
Allendale Charter Township Clerk 

Annual Report for 2010 
 

Personnel: 

  

 Candy Kraker, Clerk 

 Elected in November 1988 

 Part time from 1988 to 2000 

 Full time since 2001 

 

 

 

  

 Carla Lieffers, Deputy Clerk 

 Appointed in April 2005 

 Part time from 2005-2008 

 Full time since 2009, works approximately half of that time at the front desk 

 

 

 

Responsible for: 

• Elections 

• Voter registration 

• Passports 

• Notary services 

• Cemetery 

• Front Desk 

• Employee newsletter 

• Freedom of Information  

• Web site, outdoor signage, Announcer information, telephone answer system, keyless entry lock 

system and security badges. 

• Census 

• Liquor licenses 

• Board meetings...agendas, ordinances, resolutions, minutes, postings, publications, notices, etc. 

• Human Resources 

• Parks and Recreation 

• Record retention 

• PA 116 

• PA 198 

 

Office hours: 

Monday through Friday, 8 am to 5 pm 

 

 

 



Elections 

2010 was a busy year for elections, with the Annual School Election in May, the Primary  

Election in August, and the General Election in November.    

 

Processes include: 

• Attending training classes and special meetings. 

• Preparing election notices and postings. 

• Completing reports to the Election Commission and State Republican and Democratic          

parties. 

• Sending out Absentee Ballot applications and ballots. 

• Training Election Inspectors, Receiving Board and Absentee Ballot Boards. 

• Preparing Election Inspectors work schedule. 

• Ordering, maintaining and providing the proper supplies for elections. 

• Preparing and holding a public Accuracy Testing for voting machines. 

• Maintaining Election Inspectors paperwork and payrolls 

• Educating the public. 

• Electronically transferring and physically delivering election results. 

• Electronically recording absentee ballots send, received and transferred. 

 

Voter Registration 

Processes include: 

• Attending training classes and special meetings. 

• Maintaining the State Qualified Voter File 

• Maintaining weekly voter registrations and cancellations 

• Maintaining the Permanent Absent Voter information 

• Mailing required information to the voters on the Permanent Absent Voter list 

• Processing all of the mailings as required by State law 

• Continually corresponding with the State and Federal offices for voter registration 

• Verifying signatures on petitions 

• Working with residents over 60, notifying them of the opportunity to be placed on the per-

manent absentee ballot list. 

• Updating street index with County GIS 

• Mailing voter identification cards to each new voter. 
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Blue line is number of registered voters for the year. 

Red line is number of highest voter turnout for the year. 
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Passports 

Many from Allendale, and surrounding communities, took advantage of obtaining passports 

through the Township office last year.  

 

Processes include: 

• Attending training classes and special meetings. 

• Preparing notices and postings. 

• Completing reports to the United States Department of State. 

• Ordering and maintaining supplies. 

• Processing applications. 

• Tracking passports. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Notary Services 

Several Township staff members are notaries.  The services are free.   Notaries on staff include, 

myself, Carla Lieffers, Laurie Richards, Sharon Kleinjans, Denise Wiersma, Kathy Hanes and  

Nicole Start.  

 

Processes include: 

• Attending training classes and special meetings. 

• Ordering and maintaining supplies. 

• Processing paperwork.. 

• Tracking paperwork. 
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Cemetery 

Processes include: 

• Maintaining paper and computer records. 

• Working with families and funeral homes for purchases, burials, etc. 

• Helping families with genealogy. 

• Maintaining cemetery map. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Front Desk 

Processes include: 

• Maintaining the coverage schedule. 

• Cover for lunches. 

• Cover for at least 2 days per week. 

 

Employee Newsletter 

Processes include: 

• Developing, copying and distributing a monthly employee newsletter, focusing on health, 

employment information and news. 
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FOIA 

Processes include: 

• Processing FOIA requests. 

• Researching and copying requested materials. 

• Collecting associated fees. 

• Documenting responses. 

Communications 

Process include: 

• Attending training classes and special meetings. 

• Maintaining web site. 

• Maintaining outdoor message sign. 

• Preparing monthly information for the Announcer. 

• Maintaining the telephone answering system. 

• Maintaining the keyless entry lock system and security badges. 

• Prepare press releases. 

 

Census 

Processes include: 

• Attending training classes and special meetings. 

• Preparing preliminary reports and maps (started in 2008). 

• Preparing regular reports for the Census Bureau. 
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Liquor Licenses 

Processes include: 

• Attending training classes and special meetings. 

• Maintaining license applications. 

• Providing information packets for perspective liquor licensees. 

• Assisting applicants fulfill required reporting. 

• Processing applications and setting up public hearings, etc. 

• Providing reports to State as requested. 

 

 

 

 

 

 

 

 

 

 

Light Districts 

Process includes: 

• Preparing Board resolutions and paperwork. 

• Preparing paperwork for developer, Register of Deeds and Consumers Energy. 

 

Solicitation Licenses 

Processes include: 

• Assisting the applicant with forms, fees, and required information. 

• Conducting a criminal background check. 

• Processing the application. 

 

Americans with Disabilities Act 

• Develop and maintain the ADA plan. 

• Implement the plan as opportunities arise. 

 

10       

5       

1       

 2003 2004 2005 2006 2007 2008 

 

 

 

2009 

 

 

 

2010 

Liquor Licensing 

N
u
m
b
e
r 
o
f 

L
ic
en
se
s 
 

Is
su
ed
 

20                 

15                 

10                 

5                 

1                 

 1995 1996 1997 1998 1999 2000 2001 2002 2003 2004 2005 2006 2007 2008 2009 2010 

Light Districts 

N
u
m
b
e
r 
o
f 
 D
is
tr
ic
ts
 



Board Meetings 

Processes include: 

• Preparing agendas. 

• Preparing Board packets. 

• Preparing and maintaining reports, resolutions, ordinances, etc., for Board packets. 

• Preparing and maintaining minutes. 

• Preparing and maintaining postings, publications, notices, ads, etc. 

• Recording meetings. 

• Putting agendas and minutes on the web. 

• Putting the audio on the web. 
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Grants 

Processes include: 

• Being alert to grant opportunities. 

• Doing a great deal of  research before application. 

• Applying and following up if grants are approved. 
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Blue line is Allendale Community Foundation grants...Fire Department, Sheriff Department, 

 Lifelong Learners and Historical Society. 

Red line is park grants. 

Green line is sidewalk grants. 

 



Human Resources 

Processes include: 

• Attending training classes and special meetings. 

• Developing forms, such as employment applications, vacation requests, vacation/sick time 

taken, evaluations, HSA, etc. 

• Developing and updating job descriptions. 

• Maintaining tax reports, such as 941, MESC, W-2, I-9. etc. 

• Maintaining payroll records. 

• Maintaining personnel files. 

• Maintaining pension and deferred compensation information. 

• Maintaining and updating health, dental, optical, workers comp, cobra, long term and life 

insurance information. 

• Maintaining records of vacation, sick and personal hours taken. 

• Maintaining medical files. 

• Maintaining and updating drivers license reports. 

• Maintaining criminal background reports. 

• Maintaining salary schedules. 

• Developing and maintaining Personnel Policy and Benefit Summary. 

• Maintain and distribute Department Head Guide. 

• Preparing and distributing memos to staff. 

• Preparing and distributing staff business cards. 
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Blue line is number of full time employees. 

Red line is number of part time employees. 

Jerry Alkema       

Mike Barricklow       

Tom Beukema       

Steve Boss       

Rob Bristow       

Paul Bussa       

Jon Currier       

Chad Doornbos       

Jack Hagedorn       

Larry Haveman       

Marsha Iverson       

Mike Keefe       

Sharon Kleinjans       

Candy Kraker       

Carla Lieffers       

Dave Pelton       

Sueann Postumus       

Laurie Richards       

Garry Scholten       

Barb VanderJagt       

Anthony Venhuizen       
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Blue line is full time employees. 

Red line is part time/seasonal employees. 

Green is committees, fire fighters, election workers. 
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Joy Bos     

Al Eaton     

Kathy Hanes     

Lynn Hayes     

Ariel Knapp     

Sarah Mahoney     

Hilary Prins     

Nicole Start     

Suzanne Stevens     

Sally VanGeest     

Kim VanWyngarden     

Denise Wiersma     
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Ken Knoper       

Jannelle Rozema       

Duke Schut       

Brian Sinnott       

Tim Smit       

Travis Underhill       

Megan Zickus       
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Brad Bont       

Floyd Forner       

Rich Joslyn       

Phyllis Klinge       
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Russ Brown       

Bob Chapin       

Carl Hilton       

Joseph Jacquot       

Tom Kronlein       

Brian Sinnott       

Marian Stevens       
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Board of Appeals Longevity 
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Karl Fester       

Todd Forner       

Rick Rybinski       

Duke Schut       

Phil Forner       
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Construction Board of Appeals Longevity 
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Pat Door       

Elaine Ebeling       

Tom Eno       

Marilyn Kellendar       

Edith McMullin       
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Roger Modderman       

Carol Scholten       

Patti Walcott       

Library Committee Longevity 

Jeff Blum       

Dave Chrisinske       

Larry Haveman       

Marcia Hoekstra       

Heidi Howerzyl       

Candy Kraker       

Tim Smit       
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Tom Zuniga       

Parks and Recreation Committee Longevity 
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Phil Alderink       

Jeremy Borgman       

Carol Reyes       

Pierce Roon       

Roger Rycenga       

Bernard Scholma       

Ross Stevens       
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Travis Underhill       

Terry Vissers       

Tammy Walker       

Tom Zuniga       

DDA Longevity 
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Randy Bosch       

Heather Boschock       

Al Bremer       

Jeremy DeGlopper       

Anthony Dolce       

Jeff Dupilka       

Jorden Haisma       

Kevin Kraker       

Clayton Hanson       

Scott Harkes       

Chris Holmes       

Matt Jones       

Dennis Lutz       

Steve Moskalewski       

Bruce Nagelkirk       

Jason Nysse       

Bill O’Donnell       

Dave Rader       

Nick Richards       

Jeff Robinson       

Rick Rybinski       

Doug Tyink       

Corey VanWyk       

Anthony Venhuizen       

Steve Wolbrink       
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 Carl Bender       

Bob Chapin       

Lewis VanFarowe       

Fred Vedders       
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Citizens Council Longevity 



Jean Arnoldink       

Lynn Belke       

Cheryl Brouwers       

Nancy Brown       

John Cook       

Jodi DeLeon       

Nancy Dyke       

Brienne Eisen       

Linda Eisen       

Bev Ezinga       

Milly Fish       

Kathay Gaither       

Joanne Gates       

Jean Harter       

Janice Heft       

Brenda Hindsley       

Mary Horrigan       

Vicki Kraker       

Dorothy Langeland       

Debbie Meindertsma       

Linda Meyers       

Sandy Neiboer       

Eliseo Perez       

Karen Perez       

Jodi Potgeter       

Vicki Potgeter       

Beth Roberts       

Mike Russell       

Mary Sheridan       

Ginny Sietsema       

Twyla Smoes       

Ruth Tanis       

Bobbie Taylor       

Donna Tew       

Nelda Thompson       

Joan VanFarrow       

Marge Vedders       

Dianne Vissers       

Beth Worst       
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Affiliations 

 

Candy Kraker 

 Township 

  Parks and Recreation Chair since 2002 

  Allendale Community Foundation Board since 2000 (co-founder) 

  Chamber of Commerce (Board member for 3 years and President in 2001) 

  Allendale Historical Society 

 County 

  Ottawa County Clerk’s Association (co-founder and 2 time president) 

  Easter Ottawa County Silent Observer Committee 

  Eastern Ottawa County Transit Action Team 

  North East Ottawa County Team of the Ottawa County Wellness Coalition 

 Region 

  West Michigan Regional Clerk’s Association (co-founder and board member since 2001) 

 State 

  Michigan Municipal Clerk’s Association 

 Past Committees 

  Historical Recognition Committee (2004) 

  4th of July Committee Co-Chair (1990-2000) 

  Veterans Memorial Committee Chair (1998) 

  150th Anniversary Committee (1998) 

 

Carla Lieffers 

 County 

  Ottawa County Clerk’s Association 

 Region 

  West Michigan Regional Clerk’s Association 

 State 

  Michigan Municipal Clerk’s Association 

 

   

 

   


