00 PM, Whitewater Township Hall
5777 Vinton Road, Williamsburg, MI 49690
Phone 231-267-5141/Fax 231-267-9020
1.
2.
3.
4.

Call to Order/Pledge Allegiance
Roll Call of Commission Members
Set/Adjust Meeting Agenda
Declaration of Conflict of Interest

5. Public Comment: Any person shall be permitted to address a meeting of the Planning
Commission. Public comments shall be carried out in accordance with the following rules and
procedures:
a. Comments shall be directed to the Commission, with questions directed to the Chair.
b. Any person wishing to address the Commission shall speak from the lectern and state
his/her name and address
c. Persons may address the Commission on matters that are relevant to township planning
and zoning issues.
d. No person shall be allowed to speak more than once on the same matter, excluding the
time needed to answer Commission members’ questions.
e. Public comment shall be limited to 3 minutes.
6.
7.
8.
9.

Public Hearing: N/A
Approval of April 2019, meeting minutes
Correspondence
Reports/Presentations/Announcements/Comments
a. Zoning Administrator
b. Chair, Mangus
c. Township Board Representative, Lawson
d. ZBA Representative, Hooper

10. Unfinished Business:
a. Article 11 Recreational (RC) District 5 acre minimum discussion
b. Update on stand-alone storage buildings text amendment
c. Review Environmentally Sensitive Ordinance #27
d. Five year master plan review checklist
11.
12.
13.
14.
15.

Next Meeting, June 5, 2019, Agenda
Public Comment
Commission Discussion/Comments
Continuing Education: Discussion of Robert’s Rules of Order
Adjournment

Whitewater Township will provide necessary reasonable auxiliary aids and services to individuals with
disabilities who are planning to attend. Contact the Township Clerk at 231-267-5141 or the TDD at 800649-3777.

WHITEWATER TOWNSHIP PLANNING COMMISSION
MINUTES FOR REGULAR MEETING
April 3, 2019

Call to Order at 7:01 p.m.
Roll Call: Dean, Hooper, Lawson, Jacobson, Mangus, Render, Savage
Absent: None
Also in attendance: Recording Secretary MacLean, Zoning Administrator Lindsey Wolf + 3 in audience
Set / Adjust Agenda: Reverse B & C under new business
Declaration of Conflict of Interest: None.
Public Comment: None.
Public Hearing: None
Approval of Minutes:
MOTION to approve March 6, 2019, Regular Meeting Minutes by Savage, second by Jacobson as adjusted. All in favor.
Motion carried.
Correspondence: None
Reports:
Zoning Administrator Report, Wolf: Bios needed.
Board comments on the stand alone storage units during the meeting.
PA33 & 110 information (new business).
Environmentally Sensitive Ordinance 27 (new business)
Article 11, RC District, 5 acre information. Clerk requested ZA to review, pull together all of the information.
(unfinished business).
Master Plan five year plan review (new business)
Discussion with the Supervisor and the Treasurer regarding a survey about the review of the Master Plan for the July tax
bills. (June 11 board meeting)
Free training in Cadillac – redevelopment community allows for state funding.
Chair’s Report, Mangus: We have a lot coming up, like the Master Plan review, and the five acre minimum review and
environmentally sensitive areas review.
Township Board Rep., Lawson: Down to one meeting per month at the board. Not sure about the joint meeting. Budget
for 2019/2020 set. Training monies available.
ZBA Representative, Hooper/Wolf: There was one in March. Expand the foot print of an already non-compliant property.
It will be ADA compliant, bringing it into compliance size wise and up to county sanitation requirements. There will be
a ZBA meeting April.
Committee Reports: None.
Additional Items: None.
Unfinished Business
1. Joint meeting with Township Board – not scheduled. It will be announced when the people can come in from the
recodification service company.
2. Update on stand-alone storage buildings text amendment. Previous ZA, Habedank, noted that this is the most
requested item to come to the ZA. Wolf: Read through the board minutes.
Opening language include more descriptive wording. Verbiage regarding asthetics. Definition of a buildable area.
Size limitation – let the lot size determine the structure size. Twenty townships contacted 18 of the 20 do not allow.
Specific regulations by the two that do allow it.
Several people would like to build a barn to use for storage while the home is being built.
The interpretation of this ordinance has been changing with each zoning administrator.
Recreation property to be used for recreation and wanting to store recreational toys.
Planning commission is just trying to clarify.
ZA clarification language.
ADU and stand-alone storage buildings. We have properties that have stand-alone storage buildings. We are going to
allow it or we are not. If we are not going to allow then the current stand-alone structures need to be removed.
It is the number one item that comes before the ZBA.
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Need to give a line by line explanation of reasoning/rationale.
Go around the township and see how many there are. Could become a “hit list” (sadly). Can check the tax rolls.
Differentiation between ADU and stand-alone structure seems to be a problem for the Board. Incorporate the
language/definition and make it very clear and straight forward.
Lawson, Board Rep, and Wolf, ZA, need to take the information to the board.
ZA will look into other townships for their language and reasoning.
Can understand the board being reluctant based on the other GT county townships.
History: popularity of the ordinance came from late ‘70’s when there were club houses, pot growing, etc.
People were coming up from down state but now every lake lot has been built out on so part of the past reasoning has
been eliminated.
Outside storage is part of a different ordinance.
ZA feels that there could be a working version, also feels it will be a tough sell for some of the board members.
Mangus proposes that we work on verbiage and rationale.
ZA gets several requests each week.
Consensus to work on the verbiage and take it back to the board.
Wolf will do more research via tax rolls and other townships.
Will bring back next month.
3. Article 11 Recreational (RC) district 5 acre minimum discussion:
It appears, with the documentation that has been found, that specific legal aspects of making the change have not been
found. This will go to the attorney to go through and check for legalities. We will have to do community outreach.
Do we want this in the summer tax newsletter survey?
At this point it is the legalities. Do the due diligence that is required. If it is found to not have been put into place
legally we will have to make a plan to address and get information from the community.
Middle income housing is a large issue throughout the country.
What do we do to make it right?
Wolf will be putting her findings together to send to the attorney. Once the information comes back from the attorney
we will address it and communicate with the community.
Contact the people that it affects as a notification like a zoning ordinance change within the 300’ range of the change.
New Business:
1. Short review of process and procedure for zoning changes: Review of PA 33 and 110. How everything is
supposed to work together – looking for a “Cliff Notes” version of the Zoning Enabling Act (ZEA). Yellow,
spiral bound book has a nice summary of the ZEA. Summary is available in this month’s meeting packet.
PC writes or amends or clarifies, comes up with draft language, prepares for public hearing, if approved it would
go to the board for review and approval. Currently we get to “prepares for public hearing” then the board sends it
to the attorney for review and language changes, then it should or could come back from the attorney or it could
go to the board then back to the PC for review and discussion (then it may go back to the board). Then the PC
can do a public hearing and finally sent back to the board for their approval.
The “red line version” of the zoning changes can be very confusing. Wolf will look for a way to bring all of the
information together and present it to the board and the PC.
One person should be making the changes from the PC and the lawyer.
We will work to improve communication.
Point to what the law requires.
2. Review Environmentally Sensitive Ordinance #27. There are multiple interpretations of various areas. Needs to
be adjusted before or during recodification. There are rules dictating things that we do not even have in our
township (dunes).
Asking the members to read through Ordinance #27. DNR and DEQ have regulations and they have the
professionals to address things like the flora and fauna.
Wolf will consult with the county and DNR to go over and review what is necessary or redundant or relevant.
3. Five year Master Plan review: Wolf supplied a Land Use Series for all to study/review. Wolf connect with a PC
member, ZBA member and board member for questions. Will present the question ideas to the PC next meeting.
The board has the final approval of surveys.
Zoning implementation plans are a requirement.
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Next Regular Meeting May 1, 2019, Agenda items: stand-alone storage buildings, Article 11 RC District, survey
questions review, Article 27 update information from county drain commissioner and the DEQ.
Public Comment: Ron Bachi, 6987 Cook Rd. Lindsey you are a huge asset to this community. Article 11: Put it to a
vote –you can never go wrong when you put it to a vote. Every issue should be addressed by the whole township.
Stand-alone structures, lots of grey area. I am about land owner rights. The township board is easily confused. Enforcing
the ordinance is going to be the biggest advocate to if this belongs in our township. Benak is against it. Needs to be
addressed from all angles. Cannot punish good people for what bad people do. We need to separate what needs to be
grandfathered in. Cannot fix the past, only what happens on our watch. Social status with a stand-alone structure can be
an issue too. Cannot create a social status. It is not about winning, it is about compromise.
Commission Discussion/Comments: None.
Continuing Education: Discussion of Robert’s Rules of Order.
Adjournment: 9:09 p.m. (Continued discussion regarding agenda items and continuing education.)
Respectfully Submitted
Lois MacLean,
Recording Secretary
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Planning & Zoning Department
Whitewater Township
P.O. Box 159 5777 Vinton Road
Williamsburg, MI 49690

Date: March 27, 2019
To: Whitewater Township Planning Commission
From: Lindsey Wolf, Zoning Administrator
Subject: Stand-Alone Storage Unit Research
As requested, I looked into Charlevoix County to see if stand-alone units were allowed in their townships. I have
included the text for those townships that do allow these structures for your review:

Charlevoix – No
Hayes – Yes, with restrictions
Norwood – No
Marion – No
Eveline – Yes, with restrictions
South Arm – Yes, with restrictions
Evangeline – Yes, with restrictions
Wildwood – No
Wilson – No
Melrose – No
Boyne Falls – No
Chandler – No
Hudson – No

Hayes Township:

Eveline

(RR- rural residential 5 acre minimum; FF - Farm Forest 25 acre minimum)
South Arm

Evangeline

(Allowed in Rural Residential, Farm Forest, Recreation District 20 acre minimum, and Industrial District)
Respectfully,
Lindsey Wolf, Zoning Administrator

The following text is a DRAFT under review by the WWTS Planning
Commission.
Color Code: Proposed New Verbiage Notes
Goal: Establish standards for the construction and use of existing or proposed storage buildings
without an accompanying residential structure.

Stand Alone Storage Buildings
Article 3, Definitions
STAND ALONE STORAGE BUILDING: A structure such as a garage, shed, or pole building used
for storage of personal property such as vehicles, equipment, boats, ORVs, or personal
belongings.
Article 37
37.12 Stand Alone Storage Buildings shall be permitted subject to the following conditions:
1. Building may not be used as a dwelling.
2. Building shall not be used for profit, or as a retail establishment.
3. Storage Buildings in the R1, R2, and R3 districts shall not exceed 10% of the
total buildable area of the lot. Any proposed building that exceed 10% shall
be consider by special use permit.
4. Building in the Ag and RC districts shall not exceed 10% of the total buildable
area of the lot nor 5000 square feet. Any proposed building that exceed
these standards shall be consider by special use permit.
5. Storage sheds that do not require a building permit shall be allowed in all
districts and shall be treated as personal property.
6. Agriculturally exempt building used in the care or production of crops or
livestock are not subject to the preceding criteria.
7. Storage Buildings built on a parcel of land with an existing residential
structure or where a residential structure is being established are accessory
structures and not subject to the preceding criteria.

Quick Reference
24x24= 576
30x40= 1,200

24x36= 864
36x50= 1,800

32x36= 1,152
40x60= 2,400

95

27.00

ARTICLE XXVII
ENVIRONMENTALLY SENSITIVE AREAS

27.10 REGULATIONS OF ENVIRONMENTALLY SENSITIVE AREAS.
All land uses shall comply with the standards set forth in this section regulating the land use of
environmentally sensitive areas. These requirements shall be supplemental to land use restrictions
and other applicable zoning regulations.
27.11 INTENT.
It is the intent of these regulations to identify and guard those areas of the Township that are
considered to be environmentally sensitive to development due to soil types, drainage, vegetation,
wildlife habitats, historical features or other factors that are subject to being seriously endangered,
damaged or destroyed if allowed to develop in a manner inconsistent with their conservation and
preservation. Since the welfare and well-being of the citizens of the Township are directly linked
and related to the natural environment of the area, it is recognized by this Township that in order to
maintain sensitive areas in their natural and /or historical conditions for the benefit of mankind, it is
necessary to protect such areas.
27.12 DEFINITION OF ENVIRONMENTALLY SENSITIVE AREAS.
Areas which meet any one ( 1) of the following definitions shall be considered an Environmentally
Sensitive Area:
A. WETLANDS AND LANDS ADJACENT TO WETLANDS.
1. The following areas shall be considered wetlands:
a. Any area identified as a wetland by Michigan Department ofNatural Resources. See Page
109.
(1) Those area wholly or largely covered by marsh or swamp flora.

2. The following lands shall be considered adjacent to wetlands:
a. All lands lying within five hundred (500) feet of an identified wetland.
B.
DUNELAND.
The following areas shall be considered duneland:

1. When the following soils predominate, singly, or in any combination (using the standard U.S.
Soil Conservation Service classification), the area shall be considered a duneland:
a. Wind eroded land, sloping
b. Wind eroded land, strongly sloping
2. Those areas wholly or largely covered by flora characteristic of beaches, or stabilized or
unstabilized dunes.
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C.

SOILS SUBJECT TO LEACHING.

1. When the following soils predominate, singly or in any combination (using the standard U. S.
Soil Conservation Service Classification), they shall be considered subject to leaching:
a.
b.
c.
d.
e.

£
g.
h.
1.

J.
k.
I.
m.
n.
o.
p.

Alpena-East Lake gravelly loamy sands
AuGres-Saugatuck Sands
Croswell loamy sands
Croswell-Rubicon sands
East Lake-Mancelona loamy sands, 0-6 per-cent slopes
Eastport Roscommon sands
Gravelly land
Gravel pits
Grayling sand
Kalkaska loamy sand
Kalkaska sand
Lake beach and Eastport sand
Leelanau-Kalkaska loamy sands
Mancelona loamy sands
Mancelona-East Lake loamy sands
Rubicon sands

2. When the following soils predominate, singly or in any combination (using the standard U. S.
Soil Conservation Service Classification), they shall be considered subject to leaching if efiluent
reaches the subsoil:
a.
b.
c.
d.
e.

D.

East Lake- Mancelona loamy sands, 6-35 per-cent slopes
Karlin loamy sands
Karlin sandy loams
Mancelona gravelly sand loam
Montcalm-Kalkaska loamy sands

STEEP SLOPES.

The provision of this Ordinance pertaining to steep slopes shall be applicable on slopes exceeding
fifteen (15) per-cent. When the slope on a site is in question, the Township may require five (5) to
ten (10) foot contour maps at and near any proposed structures (buildings or roadways).

E.

SHORELINE AREAS.

Shoreline areas shall be defined as those areas lying within fifty (50) feet of a stream, river,
pond,lake or wetland area, or the designated flood plain of these water bodies, whichever is greater.
For the purposes of this Ordinance, the measurement shall be taken as follows:
1.
For any stream or part thereof, which is generally less than 15 feet in width: from the
center of the channel.
2.

For any stream or part thereof, which is generally greater than 15 feet in width, and
for any pond, lake or wetland: the line of the mean high water level, as indicated by
eroded stream banks, changes in vegetation, or other reliable indicators.
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F.

GROUND WATER RECHARGE ZONES.

The following land shall be considered Ground Water Recharge Zones:
1.
Those lands which, based on well drilling logs, the Grand Traverse County Health
Department identifies as ground water recharge zones or probable ground water
recharge zones.

G.

OTHER AREAS.

Other areas may be designated by the Township Board, after review and recommendation of the
Township Planning Commission, as areas of Environmental Sensitivity,including, but not limited
to:
1.
Rare or valuable ecosystems;
2.
Significant undeveloped agricultural, grazing or watershed areas;
3.
Forests and related land which require long stability for continuing renewal;
4.
Scenic or historical areas (including burial grounds);
5.
Archaeologically significant areas; and
6.
Such additional areas as may be determined by the State of Michigan or the
Township.

27.13 ENVIRONMENTALLY SENSITIVE LAND USE PERMIT APPLICATION;
An Environmentally Sensitive Land Use Permit application shall be required for construction or
development, including but not limited to tree harvesting, of Environmentally Sensitive Areas
regardless of size, and in addition to (or as part of) any other applicable permit required by this
Ordinance. The application for the land use permit shall:

A. Demonstrate that the proposed development will not adversely affect the environmental quality
of the property and the surrounding area by means of the following:
1. The applicant shall provide written evidence that the proposed development of the
property will conform to the provisions of such Soil Erosion and Sedimentation Control as
may be in effect in accordance with the Soil Erosion and Sedimentation Act of 1972 (P.A.
1972, #347, effective March 30, 1973) as enforced by Grand Traverse County.
2. The applicant shall provide written evidence that a sewage treatment or disposal system
has been approved by the County Health officer and Waste Water Division of the
Department of Natural Resources when applicable and that a sewage treatment or disposal
system is in conformance with this Ordinance, including but not limited to setbacks from
water bodies, height above water level and other applicable requirements.
3. The applicant shall provide evidence that the cutting and removing of trees and other
native vegetation will be performed according to the following standards:
a.

Cutting shall be done in a manner as to avoid erosion, to preserve rare
species of trees and other vegetation, to preserve scenic qualities and to
preserve desirable screening from neighboring habitation.
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b.

Clear cutting (or tree removal) shall be permitted when necessary to
accommodate building sites as follows:
(1) Grading or clearing of a site shall not commence prior to issuance of an
Environmentally Sensitive Land Use Permit as required by this Ordinance
and a building permit, if required.
(2) For single family dwellings and amenities for the private (noncommercial) use of the occupants of the single family dwelling, said clear
cutting shall not exceed a ratio of I 0,000 square feet per acre.

B. Provide such data concerning the physical development and extent of disruption to the site as
may be required by the Planning Commission for a site plan review.
C. The review of the site plan shall be made in the manner prescribed in Sec. 25.00 of this
Ordinance (Site Plan Review).
27.14 SPECIAL REQUIRE1\1ENTS FOR ENVIRONMENTALLY SENSITIVE AREAS.
A particular site may be classified under one or several definitions as being Environmentally
Sensitive. In those cases, the most restrictive provision of these regulations shall apply.
A.

WETLANDS AND LANDS ADJACENT TO WETLANDS.
1. No in-ground or above ground tanks, bins or vessels for the storage of fuels or chemicals
shall be permitted in wetland areas.
2. Above ground tanks or vessels or bins for the storage of fuels or chemicals shall be
permitted on lands adjacent to wetland areas provided that they are installed in such a way
that leakage or spillage of any or all contents shall be safely contained and prevented from
reaching the soil.
A detailed, written plan for the containment and clean-up of any leakage or spillage shall be
kept on file in the office of the Zoning Administrator and a copy of this plan shall be
furnished to the Fire Chief Any leakage or spillage shall be immediately reported to the
Township Zoning Administrator.
3. Stormwater and all other water run-off, whether retained or detained, shall be filtered or
purified as necessary to be suitable for introduction to the wetland prior to allowing such
run-off to flow or percolate to the wetland area so that the wetland and its waters are not
degraded.
4. Discharge of any aqueous or wet or dry materials on the soil of wetlands or lands
adjacent to wetlands shall not be permitted unless it can be shown that such material will
not, over time, result in the degradation of the wetland and its waters.
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B.

DUNELANDS.
1. Because such soils as defined above percolate at a rate such that:
a. Wastes may percolate through the edaphic layer of bacterial activity before acted
upon by the bacteria, or

b. By passing untreated into ground water sources,
wastes may contaminate surface water bodies fed from ground water sources, on-site
disposal shall not be permitted unless an on-site sewage system be designed to
insure the effiuent will not degrade the quality of ground waters. The on-site sewage
system shall be located a minimum of one hundred ( 100) feet from any existing or
proposed well location. The system must be approved by the Grand Traverse
County Health Department.
2. No in-ground tanks, vessels or bins for the storage of fuels or chemicals shall be
permitted.
3. Above ground tanks, vessels or bins for the storage of fuels or chemicals shall be
installed in such a way that leakage or spillage of any or all contents will be safely contained
and prevented from reaching the soil.

C.

SOILS SUBJECT TO LEACHING.
1. Where a land use may entail intentional or accidental application or discharge of
chemicals, fuels, waste or effluent which could prove harmful to ground water, soil borings
and engineering reports analyzing the potential impact shall be required and special
conditions shall be imposed to assure that ground water quality and the standards
recommended by the County Health Department and the Grand Traverse Soil Conservation
District are fully met. In addition, elements of an environmental impact statement may be
required (see section 27.15 of this Ordinance).
2. On site sewage disposal will be allowed only if designed such that effluent will not
degrade the quality of surface and ground waters.
3. No in ground tanks, vessels or bins for the storage of fuels or chemicals shall be
permitted.
4. Above ground tanks, vessels or bins for the storage of fuels or chemicals shall be
installed in such a way that leakage or spillage or any or all of their contents will be safely
contained and prevented from reaching the soil.
A detailed, written plan for the containment and clean up of any leakage shall be kept on file
in the office of the Zoning Administrator and a copy of this plan shall be furnished to the
Fire Chief. Any leakage or spillage shall be immediately reported to the Township Zoning
Administrator.
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D.

STEEP SLOPES.
1. No structure shall be permitted on a slope of greater than fifteen (15%) percent unless it
shall be done in accordance with plans prepared for the site by a registered professional
architect or engineer. Plans shall be prepared for the disposal of storm waters without
erosion of topsoil and without sedimentation of any stream or other body of water.
2. Prior to approval, such plans for site alterations for steep slope areas shall be provided to
the Grand Traverse County Drain Commission for comment or review and
recommendation. A permit may be conditioned to require compliance with such
recommendations.

E.

SHORELINES.
1. The plans for filling, grading or other alteration of natural drainage within the shoreline
area shall be reviewed and approved by the Planning Commission prior to commencing
construction, earth movement or excavating.
2. Whether or not a land use permit is required, except if required by state law or to allow
occasional parking sites so that two vehicles may pass, no existing private road and no
newly constructed private road shall be more than twelve (12') feet wide, except where
necessary to allow access to emergency vehicles. A private road shall mean any road other
than a state or county road in the shoreline area.
3. The digging or drilling of wells or domestic water supply sources in the flood plain is
prohibited.
4. Setbacks for structures shall comply with section 12.11 of this ordinance.

F.

GROUNDWATER RECHARGE ZONES.
1. Any land use which will result in the coverage of more than thirty percent (30) of a lot or
parcel of land with structures and/or parking and/or storage areas with impervious surfaces
shall be designed and constructed in such a way that all run-off water shall be collected,
retained, filtered or purified as necessary to be suitable for return by natural percolation to
the naturally occurring aquifer, and returned to the land in such a way that the full, natural
recharge of the ground water aquifer is maintained. Such plans for land uses shall be
provided to the Grand Traverse County Drain Commission for comment or review and
recommendations. A permit shall be conditioned to require compliance with such
recommendations.

G.

OTHER AREAS.
1. Archaeologically or historically significant areas and structures: No development,
excavation or modification of such areas or structures may be undertaken without first
obtaining an Environmentally Sensitive Land Use Permit which shall be conditioned to meet
the requirements and standards recommended by recognized experts in the fields of
archeology and/or history.
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2. Other areas designated by the Township as Environmentally Sensitive Areas, in
accordance with Section 27.12 G, may have special requirements for development.
27.15 ENVIRONMENTAL IMPACT STATEMENT.
The purpose for requiring the Environmental Impact Statement (EIS) is to evaluate the impact of a
proposed project on the environmental quality of the project area and adjacent lands. The objective
of the EIS is to encourage the development of those projects which protect or enhance the
environmental quality of the project area by conserving its natural resources. In reviewing each
EIS, consideration will also be given to the effect that the proposed project will have on the
immediately adjacent properties as well as upon the entire environs of the Township which may de
directly affected by it.
A.
The Township Board and/or the Township Planning Commission shall require an
Environmental Impact Statement for:
1. All development in Environmentally Sensitive areas when three (3) or more acres will be
disturbed by development,
2. Any development which, in the opinion of the Planning Commission affects natural
features of environmental sensitivity, or of archeological or historical significance which
could be damaged or destroyed through alteration or development which is not done
according to the requirements of this Ordinance.
B. The Township Board and/or the Planning Commission may require that the EIS include
drawings, graphics and data including:
1. Name(s) and address( es) of the applicants(s).
2. Ownership (legal and/or equitable and/or beneficial) of applicants holding the proposed
site property.
3. Name(s) and address(es) and professional qualifications of the proposed professional
design team members, including the designation of the professional coordinator (or person
responsible for the preparation of the EIS)
4. Project description and purpose including a descriptive explanation of the project, its
nature, location, and purpose.
a. Six (6) copies of the schematic development plan of the proposed development
showing:
b. General site location of the proposed development.
c. Major existing physical and natural features such as water courses, rock
outcropping, wetlands, wooded areas, etc.
5. Location of the existing utilities and drainageways.
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6. Location and names of public streets, parks, and railroad and utility rights-of-way within
or adjacent to the proposed development.
7. General location and dimensions of proposed streets, driveways, sidewalks, pedestrian
ways, trails, off-street parking, and loading areas.
8. General location and approximate dimensions of proposed structures.
9. Major proposed change of land form as new lakes, terracing, and excavating.
10. Approximate existing and proposed contours and drainage patterns of the area proposed
to be developed showing two (2) foot contour intervals.
11. Sketch(es) showing the scale, character and relationship of buildings, streets and open
space.
12. Approximate location and type of proposed drainage, water and sewage facilities.
13. Legal description of property.
14. An aerial photo and contour map showing the project site in relation to the surrounding
area of the Township.
15. A general narrative, physical description of the site, including its dominant
characteristics, its vegetative character, its present use, and other relevant information.
C. The Township Board and/or the Township Planning Commission may require that the EIS
include one or more of the following reviews as applicable:
1. Soil Review- The soil review element shall include a short descriptive summary of the
soil types found in the project area and whether they permit the use of septic tanks or require
central sewer. Such report may be based on the "Unified Soil Classification System" as
adopted by the U.S. Government Corps of Engineers and Bureau of Reclamation, January,
1952, or similar recognized U.S. Department of Agriculture, Soil Conservation Service
System of Classification, and such standards for developability that have been offered for
each environmental area.
2. Natural Hazards Review- This element consists of a resume of such natural hazards as
periodic flooding, poor soil bearing conditions, and hazards peculiar to the site.
3. Substrata Review- The substrata review element shall include a descriptive summary of
the various geologic bedrock formations underlying the project site. This will include the
identification of any known aquifers, their approximate depths and, if being tapped for use,
the principal uses to be made of these waters, i.e. irrigation, domestic water supply,
industrial.
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4. Surface and Groundwater Review- The surface groundwater review shall include the
identification of all natural and man-made water features in the project site, and shall include
the identification of all known confined and unconfined groundwater aquifers and their
approximate water level or water table, and may be correlated with item 3., Substrata
Review. Since the conservation of the natural sources and resources of fresh water in the
Township is absolutely essential and must be a prime consideration, this review should
quantify the effects of development on the quality of surface and groundwater, particularly
with regard to possible degradation of such waters from sewage disposal.

5. Storm Drainage Review- The storm drainage review should clearly indicate how the
storm drainage resulting from the proposed development will be handled.
The following aspects must be taken into account in the preparation of the review:
a. Consider the location of the development in the natural drainage basins;
b. Consider changes that the development may cause in natural drainage
characteristics;
c. Consider the effects of lake storage facilities on controlling storm run-off water
retention, and recharging the aquifer;
d. Consider the effects of the development on the characteristics of original
groundwater recharge areas;
e. Consider the influences of the proposed facilities on upstream and downstream
conditions if along a water body.

6. Erosion Review- This review should show how erosion control shall be achieved and
shall illustrate such plans, programs or schemes which may be required by any existing Soil
Erosion and Sedimentation Ordinance. At a minimum, plans for compliance with the
following minimum standards shall be required for construction and post-construction
periods:
a. Surface drainage designs and structures shall be "erosion proof'. Control of the
direction, volume and velocities which promote natural growths such as grasses,
shall be included in the design in order that drainage waters may be impeded in their
flow and percolation encouraged. These designs should include trash collection
devices when handling street and parking drainage to trap solid waste and trash.
b. Water course designs should similarly control volumes and velocities to prevent
bottom and bank erosion. In particular, changes of direction should be such as to
guard against undercutting of banks.
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c. Where vegetation has been removed or has not been able to occur on surface areas
such as in fill zones, it shall be the duty of the developer to stabilize and control said
surface areas to prevent erosion and the blowing of surface materials through the
planting of grasses, wind-breaks, etc.
7. Solid Waste Disposal- This review should show proposed methods for disposal of ALL
SOLID WASTE using one or a combination of the following methods:
a. Solid waste transfer stations; or
b. Pick-up service by department of public works or by a licensed private waste
hauler.
8. Potable Water Review- This review shall describe the source of potable water for each
residence or other structure for which potable water may be used.
a. A letter shall be obtained from the water utility agency committing delivery of
water service prior to issuance of any building permits for the development.
b. Any on-site operation producing excess fresh water must include provisions for
the return of the water to the ground water table.
9. Industrial Waste Review- This review shall provide:
a. An air and water pollution efficiency inventory.
b. Provision for disposal and handling of liquid, gaseous and solid wastes, and,
c. Provisions for retention and treatment of water used in any industrial or
commercial process before being returned to the aquifers.
10. Sewage Review- This review shall demonstrate whether on-site septic facilities or
central sewer facilities are required for the development, according to the standards of the
County Health Department and Waste Water Division of the Department of Natural
Resources and this Ordinance.

If the development has its own sewage system or can be connected to an approved central
sewer system, the review shall state the provisions for requiring all structures to be
connected to the system, along with adaptability of any sewer system without impairment to
a present or future public system.
11. Streams and Water Bodies Review- The proposed design treatment of natural,
created or altered streams and other water bodies should be discussed in this review,
focusing attention of pre and post development flow rate, capacity, quality (pollutant level),
nature and cover of banks and other relevant factors. This review shall ensure that:
a. Effiuent will not be discharged into such water bodies (from sanitary landfills or
sewage);
b. The natural courses of streams etc. are not substantially altered;
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c. Adequate means have been taken to trap (by natural vegetation or otheiwise) and
consume fertilizers, pesticides, herbicides and fungicide runoffs;
d. The water bodies will not be so altered as to cause:
-Siltation
-Accelerated Eutrophication
-Bottom or bank erosion
-Excessive weed or aquatic plant growth
12. Flora and Fauna Review. This review shall include a listing of the dominant terrestrial
and aquatic plant species, as well as the major animal species native to the site, if any. Any
unusual plant or animal species which may be considered endangered, or which may be
considered unique to the area shall be so identified. This review shall:
a. Describe the effects of the proposed development on the listed species and their
habitats, when appropriate.
b. Describe conservation efforts that will be needed to protect areas (such as dunes)
from wind or water erosion and the extent to which the development will destroy
vegetation that would ordinarily serve to prohibit such erosion.
c. Describe the preservation and proposed use of recreation areas and greenbelts,
including conservation measures.
13. Archeological and Historical Resources Review. This review shall include the
identification of all historical features (buildings, cemeteries, town sites, battles, Indian
mounds, etc.).
In the site inventory, this review will also pinpoint indicators of unique geological
formations and/or natural or artificial historical sites. The developer shall be responsible for
the appropriate preservation of geographical, topographical or historical features, whether or
not sufficiently significant for action (excavation, study, removal or preservation) by local,
state or federal agencies.
14. Additional Data. The Township may require such additional data or information as
determined necessary in order to make a thorough and exact environmental impact
evaluation of the site and the effect of the proposed development.

15.

WETLAND DEFINITION:

Wetland" means land characterized by the presence of water at a frequency and duration
sufficient to support and that under normal circumstances does support wetland vegetation
or aquatic life and is commonly referred to as a bog, swamp, or marsh and which is any of
the following:
A. Contiguous to the Great Lakes or Lake St. Clair, an inland lake or pond, or a river
or stream.
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B. Not contiguous to the Great Lakes, an inland lake or pond, or a river or stream;
and more than 5 acres in size; except this subdivision shall not be of effect, except
for the purpose of inventorying, in counties of less than 100,000 population until the
department certifies to the commission of natural resources it has substantially
completed its inventory of wetlands in that county.
C. Not contiguous to the Great Lakes, an inland lake or pond, or a river or stream;
and 5 acres of less in size if the department determines that protection of the area is
essential to the preservation of the natural resources of the state from pollution,
impairment, or destruction and the department has so notified the owner; except this
subdivision may be utilized regardless of wetland size in a county in which
subdivision (B.) is of no effect; except for the purpose of inventorying, at the time.
(MDNR- P.A. 295, 1992)

(WHITEWATER TOWNSHIP ZONING ORDINANCE)

Land Use Series
December 23, 2010
Bringing
Knowledge
to Life!

“Thirty seven million
acres is all the Michigan
we will ever have.”
Former Governor
William G. Milliken

Michigan State University
Extension Land Use Team

http://ntweb11a.ais.msu.
edu/luaoe/index.asp

MSU is an affirmativeaction, equal-opportunity
institution. Michigan State

Check List # 1H
The Five-Year Plan Review
This is a step-by-step procedure for the five year review of a plan for a local unit
of government, and of the plan’s fact book, background studies or reports, resource book,
or data book. (In this pamphlet they will be called “fact book”.) This pamphlet is
designed to provide a list of steps – in order – which leads to a well planned community.
This outline is based on Michigan Public Act 33 of 2008, as amended, (being the
Michigan Planning Enabling Act, M.C.L. 125.3801 et seq.), recommendations of Brad
Neumann, MSU Extension Land Policy Educator, Kurt H. Schindler, MSU Extension
Regional Land Use Educator, and intergovernmental coordination and plan content “best
planning practices” derived from a proposed Coordinated Planning Act developed by the
Michigan chapter of the American Planning Association.
The Michigan Planning Enabling Act is a new statute, that changes how various
planning procedures are done, and provides new duties and powers to many planning
commissions in the state. The purpose of this act was to create a single set of procedures
to follow regardless of whether planning is being done by a city, village, township, or by
a county. After September 1, 2008 (the effective date of the act) only the procedures in
the Michigan Planning Enabling Act should be
used as the act replaces the following statutes.
Only for matters that took place before Authors:
Brad Neumann, LAND POLICY EDUCATOR , St.
September 1, 2008 should these old statutes
Joseph County.
still be referenced:
Phone: (269) 467-5522
(269) 467-5641
•
County Planning Act, being P.A. 282 Fax:
e-mail: neuman36@msu.edu
of 1945, as amended, M.C.L. 125.101 overland mail:
MSU Extension, St. Joseph County
et seq.
612 E. Main Street
•
Township Planning Act, being P.A.
Centreville, Mich. 49032
H. Schindler, REGIONAL LAND USE
168 of 1959, as amended, M.C.L. Kurt
EDUCATOR , Northwest-west Central
Phone: (231) 779-9480
125.321 et seq.
Fax:
(231) 779-9105
•
Municipal Planning Act, being P.A.
e-mail: schindl9@msu.edu
285 of 1931, as amended, M.C.L. overland mail:
MSU Extension, Wexford County
125.31 et seq. (For cities, villages, and
401 N. Lake Street – Suite 400
Cadillac, Mich. 49601-1891
some township planning commissions
The authors would like to thank the following
created prior to 1959.)
individuals for their review and assistance with
this publication:
For any step of this process, the
#Jason Ball, MSU GRADUATE STUDENT
Michigan State University Extension members #Mary Ann Heidemann, REGIONAL LAND USE
of the Land Use Area of Expertise team can EDUCATOR; Northeast-east Central
#Lincoln Sweet, MSU GRADUATE STUDENT
assist with sample materials; coordinating and to
Douglas Piggott, ROW E INC ., for inspiring
efforts between the township, county, and the #J.
further revisions.
state; and providing guidelines.

This outline is not designed as a substitute for
reading and understanding the Michigan Planning
Enabling Act. This outline is not a substitute for
legal advice or for professional planner services.
It is important to document each step of the
process in planning and zoning a community. Keep
detailed minutes, affidavits of publication and

Related Publications
There are also separate procedural checklists
for perform ing other planning and zoning functions.
They are:
•
Land Use Series: “Check List #1A; To Create a
Planning Commission or Amend an Existing
Planning Commission Ordinance.”
•
Land Use Series: “#1B; Sample Ordinance to create
a planning commission”
•
Land Use Series: “#1C; Summary of changes
between new Michigan Planning Enabling Act and
the three old planning acts: Municipal Planning Act,
County Planning Act, and Township Planning Act.”
•
Land Use Series: “Checklist #1D; Steps to
Transition an Existing Planning Commission to
Comply with the Michigan Planning Enabling Act”
•
Land Use Series: “#1E; Sample Bylaws for a
planning commission.”
•
Land Use Series: “Checklist #1F; What Should be in
a Master Plan”
•
Land Use Series: “Checklist #1G; For Adoption of a
Plan in Michigan”
•
Land Use Series: “Checklist #1H; The Five Year
Plan Review.
•
Land Use Series: “Checklist #1I; For Adoption of an
Amendment to a Plan”
•
Land Use Series: “Checklist #1J; Adopting and
Updating a Capital Improvement Program”
•
Land Use Series: “Checklist #1K; Review of
Infrastructure and Public Capital Expenditure”
•
Land Use Series: “Checklist #1L; Adoption or
Amendment of Subdivision Rules”
•
Land Use Series: “#1M; How Governments Make
Submissions on a Neighbor’s or County’s Proposed
Plan”
•
Land Use Series: “#1N; How a Planning
Commission Should Respond to Submissions”
•
Land Use Series, “Checklist #2; for Adoption of a
Zoning Ordinance in Michigan.”
•
Land Use Series, “Checklist #3; for Adoption of an
Interim Zoning Ordinance in Michigan.”
•
Land Use Series, “Checklist #4; for Adoption of a
Zoning Ordinance Amendment (Including Pud) in
Michigan”
•
Land Use Series, “Checklist #5: for Processing a
Special Use Permit (Including Pud) Application in
Michigan.”
•
Land Use Series, “Checklist #6: for Processing a
Zoning Appeal and Variance in Michigan.”
All of these are available at www.m sue.m su.edu/lu/.
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mailing, open meeting notices, letters of transmittal,
and communications all on file so years from now
they are still available.
This checklist is divided into four columns.
The first column has a place to check when the task
is done, and a place to check when the

Glossary
The following term s are used in this publication,
and have the following specific m eanings.
§ means the section number of Public Act 33 of
2008, as amended, (being the Michigan Planning
Enabling Act, M.C.L. 125.3801 et seq.),
Chief administrative official means the manager
or other highest nonelected administrative official of a
city or village.
Chief elected official means the mayor of a city,
president of a village, supervisor of a township, or chair
of a county board of commissioners.
Ex officio member means a member of a planning
commission, with full voting rights unless otherwise
specified by city or village charter, by virtue of holding
another office for the term of that office.
Legislative Body means the county board of
commissioners of a county, the board of trustees of a
township, the council of a city or village, or other similar
elected governing body of a county, township, city, or
village.
Local Unit of Government means a county or
municipality.
Municipality means a city, village or township.
Plan means any plan adopted under the Michigan
Planning Enabling Act or one of the three former
planning acts, regardless of what it is titled.
Planning Commission means the local unit of
government planning commission created under the
Michigan Planning Enabling Act or one of the three
former planning acts, regardless of what it is titled.
Planning jurisdiction means the area
encompassed by one of the following:
•
For a city or village, the legal boundaries of a city or
village, respectively, and any area outside of the city
or village boundary that the planning commission
deems related to the planning of the city or village;
•
For a township, the legal boundaries of a township
outside the limits of a city(ies) and village(s);
•
For a township who’s planning commission was
formed under P.A. 285 of 1931, as amended,
(M.C.L. 125.31 et seq.), the legal boundaries of a
township outside the limits of a city(ies) and
village(s), and any area outside of the township
boundary that the planning commission deems
related to the planning of the township. (See
§31(1)(b))
•
For a county, the legal boundaries of a county
outside the limits of a city(ies) and village(s); or the
county including any city(ies) and village(s) which
has adopted the county plan (See §31(1)).
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documentation has been placed in a permanent file.
The second column is the step, or task, to complete
in the order given to properly review a plan. The
third column is what should be included in a
permanent file to document that work has been
done. The fourth column is used to mark if the
material reviewed supports the conclusion that the
plan:
•
does not need to be changed at this time;
•
needs to be updated with amendments; or
•
needs to be completely redone.
This check list is intended to be linear, with
each step being done in order, and most requiring
the previous step to be done before starting the next.
Some communities may be more prepared than
others to conduct the five-year plan review. Those
communities that regularly review their plan(s) and
have a thorough understanding of the document(s)
may wish to use the following short-form checklist
to determine whether an update of their plan(s) is
needed. Other communities are encouraged to
follow the complete checklist beginning on page 4.
For the following short-form checklist, place a
check-mark in the box next to each statement that
applies to your community.
Consider each
statement within the time frame since your plan(s)
was last updated or adopted.
9 New or more accurate information (i.e. census
population, demographics, income, land
use/land cover change, land use analysis,
newer/better natural resource information such
as soil surveys, economic data, service district
maps, and so on) has become available since
the creation of the current plan.
9 The goals, objectives, and strategies have been
met since the adoption of the plan and no
longer provide guidance for a twenty-year time
frame.
9 Major developments in the community or in
nearby communities have affected the
underlying principles, strategies, or land use
needs in particular areas.
9 There has been a recurring or new issue in the
community that is not addressed in the current
plan (e.g. the community has expressed an
interest in becoming a more walkable
Check List #1H: The Five-Year Plan Review
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community, but the plan lacks language to
reinforce this priority).
9 The community leadership or agenda changed
since the adoption of the current plan and there
appears to be a shift in public priorities.
9 There is an expressed need for additional space
for new or expanding uses in the community
(i.e. the future land use map within the plan
and the timing of capital facilities as embodied
in the plan is no longer adequate to serve
existing and 10-20 year future needs)
9 There are outstanding or decided lawsuits
where the community process, plan, or
ordinance was called into question and the
community lost.
9 The community attorney or professional
planner advised an update of the plan.
9 The current plan does not include the elements
of a zoning plan (and the community has
zoning),
9 The current plan does not include discussion of
land for use for public transportation facilities
(as of Dec. 23, 2010).
9 The current plan does not include elements of
an asset-based strategic economic development
plan that is coordinated with a subregion
and/or regional economic plan.
9 The current plan does not include content on
complete streets.
Based on the boxes checked in the above list,
the planning commission decides:
•
No change has occurred or the plan is fine and
therefore the plan may stand as adopted.
•
Some amendments are required because of
new or updated information and therefore the
plan should be amended. To do so see Land
Use Series: “Checklist #1I; For Adoption of an
Amendment to a Plan” available at:
www.msue.msu.edu/lu/.
•
There are substantial changes in the
community and therefore the plan should be
rewritten. To do so see Land Use Series:
“Checklist #1G; For Adoption of a Plan in
Michigan”
available
at:
www.msue.msu.edu/lu/.
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Check List

Step/Task to do

Documents to
file

9 Task is
done

STEP 1:
The planning commission decides to start the
five year review. (The Michigan Planning Enabling
Act requires that the plan be reviewed at least every 5
years. If the planning commission decides the plan
does not need to be updated after the 5 year plan
review, it is recommended that the planning
commission review the plan each year following the
initial 5 year review).

Certified copy of
the planning
commission’s
minutes where
the decision to
begin the review
was made.

STEP 2:
The planning commission reviews the data in
the plan and the plan’s fact book for consistency with
more current information (i.e. census population,
demographics, income, land use/land cover change,
land use analysis, newer/better natural resource
information such as soil surveys, economic data,
service district maps, and so on).
Plans may be based on projected trends data
which may or may not accurately reflect the current
state of the community. It is imperative to use
accurate data, as much of the plan is based on this
information (infrastructure capacity, amount of land
planned for various uses: residential, commercial,
industrial, etc.).

Certified copy of
the planning
commission’s
minutes or
staff’s/consultant
’s report in
which data was
reviewed.

STEP 3:
Based on the findings of STEP 2, the planning
commission decides whether new, or more accurate
information has become available since the creation
of the current plan.

Certified copy of
the planning
commission’s
minutes where
data was
discussed.

9 In the file

9 Task is
done
9 In the file

9 Task is
done
9 In the file

Copy of
improved data
and its source.

Check List #1H: The Five-Year Plan Review
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Conclusion

Supports the
conclusion that
the plan:
9 does not need
to be changed at
this time.
9 needs to be
updated with
amendments.
9 needs to be
completely
redone.
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Check List

Step/Task to do

Documents to
file

Conclusion

9 Task is
done

STEP 3A:
There is an opportunity to increase the detail
and sophistication of a plan. Over time, one can build
onto an existing plan and add new sections, with the
plan and fact book becoming more comprehensive.
Use Appendix A of this pamphlet (if desired) to
review the current contents of the plan and fact book,
noting what is already there, what could be done
better, and what is not there that should be added.
Based on this review, the planning commission
decides whether the work involved will result in the
need for an amended plan or new plan.

Completed copy
of Appendix A.

Supports the
conclusion that
the plan:
9 does not need
to be changed at
this time.
9 needs to be
updated with
amendments.
9 needs to be
completely
redone.

STEP 4:
To what degree have the goals, objectives,
and strategies been met since the adoption of the
plan? Do the goals and objectives continue to provide
guidance for a twenty-year time frame?
As the community makes day-to-day
development decisions the landscape will change.
During this review it is prudent to determine if the
development decisions have been moving the
community in the general direction envisioned in the
plan.

Certified copy of
the planning
commission’s
minutes where
goals and
objectives were
reviewed.

Supports the
conclusion that
the plan:
9 does not need
to be changed at
this time.
9 needs to be
updated with
amendments.
9 needs to be
completely
redone.

STEP 5:
Have there been any major developments in
the community or in nearby communities that affect
underlying principles, strategies, or land use needs in
particular areas?

Certified copy of
the planning
commission’s
minutes where
developments
that impact
particular areas
were discussed.

Supports the
conclusion that
the plan:
9 does not need
to be changed at
this time.
9 needs to be
updated with
amendments.
9 needs to be
completely
redone.

9 In the file

9 Task is
done
9 In the file

9 Task is
done
9 In the file
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Check List

Step/Task to do

Documents to
file

Conclusion

9 Task is
done

STEP 6:
Has there been a recurring or new issue in the
community that is not addressed in the current plan?
For example, has the community expressed
an interest in becoming a more walkable community,
but the plan lacks language to reinforce this priority?

Certified copy of
the planning
commission’s
minutes where
issue has been
discussed and if
available,
documentation of
this recurring or
new issue.

Supports the
conclusion that
the plan:
9 does not need
to be changed at
this time.
9 needs to be
updated with
amendments.
9 needs to be
completely
redone.

STEP 7:
Has the community leadership or agenda
changed since the adoption of the current plan?
If the leadership or the agenda of a
community have changed dramatically it may indicate
a shift in public priorities. If there are new public
priorities in a community, the current plan may no
longer be supported and the plan may need to be
amended or redone. Remember a plan is in large part
an expression of consensus in the community about
its future. As leadership and people in various
positions change, it may be necessary to re-build that
consensus.

Certified copy of
the planning
commission’s
minutes where
changes in public
policies were
discussed.

Supports the
conclusion that
the plan:
9 does not need
to be changed at
this time.
9 needs to be
updated with
amendments.
9 needs to be
completely
redone.

STEP 8:
Is there an expressed need for additional
space for new or expanding uses in the community?
If so, then it may be time to create a new plan
that projects farther into the future. The future land
use map within the plan and the timing of capital
facilities as embodied in the plan should be adequate
to serve existing and 10-20 year future needs.

Certified copy of
the planning
commission’s
minutes where
zoning map and
capital
improvements
were discussed.

Supports the
conclusion that
the plan:
9 does not need
to be changed at
this time.
9 needs to be
updated with
amendments.
9 needs to be
completely
redone.

9 In the file

9 Task is
done
9 In the file

9 Task is
done
9 In the file
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Check List

Step/Task to do

Documents to
file

Conclusion

9 Task is
done

STEP 9:
Are there outstanding or decided lawsuits
where the community process, plan, or ordinance was
called into question and the community lost?

Certified copy of
the planning
commission’s
minutes where
cases were
discussed and
copy of
judgments
against
community.

Supports the
conclusion that
the plan:
9 does not need
to be changed at
this time.
9 needs to be
updated with
amendments.
9 needs to be
completely
redone.

STEP 10:
Has the community attorney or professional
planner advised an update of the plan?

Certified copy of
the planning
commission’s
minutes where
advice was given
or written
notification
regarding need
for update.

Supports the
conclusion that
the plan:
9 does not need
to be changed at
this time.
9 needs to be
updated with
amendments.
9 needs to be
completely
redone.

9 In the file

9 Task is
done
9 In the file
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Check List

Step/Task to do

Documents to
file

Conclusion

9 Task is
done

STEP 11:
Based on the conclusions to the preceding
steps checked in the fourth column, the planning
commission decides:
• The conclusion to each of the above items is “... to
not change the plan at this time” (i.e. no change
has occurred or the plan is fine) and therefore the
plan may stand as adopted.
• Some of the conclusions to the above items are to
“...amend the plan/fact book” (i.e. some
amendments are required because of new or
updated information) and therefore the plan
should be amended. To do so see Land Use
Series: “Checklist #1I; Adoption of an
Amendment to a Plan” available at:
www.msue.msu.edu/lu/.
• Many or some of the conclusions to the above
major items are to “...prepare a new plan and fact
book” (i.e. there are substantial changes in the
community) and therefore the plan should be
rewritten. To do so see Land Use Series:
“Checklist #1G; For Adoption of a Plan in
Michigan” available at: www.msue.msu.edu/lu/.

Certified copy of
the planning
commission’s
minutes where
the decision to
update the plan
or not update the
plan was made.

The planning
commission acts
to
9 not change the
plan at this time.
9 amend the
plan/fact book.
9 prepare a new
plan and fact
book

STEP 12:
If not already budgeted, the planning
commission approaches the legislative body with the
intent to amend the plan or prepare a new plan and
fact book. This may include preparing a cost estimate
to do so and presenting that cost estimate to the
legislative body.
If the legislative body approves the
expenditure, then proceed with the plan amendment
or new plan and fact book.
If the legislative body does not approve the
expenditure (or include it in a future budget), or
approves a smaller amount than requested, there are
three options:
1.
Do the work in house for lower cost.
2.
Expand the task over more than one budget
year, so the cost of the task is reflected in
more than one budget year.
3.
Go back to STEP 11 and re-evaluate the
decision in light of the legislative body’s
decision.

Certified copy of
the legislative
body’s minutes
of the meeting
where the
decision was
made, and
planning
commission’s
minutes where
follow up
discussion took
place.

9 Proceed with
the decision
made in Step 11,
as intended.
9 Do the work
in house for a
lower cost.
9 Expand the
task over more
than one budget
year.
9 Go back to
Step 11 and reevaluate.

9 In the file

9 Task is
done
9 In the file
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Michigan State University Extension Land Use Series

Page 8 of 19
December 23, 2010

Appendix A: Plan Content and Table of Contents

Minimum Plan Content
Required by the Act
According to of the Michigan Planning Enabling Act, at
a minimum, the following elements are to be a part of a plan.
Using the table below, review your plan and write in each
column where the material is found in your community’s
plans.
This table was prepared assuming one’s plan is like that
of many communities in which it is organized in two major
sections – the plan that is the meat of the document including
the goals, objectives and policies that guide the physical
development of the community (§33); and the background

Minimum Statutory Plan Content

W here the
elem ent is
found in the
Fact Book

information, data book, resource book, or fact book that
provides data and analyses that support the plan (§31). Some
communities have a third, optional, section which is an
executive summary, or a simply written and heavily illustrated
presentation of the plan, a chart, web page, poster, or
combination of the above. These two or three sections can be
parts all within one document, or might be two or three
separate documents.
Communities may also include
information and polices by reference to other plans or
documents.
In the last column of the table, indicate whether the item
is something you want to include in your plan when it is
updated or replaced.

W here the
elem ent is
found in the
Plan

W here the
elem ent is
found in other
adopted plans

W here the
elem ent is
found in the
optional
sum m ary,
poster,
pam phlet, etc.

This is
som ething we
want to add to
our next
plan(s)

Maps, plats, charts, and descriptive,
explanatory, and other related matter. (Sec.
33(1))
A future land use map is required as a part of the
land use plan element of the master plan. (Sec.
33(2)(d))
Show the planning commission’s
recommendations for the physical development
of the planning jurisdiction. (Sec. 33(1))
Recommendations for implementing any of the
master plan’s proposals. (Sec. 33. (2)(e)) Note:
All jurisdictions should have a section detailing
recommendations for implementation. (Sec.
33(2)(e))
Documentation (or copies of) that the planning
commission made careful and comprehensive
surveys and studies of present conditions and
future growth within the planning jurisdiction
with due regard to its relation to neighboring
jurisdictions. (Sec. 31(2)(a))

Shall be
included

Documentation (or copies of) that the planning
commission consulted with representatives of
adjacent local units of government in respect to
their planning so that conflicts in master plans
and zoning may be avoided. (Sec. 31(2)(b))

Shall be
included

Check List #1H: The Five-Year Plan Review
Michigan State University Extension Land Use Series
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Documentation (or copies of) that the planning
commission cooperated with all departments of
the state and federal governments and other
public agencies concerned with programs for
economic, social, and physical development
within the planning jurisdiction and sought the
maximum coordination of the local unit of
government's programs with these agencies.
(Sec. 31(2)(c))

Shall be
included

For a local unit of government that has adopted
a zoning ordinance, a zoning plan (M.C.L.
125.3203(1)) (see also M.C.L. 125.3305(a)): A
proposed schedule of regulations by district that
includes at least, building height, lot area, bulk,
and setbacks. (Sec. 33(2)(d)
For a local unit of government that has adopted
a zoning ordinance, a zoning plan (M.C.L.
125.3203(1)) (see also M.C.L. 125.3305(a)): the
standards or criteria to be used to consider
rezonings consistent with the master plan.
For a local unit of government that has adopted
a zoning ordinance, a zoning plan (M.C.L.
125.3203(1)) (see also M.C.L. 125.3305(a)):
An explanation of how the land use categories
on the future land use map relate to the districts
on the zoning map. Sec. 33(2)(d) (prerequisite
to this requirement is (1) a description of each
zoning district, and (2) a proposed zoning map.
For a local unit of government that has adopted
a zoning ordinance, a zoning plan (M.C.L.
125.3203(1)) (see also M.C.L. 125.3305(a)): A
description of each of the zoning districts
(including proposed new ones), the general
purpose of each district, a general description of
the class of uses to be permitted in each district,
and the general locations for those types of
districts. Use classes include single family
residential, multiple family residential,
commercial, office, industrial, agricultural,
forestry, mining, etc.

If there is
zoning, then
these
elem ents shall
be included
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For a local unit of government that has adopted
a zoning ordinance, a zoning plan (M.C.L.
125.3203(1)) (see also M.C.L. 125.3305(a)): A
proposed zoning map showing the location of
proposed zoning districts. This could be
accomplished by referring to the existing zoning
map and then including a map with proposed
district changes and the circumstances under
which those changes should be made in a
manner consistent with the master plan.
Plans might also include, if “reasonably can be
considered as pertinent to the future
development of the planning jurisdiction”: For a
county, documentation that the master plan may
include planning in cooperation with the
constituted authorities for incorporated areas in
whole or to the extent to which, in the planning
commission's judgment, they are related to the
planning of the unincorporated territory or of the
county as a whole. (Sec. 31(1)(a))
Plans might also include, if “reasonably can be
considered as pertinent to the future
development of the planning jurisdiction”: For a
township that on the effective date of this act
had a planning commission created under former
1931 PA 285, or for a city or village, the
planning jurisdiction may include any areas
outside of the municipal boundaries that, in the
planning commission's judgment, are related to
the planning of the municipality. (Sec.
31(1)(b))
Plans might also include, if “reasonably can be
considered as pertinent to the future
development of the planning jurisdiction”: A
classification and allocation of land for
agriculture, residences, commerce, industry,
recreation, ways and grounds, public
transportation facilities (as of Dec. 23, 2010),
public buildings, schools, soil conservation,
forests, woodlots, open space, wildlife refuges,
and other uses and purposes. (If a county has not
adopted a zoning ordinance under former 1943
PA 183 or the Michigan zoning enabling act,
2006 PA 110, MCL 125.3101 to 125.3702), a
land use plan and program for the county may
be a general plan with a generalized future land
use map. (Sec. 33. (2)(a)) Note: Given this
requirement, most, if not all, jurisdictions should
include the majority of these elements in the
master plan.
Check List #1H: The Five-Year Plan Review
Michigan State University Extension Land Use Series
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Plans might also include, if “reasonably can be
considered as pertinent to the future
development of the planning jurisdiction”: The
general location, character, and extent of all
components of a transportation system and their
interconnectivity including streets, railroads,
airports, bicycle paths, pedestrian ways, bridges,
waterways, waterfront developments (complete
streets); sanitary sewers and water supply
systems; facilities for flood prevention,
drainage, pollution prevention, and maintenance
of water levels; and public utilities and
structures. (Sec. 33. (2)(b)) Note: Given this
requirement, most, if not all, jurisdictions should
include the majority of these elements in the
master plan.
Plans might also include, if “reasonably can be
considered as pertinent to the future
development of the planning jurisdiction”:
Recommendations as to the general character,
extent, and layout of redevelopment or
rehabilitation of blighted areas; and the removal,
relocation, widening, narrowing, vacating,
abandonment, change of use, or extension of
streets, grounds, open spaces, buildings, utilities,
or other facilities. (Sec. 33. (2)(c)
(Recommendations for redevelopment may or
may not be included as pertinent, and a zoning
plan.)
Plans might also include, if “reasonably can be
considered as pertinent to the future
development of the planning jurisdiction”: If a
master plan is or includes a master street plan,
the means for implementing the master street
plan in cooperation with the county road
commission and the state transportation
department shall be specified in the master street
plan in a manner consistent with the respective
powers and duties of and any written agreements
between these entities and the municipality .
(Sec. 33. (3)) Note: Given this requirement,
most, if not all, jurisdictions should include the
majority of these elements in the master plan.
This is the first of three ways to evaluate the content of
your plan. The table above should be considered the legal
minimum. Most plans should contain much more.

A More Comprehensive
Plan Content Analysis
The following checklist is adapted from materials
developed by the Michigan chapter of the American Planning

Check List #1H: The Five-Year Plan Review
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Association, from their work toward a Coordinated Planning
Act (never adopted). It provides a rather complete list of the
analysis that should be a part of a plan and fact or data book.
Following this table is a sample table of contents for a
plan, data or fact book, and summary. It gives just one
example of how information in a plan might be organized.
Using the table below, review your plan and write in each
column where the material is found in your community’s
plans.
This table is prepared assuming one’s plan is like that of
many communities in which it is organized in two major
sections – the plan that is the meat of the document including
the goals, objectives and policies that guide the physical
development of the community (§33); and the background

Plan Content

information, data book, resource book, or fact book that
provides data and analyses that support the plan (§31). Some
communities have a third, optional, section which is an
executive summary, or a simply written and heavily illustrated
presentation of the plan, a chart, web page, poster, or
combination of the above. These two or three sections can be
parts all within one document, or might be two or three
separate documents.
Communities may also include
information and polices by reference to other plans or
documents.
In the last column of the table, indicate whether the item
is something you want to include in your plan when it is
updated or replaced.

Where
the
element
is found
in the
Fact
Book

Where
the
element
is found
in the
Plan

Where
the
element
is found
in other
adopted
plans

Where the
element is
found in
the
optional
summary,
poster,
pamphlet,
etc.

This is
something
we want to
add to our
next
plan(s)

General Plan (Only for a county with no zoning)
A policy-based plan with generalized future land use maps.
A section on affordable housing needs and a strategy to meet
those needs.
A section on job development and a strategy to meet those needs.
Address the relationship between jobs, housing, and
transportation within the local unit of government or region.
A separate section on multimodal transportation including streets
and highways, public transit, airports, railroads, ports, and
pedestrian and bicycle ways.
A section on capital facilities owned or operated, or both, or
privately contracted by the local unit of government, together with
long-range fiscal plans for the provision of new capital facilities
for the local unit of government.
The plan shall be the basis for the local unit of government or
regional capital improvement program including capital
improvements to be done by a county road commission, drain
commissioner, parks and recreation commission, department of
public works, or other local unit of government legislative body.
An analysis of all the municipal or joint municipal plans of
municipalities within the county to ensure coordination and
consistency, including, but not limited to, buildout, economic,
fiscal, environmental, and social impact analyses.
A plan may incorporate by reference plans, or portions of plans,
adopted by other agencies of political subdivisions, a regional
plan, this state, or the federal government.
Check List #1H: The Five-Year Plan Review
Michigan State University Extension Land Use Series
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Other elements as determined by the planning commission.
Future Land Use Plan (The minimum for a local unit of
government with zoning)
All of the parts for a general plan, above.
The arrangement of future land uses, as well as the intensity and
density of such uses
An explanation of the degree to which future land uses are, or are
not, compatible with the future land use plans and zoning
regulations of adjoining jurisdictions (or municipalities within the
county) or the management plans of state or federal agencies with
public lands within the local unit of government
Future land use shall be described in the text and depicted on a
future land use map showing the general location and arrangement
of future land uses, but not parcel lines.
A future transportation network, including, but not limited to,
roads and streets, bridges, railroads, airports, bicycle paths, and
pedestrian ways.
Provision for a network of electronic communication facilities.
Future capital facilities.
A zoning plan for the control of the height, area, bulk, density,
location, and use of buildings and premises, for current and future
zoning districts.
An explanation of the zoning plan’s relationship to the future land
use plan.
A description of how the community intends to move from
present conditions illustrated on the current zoning map and
described in the zoning plan to the proposed future relationship of
land uses illustrated on the future land use map.
A discussion of measures considered and included in the
development of the future land use plan to avoid possible takings
of private property without just compensation if land use
regulations were to be subsequently adopted or amended
consistent with the plan.
Each of the elements of a future land use plan, above, should
incorporate goals, objectives, policies, and strategies to be
employed in fulfilling the plan
Each element of a future land use plan should utilize maps and, if
helpful, plats, charts, and tables. Maps, plats, charts, and tables
should be accompanied by descriptive explanatory text.

Check List #1H: The Five-Year Plan Review
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Comprehensive Plan
All of the parts for a general plan and land use plan, above.
Recommendations for the social, environmental, economic, or
physical development or redevelopment of the jurisdictional area.
The plan should identify the amount and source of the fiscal and
other resources to be used to implement the recommendations in
the plan.
An analysis of existing community social and economic
disparities in employment, income, housing, transportation,
education, and crime and recommendations for public and private
measures to rectify disparities.
A section on multimodal transportation facilities, together with
long-range fiscal plans for the provision or replacement of
transportation facilities. (This may be part of the future
transportation network (master street plan) element of a Future
Land Use Plan.)
Information on capital facilities necessary for the comprehensive
plan to serve as the basis for the development and annual updating
of a capital improvement program including a map of the location
of new capital facilities on which construction is proposed to
begin within a period at least as long as that covered by a capital
improvement program.
Maps and text with an analysis of existing conditions and
strategies to address identified problems and/or opportunities for
housing, including, but not limited to, the condition of existing
housing and specific needs for affordable and assisted housing,
and analysis of options for meeting those needs.
Maps and text with an analysis of existing conditions and
strategies to address identified problems and/or opportunities for
Economic development, including both job retention and
promotion strategies.
Maps and text with an analysis of existing conditions and
strategies to address identified problems and/or opportunities for
Natural resources management, including, but not limited to,
agricultural and forest lands, mineral lands, wetlands, floodplains,
headwaters areas, sand dunes, areas at high risk of erosion, other
sensitive areas, endangered or threatened species habitat, and land
use related to preserving biodiversity.
Maps and text with an analysis of existing conditions and
strategies to address identified problems and/or opportunities for
measures to define, protect, enhance, or change community
character.
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Growth Management Plan
All of the parts for a general plan, land use plan, and
comprehensive plan, above.
The boundaries for expansion of capital facilities and/or public
services of the local units of government during the period of the
plan.
Maximum density of land use based on available public services
and facilities and specified level of service standards for those
services and facilities.
The plan should be consistent with P.A. 110 of 2006, as amended,
(being the Michigan Zoning Enabling Act, M.C.L. 125.3101 et
seq.) for a purchase of development rights program, and/or to the
extent permissible by law, transfer of development rights program.
Maps showing the location of proposed future road right-of-way
and of other public facilities beyond 5 years in the future.
A strategy and locations to target provision of affordable housing.
A strategy that links future jobs, housing, and transportation in
mutually supportive ways.
A strategy for land assembly and redevelopment.
Other elements as necessary to implement the growth
management or redevelopment goals of the plan.
Include as part of the Plan, or as separate plans some or all of:
Soil and water conservation.
Open space protection.
Intergovernmental coordination.
Human services, including, but not limited to, childcare services,
senior citizen programming, and mental health services.
Historic preservation.
Coastal zone management.
Solid waste management.
Energy conservation.
Watershed planning and management.
Community corrections.
Annexation.
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Redevelopment.
Special purpose, sub-area (M.C.L. 125.3835), functional,
neighborhood, corridor, or strategic plans.
Incorporate, by reference to relevant portions of other plans,
including any of the following adopted plans that apply to the
territory covered by the planning commission:
A development plan adopted by a tax increment finance authority
under P.A. 450 of 1980, as amended, (the Tax Increment Finance
Authority Act, M.C.L. 125.1801 et. seq.).
A development plan adopted by a downtown development
authority under P.A. 197 of 1975, as amended, (M.C.L. 125.1651
et. seq.).
A development plan adopted by a local development finance
authority under P.A. 281 of 1986, as amended, (the Local
Development Financing Authority Act, M.C.L. 125.2151 et. seq.).
A development plan adopted by an international tradeport
development authority under P.A. 325 of 1994, as amended, (the
International Tradeport Development Authority Act, M.C.L.
125.2521 et. seq.).
A brownfield plan adopted by a brownfield redevelopment
authority under P.A. 381 of 1996, as amended, (the Brownfield
Redevelopment Financing Act, M.C.L. 125.2651 et. seq.).
A plan adopted by a local unit of government, county, or regional
economic development commission under P.A. 46 of 1966, as
amended, (M.C.L. 125.1231 et. seq.).
A project plan adopted by an economic development corporation
under P.A. 338 of 1974, as amended, (the Economic Development
Corporations Act, MCL 125.1601 et. seq.).
A plan adopted by a housing commission under P. A. 18 of 1933
(Extra Session), as amended, (M.C.L. 125.691 et. seq.).
A development plan approved by a planning commission and
supervising agency under P.A. 250 of 1941, as amended, (the
Urban Redevelopment Corporations Law, M.C.L. 125.901 et.
seq.).
A local unit of government, county, or regional park or recreation
plan adopted by a local unit of government, county, or regional
commission under P.A. 261 of 1965, as amended, (M.C.L. 46.351
et. seq.).
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A plan adopted by an historic district commission under P.A. 169
of 1970, as amended, (the Local Historic Districts Act, M.C.L.
399.201 et. seq. 399.215.
An airport approach plan adopted by the aeronautics commission
under P.A. 23 of 1950 (Extra Session), as amended, (the Airport
Zoning Act, M.C.L. 259.431 et. seq.).
A school district plan adopted by a public school district or
charter school.
A sewer or water plan adopted by a local unit or joint sewer and
water authority.
A solid waste management plan adopted pursuant to Part 115 of
P.A. 451 of 1994, as amended (the Solid Waste Management part
of the Natural Resources and Environmental Protection Act,
M.C.L. 324.11501 et seq.)
A blighted area rehabilitation plan adopted pursuant to P.A. 344
of 1945, as amended, (M.C.L. 125.71 et. seq.).
A neighborhood area improvement plan adopted pursuant to P.A.
208 of 1949, as amended, (M.C.L. 125.941 et. seq.).
A plan for redevelopment of principal shopping areas under P.A.
120 of 1961, as amended, (M.C.L. 125.591 et. seq.).
Enterprise or empowerment zone plans pursuant to P.A. 224 of
1985, as amended, (M.C.L. 125.2101 et seq.).
Any capital facility or other metropolitan plan prepared by a
metropolitan council under P.A. 292 of 1989, as amended,
(M.C.L. 124.651 et. seq.).
Based on which rows, in the above table you were able to
mark a page number(s) down for and which ones are left blank,
you can construct a list of what has been done, and what has
not been done. A general strategy, each time a community
updates their plan, is to try to increase the number of items in
the above table which are done. Over time the plan will
become more substantial. One should also consider that there
is a point where a community (which is small, rural, or not
complex) does not need a more substantial plan. Thus, in a
county without zoning, the items listed as part of a general plan
might be enough. If it is a community with zoning, then only
the elements for the general plan and land use plan may be
enough. This is a judgement call which should be re-assessed
each time the community updates or replaces its plan.
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Sample Table of Contents
Seldom are plans organized in a format as presented in the
above table. The following is a more typical table of contents
for a community plan. However, there is not a “right” or
“wrong” way, or order, to arrange a plan. A community has a
great deal of flexibility in this area. The following is a sample
table of contents:
1. Background/Fact Book Possible List of Contents
a.
Introduction, Part A
i. Acknowledgments, Chapter A1
ii. Summary, Chapter A2
iii. About the Fact Book (explanation on its use,
purpose), Chapter A3
iv. Former Plans, Chapter A4

Page 18 of 19
December 23, 2010

b.

2.

The
i.
ii.
iii.

Big Picture, Part B
International, Chapter B1
National, Chapter B2
State and region, Chapter B3. (Michigan Trend
Future, Michigan Land Use Leadership Council
Smart Growth recommendations)
c. Background, Part C
i. Geography and climate, Chapter C1
ii. History, Chapter C2
iii. Former Land Uses, Chapter C3
iv. Natural Resources, Chapter C4
v. Environment, Chapter C5
vi. Scenic Resources (Community Character),
Chapter C6
vii. Recreation (parks), Chapter C7 1
viii. Population (Demographics), Chapter C8
ix. Human Services, Chapter C9
x. Economics (Jobs), Chapter C10
xi. Housing, Chapter C11
xii. Infrastructure (drains, sewer, water, roads,
Airport, port, etc.), Chapter C12
xiii. Land Ownership, Chapter C13
xiv. Existing Zoning analysis (continuation of current
trends, buildout, critique, etc.), Chapter C14
d. Appendices, Part D
i. Public input (opinion survey methodology detail,
results) (or results are incorporated throughout
the document)
ii. Other detail
Plan volume Possible List of Contents
a. Introduction, Part E
i. Summary, Chapter E1
ii. About the Plan (context, legal authority,
purpose), Chapter E2
iii. International, national, state,
relationships,
Chapter E3
b. Conclusions/Land Use Plan Map, Land Use Plan
Map, Part F
i. Land Use Plan, Chapter F1

1

ii.
iii.
iv.
v.
vi.

3.

Industrial activities, Chapter F2
Commercial activities, Chapter F3
Residential development, Chapter F4
Rural residential activities, Chapter F5
Resource protection (farmland, forestland
preservation), Chapter F6
vii. Sensitive, or environmentally limiting lands,
Chapter F7
viii. Special areas/Community Character (scenic,
historic, cultural, environmental), Chapter F8
ix. Zoning Plan, Chapter F9
c. Conclusions/Other Plan Topics, Part G
i. Housing, Chapter G1
ii. Human Services, Chapter G2
iii. Education, Chapter G3
iv. Infrastructure, Chapter G4
v. Economic Development, Chapter G5
vi. Air, water, groundwater, solid waste, soil
erosion, energy, etc., Chapter G6
vii. Environmental Protection beds of rivers and
lakes and their margins, Natural Resources
Management, Chapter G7
viii. Indigenous peoples, Chapter G8
ix. Other (special issues for a particular local unit of
government), other chapters dealing with
identified issues at the fourth meeting of the
citizen plan committee, Chapter G9
d. Appendices, Part H
i. Public participation
ii. Adoption documentation
iii. Listing of comments on the plan and response to
comments on the plan
iv. Other appendices
Summary
a. Executive summary, or
b. A simply written and heavily illustrated presentation
of the plan, or
c. A chart, or poster presentation of the plan, or
d. A web page, or
e. A combination of these.

Recreation plan is often a separate plan/document.
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Robert's Rules of Order - Summary Version
Introduction to Robert’s Rules of Order
What Is Parliamentary Procedure?
It is a set of rules for conduct at meetings that allows everyone to be heard and to make
decisions without confusion.
Why is Parliamentary Procedure Important?
Because it's a time tested method of conducting business at meetings and public
gatherings. It can be adapted to fit the needs of any organization. Today, Robert's Rules
of Order newly revised is the basic handbook of operation for most clubs, organizations
and other groups. So it's important that everyone know these basic rules!
Organizations using parliamentary procedure usually follow a fixed order of business. Below is a
typical example:
1.
2.
3.
4.
5.
6.

Call to order.
Roll call of members present.
Reading of minutes of last meeting.
Officer’s reports.
Committee reports.
Special orders --- Important business previously designated for consideration at this
meeting.
7. Unfinished business.
8. New business.
9. Announcements.
10. Adjournment.

The method used by members to express themselves is in the form of moving motions. A
motion is a proposal that the entire membership take action or a stand on an issue. Individual
members can:
1.
2.
3.
4.

Call to order.
Second motions.
Debate motions.
Vote on motions.

There are four Basic Types of Motions:
1. Main Motions: The purpose of a main motion is to introduce items to the membership
for their consideration. They cannot be made when any other motion is on the floor,
and yield to privileged, subsidiary, and incidental motions.
2. Subsidiary Motions: Their purpose is to change or affect how a main motion is handled,
and is voted on before a main motion.
3. Privileged Motions: Their purpose is to bring up items that are urgent about special or
important matters unrelated to pending business.
4. Incidental Motions: Their purpose is to provide a means of questioning procedure
concerning other motions and must be considered before the other motion.
How are Motions Presented?
1. Obtaining the floor
a. Wait until the last speaker has finished.
b. Rise and address the Chairman by saying, "Mr. Chairman, or Mr. President."
c. Wait until the Chairman recognizes you.
2. Make Your Motion
a. Speak in a clear and concise manner.
b. Always state a motion affirmatively. Say, "I move that we ..." rather than, "I
move that we do not ..."
c. Avoid personalities and stay on your subject.
3. Wait for Someone to Second Your Motion
4. Another member will second your motion or the Chairman will call for a second.
5. If there is no second to your motion it is lost.
6. The Chairman States Your Motion
a. The Chairman will say, "it has been moved and seconded that we ..." Thus
placing your motion before the membership for consideration and action.
b. The membership then either debates your motion, or may move directly to a
vote.
c. Once your motion is presented to the membership by the chairman it becomes
"assembly property", and cannot be changed by you without the consent of the
members.
7. Expanding on Your Motion

a. The time for you to speak in favor of your motion is at this point in time, rather
than at the time you present it.
b. The mover is always allowed to speak first.
c. All comments and debate must be directed to the chairman.
d. Keep to the time limit for speaking that has been established.
e. The mover may speak again only after other speakers are finished, unless called
upon by the Chairman.
8. Putting the Question to the Membership
a. The Chairman asks, "Are you ready to vote on the question?"
b. If there is no more discussion, a vote is taken.
c. On a motion to move the previous question may be adapted.
Voting on a Motion:
The method of vote on any motion depends on the situation and the by-laws of policy of
your organization. There are five methods used to vote by most organizations, they are:
1. By Voice -- The Chairman asks those in favor to say, "aye", those opposed to say
"no". Any member may move for a exact count.
2. By Roll Call -- Each member answers "yes" or "no" as his name is called. This
method is used when a record of each person's vote is required.
3. By General Consent -- When a motion is not likely to be opposed, the Chairman
says, "if there is no objection ..." The membership shows agreement by their
silence, however if one member says, "I object," the item must be put to a vote.
4. By Division -- This is a slight verification of a voice vote. It does not require a
count unless the chairman so desires. Members raise their hands or stand.
5. By Ballot -- Members write their vote on a slip of paper, this method is used
when secrecy is desired.
There are two other motions that are commonly used that relate to voting.
1. Motion to Table -- This motion is often used in the attempt to "kill" a motion. The option
is always present, however, to "take from the table", for reconsideration by the
membership.
2. Motion to Postpone Indefinitely -- This is often used as a means of parliamentary
strategy and allows opponents of motion to test their strength without an actual vote
being taken. Also, debate is once again open on the main motion.
Parliamentary Procedure is the best way to get things done at your meetings. But, it will only
work if you use it properly.
1. Allow motions that are in order.
2. Have members obtain the floor properly.
3. Speak clearly and concisely.

4. Obey the rules of debate.
Most importantly, BE COURTEOUS.
For Fair and Orderly Meetings & Conventions
Provides common rules and procedures for deliberation and debate in order to place the whole
membership on the same footing and speaking the same language. The conduct of ALL business
is controlled by the general will of the whole membership - the right of the deliberate majority
to decide. Complementary is the right of at least a strong minority to require the majority to be
deliberate - to act according to its considered judgment AFTER a full and fair "working through"
of the issues involved. Robert's Rules provides for constructive and democratic meetings, to
help, not hinder, the business of the assembly. Under no circumstances should "undue
strictness" be allowed to intimidate members or limit full participation.
The fundamental right of deliberative assemblies requires all questions to be thoroughly
discussed before taking action!
The assembly rules - they have the final say on everything!
Silence means consent!











Obtain the floor (the right to speak) by being the first to stand when the person
speaking has finished; state Mr/Madam Chairman. Raising your hand means
nothing, and standing while another has the floor is out of order! Must be
recognized by the Chair before speaking!
Debate cannot begin until the Chair has stated the motion or resolution and
asked "are you ready for the question?" If no one rises, the chair calls for the
vote!
Before the motion is stated by the Chair (the question) members may suggest
modification of the motion; the mover can modify as he pleases, or even
withdraw the motion without consent of the seconder; if mover modifies, the
seconder can withdraw the second.
The "immediately pending question" is the last question stated by the Chair!
Motion/Resolution - Amendment - Motion to Postpone
The member moving the "immediately pending question" is entitled to
preference to the floor!
No member can speak twice to the same issue until everyone else wishing to
speak has spoken to it once!
All remarks must be directed to the Chair. Remarks must be courteous in
language and deportment - avoid all personalities, never allude to others by
name or to motives!



The agenda and all committee reports are merely recommendations! When
presented to the assembly and the question is stated, debate begins and
changes occur!



Point of Privilege: Pertains to noise, personal comfort, etc. - may interrupt only if
necessary!
Parliamentary Inquiry: Inquire as to the correct motion - to accomplish a desired
result, or raise a point of order
Point of Information: Generally applies to information desired from the speaker:
"I should like to ask the (speaker) a question."
Orders of the Day (Agenda): A call to adhere to the agenda (a deviation from the
agenda requires Suspending the Rules)
Point of Order: Infraction of the rules, or improper decorum in speaking. Must
be raised immediately after the error is made
Main Motion: Brings new business (the next item on the agenda) before the
assembly
Divide the Question: Divides a motion into two or more separate motions (must
be able to stand on their own)
Consider by Paragraph: Adoption of paper is held until all paragraphs are
debated and amended and entire paper is satisfactory; after all paragraphs are
considered, the entire paper is then open to amendment, and paragraphs may
be further amended. Any Preamble cannot be considered until debate on the
body of the paper has ceased.
Amend: Inserting or striking out words or paragraphs, or substituting whole
paragraphs or resolutions
Withdraw/Modify Motion: Applies only after question is stated; mover can
accept an amendment without obtaining the floor
Commit /Refer/Recommit to Committee: State the committee to receive the
question or resolution; if no committee exists includes size of committee desired
and method of selecting the members (election or appointment).
Extend Debate: Applies only to the immediately pending question; extends until
a certain time or for a certain period of time
Limit Debate: Closing debate at a certain time, or limiting to a certain period of
time
Postpone to a Certain Time: State the time the motion or agenda item will be
resumed
Object to Consideration: Objection must be stated before discussion or another
motion is stated
Lay on the Table: Temporarily suspends further consideration/action on pending
question; may be made after motion to close debate has carried or is pending
Take from the Table: Resumes consideration of item previously "laid on the
table" - state the motion to take from the table

The Rules





























Reconsider: Can be made only by one on the prevailing side who has changed
position or view
Postpone Indefinitely: Kills the question/resolution for this session - exception:
the motion to reconsider can be made this session
Previous Question: Closes debate if successful - may be moved to "Close
Debate" if preferred
Informal Consideration: Move that the assembly go into "Committee of the
Whole" - informal debate as if in committee; this committee may limit number
or length of speeches or close debate by other means by a 2/3 vote. All votes,
however, are formal.
Appeal Decision of the Chair: Appeal for the assembly to decide - must be made
before other business is resumed; NOT debatable if relates to decorum, violation
of rules or order of business
Suspend the Rules: Allows a violation of the assembly's own rules (except
Constitution); the object of the suspension must be specified

Taken from: http://www.robertsrules.org/

