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DIRECTOR'S LETTER 

Letter No.: 37 
Effective Date: 9-1-94 

TO : All Unit Supervisors and Conservation Officers 

FROM : Roland Harmes, Director 

SUBJECT: Overhead Costs at Multiple-Use offices in the Field 

The Deputy Directors for the Regions and the Deputy Director for 
Administration have developed standard criteria for allocating 
overhead costs at multiple-use offices in the field. The criteria 
used is intended to ensure an equitable and consistent basis for 
sharing the costs of operating offices occupied by multiple 
Divisions. 

TELEPHONES: 

A. All standard base service charges will be allocated to 
Divisions based on the number of instruments assigned, by 
percentage, based on recorded use of the telephone system by the 
minute, or a combination of the above. 

Support staff telephone costs will be prorated to the Divisions 
they are assigned to. 

B. Charges for special services are to be paid by the Division 
requesting them, i.e., OPX lines, reconfiguration of voice mail, 
installation of temporary telephone systems and lines, private 
lines, etc. 

C .  Toll, long-distance and zone calls will be paid by the Division 
making the calls based on recorded actual usage or a percentage of 
the monthly total. 

D. WATS fine charges will be allocated on the basis of 
computerized cost distribution or a percentage distribution based 
on use. 

E. Lease/purchase agreements for new or replacement systems will 
be a monthly base charge per instrument. Outright purchase of 
telephone systems and telephone system upgrades will be prorated to 
users in the same manner as Item A, with prior 
notification/approval by Divisions. 



F. One time costs for telephone service for program expansions 
will be assessed to user Divisions based on actual installation 
costs, i-e., telephone sets, telephone installation, percentage 
cost of station card, etc. 

G. Special communication lines and services, i.e., T1 service, 
etc., shall be installed, maintained and administered by Field 
Administration Division (FAD) and paid for by all user Divisions 
based on connections and use, taking into consideration special 
bandwidth requirements by user Divisions. 

FACSIMILE MACHINES: 

A. Line charges will be prorated the same as base telephone 
services. L 

B. New acquisition/replacement of facsimile machines and related 
supplies and services will be prorated to user Divisions based on 
the number of resident employees. 

COPY MACHINES: 

A. Charges for copy machines and related supplies and services 
will be prorated to user Divisions based on recorded usage or on a 
fair share assessment if a recording mechanism is not in place. 

B. Key counters for automated recorder usage will be charged to 
user Divisions. 

COMPUTERS: 

A. Parts required for repairs on machines owned by Divisions will 
be charged to user Division. 

B. Costs associated with operation of LAN file servers, printer 
servers, laser printers and other shared devices will be paid by 
all user Divisions based on workstations connected, including 
remote access stations. Sufficient licenses of standard reporting 
software will be purchased, installed and maintained by FAD with 
the costs shared by user Divisions based on the number of connected 
workstations. Specialty software required by user Division will be 
installed, maintained and administered by FAD but will be paid for 
by the user Division. 

POSTAGE: 

A. All bulk mail to Lansing DNR Offices, Regional, District and 
multiple-use Field Offices will be paid by FAD. 

B. All other metered mail will be charged to Divisions making the 
mailings. 



C. Postage stamps will be paid by user Divisions 

D. Parcel Service, Express Mail, etc., will be paid by user 
Divisions. 

E. Base pick-up charges for UPS will be prorated to Divisions. 

FURNITURE AND OFFICE EOUIPMENT: 

A. Furniture and office equipment will be paid by requesting 
Division. 

B. Furniture and equipment for common usage, i.e., conference 
areas, libraries, etc., will be prorated based on number of 
resident employees. ;r 

C. Office design services, remodeling and moving of furniture will 
be prorated to user Divisions, including charge for disposing of 
old furniture. 

TRASH PICK-UP: 

A. Normal disposal charges will be prorated to Divisions based on 
number of resident employees. 

B. Trash generated by special projects, such as tree-planting, 
will be paid by that Division. 

C. Recycle costs will be prorated to Divisions based on number of 
resident employees. 

HAZARDOUS WASTE: 

A. All associated costs for storage, containment and disposal of 
hazardous materials will be paid by generating Division. 

B. Funding of disposal cost for orphan waste will be determined by 
Regional Deputy Director. 

OVERHEAD COSTS: 

A. Utilities (heat, sewer, water, electric), water testing and 
other environmental analysis will be prorated to Divisions based on 
number of resident employees. 

B. Standard complement of general office supplies (determined by 
Regional Field Administration Supervisors) will be provided by FAD 
for resident employees. All other supplies will be paid by 
requesting Division. 



C. Building and grounds maintenance supplies and equipment will be 
paid by FAD at multiple-use offices. 

A. Radio control lease lines to multiple-use offices for 
Department control of Department radios will be paid by FAD. 

B. All radio control lease lines ordered by Divisions will be paid 
by the user Division. 

' JAETITORIAL. GROUNDS MAINTENANCE, SNOW PLOWING: 

A. Contracted costs will be shared by Divisions based on the 
number of resident employees. 

OTHER: 

A. Other facility expenses that occur, usually emergencies for 
which FAD funds may not be available or adequate to cover, i . e . ,  
site cleanup, relocation costs, water well, septic system, heating 
plant, etc., will be administered through Regional Deputy 
Directors. Appropriate funding sources or cost-sharing by the 
Divisions will be sought at the Deputy Director level. 

The Regional Deputy Director will be responsible for compliance 
with this-Director's Letter and the maintenance of adequate records 
of billing to the Divisions. 

Distribution C 



STATE OF MICHIGAN 

nEwURCEa COYYI..IO* 

CDB A HOEFER 
Y W T I L I  

I I I U R V  F SNELL 
PAUL H WENDLER 
HARRY H WHITELEI 
lOLH L WOLFE 
CHARLES G YOUNGLOVE 

WILLIAM G MILLIKEN Governor 

DEPARTMENT OF NATURAL RESOURCES 
STEVENS T MASON BUILDING 

BOX 30028 
LANSING. M I  48909 

HOWARD A TANNER Director 

March 1, lgg2 

DIRECTOR'S LETTER 

Letter No.: 45 
Effective Date: March 1, 1982 

TO : All Unit Supervisors and 

FROM : Howard A. Tanner, Director 

SUBJECT: Jurisdiction Over Odor Complaints Relating to Sour Oil and Gas Wells 
. - . - -- - . . -- 

Pursuant to Public Act 348 of 1965, the Air Pollution Control Act, the Air 
Quality Division has regulatory responsibility relating to complaints of 
odorous emissions . 
Pursuant to Public Act 61 of 1939, the Oil and Gas Act, the Geological Survey 
Division has regulatory responsibilities relating to complaints of odorous ' 

emissions from sour oil and gas well operations. 

This Director's Letter is being issued in order to avoid confusion and 
duplication of effort in responding to sour oil and gas odor complaints and 
satisfying the regulatory responsibilities identified above. Furthermore, 
this Director's Letter is based on the opinion that the provisions of Act 61, 
as administered by the Geological Survey Division, provide the potential for 
stronger and quicker enforcement against offending sour oil and gas well 
operations. Accordingly, sour oil and gas complaints and regulatory activities 
shall be handled in the following manner: 

1. The Geological Survey Division shall have total responsibility for 
investigation of complaints on odors from sour oil and gas wells and 
associated producing facilities and for enforcing control programs on 
companies to resolve these odor nuisances. Where a complaint of odors 
from sour oil or gas wells is received by Air Quality Division staff, 
Conservation Officers, or other personnel in the Department, the appro- 

. 

priate Geological Survey Division staff member shall be contacted by 
telephone and advised of the complaint A follow-up written comnunication 
regarding the complaint shall also be sent to the Geological Survey Division 
with identification of the staff member contacted, and to the Gas Safety 
Section, Gas Division, Michigan Public Service Comnission 



2.. The Air Quality Division shall have total responsibility for the 
investigation of complaints on odors from sour gas sweetening facilities 
and for enforcing control programs on companies to resolve these odor 
nuisances. Where a complaint of odors from sour gas sweetening facilities 
is received by Geological Survey Division staff, Conservation Officers, 
or other personnel in the Department, the appropriate Air Quality Division 
staff member shall be contacted by telephone and advised of the complaint. 
A follow-up written comnunication regarding the complaint shall also be 
sent to the Air Quality Division with identification of the staff member 
contacted, and to the Gas Safety Section, Gas Division, Michigan Public 
Service Commission. 

3 .  Complaints received through the PEAS system regarding odors from sour oil 
and gas wells or sour gas sweetening facilities shall be referred to the 
appropriate response division as defined above,. If the source of the odor 
is unknown, the complaint shall be referred to Geological Survey Division 
for initial investigation. 

4. The Air Quality Division and the Geological Survey Division shall jointly 
distribute a listing identifying the offices and staff members throughout 
the State where odor complaints can be registered. The listing shall be 
sent to the appropriate staff of the Air Quality and Geological Survey 
Divisions, other staff of the Department which may become involved in odor 
complaints, including the PEAS coordinator, and to any person, organization 
or agency requesting the listing. 
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DIRECTOR'S LEITER 

Letter No.: 49 
Effective Date: January 22, 1988 

TO: Unit Supervisors and Conserva 

FROM: Gordon E. Guyer, Director @&a P f e  

SUBJECT: Defense and Settlement of Civi 1 ~ i a b i  lityktions 

The purpose of this Director's Letter is to prescribe procedures for the 
defense and settlement of civil liability actions against the Department or its 
officers and employees. 

Due to the high incidence of activity at Department facilities during the 
suimner and fall months, this Director's Letter is being issued to provide 
guidance in situations involving injury or property damage until such time as 
Policy 6107 and Procedure 6107.7 can be revised and approved. Upon adoption of 
the new Policy and Procedure, you will receive notification of the rescission 
of this Letter. 

Procedures for Defense and Settlement of s 
In order to properly protect the interest of the State and its officers and 
employees while in the course of their employment and while acting within the 
scope of their authority, every occurrence involving injuries to a person or 
damages to property shall be reported immediately. If an officer or employee 
is uncertain about his employment or authority status with regard to an 
occurrence, a report should be made. Reporting an occurrence shall follow one 
or more of the following procedures: 

1. Injuries to a person or property arising from the use or maintenance of 
motor vehicles owned by the State, or used on State business, shall be 
reported in accordance with the Department of Management and Budget 
Administrative Manual, Chapter 5, Section 2, Subject 3 - Reporting Motor 
Vehicle Accidents. 



2 .  i n j u r i e s  t o  a  person o r  p r o p e r t y  a r i s i n g  fr.om t h e  use o r  maintenance o f  
a i r c r a f t  owned o r  used by  t h e  S t a t e  s h a l l  be r e p o r t e d  t o  and i n  accordance 
w i t h  t h e  procedure e s t a ~ l i s h e 0  oy t h e  agency c o n t r o l l i n g  t h e  a i r c r a f t ,  and 
t o  t h e  c h i e f  p i l o t ,  Department o f  N a t u r a l  Resources. 

3. I n j u r i e s  t o  a  person o r  p r o p e r t y  which a re  n o t  r e s p o n s i b l e  i n  whole o r  i n  
p a r t  under these procedures s h a l l  be r e p o r t e d  t o  t h e  a p p r o p r i a t e  D i v i s i o n /  
O f f i c e  headquarters and t h e  a p p r o p r i a t e  Deputy D i r e c t o r  f o r  t h e  Region. 

Each r e p o r t  should c o n t a i n  a l l  itnown f a c t s  p e r t i n e n t  t o  t h e  occurrence,  
such as b u t  n o t  l i m i t e d  t o :  

a. Date and t ime; 

b. Persons invo lve0  - names, addresses and te lepnone numbers; 

c. d i tnesses  - names, addresses and te lephone numbers; 

e. Equipment invo lved,  i f  any; 

f. Relevant  phys ica l  c o n d i t i o n s ,  such as indoor  o r  outdoor  c l i m a t i c  
c o n d i t i o n s ,  l i g h t i n g  o b j e c t s  and sur faces;  

g. A d e s c r i p t i o n  o f  t h e  occurrence;  

h. A d e s c r i p t i o n  o f  t h e  i n j u r i e s  t o  t h e  person(s)  and/or p r o p e r t y ,  
i n c l u d i n g  c o s t  est imates;  

i. Name o f  a t t e n d i n g  p h y s i c i a n  or h o s p i t a l  where i n j u r e d  was taken; 

j. If any person was c i t e d  by  a  law enforcement o f f i c e r  f o r  v i o l a t i o n  o f  a  
law o r  ord inance i n  connect ion w i t h  t h e  occurrence, r e p o r t  whatever i s  
known about t h e  c i t a t i o n ;  

k. Photograpns o f  t h e  acc iden t  s i t e .  

4. I n  t h e  event  t h a t  an i n j u r y  o r  damage t o  the  p u b l i c  r e s u l t s  i n  a  l a w s u i t  
be ing  f i l e d  aga ins t  t h e  Department o r  an employee o f  t h e  Department, t h e  
s t a f f  who r e c e i v e s  n o t i c e  o f  t h e  l a w s u i t  s h a l l  immedia te ly  send a  copy o f  
l e g a l  papers served t o  t h e  Law Enforcement D i v i s i o n  i n  Lansing. The 
D i v i s i o n / O f f i c e  i n v o l v e d  s h a l l  f o rward  t h e  a p p r o p r i a t e  i n c i d e n t  r e p o r t  t o  
t h e  Law Enforcement D i v i s i o n .  

Ou ts ide  i n q u i r i e s  regard ing  any i n c i d e n t  o r  i n j u r y  o c c u r ' r i n g  on S t a t e  
p r o p e r t y ,  o r  p r o p e r t y  t h e  S t a t e  c o n t r o l s ,  o r  on waterways ad jacen t  t o  S t a t e  
land,  s h a l l  be d i r e c t e d  t o  t h e  a p p r o p r i a t e  D i v i s i o n / O f f i c e  i n  Lansing, w i t h  
t h e  name and address o f  t h e  i n d i v i d u a l  making t h e  request .  The D i v i s i o n /  
O f f i c e  s h a l l  then fo rward  a  copy t o  the  Law Enforcement D i v i s i o n ,  who s h a l l  
c o o r d i n a t e  t h e  d i s p o s i t i o n  o f  t h e  i n q u i r y  w i t h  t h e  A t t o r n e y  General. 



Department s t a f f  s h a l l  not release any information, inc lud ing  Freedom o f  
Information requests, o r  discuss these matters w i th  non-Department 
personnel wi thout  the  Department of Attorney General ' s  approval. 

The forwarding o f  the mater ia ls  described must be done i n  a time1,y manner 
since the Department has 20 days from the date o f  serv ice t o  f i l e  an answer 
t o  the  complaint. F a i l u r e  t o  meet t h i s  deadline may r e s u l t  i n  a de fau l t  
judgment against the Department. 

Representation by Attorney General 

I f  an employee i s  named i n  the  lawsui t ,  a l e t t e r  signed by the employee 
request ing representat ion by the Attorney General must also be forwarded t o  the 
Law Enforcement D iv i s ion  (sample attached). Copies o f  the  mater ia ls  mentioned 
sha l l  be forwarded t o  the a f fec ted  Div is ion/Of f  ice. 

The L.aw Enforcement D iv i s ion  sha l l  process an employee's request fo r  
representation, determining whether the c la im i s  based on f a c t s  which occurred 
during the course o f  the named employee's employment and w i t h i n  the scope o f  
h is /her  author i ty .  The request sha l l  be approved by the  D i rec to r  o r  an 
authorized designee. 

The Law Enforcement D iv i s ion  sha l l  contact the Department o f  Attorney General 
t o  arrange representat ion f o r  the Department o r  i t s  employees. The L.aw 
Enforcement D iv i s ion  sha l l  designate a s t a f f  member who s h a l l  serve as 
Department coordinator o f  the ac t ion  and l i a i s o n  w i t h  the Department of 
Attorney General. 

The Law Enforcement D iv i s ion  s h a l l  advise the employee request ing lega l  
counsel, and the employee's D iv is ion /Of f i ce  Chief, o f  the  s ta tus  o f  Attorney 
General representat ion o f  the employee. = - 

Refer t o  Procedure 1023.6 f o r  sett lement procedures. 

Attachments 

D i s t r i b u t i o n  C 



Dated: 

Honorable Frank J. Relley 
Attorney General 
Law Bui lding 
525 West Ottawa 
Lansing, Michigan 48913 

- RE: REQUEST FOR LEGAL REPRESENTATION BY THE ATTORNEY GENERAL 

I N  THE CASE OF: 

COURT : 
CASE NO: 

Deaz M. Kelley:  

I hereby r eques t  t h a t  your o f f i c e  now provide f o r  my l e g a l  
r e p r e s e n t a t i o n  i n  t he  above-enti t led lawsui t .  

I unaers tand t h a t :  

( a )  I have t h e  r i g h t  t o  employ my own a t t o r n e y  ( a t  
my own expense) t o  r ep re sen t  and defend me i n  t h i s  
l awsu i t ;  

(b)  Representat ion by your o f f i c e  does n o t  involve  
o r  i nc lude  counsel o r  adv ice  regarding any c la im I may 
have f o r  recovery by way o f  a new lawsui t  o r  a c ros s -  
complaint ,  counter-complaint o r  any o the r  a f f i r m a t i v e  
remedy i n  t h i s  lawsuit :  and I understand t h a t  i f  I wish 
t o  secu re  an evaluat ion and/or seek recovery of any 
damages I may have sus t a ined  i n  t h e  occurrence that is 
t h e  s u b j e c t  of t h i s  l a w s c i t ,  I must employ my own a t to rney  
a t  my own expense. 

(c) Your o f f i c e  may withdraw i ts  r ep re sen ta t ion  of 
m e  i f  it i s  deteriained (i) t h a t  my i n t e r e s t  i n  t h i s  c a s e  
is i n  c o n f l i c t  with t h a t  of  another s t a t e  o f f i c e r  o r  
employee, o r  with t h a t  of  t h e  S t a t e  of Michigan: (ii) 
t h a t  I f a i l a d  t o  a c t  i n  good f a i t h  t o  p r o t e c t  t h e  pub l i c  
i n t e r e s t ;  o r  (iii) t h a t  t h e  a l l eged  acts o r  omissions 
which g a v e r i s e  t o  t h i s  l a w s u i t  d id  no t  occur dur ing  t h e  
cou r se  of my eaployment by t h e  state o r  were beyond the 
scope o f  my au tho r i t y  as a s t a t e  o f f i c e r  o r  employee. 



.. zOncr=ble Frank J. iieLL2y 
Attozney General 
Page Two 

I agree  a s  follows: 

( a )  To t imely provide your o f f i c e  wi th  f u l l  cooper- 
a t i o n  and infornation: 

(5) To r e f r a i a  from d iscuss ing  with anyone (except  
t hose  persons au thor ized  by my a t to rney  and my superv isor )  
any ma t t e r s  which a r e  t h e  s u b j e c t  of t h i s  l awsui t ;  

( c )  To advise  your o f f i c e  of any insurance coverage 
which may e x i s t  with r e spec t  t o  t he  events  g iv ing  r i s e  t o  
t h i s  l awsui t .  

Very t r u l y  yours,  

Attachment 

APPROVED BY: 

Department Di rec tor  



CXSE INTLSX IhTORWTION 

Please print or type. 

1. N A E :  SS* : 

2. H O E  A D D E S S :  

3. HOHE TELEPHONE # : 

4.  OFFICE ADDRESS: 

5. OFFICE TELEFHONE C : 

6. L W D I A T E  SUPERVISOR'S NAME: 

T E D H O N E  :: 

7 .  WERE THE COMPLAINT AND SM-YONS DELIVERED P E R S O N W Y  TO TRE NAKED 
DEFENDANT? YES ( 10 1 
IF  YES, ON WHAT DATE? 

8. WEPE TRE COAXPLAINT AND SUKXONS DXOP?ED OFF AT TKE DEFENDANT'S ROME 
OR PLACE OF BUSINESS AND I Z F T  WITR SOMEONZ ELSE? YPS a NO 
IF YES, ON 'HHAT DATZ? 
IF YES. HOHE 0 o r  O F ~ I C E  n 
IF LFFT WITX ANOTHER PERSON, G I V E  N U :  

9. WERE THE COMPLXNT AND SUmONS RECEIVED I N  TEE . W L ?  
YES NO 5 
IF YES. ON W T  DATE WERE TEEY R E C E m D ?  

10. DO YOU HAVE I N S U W C Z  WHICH MIGHT COVES W OR PART OF TBE DAMAGES 
CLMXSD AGAINST YOU I N  T E I S  LAWSUIT? YES NO 
IF YES, STATE Ti3E KAME OF TEE INSUXUiCS COWL%: 

11. IF YOU HAVE ALiCEADY PREPAXED A REPORT XEGARDING THE EVENTS OR 
INCIDENT OUT OF W X I a  THIS  LAWSUIT AROSE, PLEASE ATTACS A COPY OF I T .  

12. M YOUR KNOWLSDGE, IS T M E  OX EhS T R E E  BEEN ANOTHER LAWSUIT ?I=D 
REGXR~ING THE ~ T S  CIWRGED IX TBIS COMPLAINT? Y E S ~ I '  ~ 0 1 . 7  
IF YES, STATE ANY DETAILS YOU ZNOW hXICH WOULD KELP US LOCATED 
IN?'ORMATIOR ABOUT TEE OTHZR LAWSUIT. 

DATED : SIGNED : 

Please attach to your request f o r  legal representation 
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DIRECTOR'S LETTER 

L e t t e r  No. - 50 
E f f e c t i v e  Date: J u l y  1 ,  1982 

TO: All  U n i t  Superv i so r s  and 

FROM: Howard A .  Tanner, Di rec to r  

SUBJECT: Procedure f o r  Organizat ional  Changes 

The purpose of t h i s  Letter is  t o  p r e s c r i b e  t h e  procedure which s h a l l  apply t o  
t h e  formulat ion and approval o f  o rgan iza t iona l  changes wi th in  t h e  Department. 

1. Formulation of  Organizat ional  Changes 

a .  Organizat ional  changes s h a l l  be developed i n  c o n s u l t a t i o n  between 
t h e  s t a f f  of t h e  Personnel Division and t h e  s t a f f  o f  t h e  Divis ion 
o r  Office i n i t i a t i n g  t h e  changes. I t  is expected t h a t  c o n s u l t a t i o n  
w i l l  occur  e a r l y  i n  t h e  p rocess  of  formulat ing o r g a n i z a t i o n a l  
changes, and p r i o r  t o  s u b m i t t a l  of  formal p roposa l s .  

b. In developing o r g a n i z a t i o n a l  changes, cons ide ra t ion  should  be given 
t o  Department s t a f f i n g  p a t t e r n s ,  and t h e  o r g a n i z a t i o n a l  p a t t e r n s  
o f  o t h e r  Divis ions .  Where o t h e r  Divis ions  o r  O f f i c e s  wi 11 be 
a f f e c t e d  by p lans  f o r  o r g a n i z a t i o n a l  changes, r e s p o n s i b l e  p a r t i c i p a -  
t i o n  by t h e  o t h e r  Div i s ions  o r  Of f i ces  s h a l l  be  i n v i t e d  wi th  t h e  
oppor tun i ty  t o  review o r g a n i z a t i o n a l  proposals  and p rov ide  written 
conments. The Regional D i r e c t o r s  s h a l l  be provided a p p r o p r i a t e  
o p p o r t u n i t i e s  for review and c o n e n t .  Where changes a f f e c t  space  
needs  o r  s u p p o r t  s e r v i c e s  f o r  f i e l d  employees, t h e  a p p r o p r i a t e  
Regional D i r e c t o r s  s h a l l  be consu l t ed  e a r l y  i n  t h e  p lanning 
o f  t h e  o r g a n i z a t i o n a l  change. 

2. Submit ta l  f o r  Approval 

a .  Al l  proposals  f o r  o r g a n i z a t i o n a l  changes s h a l l  be submit ted  t o  t h e  
r e s p o n s i b l e  Deputy D i r e c t o r - w i t h  a copy t o  t h e  Personnel Divis ion 
Chief.  The proposal  m u s t  inc lude  t h e  fo l lowing i tems: 



Direc tor ' s  Let ter  No. 50 - -,- 
( 1 )  A cover memorandum whicn e x ~ i a i n s  the reasons for  the 

organizational changes and the t a rge t  dates  f o r  
implementation. 

( 2 )  The proposed organization char t ,  ana appropriate  maps i f  
f i e l d  boundaries o r  o f f i c e  locat ions a r e  affected.  

( 3 )  A l i s t i n g  of proposed personnel accions, i f  any.  ?os i t ion  
descript ions must accompany requescs f o r  reai  locacion and 
establishment of new posi t ions . 

3. Approval of Organization Changes 

a.. In the i n t e r e s t  of uniformity and compliance with Department goals ,  
Deputy Directors sha l l  submit inajor organizational changes t o  the  
Director f o r  review by the Direc tor ' s  Office and wr i t ten  approval 
by t h e  Director.  Major organization changes sha l l  be implemented 
through issuance of a Director 's  L e t t e r .  Organizationai changes 
which a r e  not major. a s  defined i n  t h i s  Le t t e r ,  may be approved by 
the  responsible Deputy Director i n  writing.. All approved organization 
char t s  sha l l  be val idated w i t h  the s ignature of t h e  Deputy o r  Director ,  
as  appropriate.  

b. For t h e  purpose of t h i s  Le t t e r ,  a major organizational change i s :  

(1) A modification of t h e  locat ion of a f i e l d  boundary l i n e ;  

(2 )  The closing o r  e s t a b l i i h m ~ n t  of an o f f i c e  bui lding or  other  
f a c i l i t y  which i s  a contact  point or a source of serv ice  o r  
program respons ib i l i t y  f o r  Khe pub1 i c  o r  other Divisions 
within a l o c a l i t y ;  

( 3 ;  The moving of a program T r v n  nne o f f i c e  f a c i l i t y  t o  another 
( t h e  moving of  program; rc new i$,cations within the same 
f a c i l i t y  a r e  considereo minor organizational changes); o r  

( 4 )  The a l loca t ion  of s t a f f  o asiignment of r e spons ib i l i t y  and 
dut ies  i n  a manner which r e s u l t s  in :  

( a )  t h e  c r e a t i o n  of a new program: 

( b )  the  el iminat ion of a program; 

( c )  t h e  modification of a program which another Division 
uses f o r  performance of i t s  r e s p o n s i b i l i t i e s ;  

(d) an e f f e c t  on t h e  a l loca t ion  of four  or  more pos i t ions  
above the  Journeyman Professional (VI) level ; o r  

( e )  a s i g n i f i c a n t  change in the r e l a t i v e  p r i o r i t i e s  and 
balance being given program a c t i v i t i e s  within a 
Division. 
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DIRECTOR'S LETTER 

Letter No. : 53 
Effective Date: mt 19. 1982 

TO: All Unit Supervisors and Conserv 

FROM: Howard A.  Tanner, Director 

SUBJECT: State Minerals Lease Management 

The purpose of this  Director's Letter is to  announce the establishment of 
the State Minerals Lease Management Section in the Lands Division, effective 
imnediately. 

During the past several years, the Department of Natural Resources has been 
engaged i n  an extensive review and modernization of policies and procedures 
related to  o i l ,  gas and mineral leasing. Those efforts have resulted i n  a 
new o i l  and gas lease, updated rules for oil  and gas leasing, innovative 
lease sale  procedures, a new a l l  minerals lease and, currently, revision of 
mineral lease policy and procedures, as well as updating of rules for metallic 
mineral leasing, In addition, a ser ies  of internal audits for  program improve- * - 
ment have been instituted. 

T h i s  wide ranging review of Department ac t iv i t i es  raised numerous questions 
and concerns that  are now in various degrees of study or resolution. One 
related to  the general area of managing mineral leases. 

Recognizing tha t  the Department and the State should be doing more in the area 
of managing o i l ,  gas and mineral leases, the Deoartment submitted a request 
for  additional funds and personnel to  begin addressing this  responsi bi 1 i ty. 
This was done i n  the form of a Program Revision Request submitted to  the Depart- 
ment of Management and Budget i n  the f a l l  of 1981. The budget request asked 
for  nine additional people over a two year period beginning October, 1982. 

- 

The request was approved through the Governor's Office a t  a three person level 
and i s  currently before the Legislature for further review and action 



Director's Letter No. 53 -2- 

During the Department Management Plan update for i3al-82, the organlzational 
placement of the minerals lease management group w~thin the Department was 
discussed in some detail and a task force was establisneo to study and make 
recommendations on the matter. That work has now been completed and a decision 
maae 

The responsibility has been assigned to Lands 3ivisio~ and wili be a function 
of the Minerals Leasing Section, now to be iaentiiied as the State Minerals 
iease Management Section. 

The added responsibility of the Section will be to cssure proper. economic 
benefit for the State through management of 'tat? oil, gas and mineral leases,. 
This will include seeking out and eliminating drainage cases; assuring proper 
neasurement, reporting and payment of withdrawn resources; acting as Department 
representative in applicable cases before the Suoervisor of Wells and Public 
Service Ccmission; and, making determinations in matters of lease compliance, 

In this work, the State Minerals Lease Management Section will be acting 
primarily as a coordinating center to accomplish these Deoartmental tasks. 
Program management responsibi 1 i ties of Geoloqicai Survey Division and other 
land management divisions will remain as currently assignea. 
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DIRECTOR'S LETTER 

April 29, 1985 

Letter No.: 62* 
Effective Date: A~ril 29, 1985 

TO: All Unit Supervisors and Conservation Officers 

FROM : Ronald 0. Skoog, Director 

SUBJECT: Tort Defense Task Force, Department of Attorney 
General 

*This letter Supersedes Director's Letter No. 62 dated July 22, 
1983, with an effective date of July 22, 1983. 

The purpose of this Director's Letter is to describe the relationship 
between the Department of Natural Resources and the Department o f  
Attorney General in civil liability lawsuits. 

The Tort Defense Task Porce has been established within the Department 
of Attorney General. While the Task Force will handle some of the 
tort cases involving the Department of Natural Resources, the various 
Divisions within the Department of Attorney General, which have 
handled tort cases for the Department of Natural Resources in the 
past, will continue to serve as our counsel. The Law Enforcement 
Division will provide coordination and liaison between the two depart- 
ments for all tort cases. Notification of tort case assignments 
to the Divisions within the Department of Attorney General will 
be received on a case-by-case basis. 
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DIRECTOR'S LETTER 

November 28, 1983 

Letter No.: - 68 
Effective Date: December 1 , i n 3  

T'i: Unit Supervisors and Conservation Officers 

?ROE: Ronald 0 .  Skoog, Director 
7 

S!!SJECT: Correspondence 

The purpose of th is  Director's Letter is  t o  establish instructions for responding 
t o  correspondence addressed t o  the Director, and prescribe general guidelines for  
a l l  correspondence received by the Department. The primary purpose of the Depart- 
ment in carryinq out i t s  responsibil i t ies for managing the S ta te ' s  natural 
resources and piotecting our environment i s  service to the people of Michiaan. 
Therefore, i t  i s  essential t ha t  the Department be responsive t o  concerns raised 
by our constituencies, legislators,  local and s t a t e  o f f ic ia l s ,  and the pub1 i c  
a t  large. A11 f e t t e r s  coming to the Department deserve prompt, concise, subs tan-  
t ive  answers. The guidelines should he lp  assure that  a l l  l e t t e r s  receive a 
rimeiy and high quality response. 

Assurance of such responsiveness t o  incoming l e t t e r s  requires the close attention 
of a i l  Division Chiefs, Deputy Directors and the Director. In order t o  obtain 
better  control of a l l  correspondence received by the Department, the following 
guide1 ines are established: 

I Correspondence Received by the Department - 

A , ,  All correspondence shall be answered within a 10-day turnaround period 
to insure timeliness of response. If i t  appears there will  be a delay 
in responding t o  a l e t t e r ,  an interim response shall  be prepared withjn 
the same 10-day turnaround oeriod. The interim response shall include 
a n  expected response date. Additional1 y ,  a phone call may be desirable 
t o  explain the delay. 



B A s t a f f  contact shal l  be ident i f ied  i n  the  responding l e t t e r  whenever 
i t  can be reasonably assumed That the person corresponaing with t h e  
Department may need additional information which w i i l  nor be r e a d i l i  
ava i lab le  from the person signing the  letter^ The foliowing sentence 
i s  suggested as an example: 

" I f  you need fu r the r  information or a s s i s t ance ,  please 
contact  (name & t i t l e )  ,, His (Her) telephone number 
i s  

C .  All outgoing l e t t e r s  from the Department sha l l  include in the 
s ignature  block the phone number of the person signing the l e t t e r  

(Example: ) Sincerely , 

Ronald 0 .  Skoog 
Director 
517-373-2329 

D Copies of our response sha l l  be sent  t o  a l l  of those copied by the 
incoming l e t t e r ,  and sha l l  be so indicated in t h e  response l e t t e r  
Brief l e t t e r s  of t ransmit tal  snal l  accompany copies directed t o  
the Governor, l e g i s l a t o r s ,  or  members of Congress ( see  Sample A 
a t tached) .  

E .  Complete logs sha l l  be maintained recording a l l  correspondence 
received by the  Department ( see  Sample B a t tached) .  Each Division 
o r  Office may design a log su i t ab le  t o  i rs  needs.  

11. Correspondence Addressed t o  t.he Director 

A .  The guidel ines ident i f ied  above sha l l  apply t o  a l l  l e t t e r s  prepared 
f o r  the Direc tor ' s  s ignature.  

B .  All l e t t e r s  addressed to  the  Director from the  Governor's Office,  
S t a t e  Department Directors ,  Legis la tors ,  Congressmen, Federal agency 
heads, municipal o f f i c i a l s ,  and major groups and organizat ions,  
sha l l  have a response prepared f o r  the  Direc tor ' s  s ignature .  

C , .  Let t e r s  addressed t o  t h e  Director sna l l  be logged and refer red  t o  
the  appropriate  Deputy and logged again by the  Deputy's Secretary 
( s e e  Samples B and C a t t a c h e d ) ,  i f  a mult iple  Bureau response i s  
needed, a lead Deputy sha l l  be idenzif ied, .  The Deputy sha l l  be 
responsible  f o r  handling responses to  these l e t t e r s  by one of the  
following methods: 



1 .  Prepare for the Director's signature i f  so requested; 

2.. Prepare for his (Deputy) signature; or 

3. .  Refer t o  the appropriate Division for direct  response by 
the Division Chief. I f  a multiple Division response i s  
necessary, a lead Division shall be identified. 

D. A l l  l e t t e r s  addressed t o  the Director and referred to a Bureau or 
Division for  a direct  response shall indicate a carbon cop,y to the 
Director and the date of t h i s  copy shall be logged by the Deputy's 
Secretary i n  the Director's log book. 

E. A l l  l e t t e r s  addressed t o  the Director which are answered by a 
Deputy or  Division Chief shall begin w i t h  "Director Skoog asked me 
to respond to  your l e t t e r  of (date with year) .. . .. , . "  or a similar 
lead-in sentence. 
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JAMES J BLANCHARD Governor 

DEPARTMENTOFNATURALRESOURCES 
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BOX 30028 
LANSING MI 48909 

RONALD 0 SKOOG Dirmoc 

November 10, 1983 

Honorable John Doe 
House of Representatives 
S t a t t  Capi to1 
iansinq, Michigan 48909 

Dear Representative Doe: 

Recently you and I were recipients of correspondence from 
Jane Smith regarding House Concurrent Resolution No. 000. 

Attached, fo r  your information, i s  a copy of t h i s  agency's 
response t o  those environmental concerns. 

If I can be of further assistance o r  provide you w i t h  any 
additional information, please contact me. 

Ronald 0. Skoog 
Director 
517-373-2329 

Attachment 

RIMS -1 
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DIRECTOR'S LETTER 

Letter No.: 84 
Effective Date: June 1, 1992 

TO: Unit Supervisors and ~onservation Officers 

FROM: Roland Harmes, Director 

SUBJECT: Receipt of Legal Documents by the Department of Natural 
Resources 

Effective immediately, the Office of Litigation and Program Services shall 
be exclusively responsible for accepting service of process (summonses, 
complaints and similar legal documents) on behalf of the Natural Resources 
Commission, the Director, and the Michigan Department of Natural 
Resources. 

Service of process directed to individual officers and employees must be 
personally served on such individuals and must be accepted by anyone 
other than the named employee. 

All original documents must be forwarded to the Office of Litigation and 
Program Services for processing. 

This Letter supersedes Director's Letter 84, dated January 22, 1988. 
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MICHIGAN DEPARTMENT OF NATURAL RESOWCES 

INTEROFFICE COMMUNICATION 

TO: All Department Employees 

FROM : Dennis J. Hall, Chief 
Office of Litigation and Program Services 

SUBJECT: Subpoenas 

I apologize for inadvertently not including information and instructions on what 
to do when you are served with a subpoena. Typically, subpoenas fall into two 
categories: a) Subpoena of a specific individual to appear in court to testify 
on a particular lawsuit; andfor b) subpoena of specific documents and/or files 
for either a deposition, or for a lawsuit.. In some cases an individual employee 
will receive a subpoena to appear with specific documents and to testify that the 
documents are true copies. You also may be asked questions on the witness stand 
concerning these documents. 

Such subpoenas will state the specific individual's name (andfor documents) with 
a specific date which the individual (and/or documents) must appear and where. 
TEE SAME RULE APPLIES WRE AS IT W E 8  W I T R  SUMMONS AND COMPLAIMS, I? YOUR NAME 
DOES NOT APPEAR ON TEE BUBPOENA, W NOT ACCEPZ IT ON BEHALF OF ANYONE OTBER THAN 
IOIIRSCLF . 
The subpoena should have a check attached, made out to the individual, or if the 
subpoena is for documents only, the check should be made out to the State of 
Michigan. The individual may either take annual leave and cash the appearance 
check, or sign over the check to the Department and show time spent for the 
appearance as regular hours on their timesheet. (If the subpoena is for a 
personal matter, the time used should be worked out with the individual's 
supervisor.) If only documents are to be sent, forward the check to the 
Department's Cashiers Office for processing once the material has been mailed to 
the requested location with a signed statement verifying that they are a true 
COPY. 

When you are served with a subpoena, you should immediately inform your 
supervisor of the fact, and if your division or office has enforcement liaison 
staff. vou should also inform them. This is to ensure that thev are aware that . .~ ~ - 

you have been served with; subpoena, and if it involves an enforcement action, 
Or a lawsuit in which the Department is involved, then the appropriate Attorney 
General can be contacted to-evaluate the situation. In soie cases, it may be 
detennined that you should have legal representation by the Department of 
Attorney General in the matter. If you or your supervisor are unsure of what 
course of action to take, then please contact the Office of Litigation and 
Program Services (OLPS) for assistance in the matter.. 

If the subpoena involves a legal action against the Department or Department 
employees involving an accident, injury or death, regardless of whether it 
occurred on State property, you should imnediately contact OLPS for assistance.. 

Each divisionfoffice, region and district has been provided with a copy of "Some 
Rules for Witnesses" that you may wish to review prior to appearing in court. 
The Office of Litigation and Program Services also has a videotape entitled "You 
and Your Deposition" which demonstrates what can occur during a deposition and 
provides good information on how to conduct yourself during a deposition.. It may 
also assist you in preparing to testify in court. 



Again, if anyone is served with a subpoena and is unsure of what course of action 
to take, please feel free to contact the Office of Litigation and Program 
Services for assistance at 517-373-3503. 

Please post or circulate to all employees. 

DJH:tg 
cc: Mr. Michael D.. Moore, Deputy Director 

Region Offices 
Division Offices 
District Offices 
All DNR OV Users 
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DIRECTOR'S LETTER 

April 18, 1985 

Letter No. 85 
Effective Date: 4/18/85 

TO: All Unit Supervisors and Conservation Officers 

FROM: Ronald 0.  Skoog, Director 

SUBJECT: Consolidation of Environmental Investigation 
Responsibilities Into The Law Enforcement 
Division 

The purpose of this Director's Letter is to transfer the criminal 
investigations and legal services functions from the Environmental 
Enforcement Division to the Law Enforcement Division effective 
the date of this letter. This transfer will consolidate the 
criminal investigations and legal services functions covered by 
Director's Letters 49, 62, 84, and Department Procedure 1023.6, 
into the Law Enforcement Division. 

Distribution C 



STATE OF MICHIGAN 

WAIUIAL RESOURCES COYYISSION 
THOMAS J ANDERSON 
MARLENt , FLUHARTV 
-7EPUEN V M O N S M l  

STEWART MYERS 
AVID D OLSON 

I I 7 M O H D  POUPORE 
HLmRY H WHITELEI 

J A M E S  J BLANCHARO G o v e r n o r  

DEPARTMENT O F  NATURAL RESOURCES 
STEVENS T MASON BUlLDlNG 

BOX 3WZB 
LANSING M1 48909 

RONALD 0 SKOOG DI~CSIDI 

DIRECTOR'S LETTER 

July 24 ,  1985 

Let ter  No.: 90 
Effect ive 0 a t e : j u l y  24,  1985 

TO : All Unit Supervisors and Conservarion Officers 

FROM: Ronald 0 .  Skoog, Director 

SUBJECT: Business or Product Promotion 

The purpose of t h i s  l e t t e r  i s  to  give guidance to  Department personnel Who 
may be contacted by public r e l a t ions  firms, companies or  o thers  who are  t ry ing  
t o  promote t h e i r  business or product through use of Department information, 
a c t i v i t i e s  o r  programs. 

Per iodica l ly ,  Department personnel a r e  asked to  furnish information or  cooper- 
a t e  w i t h  p r iva te  en terpr i se  i n  the promotion of products or business. In 
some cases Department programs may be promoted, as  we1 I as  the  p r iva te  product 
o r  a c t i v i t y .  There i s  grea t  temptation to  take advantage of the  " f r ee"  promotion 
t h a t  may be involved. To do so however, may bring c r i t i c i s m  t o  the  individual 
and the Department because the pa r t i c ipa t ion  may be interpreted a s  an endorse- 
ment of the  product or business by the  Department. 

The following guidelines sha l l  be followed when responding t o  requests  t o  
cooperate i n  t h e  promotion of products or  businesses: 

1. As wit.h any request from the public ,  information should be made avai lab le ,  
cons is ten t  with the  requirements of appl icable s t a tu t e s .  

2. .  Review of proof copies or d r a f t s  of promotional material fo r  accuracy 
of information or requirements re la ted  to  Department programs may be aone 
i f  s t a f f  time i s  ava i lab le ,  and there  i s  a public benef i t  from ensuring 
the  accuracy of the  information. 

3. Mailing l i s t s  may be furnished in accordance with the  procedures of the  
Department and the Administrative Services Division ,. 

4. The use, d i s t r ibu t ion  or  mailing of materials  t h a t  could be considered 
t o  be commercial promotions in whole or in  pa r t ,  must have the approval 
of the  appropr ia te  Deputy Director .  

C\ 
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May 7, 1990 

DIRECTOR'S LETTER 

Letter No.: 114 
Effective Date: May 1, 1990 

TO : A l l  Uni t  Supervisors and Conservation Off icers 

FROM: David F. Hales, Director 

SUBJECT: Appointment o f  Departmental Environmental Compliance, Health and 
Safety Off icer 

Executive Order 1990-6 requires tha t  each Department o f  State Government 
implement programs t o  ensure compl iance with environmental regulations and t o  
provide a safe and healthful work place. Further, each Department i s  t o  
appoint an "environmental compl iance o f f i ce rU  and safety and health 
coordinator" t o  assist i n  implementing and report t o  the Director on operation 
of, those programs. 

I hereby designate the Chief o f  the Of f ice o f  Special Services t o  act  i n  these 
capacities. The Chief o f  the Off ice o f  Special Services shal l  f u l f i l l  these 
functions i n  conformance with the Department's environmental compl iance 
program as outl ined i n  Director's Let ter  No. 1, 1989) and safety 
procedure as out1 ined i n  Department Procedur 

Dis t r ibut ion C and Conservation Off icers 
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DIRECTOR'S LEITER 

Letter No.: 49 
Effective Date: January 22, 1988 

TO: Unit Supervisors and Conserva 

FROM: Gordon E. Guyer, Director @&a P f e  

SUBJECT: Defense and Settlement of Civi 1 ~ i a b i  lityktions 

The purpose of this Director's Letter is to prescribe procedures for the 
defense and settlement of civil liability actions against the Department or its 
officers and employees. 

Due to the high incidence of activity at Department facilities during the 
suimner and fall months, this Director's Letter is being issued to provide 
guidance in situations involving injury or property damage until such time as 
Policy 6107 and Procedure 6107.7 can be revised and approved. Upon adoption of 
the new Policy and Procedure, you will receive notification of the rescission 
of this Letter. 

Procedures for Defense and Settlement of s 
In order to properly protect the interest of the State and its officers and 
employees while in the course of their employment and while acting within the 
scope of their authority, every occurrence involving injuries to a person or 
damages to property shall be reported immediately. If an officer or employee 
is uncertain about his employment or authority status with regard to an 
occurrence, a report should be made. Reporting an occurrence shall follow one 
or more of the following procedures: 

1. Injuries to a person or property arising from the use or maintenance of 
motor vehicles owned by the State, or used on State business, shall be 
reported in accordance with the Department of Management and Budget 
Administrative Manual, Chapter 5, Section 2, Subject 3 - Reporting Motor 
Vehicle Accidents. 



2 .  i n j u r i e s  t o  a  person o r  p r o p e r t y  a r i s i n g  fr.om t h e  use o r  maintenance o f  
a i r c r a f t  owned o r  used by  t h e  S t a t e  s h a l l  be r e p o r t e d  t o  and i n  accordance 
w i t h  t h e  procedure e s t a ~ l i s h e 0  oy t h e  agency c o n t r o l l i n g  t h e  a i r c r a f t ,  and 
t o  t h e  c h i e f  p i l o t ,  Department o f  N a t u r a l  Resources. 

3. I n j u r i e s  t o  a  person o r  p r o p e r t y  which a re  n o t  r e s p o n s i b l e  i n  whole o r  i n  
p a r t  under these procedures s h a l l  be r e p o r t e d  t o  t h e  a p p r o p r i a t e  D i v i s i o n /  
O f f i c e  headquarters and t h e  a p p r o p r i a t e  Deputy D i r e c t o r  f o r  t h e  Region. 

Each r e p o r t  should c o n t a i n  a l l  itnown f a c t s  p e r t i n e n t  t o  t h e  occurrence,  
such as b u t  n o t  l i m i t e d  t o :  

a. Date and t ime; 

b. Persons invo lve0  - names, addresses and te lepnone numbers; 

c. d i tnesses  - names, addresses and te lephone numbers; 

e. Equipment invo lved,  i f  any; 

f. Relevant  phys ica l  c o n d i t i o n s ,  such as indoor  o r  outdoor  c l i m a t i c  
c o n d i t i o n s ,  l i g h t i n g  o b j e c t s  and sur faces;  

g. A d e s c r i p t i o n  o f  t h e  occurrence;  

h. A d e s c r i p t i o n  o f  t h e  i n j u r i e s  t o  t h e  person(s)  and/or p r o p e r t y ,  
i n c l u d i n g  c o s t  est imates;  

i. Name o f  a t t e n d i n g  p h y s i c i a n  or h o s p i t a l  where i n j u r e d  was taken; 

j. If any person was c i t e d  by  a  law enforcement o f f i c e r  f o r  v i o l a t i o n  o f  a  
law o r  ord inance i n  connect ion w i t h  t h e  occurrence, r e p o r t  whatever i s  
known about t h e  c i t a t i o n ;  

k. Photograpns o f  t h e  acc iden t  s i t e .  

4. I n  t h e  event  t h a t  an i n j u r y  o r  damage t o  the  p u b l i c  r e s u l t s  i n  a  l a w s u i t  
be ing  f i l e d  aga ins t  t h e  Department o r  an employee o f  t h e  Department, t h e  
s t a f f  who r e c e i v e s  n o t i c e  o f  t h e  l a w s u i t  s h a l l  immedia te ly  send a  copy o f  
l e g a l  papers served t o  t h e  Law Enforcement D i v i s i o n  i n  Lansing. The 
D i v i s i o n / O f f i c e  i n v o l v e d  s h a l l  f o rward  t h e  a p p r o p r i a t e  i n c i d e n t  r e p o r t  t o  
t h e  Law Enforcement D i v i s i o n .  

Ou ts ide  i n q u i r i e s  regard ing  any i n c i d e n t  o r  i n j u r y  o c c u r ' r i n g  on S t a t e  
p r o p e r t y ,  o r  p r o p e r t y  t h e  S t a t e  c o n t r o l s ,  o r  on waterways ad jacen t  t o  S t a t e  
land,  s h a l l  be d i r e c t e d  t o  t h e  a p p r o p r i a t e  D i v i s i o n / O f f i c e  i n  Lansing, w i t h  
t h e  name and address o f  t h e  i n d i v i d u a l  making t h e  request .  The D i v i s i o n /  
O f f i c e  s h a l l  then fo rward  a  copy t o  the  Law Enforcement D i v i s i o n ,  who s h a l l  
c o o r d i n a t e  t h e  d i s p o s i t i o n  o f  t h e  i n q u i r y  w i t h  t h e  A t t o r n e y  General. 



Department s t a f f  s h a l l  not release any information, inc lud ing  Freedom o f  
Information requests, o r  discuss these matters w i th  non-Department 
personnel wi thout  the  Department of Attorney General ' s  approval. 

The forwarding o f  the mater ia ls  described must be done i n  a time1,y manner 
since the Department has 20 days from the date o f  serv ice t o  f i l e  an answer 
t o  the  complaint. F a i l u r e  t o  meet t h i s  deadline may r e s u l t  i n  a de fau l t  
judgment against the Department. 

Representation by Attorney General 

I f  an employee i s  named i n  the  lawsui t ,  a l e t t e r  signed by the employee 
request ing representat ion by the Attorney General must also be forwarded t o  the 
Law Enforcement D iv i s ion  (sample attached). Copies o f  the  mater ia ls  mentioned 
sha l l  be forwarded t o  the a f fec ted  Div is ion/Of f  ice. 

The L.aw Enforcement D iv i s ion  sha l l  process an employee's request fo r  
representation, determining whether the c la im i s  based on f a c t s  which occurred 
during the course o f  the named employee's employment and w i t h i n  the scope o f  
h is /her  author i ty .  The request sha l l  be approved by the  D i rec to r  o r  an 
authorized designee. 

The Law Enforcement D iv i s ion  sha l l  contact the Department o f  Attorney General 
t o  arrange representat ion f o r  the Department o r  i t s  employees. The L.aw 
Enforcement D iv i s ion  sha l l  designate a s t a f f  member who s h a l l  serve as 
Department coordinator o f  the ac t ion  and l i a i s o n  w i t h  the Department of 
Attorney General. 

The Law Enforcement D iv i s ion  s h a l l  advise the employee request ing lega l  
counsel, and the employee's D iv is ion /Of f i ce  Chief, o f  the  s ta tus  o f  Attorney 
General representat ion o f  the employee. = - 

Refer t o  Procedure 1023.6 f o r  sett lement procedures. 

Attachments 

D i s t r i b u t i o n  C 



Dated: 

Honorable Frank J. Relley 
Attorney General 
Law Bui lding 
525 West Ottawa 
Lansing, Michigan 48913 

- RE: REQUEST FOR LEGAL REPRESENTATION BY THE ATTORNEY GENERAL 

I N  THE CASE OF: 

COURT : 
CASE NO: 

Deaz M. Kelley:  

I hereby r eques t  t h a t  your o f f i c e  now provide f o r  my l e g a l  
r e p r e s e n t a t i o n  i n  t he  above-enti t led lawsui t .  

I unaers tand t h a t :  

( a )  I have t h e  r i g h t  t o  employ my own a t t o r n e y  ( a t  
my own expense) t o  r ep re sen t  and defend me i n  t h i s  
l awsu i t ;  

(b)  Representat ion by your o f f i c e  does n o t  involve  
o r  i nc lude  counsel o r  adv ice  regarding any c la im I may 
have f o r  recovery by way o f  a new lawsui t  o r  a c ros s -  
complaint ,  counter-complaint o r  any o the r  a f f i r m a t i v e  
remedy i n  t h i s  lawsuit :  and I understand t h a t  i f  I wish 
t o  secu re  an evaluat ion and/or seek recovery of any 
damages I may have sus t a ined  i n  t h e  occurrence that is 
t h e  s u b j e c t  of t h i s  l a w s c i t ,  I must employ my own a t to rney  
a t  my own expense. 

(c) Your o f f i c e  may withdraw i ts  r ep re sen ta t ion  of 
m e  i f  it i s  deteriained (i) t h a t  my i n t e r e s t  i n  t h i s  c a s e  
is i n  c o n f l i c t  with t h a t  of  another s t a t e  o f f i c e r  o r  
employee, o r  with t h a t  of  t h e  S t a t e  of Michigan: (ii) 
t h a t  I f a i l a d  t o  a c t  i n  good f a i t h  t o  p r o t e c t  t h e  pub l i c  
i n t e r e s t ;  o r  (iii) t h a t  t h e  a l l eged  acts o r  omissions 
which g a v e r i s e  t o  t h i s  l a w s u i t  d id  no t  occur dur ing  t h e  
cou r se  of my eaployment by t h e  state o r  were beyond the 
scope o f  my au tho r i t y  as a s t a t e  o f f i c e r  o r  employee. 
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I agree  a s  follows: 

( a )  To t imely provide your o f f i c e  wi th  f u l l  cooper- 
a t i o n  and infornation: 

(5) To r e f r a i a  from d iscuss ing  with anyone (except  
t hose  persons au thor ized  by my a t to rney  and my superv isor )  
any ma t t e r s  which a r e  t h e  s u b j e c t  of t h i s  l awsui t ;  

( c )  To advise  your o f f i c e  of any insurance coverage 
which may e x i s t  with r e spec t  t o  t he  events  g iv ing  r i s e  t o  
t h i s  l awsui t .  

Very t r u l y  yours,  

Attachment 

APPROVED BY: 

Department Di rec tor  



CXSE INTLSX I ~ T O R W L T I O N  

Please print or type. 

1. N A E :  SS* : 

2. H O E  A D D E S S :  

3. HOHE TELEPHONE # : 

4.  OFFICE ADDRESS: 

5. OFFICE TELEFHONE C : 

6. L W D I A T E  SUPERVISOR'S NAME: 

T E D H O N E  :: 

7 .  WERE THE COMPLAINT AND SM-YONS DELIVERED P E R S O N W Y  TO TRE NAKED 
DEFENDANT? YES ( 10 1 
IF  YES, ON WHAT DATE? 

8. WEPE TRE COAXPLAINT AND SUKXONS DXOP?ED OFF AT TKE DEFENDANT'S ROME 
OR PLACE OF BUSINESS AND I Z F T  WITR SOMEONZ ELSE? YPS a NO 
IF YES, ON 'HHAT DATZ? 
IF YES. HOME 0 o r  O F ~ I C E  n 
IF LFFT WITX ANOTHER PERSON, G I V E  N U :  

9. WERE THE COMPLXNT AND SUmONS RECEIVED I N  TEE . W L ?  
YES NO 5 
IF YES. ON W T  DATE WERE TEEY R E C E m D ?  

10. DO YOU HAVE I N S U W C Z  WHICH MIGHT COVES W OR PART OF TBE DAMAGES 
CLMXSD AGAINST YOU I N  T E I S  LAWSUIT? YES NO 
IF YES, STATE Ti3E KAME OF TEE INSUXUiCS COWL%: 

11. IF YOU HAVE ALiCEADY PREPAXED A REPORT XEGARDING THE EVENTS OR 
INCIDENT OUT OF W X I a  THIS  LAWSUIT AROSE, PLEASE ATTACS A COPY OF I T .  

12. M YOUR KNOWLSDGE, IS T M E  OX EhS T R E E  BEEN ANOTHER LAWSUIT ?I=D 
REGXR~ING TEE EPENTS CIWRGED IX TEIS COMPLAINT? Y E S ~ I '  ~ 0 1 . 7  
IF YES, STATE ANY DETAILS YOU ZNOW hXICH WOULD KELP US LOCATED 
IN?'ORMATIOR ABOUT TEE OTHZR LAWSUIT. 

DATED : SIGNED : 

Please attach to your request f o r  legal representation 
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RONALD 0 SKCCG Duecm 

DIRECTOR'S LETTER 

April 29, 1985 

Letter No.: 62* 
Effective Date: A~ril 29, 1985 

TO: All Unit Supervisors and Conservation Officers 

FROM : Ronald 0. Skoog, Director 

SUBJECT: Tort Defense Task Force, Department of Attorney 
General 

*This letter Supersedes Director's Letter No. 62 dated July 22, 
1983, with an effective date of July 22, 1983. 

The purpose of this Director's Letter is to describe the relationship 
between the Department of Natural Resources and the Department o f  
Attorney General in civil liability lawsuits. 

The Tort Defense Task Porce has been established within the Department 
of Attorney General. While the Task Force will handle some of the 
tort cases involving the Department of Natural Resources, the various 
Divisions within the Department of Attorney General, which have 
handled tort cases for the Department of Natural Resources in the 
past, will continue to serve as our counsel. The Law Enforcement 
Division will provide coordination and liaison between the two depart- 
ments for all tort cases. Notification of tort case assignments 
to the Divisions within the Department of Attorney General will 
be received on a case-by-case basis. 

Distribution C 
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ROLAND WARYES Olrssloi 

DIRECTOR'S LETTER 

Letter No.: 84 
Effective Date: June 1, 1992 

TO: Unit Supervisors and ~onservation Officers 

FROM: Roland Harmes, Director 

SUBJECT: Receipt of Legal Documents by the Department of Natural 
Resources 

Effective immediately, the Office of Litigation and Program Services shall 
be exclusively responsible for accepting service of process (summonses, 
complaints and similar legal documents) on behalf of the Natural Resources 
Commission, the Director, and the Michigan Department of Natural 
Resources. 

Service of process directed to individual officers and employees must be 
personally served on such individuals and must be accepted by anyone 
other than the named employee. 

All original documents must be forwarded to the Office of Litigation and 
Program Services for processing. 

This Letter supersedes Director's Letter 84, dated January 22, 1988. 

Distribution C 



MICHIGAN DEPARTMENT OF NATURAL RESOWCES 

INTEROFFICE COMMUNICATION 

TO: All Department Employees 

FROM : Dennis J. Hall, Chief 
Office of Litigation and Program Services 

SUBJECT: Subpoenas 

I apologize for inadvertently not including information and instructions on what 
to do when you are served with a subpoena. Typically, subpoenas fall into two 
categories: a) Subpoena of a specific individual to appear in court to testify 
on a particular lawsuit; andfor b) subpoena of specific documents and/or files 
for either a deposition, or for a lawsuit.. In some cases an individual employee 
will receive a subpoena to appear with specific documents and to testify that the 
documents are true copies. You also may be asked questions on the witness stand 
concerning these documents. 

Such subpoenas will state the specific individual's name (andfor documents) with 
a specific date which the individual (and/or documents) must appear and where. 
TEE SAME RULE APPLIES WRE AS IT W E 8  W I T R  SUMMONS AND COMPLAIMS, I? YOUR NAME 
DOES NOT APPEAR ON TEE BUBPOENA, W NOT ACCEPZ IT ON BEHALF OF ANYONE OTBER THAN 
IOIIRSCLF . 
The subpoena should have a check attached, made out to the individual, or if the 
subpoena is for documents only, the check should be made out to the State of 
Michigan. The individual may either take annual leave and cash the appearance 
check, or sign over the check to the Department and show time spent for the 
appearance as regular hours on their timesheet. (If the subpoena is for a 
personal matter, the time used should be worked out with the individual's 
supervisor.) If only documents are to be sent, forward the check to the 
Department's Cashiers Office for processing once the material has been mailed to 
the requested location with a signed statement verifying that they are a true 
COPY. 

When you are served with a subpoena, you should immediately inform your 
supervisor of the fact, and if your division or office has enforcement liaison 
staff. vou should also inform them. This is to ensure that thev are aware that . .~ ~ - 

you have been served with; subpoena, and if it involves an enforcement action, 
Or a lawsuit in which the Department is involved, then the appropriate Attorney 
General can be contacted to-evaluate the situation. In soie cases, it may be 
detennined that you should have legal representation by the Department of 
Attorney General in the matter. If you or your supervisor are unsure of what 
course of action to take, then please contact the Office of Litigation and 
Program Services (OLPS) for assistance in the matter.. 

If the subpoena involves a legal action against the Department or Department 
employees involving an accident, injury or death, regardless of whether it 
occurred on State property, you should imnediately contact OLPS for assistance.. 

Each divisionfoffice, region and district has been provided with a copy of "Some 
Rules for Witnesses" that you may wish to review prior to appearing in court. 
The Office of Litigation and Program Services also has a videotape entitled "You 
and Your Deposition" which demonstrates what can occur during a deposition and 
provides good information on how to conduct yourself during a deposition.. It may 
also assist you in preparing to testify in court. 



Again, if anyone is served with a subpoena and is unsure of what course of action 
to take, please feel free to contact the Office of Litigation and Program 
Services for assistance at 517-373-3503. 

Please post or circulate to all employees. 

DJH:tg 
cc: Mr. Michael D.. Moore, Deputy Director 

Region Offices 
Division Offices 
District Offices 
All DNR OV Users 
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jug 2 0 595  

Letter No : 124 
Effective Date: July 10, 1995 

r 0 :  All Unit Supervisors and Conservation Oficers 

FROM: Roland Harmes, Director 

SUBJECT: Penalty Mitigation Coordination Process 

As a result of a Quality Action Team report concerning the development of' a 
Department wide process for the coordination of'penaity mitigation projects into 
proposed settlement agreements, I am issuing the fbllowing process to be followed in 
all future settlements 

PENALTY MITIGATION COORDINATION PROCESS 

In most instances of environmental damages, the prefer~ed recourse will be to require 
direct remediation and restoration of'the environmental damages When direct - 
remediation or restoration are not utilized or when additional mitigation is warranted, 
the Department will select mitigation projects according to the following procedure 

GENERAL PROCEDURE FOR MITIGATION PRO.IECT SELECTION 

Mitigation projects will be selected within preferred categories identified by the 
Department Projects may be suggested by any party or interest group involved in or 
associated with the matter 

CATEGORTES OF MITIGATION PROJECTS 

Each year the Department will choose preferred categor.ies for mitigation projects 

Existing categories for mitigation projects will be reviewed and updated by the 
Director and the Department's Leadership Team 
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The fbllowing categories have been identified to make up the initial list: 

a) Environmental and Natural Resources education 
b) Habitat protection, restoration, and enhancement 
c) Improvement or creation of outdoor recreational facilities 
d) Waste reduction and pollution prevention 
e) Habitat acquisition 
f )  Acquisition, analysis, and distribution of'relevant natural resources data 

The Director will identify which categories from the updated list will be the preferred 
categories for development of' mitigation projects These preferred categories will 
remain in effect until replaced by a subsequent review and selection 

All Division/Ofice Chiefs will be infbrmed of'the preferred categories fbr mitigation 
projects Each DivisiodOffice Chief' shall identify and maintain a list of' potential 
mitigation projects to have available in the event mitigation opportunities arise 

SELECTION OF MZTIGATIOAJ PROJECTS 

When the opportunity fbr mitigation projects arises, lead compliance and enforcement 
staff will contact DivisiodOffice Chiefs fbr suggestions of specific project proposals 
consistent with the Department's preferred mitigation categories 

Lead compliance and enforcement staff will review all the suggestions and develop 
their recommended selection. which must be a~oroved bv the resoective D e ~ u t v  . . . ., 
Director(s) most closely aligned with the project(s) 

Mitigation projects benefiting the component of'the environment which was damaged 
generally will be preferred, 

Mitigation projects nearer the site of the environmental damages generally will be 
preferred over projects farther away 

If' no specific mitigation prqjects are suitable or selected, compliance and enforcement 
staff will develop their recommendation fbr which of' the preferred mitigation 
categories should be recommended fbr this settlement Staff' will then discuss their 
recommendations with the appropriate Deputy Director(s) fbr approval After 
approval, the approved mitigation will be entered into the settlement document 



ZMPLEMENTA TZON OF SPECZFZC MZTZGA TZON PR0.E CTS 

After a settlement document has been entered by all parties, compliance and 
enfbrcement staff' will ~ rov ide  a c o ~ v  of the document to the D e ~ u t v  Director who . , . , 
will be responsible for implementing or coordinating the implementation ofthe 
mitigation projects The Deputy Director may delegate responsibility fbr the 
mitigation as appropriate within their staff' 

A copy will also be supplied to the Deputy Director fbr the Region in which the 
mitigation will take place 

Whenever possible, the party responsible for the environmental damage should be 
responsible for completing specific mitigation projects 

When the mitigation project is to be handled by someone other than the party 
responsible for the environmental damage, the settlement document must specify 
where funds (held in escrow) will be held until such time as the mitigation project(s) 
are ready to implement 

When appropriate, third parties, such as other state agencies, universities, local units 
of'government, or non-profit entities may assume responsibility for completing the 
selected mitigation project(s) The settlement agreement must identify any 
supplementary agreements needed to assure completion of the mitigation project(s) 

When the responsibility fbr completing the mitigation project lies with the 
Department, compliance and enforcement staff' will make appropriate arrangements 
with Administrative Services Division for the transfer and tracking of' funds 
(Standard language is available for settlement agreements involving the transfer of' 
funds ) 




