AGENDA

WILLIAM SHORE MEMORIAL POOL DISTRICT BOARD of COMMISSIONERS
. Clallam County Courthouse, Room 160
Port Angeles, Washington

March 28, 2017
3:00 p.m.

COMMISSIONERS
BRAD COLEINS, CHERTE KIDD, _Ame MANIL DI, BILL PEACH, RANDY JOHNSON
CALL TO ORDER, PLEDGE OF ALLEGIANCE, ROLL CALL
REQUEST FOR MODIFICATIONS/APPROVAL OF AGENDA

PUBLIC COMMENT — Agenda Items Only

ACTION ITEMS
la Minutes of February 28, 2017
1b Ratification of the March 14, 2017 bill payment in the amount of $25,340.92
1c Policy 520 Purchasing (Revised) - Attached

ITEMS FOR DISCUSSION
2a Executive Director Report
1. Craig Mitler report on annexation of additional territory to a Metro Park District.
2b - Financial Report
2C Staff Report
2d Advisory Committee Report

PUBLIC COMMENT

NEXT MEETING DATE
The next WSMPD meeting will be held on April 25, 2017 at 3:00 p.m. in.the Clallam County
Commissioners Board Room, Room 160.

ADJOURNMENT




MINUTES

WILLIAM SHORE MEMORIAL POOL DISTRICT BOARD of COMMISSIONERS
Clallam County Courthouse, Room 160
~ Port Angeles, Washington
February 28, 2017
3:00 p.m.

COMMISSIONERS
BRAD COLLINS, CHERIE KIDD, ANNA MANILDY, BIEk PEACH; RANDY JOHNSON

CALL TO ORDER, PLEDGE OF ALLEGIANCE, ROLL CALL

Commissioner Anna Manildi called the meeting to order at 3:00 p.m. Also present were Commissioners
Kidd, Peach and Johnson.

ACTION TAKEN: CCKm to excuse Commissioner Collins, CBPs,mc

REQUEST FOR MODIFICATIONS/APPROVAL OF AGENDA
ACTION TAKEN: CBPm to-approve the agenda. as presented, CCKs, mc:

PUBLIC COMMENT — Agenda Items Only
None

ACTION ITEMS
ia Minutes of January 24, 2017
ACTION TAKEN: CCKm to approve, CBPs, mc

1b Ratification of the February 13, 2017 bill payment in the amount of $21,214.70
ACTION TAKEN: CCKm to approve, CBPs, mc

1c Certificate and Qath of Office for new Board member Randy Johnson

ITEMS FOR DISCUSSION
Za Executive Director Repart
1. Supervisor and Management Retention presentation by Christi Wojnowski

Commissioner Manildi called an executive session for one item of personnel
and will last 20 minutes. No dedisions are anticipated at conclusion of
executive session. Reconvened at 4:42 p.m.

2. Steve Burke explained-that the expansion design is now available on
Facebook with -over 500 stirveys already completed.

3. The pressrelease will be this Thursday. They are also planning to visit
different service clubs to present expansion details.

2b Financial Report
Charlie McClain explained the budget and finance report in detait and answered

questions from the board.

2c Staff Report
Christf Wojnowski shared the folfowing:
a. Outstanding attendance for February swim lessons with twenty children
even on waitlist.
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William Shere Memorial Pool District
520 Purchasing Policy Administrative Manual

520 - Purchasing Policy
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William Shore Memarial Pool District
520 Purchasing Policy Administrative Manual

1.0 Purpose

The William Share:Pool-District {District) Board of Comimissioners (Boand) is respansibie far estatlishing
policy direction for the District under Washington State faw (RCW35.61.135). Prudent business practice
and good government. provides that the: Board establish:policies regarding the fiscal activities: of ther
District including but not fimited to purchasing in accordance with applicabie local, state and federal law
and regulations. Transferring authority and responsibility to the Executive Director or his or her designee
for purchasing requires formal action by the Board. This Purchasing Policy establishes the authority
granted to the Executive Director or his or her designee and procedure considerations related to the
purchase of goods and/or services for use by District in service and for the benefit to the community.

2.0 Purchasing Approval and Payment Procedures
It shait be the administrative function of the Executive Director or his or her designee to review alt District
purchases prior to submission for payment. The Executive Director or his/her designee wilt stamp date
and mark "received” and list a chart of aceount humber listed o each ivoice of paymens teguest. Al
stamped purchases or invoices will be considered approved unless noted otherwise. Approval authority
documentation will be maintained with each invoice or payment request
2.1 Approval Authority for all Purchases
The following is the level of purchase authority for the District:
2.1.1 Up to $2,500
The Aquatics Manager has the authority to make purchases up 1o '$2,500 for budgeted
items -or reocourring supplies and inventory and chemicals.
2.1.2 More than $2,500 and less then $10,000
The Executive Director or his or her designee for the above purchase levels shall be
authorized to sign quotes and review and approve purchases.
2.1.3 More than $10,000 and less then $30,000
The Finance Committee of the Board shall authorize and approve of any purchases more
than $10,000 and less then $30,000: Any requited documentation shall be attached'to the
bid, quote or purchase request. Upon receipt of vendor invoice for items purchased or
services rendered; the Executive Director or his/tier designee shali approve and sobmit for
payment in accordance with section 2.2.
2.3.4. More than $30,000
The Board shall authorize and approve of any purchases more than $30,000. Any required
documentation shall be attached to the bid, quote or purchase request. Upon receipt of
vendor invoice for items purchased or services rendered, the Executive Director or his/her
designee shall approve and submit for payment in accordance with section 2.2,
2.3.5 Exceptions
Reoccurring expenses, such as utilities or chemical purchases do not need prior approval
for purchase or have been specifically identified in the annual budget.
2.3.6 Splitting Purchase Orders, Invoices and Contracts
Splitting of a purchase order, contract or an invoice to avoid seeking and receiving the
approvals required by this policy and its administrative procedures is prohibited.

2.2 Batch/Voucher Payment Approvals
The Executive Director or his designee shall determine a schedule for approving and submitting
batch/voucher payments. ' '
2.2.1 Batch/Voucher Submission Approval
All batch submissions request for payment wilt be approved for payment by the Aquatics
Manager or Executive Director and the District Accountant. The.batch request will be done
at a frequency to ensure timely payment to all vendors.

Approved/Revised: 1-25-2011, 3-28-17 2
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Witliam Shore Memorial Pool District
520 Purchasing Policy Administrative Manual

2.2.2 Board Review 7 : _
All batchiveucher payments will be gresented to the-Beard at the following schedited
regutar or special meeting for ratification of the voucher payments.

3.0 Purchased Services

Purchased services are those provided by vendors for routine, necessary, and continuing functicns of a
local government agency, mostly relating to physical activities. These services are usually repetitive,
routine, or mechanical in nature, support the agency's day-to-day operations, involve the completion of
specific tasks or projects, and involve minimal decision-making. Examples of purchased services include
mechanical maintenance, janitorial and landscape services, or repairs services.

Prior to the use of a vender for a purchased. service, like mech anical mainterance, the Executive Director.
or his or her designee will determine the best vendor for this service by looking at price, expertise and
avaitability, this can be done informal oF more formak depending on the cost of services requested. There
is no maximum dollar amount threshold for purchased services.

4.0 Personal Services

Personal services are those provided by vendors to provide technical expertise to accomplish a specific
study, project, task, or other work statement, not including professional architecture, engineering,
landscape architecture, or surveying services. Examples of purchased services include, strategic planning,
accounting and legal services.

Prior to the use of a vendor for a personal service, like accounting, the Executive Director or his or her
designee will determine the best vendor for this service by looking at price, expertise and availability, this
can be done informal or more formal depending on the cost of services requested. There is no maximum
doltar amount threshotd for pufchased services.

5.0 Non-Public Works Open Market Purchases
5.1 General Conditions (purchases $40,000 or less)
in accordance with RCW 35.61.135(3), purchases of supplies, materials and equipment and
professional services, costing less than $40,000 may be made on the open market, such as but not
limited to sources such as retail stores, catalogs and other locations listing vendors available to
provide the above mentioned items. Purchases greater than $40,000 must be done by bid and
contract as outlined in RCW 35.61.135(1).

5.2 Purchases less than $40,600

All-open market purchases less than $40,000 shall be made by securing telephone or written
quotations, or both, from three different vendors. Whenever possible, the vendors shall be listed on
the City of Port Angeles Vendor List to assure that a competitive price is-established, in
accordance with RCW 39.04.190. The District uses the City of Port Angeles Vendor List as.the
District Vendor List as authorized by RCW 398.04.190(4). A purchase awarded pursuant to this
section reed not he advertised.

5.3 Telephone Quotations
The District shall use the following process to obtain telephone quotations from vendors for the
purchase of materials, supplies, or equipment:
1. Vendors shall be given a description of the specific materials, supplies, or
equipment to be purchased, including the number, quantity, quafity, and type
desired, the proposed delivery date, and any other significant terms of purchase;

Approved/Revised: 1-25-2011, 3-28-17 3
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520 Purchasing Policy Administrative Manual

2. A District representative shall make a good faith effort to contact at least three (3) of
the vandors on the vostero abtain telephone solicitation guotatians freim the
vendors for the required materials, supplies, or equipment;

3. The District representative shall not share telephone quotation from one vendor with
other vendors solicited for the bid on the materials, supplies, or equipment;

5.4 Intergovernmental Cooperative Purchasing Agreements

As an alternative to requirements under Section 2.2 of this policy, the District may contract and/or
purchase materials, supplies, or equipment with the suppliers designated on any current state
agency, county, city, or town purchasing rosters for the materials, supplies, or equipment, when the
roster has been established in accordance with the competitive bidding law for purchases

applicable to the state agency, county, city, or towi.

RCW 35.61.135¢4) allows the District to joir with other governmentai agencies for the purchase of
supplies, equipment, or services by entering into a written intergovernmental Gooperative
Purchasing Agreement (also known as an interlocal agreement). Prior to making a purchase under
such an agreement, the District must ensure that the procedure used by the agency that originally
awarded the bid, proposal, or contract is allowable within the District’s purchasing policy. The
originating agency must also ‘have fulfilled one of two additional public notice requirements:

» Posted the bid or solicitation notice on a web site established and maintained by a public
agency, purchasing cooperative, or similar service provider, for purposes of posting.public
notice of bid or proposal solicitations.

« Provided an access link on the state's web portal to the notice.

The District may also make a bid call with another government entity as a joint ptirchase that
complles with the procurement requirements of both jurisdictions. When practical, the District
should include fanguage it its solicitations that aflows other public agencies to purchase from the
Districts contracts or purchase orders, provided that other agencies provide similar rights and
reciprocaf privileges to the District. The District Board shall approve alt Intergovernmentat
Cooperative Purchasing Agreements. The District’s attorney shall approve all such agreements as
to form.

5.5 Waiving the Competitive Bid Requirements for Purchases
Competitive bidding requirements may be waived by the governing body of the municipality as
noted in RCW 39.04.280 for:

(a) Purchases that are-clearly and legitimately limited to a single source of supply,

(b) Purchases involving special facilities or market conditions;

(c) Purchases in the event of an emergency;

(d) Purchases of insurance or bords; and

(e} Public works in the event of an emergency.

If the competitive bid process is waived by reasons hsted above, a written documentation of the
factual basis for the exception must be filed and be open to public inspection.

if an emergency exists, the Executive Director may declare an emergency situation exists, waive
competitive bidding requirements, and award all necessary contracis on behalf of the District to
address the emergency situation. if a purchase or coniract is awarded without competitive bidding
due to an emergency, a written finding of the existence of an emergency must be rmade by the
Executive Director and duly entered of record no later than two weeks following the award of the
contract.

Approved/Revised: 1-25-2011, 3-28-17 4
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When such a purchase is clearly and legitimately limited to a single source of supply, or the
sateriats, supplies, eduipment or services are subject 10 speocial imiarket conditions, Hien such
purchase may be made without competitive, sealed bid and by negotiation; provided that prior to
making. of such: a purchase, the Executive Director obtains the approval in agcordance with section.
9.0 of this policy.

5.6 Determining the Lowest Responsible Bid.
In determining the lowest responsible bid, the district shall use RCW 43.19.1911(9) as guidance.

5.7 Award

If the service or purchase was required to use the bidding process, & written record of each
vendor's quotations shalf be made open to public inspection or telephone inquiry after the award of
the contract. Any contract awarded under this subsection need not be advertised.

$.:0 Purchase/Services Needing Contracts
A written contract may be initiated by the District or by the other party to the agreement. It must be
signed by at teast one autherized representative from each party. The authorized signature is
determined for the district by the dollar amount of the contract.

6.1 Written Contract Always Required for Certain Purchases
A written contract is always required for the following types of purchases.
1. All lease or rental agreements for equipment or real property
2. Allintergovernmental agreemermnts
3. All services with the exception of minor services such as repairs.
- 4. Cooperative purchasing agreements
5. Maintenance and licensing agreements (except licenses and/or maintenance agreements
for standardized, non-customized, software or hardware)
6. Other contracts/agreements deemed necessary by the Board.

6.2 Written Contract Required for Purchase of Goods and Services Over $50,000

A written contract/bid is required for purchase of goods and services when the purchase of a single
item from a single vendor exceeds $50,000 per year. Non open market purchases, like utilities, are
not required to follow this policy

6.3 Contracts for Professional Services

Contracts for professional architectural, landscape architecture, surveying and engineering
services require quality based selection (QBS) and an advertising and negotiation process in
accordance with RCW 39.80.

Contracts for other professional services as defined as aetivities such as consuiting that have a
primarily intellectual final product) do not require an advertising and negotiation process. Although
the Executive Director shall attempt 10 secure contracts at the mest reasonable rate possible.

6.4 Contract Change Order Authority

The Executive Director shall have authotity to approve and sign construction change orders less
then $15,000 on construction contracts if the change order does not substantially change the
scope of the project and if the total contract amount as adjusted by the change order is within the
amount budgeted for the project. For construction change orders which exceed $15,000 or

Approved/Revised: 1-25-2011, 3-28-17 5
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substantially change the scope of the project or budget approval from the Finance Committee is
required.

7.0 Small Public Works Purchases/Projects
7.1 Public Works Purchases Greater than $20,000
All Purchases of public works, where the cost exceeds $20,000 shall be authorized by the Board
and made by an advertised call for bids.

7.2 Using a Small Public Works Roster

For all Public Work projects, the District may use a roster system as authorized by RCW 36.61.135
for all competitive bidding in excess of $20,000 and not to exceed $300,000 or the current
maximum amount authorized by RCW Statute.

7.3 Using a Limited Publics Works Roster

If a work, construction, alteration, repair or improvement project is estimated to cost less than
$35.000 which includes the costs of labor, material, equipment and sales, and/or use taxes as
applicable, District may award such a contract using the limited public works process provided
under RCW 39.04.155, subsection {3). This smvall works roster process does not apply to contracts
for professional architectural and engineering services, which are regulated by RCW 39.80.

7.4-Consultant Roster

The District will use the Consultant Roster to select engineering, architectural, or other consultants
for negotiations and contracts, and will do so in accord with all applicable laws and regulations.
The District shall be independently responsible for its own and the selected consultants’
compliance with laws and regulations governing services, including all selection laws, and any
other requirements as appropriate. The District also shall be independently responsible to conduct
a consuktant selection process consistent with applicable statutes, ordinances, and the
requirements of the District and to enter into a contract directly with the consultant thus: selected.

7.5 Using MRSC as the District’s Official Small Public Works Rosters
MRSC maintains the MRSC Rosters as allowed to the District and other Public Agency members
by RCW 39.04.155 and Chapter 39.80 RCW, respectively. MRSC maintains the Roster in
accordance to all applicable RCW statutes. MRSC maintains a Small Works Roster and a
Consutant Roster {including architects, engineers, and other consultants). The District will use
both the MRSC Rosters Small Works and Consultant Rosters as theirofficial roster system for the
above stated purchases.
7.5.1 MRSC Small Public Works Roster and Roster
The District will use the Small Public Works Roster to select contractors for public work
projects up to $300,000 in value or as otherwise limited by statutes, ordinances, and jaws
applicable to the District. The District shalt be responsible for its own and the selected
contractors’ compliance with all laws and regulations governing purchases, including all
selection laws, retainage and bonds, prevailing wages, and any other appropriate
requirements. The District aiso shall be independently responsible to conduct a quotation or
bid pracess consistent with applicable statutes, ordinances, and the reguirements of the
Public Agency and to enter into a contract directly with the contractor thus selected
7.5.2 Using the MRSC Limited Publics Works Roster
1§ a'work, construction, alteration, repair or improvement project is estimated to costless
than $35,000 which includes the costs of labor, material, equipment and sales, and/or use
taxes as applicable, Disirict may award such a contract using the limited public works
process provided under RCW 39.04.135, subsection (3). This small works roster process

Approved/Revised: 1-25-2011, 3-28-17 5
Reviewed:7-26-14




William Shore Memorial Pool District
520 Purchasing Policy Administrative Manual

does not apply to contracts for professional architectural and engineering services which
are regulated by RCW 39.80

7.6 Waiving the Competitive Bid Requirements for Public Works Purchases.
Competitive bidding requirements may be waived by the governing body of the municipality as
noted in RCW 39.04.280 for:

(a) Purchases that are clearly and legitimately limited to a single source of supply;

(b) Purchases involving special facilities or market conditions;

(c) Purchases in the event of an emergency;

(d) Purchases of insurance or bonds; and

(e} Public works in the event of an emergency.

I the competitive bid process s waived by reasons listed above, a written documentation of the
factuat basis for the exeeption must be filed and be opert to public inspection.

If an emergency exists, the Executive Director may declare an emergency situation exists, waive
competitive bidding requirements, and award sll necessary contracts on behalf of the District to
address the emergency situation. If a purchase or contract is awarded without competitive bidding
due o an-emergency, @ written finding of the existence of an emergency must be made by the
Executive Director and duly entered of record no later than two weeks following the award of the
contract.

When such a purchase is clearly and legitimately limited to a single source or supply, or the
materials, supplies, equipment or services are subject to special market conditions, then such
purchase may be made without competitive, sealed bid and by negotiation; provided that prior to
making of such a purchase, the Executive Director obtains the approval of the Finance Committee
or Board depending or the approvat authority authorized to approve the amount of purchase.

8.0 Competitive Bidding and Procedures
8.1 Public Notice
While state law does not contain any detailed requirements for public notice, good business
practice calls for using a notification process that will reach the most contractors and allow enough
time for responsive bids to be prepared. Advertisements for bids should include the following items:

+ Title of the project

Nature and scope of the work

Where contract documents (plans, specifications) may be obtained

Cost to obtain a set of contract documents

Place, date, and time that bids are due

Statement that a bid bond must accompany the bid:

Statements that the District retains the right to reject any or all bids, and to waive minor

irrequiarities in the bidding process

8.2 Bid Specifications

Bid specifications should incorporate a clear and accurate description of the technical requirements
for the material, product, or service to be purchased. Such descriptions should not contain features
that unduly restrict competition. When it is impractical or uneconomical to make clear and accurate
description requirements, @ —brand name or equalli description may be used. The responsibility of
demonstrating o the District’s safisfaction thai a product is —equall to that specified shali be on
the vendor proposing the substitution. Requests for approval of substitutions must be made with
sufficient time to allow the District to adequately review the proposal, including time for vendors to
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respond to questions and requests for additional information or clarification. The District has no
obligation to accept proposed substitutions. Acceptance of a substitute product proposed as an
—equalll to that specified will be made in writing. If this acceptance occurs prior to the bid, other
bidders wiil be notified to the extent practical.

8.3 Award
The contract will be awarded to the lowest responsive and responsible bidder whose bid meets the
requirements and criteria included in the invitation for bids. RCW 39.04.350 outlines criteria that a
bidder must meet in order to be considered responsible.
8.3.1 Lowest Responsive Bid Determination
The determination of the lowest responsive bid requires meeting conditions set forth in the
invitation for bid and submitting the lowest price.
8.3.2 Lowest Responsible Bidder Determination
I determining the lowest respensible bidder for the purchase of goods and/or services for
use by the District, consideration may be given to:
A. Ability/Capacity/Skill: The ability, capacity and skill of the vendor to perform the
project or provide'the goods and services;
B. Prompt Delivery: The ability of the vendor to perform the project or provide the
goods or services promptly or within the time specified, without delay or
interference;
C. Experience: The reputatien, experience and efficiency of the wendor;
D. Previous Performance/References: The quality of performance on previous
contracts or purchases;
E. Compliance with Laws and Regulations: The previous and existing compliance by
the vendor with faws and regulations relating to contracts and services;
F. Service Capability: The sufficiency of the financial resources and the ability of the
vendor to perform the work or provide the gaods or services being purchased; also
the ability of the vendor to provide future maintenance and service for the goods or
services purchased; '
G. Quantity and Scope of Conditions: The number and scope of conditions
attached to the guotation; and
 H. Terms/Billing Procedures, Other Charges, and Reliability: The payment
terms/billing procedures, quality, delivery times, freight charges, shipping points and
the sreliability of the vendor.

When a trade-in-option-exists-and is in'the District’s best interest, the price offered onthe
trade will be considered when determining the lowest responsive and responsible bid. RCW
39.30.040 allows any local sales tax revenue generated by the purchase to be considered
in determining the lowest responsive and responsible bid. Other preferences favoring local
businesses are not permitted.

8.4 Cancellation

An invitation for bids may be cancelled. Additionally, the District (at its sole discretion) may choose
fo reject any or all bids, iy whole or in part. An invitation for bids may be canceled at the discretion
of the Executive Director or his or her designee. The reasons shall be documented and made part
of the purchase contract file. Each invitation for bids issued by the District shall state that the
invitation may be canceled. Notice of cancellation shall be sent tc all parties who have been
provided with a copy of the invitation. The notice shall identify the invitation for bid and state briefly
the reasons forits cancellation.

Approved/Revised: 1-25-2011, 3-28-17 8
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8.5 Submittal of Bids

Bids will be submitted as specified in the invitation for bid by the appointed date and time listed in
the invitation. Each bid will be date and time stamped as itis received. Late bids will not be
accepted. If the bid is a sealed bid, all qualified bids will be opened and read aloud publicly at the
appointed time. No District representative shall inform a contractor of the terms or amount of any
other contractor's bid for the same project prior to the bid opening date and time. The contract
must be awarded to the lowest responsive and responsible bidder, or else all bids must be
rejected. A written record shall be made of each contractor's bid on a project and of any conditions
imposed on the bid. Immediately after an award is made, the bid quotations shall be recorded,
open to public inspection, and avaiiable by telephone inquiry. Qriginal specifications and the
original bid responses will be retained for review and audit as required.

8.6 Bid Security

Bid security shall be required for all competitive bidding for public works contracts, and shall be
included in the bid package. Security shall be in the form of a bond with a value of at least 5% of
the amount of the bid, provided by a surety company that is authorized to do business in
Washington State, or the equivalent in cash or certified check. Bid security shall be required on
bids for materials, supplies, and equipment only if it is determined to be necessary. When the
invitation for bids requires submittal of bid security, noncompliance will result in rejection of the bid.
If & ‘bidder is permitted to withdraw a bid before award, its bid security shall be returned.

8.7 Insurance
Contracts for public works and professional services shall contain requirements for contractor-
provided insurance, as deemed necessary by the District's Attorney.

8.8 Records Management
The Executive Director or his designee shall maintain records of alt contracts awarded and all
contractorfconsultants contacted in the process.

9.0 Unauthorized Purchases
9.1 Definition
No District employee shall purchase or contract for any supplies, material, equipment or
contractual service or make any contract within the purview of this policy other than through the
Executive Director or his or her designee. Any purchase or contract made contrary to the
provisions of this policy shall not be approved by any District officer and the District shall not be
bound except as may be required or provided by faw.

9.2 Responsibility for Unauthorized Purchases

District employees other than those identified in this policy are not authorized to make purchase
agreements binding and obligating the District to a financial commitment. Should a District
employee violate this trust and the District experiences a financial loss, then the District shall be
entitled to recover the fult amount of such loss from the employee.

10.0 Purchasing Cards
16.1 Issuance, Use and Control of Purchasing Cards
The District hereby adopts the following system for the issuance, use and control of purchasing
cards by District officials, and employees accordingly. The Executive Director shall implement the
following system for managing the distribution, use, control, credit limits and payment of bills
related to the use of credit cards by District officials and employees. The Executive Director is

Approved/Revised: 1-25-2011, 3-28-17 9
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authorized to adopt any additional procedures-or policies necessary to implement the provisions of
this section.

16.2 Bistribution:

The Executive Director may obtain and authorize supervisors to carry credit-cards for use when the
purchasing card use would benefit the District.

10.3 Authorization and Control
The Executive Director or his or her designee shall manage the accounting controls to ensure the
proper usage of purchasing. cards and purchasing card funds.

10.4 Credit Limit
The credit limit for the card issued to the Executive Director shall not exceed $10,000 per month.

' The purchase card, which is maintain in the safe for use of Aguatics Manager shall not exceed.
$10,000 per month. With the approval of the District Accountant approved larger purchases can
be made within the budget restraints. Any single purchase is to be made in accordance to Section
10 of this policy.

10.5 Preferred Uses of Purchasing Card

The use of a purchasing card will benefit the District when used instead of petty cash and when the
purchasing card is used for purchasing of operating supplies, also business related {0 travel in lieu
of using the purchase order process and in accordance with the policies contained within this
section.

10.6 Payment of Purchasing Card Bills

The Executive Director or his or her designee shall establish and implement a written procedure for
the payment of all purchasing card bills. Payment and authorization of purchases on the card will
be made according to Section 2 of the purchasing policy. Receipts for Reoccurring online
purchases (monthly) made using purchase cards can be maintained in the online account of the
business where the purchase was made and do not need to be attached to the request for
payment.

10.7 Unauthorized Charges and Use

No employee of the District shall use the District issued purchasing card for non-District business.
Any employee who violates this policy shall be subject to disciplinary action up to and including
termination and shail be billed for all charges on the purchasing card. The Executive Director or his
or her designee is authorized and directed to make payroll deductions to recover any unauthorized
charges.

10.8 Lost or Stolen Purchasing Cards
The Cardholder will first immediately contact the Card Issuer, then notify the Executive Director or
his or her designee. :

10.9 Cash Advances
Cash advances on purchasing cards are prohibited except in the case of an emergency.

10.10 Return of Purchasing Card at 'Empibyment Termination
The Cardholder must return purchasing card to his or her supervisor upon termination.

Approved/Revised: 1-25-2011, 3-28-17 10
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McClain,Crouse &Co,PS

227 W Eighth Strect Port Angeles WA 98362 13000 357:3303 FAX (40l 4377415

Certitied Public Accountants
Charles 8. McClain « charliem@alypen.com
Karen L, Crouse ¢ karenc o olvpen.com

Board of Directors
William Shore Memorial Pool District

Management is responsible for the accompanying financial statements of William
Shore Memorial Pool District (@ nonprofit organization), which comprise the
statements of financial position as of February 28, 2017 and 2016, and the
related statements of activities for the two months then ended in accordance with
accounting principfes generally accepted in the United States of America. We
have performed a compilation engagement in accordance with Statements on
Standards for Accounting and Review Services promulgated by the Accounting
and Review Services Committee of the AICPA. We did not audit or review the
financtal statements nor were we required to perform any procedures tc verify the
accuracy or completeness of the information provided by management.
Accordingly, we do not express an opinion, a conclusion, nor provide any form of
assurance on these financial statements. The budget comparison is presented
for supplementary analysis purposes only.

Management has elected fo omit substantially all of the disclosures and the
statement of cash flows required by accounting principles generally accepted in
the United States of America. If the omitted disclosures and statement of cash
flows were included in the financial statements, they might influence the user's
conclusions about the Crganization’s financial position and changes in equity.
Accordingly these financial statements are not designed for those who are not
informed about such matters.

We are not independent with respect to William Shore Memorial Pool District.

McClain, Crouse and Co. P.S.
March 17, 2017

Washington Society of Certified Public Acconnianig




Wiltiam Shore Memorial Pool District
Statements of Financial Position

As of February 28, 2017 and 2016

.. Feb2s 17 Feb 29, 16
ASSETS
Current Assets
Checking/Savings
10000 - County Fund Balance 21,226.36 7,845.02
10100 - Cash in Till 100.00 100.00
10150 - Kitsap Bank
10200 - Credit Card Processing Account 5,747.8% 13,130.51
10400 - Cash in Operating Account 3,815.00 1,420.16
10500 - Money Market Account B 95,072.32 100,043.68
Total 10150 - Kitsap Bank 104,635.13 114,594.35
Total Checking/Savings 125,961.49 122,539.37
Accounts Receivable
11300 - Accounts Receivabte 8,776.72 10,287.97
Total Accounts Receivable 8,776.72 10,287.97
Other Current Assets
12000 - Deposit in Transit 1,263.50 420.75
12500 - PASD Advance 301.59 301.59
12501 « Tukwila Advance 659.10 659.10
Total Other Current Assets o 2,224.19 138144
Total Current Assets 136,862.40 134,208.78
Fixed Assets
15000 - Building and improvements 2,036,693.72 1,879,371.198
16000 - Equipiment 4?,833.38 39,573.38
Totat Fixed Assets 2,082,527.10 2,018,944 57
Other Assets
18600 - Bond Expense L Ts000 780000
Total Other Assets 780000 780000
TOTAL ASSETS 2,227,289.50 2,160,953.35
LIABILITIES & EQUITY
{ iabilities
Current Liabilities
Accounts Payable
20000 - Accounts Payable Ty eesie
Total Accounts Payabie 11,008.71 8,651.19
Credit Cards
21000 - Visa 408399 20833
Total Credit Cards 4,063.99 2,083.34
Cther Current Liabitities
22000 - Wages Payable 12,976.35 12,660.31
22500 - Accrued Cafeteria Plan Liab 5,501.38 6,526.10
23000 - Deferred Compensation Liability 1,716.00 1,566.00
24000 - Payrolt Liabilities 4,476.85 704165
24500 - Accrued Sales Tax Liability 5,933.60 7.179.86
26500 - Uncashed old paychecks - 19?589 1983589
Total Other Current Liabiiities S _3254_0'_9_7_ . 7 3§92983
Total Current Liabilities 47 612,77 47,644.35

Page 1
See Accountant's Report




William Shore Memorial Pool District

Statements of Financial Position
As of February 28, 2017 and 2016

Long Term Liabilities
27300 - Washington LOCAL |
27310 - Washington LOCAL I
27400 - Kitsap Bank Loan

Total Long Term Liabilities

Total Liabilities

Equity
32000 - Unrestricted Net Assets
Net Income

Total Equity
TOTAL LIABILITIES & EQUITY

Feb 28, 17 Feb 29, 16
85,388.21 97.451.81
357,344 80 374,126.16
| emess  s0r7i237
8062989 07920034
937,242.66 1.026,934.69
1,357,175.12 1,193,862.08
7 -67,128.28 -59,943.42
129004684 113401868
2,227,289.50 2,160,953.35

Page 2
See Accountant's Report




William Shore Memorial Pool District

Statements of Activities
for the two months ended February 28, 2017 and 2016

Income

3111000 - Real and Property Taxes

3172000 - Leasehold Excise Tax

3417000 - Merchandise Sales
3417010 - Vending Revenue
3417100 - Sale Items - Taxable

Totai 3417000 - Merchandise Sales

347000¢ - Admissions
3473010 - General Admissions
3473011 - Pass Sales

3473010 - General Admissions - Other
Total 3473010 - General Admissions

3476035 - Swim Instruction
3476040 - Camps and Special Evenis
3476045 - Exercise Classes

Total 3470000 - Admissions

3620000 - Rental Income
45030 - Facility Rental

3624010 - One time use Rental
3625062 - Coniracted Rental

Total 45030 - Facility Rental

45040 - Miscellaneous Rental
3624020 - Equipment Rental
3624030 - Locker Rental

Total 45040 - Miscellaneous Rental

Total 3620000 - Rental income

3625000 - DNR - Other than Timber
3670000 : Direct Public Support

3671100 - Individ, Business Contributions
Total 3670000 - Direct Public Support

3951030 - Sale of County Timber

Total income

Expense

57620 - Operating Costs
100001 - Salaries and Wages
100000 - Regular Time

100010 -
100020 -
100030 -
100040 -
100050 -
100069 -
100079 -

Clerk Services
Lifeguards
Instructors

Head Guards
Supervisors
Maintenance
Executive Director

Total 100000 - Regular Time

Total 100001 - Salaries and Wages

Jan-Feb 17 Jan - Feh 18
21,266.69 761393
1,712.45 1,404.61
8.63 71.47
101473 ) 1,158.00
1,023.36 1,229.47
10,852.25 16,258.75
e, 137535 _.....2n508.83
18,327.60 25,767 88
%1,856.15 15,243.00
1,486.25 483.00
_ .. 9.108.00 1132800
40,788.00 52,819.58
1,704.50 2,015.00
_ 9,628.71(—73 - 8,331.66
11,332,66 10,346.66
§95.90 775.67
0.00 .. 500
) _ 695}9 775.67
12,028.56 11,122.33
16.61 46.81
0.00 72.50
0.00 72.50
25405 2,047.38
7708973 76,356.61
200.00 200.00
25,475.51 24,260.73
7,848.81 7,263.20
11,1865.07 10,862.57
16,402.76 15,487.52
1,175.74 3,032.82
7.875.00 _ 7.875.00
70,142.89 ___619_824
70,142.89 68,9681.84

See Accountanf's Report




William Shore Memorial Pool District

Statements of Activities
for the two months ended February 28, 2017 and 2016

200000 - Personnel Benefits
200020 - Benefits
200032 - Cafeteria Plan - Salaried
200040 - Unemployment Compensation
200045 - Department of Labor & Industry

Total 200000 - Personnel Benefits

300000 - Supplies
310000 - Office Supplies
310010 - Office Supplies

Totat 310000 - Office Supplies

310050 - Program Supplies and Equipment
310300 - Exercise Classes
310310 - Swim Instruction

310050 - Program Suppiies and Equipment - Other
Total 310050 - Program Supplies and Equipment

310100 - Maintenance Supplies and Repair
340026 + Uniforms and Clothing
310030 - Pool Chemicals
310035 - Cleaning & Janitoriat Supplies
310435 - Maintenance Supplies

310100 - Maintenance Supplies and Repair - Other
Total 310100 - Maintenance Supplies and Repair

340035 - items for Resale
350010 - Small Tools and Minor Equipment

Total 300000 - Supplies

4000000 - Charges for Services
410020 - Professional Services
410043 - Network/Computer Service
410030 - Transaction Services {Recl}
440041 - Accounting Services
410071 - Legal Services
410020 - Professional Services - Other

Total 410020 - Professional Services

420000 - Communications
420010 - Telephone
420020 - Postage, Mailing Service
420023 - Website and Internet

Total 420000 - Communications

430000 + Travel

430010 - Conference, Convention, Meeting

430020 - Travel - Training
Total 430000 - Travel

440010 - Advertising
450000 - Operating Rentals and i.eases
450030 - Office Equipment Leases/Rents

Total 450000 - Operating Rentals and leases

460030 - Insurance-Property & Liability
470090 - Utilities

Page 2

See Accountant’s Report

Jan -Feb 17 Jan - Feb 16
5,043.06 4,925.89
2.428.00 2,335.26

80831 798.53
180678 . 215085
10,084.15 10,212.63
158597 140698
1,558.97 1,406.9%
154.00 0.00
0.00 55.75
EQ.BO B 0.00
343.80 55.75
0.00 1,568.13
5,287.29 1,413.17
0.00 £,008.07

1,276.22 0.00

17,335_._94 - 770_(}9.
8,299.45 3,989.37

87251 1,074.41
81974 758
11,801.47 6,602.41
1,506.95 200.00
170.00 Q.00
2,700.00 2.,500.00
140.00 175.00
. boo I 503.45
4516.95 3,378.49
350.25 472.24
28.69 28.01
126.95 18190
505.89 682.15
975.60 919.73
0.00 _ 61 0.00
97560 1,529.73
651.00 0.00
33522 . %k
335.22 335.22
19,575.00 15,319.00
19,962.32 16,450.95



William Shore Memorial Pool District

Statements of Activities
for the two months ended February 28, 2017 and 2016

480000 - Repair and Maint-Contracted
480010 - Building-Repair and Maintenance
480040 - Equipment-Repair & Maintenance

Total 480000 + Repair and Maint-Contracted

49000 - Miscellaneous Expense
490040 - Memberships and Dues
490041 - Subscriptions
490090 - Credit Card Charges
66900 - Reconciliation Discrepancies

Total 48000 - Miscellaneous Expense

500000 - Intergovernmental Services
530040 - State Sales and B & O Tax
530070 - Giallam County Treas - Prop Tax

Total 500000 - Intergovernmental Services

Totat 4000000 - Charges for Services
57620 - Operating Gosts - Other
Total 57620 - Operating Costs

5850000 - Nonoperational Expenses
830020 - interest Expense

Total 5850000 - Nonoperaticnal Expenses
Total Expense

Net Income

Page 3

Jan - Feb 17

1,668.52

788.33
429,92

121825
52,102.27
000

144,220.78

14421801

-57,128.28

Jan - Feb 1ﬁ 7
6,633.96
160.73

6,794.69

1,758.81
4.33
2,078.01
0.50

3,84165

2,176.55
0.00

2,176.55

50,508.43

136,305.31

7-{528

136,300.03
-50,943.42

See Accountant's Report
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