
The Shore Metro Park District Board of Commissioners is now meeting in person. The new location for Board meetings is the
Shore Aquatic Center at 225 E. 5th. St. Port Angeles, WA. In order to comply with the State of Washington’s Governor’s rules

relating to COVID-19, there is limited space for the public to attend in person. To allow for adequate public attendance and public
comment, we are providing a zoom link you can log into and listen in and see the meeting. We will take public comment at the

beginning and end of the meeting. Please raise the hand button if you would like to make a public comment. Any questions can be
sent to our Clerk of the Board Lori Taber at lorit@sacpa.org

COMMISSIONERS
MIKE FRENCH, RANDY JOHNSON, LaTRISHA SUGGS, MARK HODGSON, GREG SHIELD

CALL TO ORDER, PLEDGE OF ALLEGIANCE, ROLL CALL

REQUEST FOR MODIFICATIONS/APPROVAL OF AGENDA

PUBLIC COMMENT:

CONSENT AGENDA Minutes for March 2026 Ratification Payroll for October 2025 - $14,667.76 Ratification Payroll for November 2025- $9793.12 Ratification Payroll for December 2025 - $9,454.11 Ratification Payroll for January 2026 - $10,281.36 Ratification Payroll for February 2026 - $11,822.06 Ratification for March 2026 - $92,519.06

Action Items: Policy for Shower Voucher Program
Agenda Items: Policy and Procedures manual pages 177-252 Application Resolution/Authorization Grant

ITEMS FOR DISCUSSION
2A Treasures Sub Committee Report
2B Executive Director Report
2C Financial Report
2D Staff Report

PUBLIC COMMENT:

NEXT MEETING DATE
The next WSMPD meeting will be held on May 26, 2026 at 3pm

ADJOURNMENT

AGENDA- REGULAR MEETING
WILLIAM SHORE MEMORIAL POOL DISTRICT BOARD of COMMISSIONERS

Port Angeles, Washington,
April 28, 2026
3:00p.m.
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The Shore Metro Park District Board of Commissioners is now meeting in person. The new location for Board meetings is the Shore Aquatic Center at
225 E. 5th. St. Port Angeles, WA. In order to comply with the State of Washington’s Governor’s rules relating to COVID-19, there is limited space for the
public to attend in person. To allow for adequate public attendance and public comment, we are providing a zoom link you can log into and listen in and
see the meeting. We will take public comments at the beginning and end of the meeting. Please raise the hand button if you would like to make a

public comment. Any questions can be sent to our Clerk of the Board, Lori Taber at lorit@sacpa.org

COMMISSIONERS
Mike French, LaTrisha Suggs, Randy Johnson, Greg Shield, Mike Hodgson

CALL TO ORDER, PLEDGE OF ALLEGIANCE, ROLL CALL
Commissioner Mike French called the meeting to order. Present were Commissioner Mike French,
Commissioner Randy Johnson, Commissioner LaTrisha Suggs, Commissioner Greg Shield, Commissioner
Mark Hodgson, Interim Director Ryan Amiot, Accountant Elizabeth Hogan, Member Service Manager Lori
Taber, Aquatics Manager Brie Hale, and Youth Programs Coordinator Morgan Lasher.

Executive Session: RCW42.30,110G Review of Employee Performance.
The board went to executive session at 3pm and returned at 3:30pm. No action to follow this session.

REQUEST FOR MODIFICATIONS/APPROVAL OF AGENDA
Date of next meeting corrected should have been April 28th at 3pm. Agenda approved

ACTION TAKEN: CMFm to approve agenda, CCMs, mc

PUBLIC COMMENT- None

CONSENT AGENDA
-Minutes for January 2026
Minutes for February 2026
Ratification January 2026 - $200,718.61
Ratification for February 2026 - $61,650.89

Consent agenda is approved by the board.

ACTION TAKEN: CGSm to approve, CMFs, mc

Action Item: Resolution 13.1 Adoption of a Deferred Compensation Policy.
Ryan brings Resolution 13.1 the adoption of deferred compensation policy voted on last board meeting for
approval due to lack of proper posting of the last session of the board meeting. After more discussion
concerning cost, and concerns brought forth by Commissioner LaTrisha Suggs that the treasurer should be
part of the review employer contributions for budget and policy compliances before bringing them to the board
for approval. The board moved to approve Resolution 13.1 with the amendment that the Treasurer will review
all employer contributions for budget and policy compliance prior to board approval.

Policy and Procedures pages 145 – 177: Ryan reintroduces these pages originally brought to the board
January 27, 2026. The board discussed and approved policy changes for pages 145-177, incorporating
modifications to language and punctuation, the Treasurer approval process, reporting requirements steps for
mandatory reporting of allegations and surety bond procedures.

HVAC Service Agreement: Ryan brings the HVAC services agreement for approval. Including a $4,351 to fix
the boiler now but to be aware that we may have to replace the boiler if we continue to have issues with it.
Ryan explains the need for approval for cost of the work on the control panel for the HVCA system that is no

MINUTES- REGULAR MEETING
WILLIAM SHORE MEMORIAL POOL DISTRICT BOARD of COMMISSIONERS

Port Angeles, Washington
March 24, 2026
3:00 p.m.
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longer working. Trotter & Morton are going to piece it together with what we already have bringing the cost
down to $33,307.00. Trotter & Morton are doing well with servicing us, so no change of contractor is needed.
They suggest that we continue to replace components versus replacing whole unit which would cost
approximately $500,000. These are expenditures that have been discussed and approved by the board
previously but due to staff changes this is the actual cost. The board approved the expenditure.

Agenda Items: Pool Resurfacing options: Ryan presents to the board several resurfacing options for the pools with
estimated cost. The options are fiberglass coating with 25-year warranty, plaster resurfacing, PVC
membrane for their review for our future need to fix pools.

Items for Discussion:

2A Treasurers Sub-committee report- Greg and Latrisha recommended that they should with Ryan go
through the applications and narrow down to a few. They will bring the few to the board to discuss.

2B Executive Directors Report – Ryan discussed why they had to redrain the lap lanes during the
maintenance closure that led to the complaint issues concerning hypothermia from the lower temperature in
the lap pool and dive tank. If in future there are issues of temperature again we would take steps to post
temperature and hypothermia risk factors. Ryan shares that we were able to get the 5 year servicing of filter
done and him and Cody were able to be trained on it .He also gave some insight into the hot tub issues
concerning the filter system that we are using. The expense to fix the system is about $3,000.00

2C Financial Report- Commissioner Mike French goes over the financial for first two months that were
budgeted to be negative cash flow we came in slightly lower than expected partly due to a child care grant
payment of $13,000 that was billed late and the fact that the costs of the maintenance closure were billed at
the end of the Overall in the big picture we are not far off. Some factors are that the maintenance cost didn’t
get reconciled at the beginning of March instead of the end of February. Ryan brings to the board’s attention
that the OGI interest rate is slowly declining it is down to 3.5%. Ryan also brings attention to holiday pay
increase to $8,911.00.

2D Staff Report- Brie informed the board concerning swim lessons. The homeschool lessons are full so
have added more. She shared that the Adaptive swim lessons are full and the instructor is reaching out to find
other instructors. Easter egg hunt coming up. Lori explains the event. Brie shares that we have started a
toddler time in the pool.

Morgan, reports on the new assistant coordinator. Date night and new supervisor to take over date night.
Spring break camp soon. We have 20 signed up. Summer camp sign up is open.

Lori, reports a great front desk. We have gotten good response to the add for my replacement. Birthday party
revenue is down. People are booking later or not at all though we have a C party on Friday. Dual membership
with the Y is going well.

Public comment: none

ADJOURNMENT
Commissioner Mike French ended the meeting at 5:10pm
PASSED AND ADOPTED March 24th, 2026
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William Shore Memorial Pool District Commissioners

President, Mike French

ATTEST;

Lori Taber, Clerk
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SHORE METRO PARKS DISTRIGT

EXPENSE RATI FICATIO N APPROVAL

We the undersigned, do herby certify under penalty of perjury that the materiats have been furnished, the

services rendered, or the labor performed as described herein, that any advance payment is due and payabte

pursuant to contract or is avaitabte as an option for futt or partiat futfittment of a contractuat obtigation, and

that the ctaim is a just, due, and unpaid obtigation against the Shore Metro Park District, and that we are

authorized to authenticate and certify to said ctaim.

SU M MARY TRANSM ITTAL FOR:

October 2025

From Operations Account:

Payrotl: $14,667.76

Canital l: oo

Expense Grand Totat: $14,667.76

Date 6

Cterk Of The Board Director, Ryan Amiot

Board of Commissioners President

Mike French
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William Shore Memorial Pool District
Payroll Summary

October 2025

40'l Child Care Fund 001 General Fund TOTAL

Hours Rate Oct 25 Hours Rate Oct 25 Hours Rate Oct 25

Employer Taxes and Contributions
Federal Unemployment
Medicare Company
Social Security Company
WA - Unemployment
L&l-Employer
WA - Employment Admin. Fund
WA - Paid Fam Med Leave Co.

Total Employer Taxes and Contributions

213.26
1,726.65
6,852.67

607.40
2,407.40

35.71
320.04

230.09
2,065.91
8,303.36

726.73
2,917.59

42.73
381.35

16.83
339.26

1,450.69
'1 19.33
510.19

7.02
61.31

2,504.63 12,163.13 14,667.76

Page 2
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William Shore Memorial Pool District
Payroll Summary

October 2025

401 Child Care Fund 001 General Fund TOTAL

Hours Rate Oct 25 Hours Rate Oct 25 Hours Rate Oct 25

Employee V\lages, Taxes and Adjustments
Gross Pay

Manager
Salary - Executive Director
Accountant
Activity lnstructor
After School Leader I
After School Leader 2

After School Leader 3
Aquatics Coord/Mgr
Asst Aft School Cd. 1

Clerk
Facility Supervisor Pt
Head Guard 2
Head Guard 3
Head Guard 4
Head Guards
Janitor
Janitor FT
Janitor PT
Janitor PT 3
Lesson lnsructor 1

Lesson lnstructor 2
Lesson lnstructor 5
Lifeguard Lesson lnstructor
Lifeguard Lesson lnstructor 5
Lifeguard Lesson lnstructor 2

Lifeguard Lesson lnstructor 3
Lifeguard Lesson lnstructor 4
Maintenance Technician
Member Services Coordinator
Party Crew
Private Swim lnstr. 2
Sick pay
Spark Van Driver
Vacation Pay
Water Fitness
Water Fitness 4
welcome Desk
Welcome Desk #3
welcome Desk ll4
Youth Progam Supervisor

Total Gross Pay

Deductions from Gross Pay
Deferred Compensation

Total Deductions from Gross Pay

Adjusted Gross Pay

Taxes Withheld
Federal Withholding
Medicare Employee
Social Security Employee
L&l-Employee
Medicare Employee Addl Tax
WA - Cares Fund
WA - Paid Fam Med Leave Emp.

Total Taxes Withheld

Deductions from Net Pay
Wage Garnishment

Total Deductions from Net Pay

Additions to Net Pay
Cell Phone

0.00
0.00
0.00
0.00

6,041.20
1,330.99
3,405.60

0.00
4,701.62

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

988.43
0.00
0.00
0.00

343.04
242.66
835.60
717.17

0.00
0.00
0.00
0.00
0.00

4,791.44

223.5
192

27.75
108

42.5

8,653.86
8,555.31

895.23
2,781.00
1,539.48

0.00
490.05

5,242.77
0.00

591.47
7,309.87
3,628.57

40.02
3,467.14
2,018.04
3,422.04
3,892.40
2,032.79

684.40
2,379.19

19.62
909.1 2

1 1,199.04
350.1 0

7,553.35
7,530.05
1,217 .41

6,514.38
4,968.75

890.43
836.1 6

1 ,610.76
376.02

1,291.16
1,222.47
1,567.95
7,553.19
2,613.04
3,237.05

0.00

223.50
192.00
27.75

108.00
406.25
69.25

196.75
212.00
236.50

21.50
319.75
186.75

2.00
168.75
107.00
167.50
185.00
99.50
33.50

127.50
1.00

42.75
632.00

15.00
412.75
40't.50
108.00
1 96.50
198.75
50.25
55.00
97.52
58.00

149.00
57.50
73.75

408.50
133.25
160.25
193.75

8,653.86
8,555.31

895.23
2,781.00
7,580.68
1,330.99
3,895.65
5,242.77
4,701.62

591.47
7,309.87
3,628.57

40.02
3,467.14
2,018.04
3,422.04
3,892.40
2,032.79

684.40
2,379.19

19.62
909.1 2

1 1 ,199.04
350.1 0

7,553.35
7,530.05
2,205.84
6,514.38
4,968.75

890.43
1,179.20
1,853.42
1,211.62
2,008.33
1,222.47
1,567.95
7,553.19
2,613.04
3,237.05
4,791.44

142,481.43

-3,061.50

,3,06'1.50

139,419.93

-8,955.00
-2,065.91
-8,303.36
-1,206.26

0.00
-816.30
-929.45

-22,276.28

-628.14

-628.14

300.00

300.00

't 16,815.51

323.75
69.25

172

236.5

48.5

18.66
19.22
19.80 24.75

212

21.5
319.75
186.75

2
168.75

107
167.5

185
99.5
33.5

127.5
1

42.75
632

15
412.75
401.5
59.5

196.5
198.75

50.25
39

85.02
18

120
57.5
73.75

408.5
133.25
160.25

JZ.ZO

25.75
18.66

19.80
24.73

27.51
22.00
19.43
20.01
20.61
18.86
20.43
21.04
20.43
20.43
18.66
19.62
21.44
17.72
23.34
18.30
18.80
20.38
33.88
25.00
17.72
21.44
19.80
20.89
24.73
21.26
21.26
18.49
19.61
20.20

19.88

20.38

16
12.5

40
29

21.44
19.80
20.89
24.73

Total Additions to Net Pay

Net Pay

-628.14

225.00

225.00

97,302.28 6,53s.77

75.00

75.00

19,513.23 5,394.521,141 .25:

193.75 24.73

1,141.25

1.141.25

23,397.75 5,394.52

0.00

0.00

23,397.75 5,394.52

-1,669.00
-339.26

-1,450.69
-210.93

0.00
-135.70
-1 53.94

-3,959.52

0.00

0.00

119,083.68 6,535.77

-3,061.50

-3,061.50

116,022.18 6,535.77

-7,286.00
-1,726.65
-6,852.67

-995.33
0.00

-680.60
-775.51

-18,316.76

-628.14

Page I
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SHORE METRO PARKS DISTRICT

EXPENSE RATIFICATION APPROVAL

We the undersigned, do herby certify under penatty of perjury that the materiats have been furnished, the

services rendered, or the tabor performed as described herein, that any advance payment is due and payabte

pursuant to contract or is avaitabte as an option for futt or partiat futfittment of a contractuat obtigation, and

that the ctaim is a just, due, and unpaid obtigation against the Shore Metro Park District, and that we are

authorized to authenticate and certify to said ctaim.

SU M MARY TRANSM ITTAL FOR:

November 2025

From Operations Account:

Payrot[:

CanitaI Tota[:

$g,zgg.tz

oo

Expense Grand Total: $g,zgg.tz

Date: o)6

Cl,erk Of The Board Director, Ryan Amiot

Board of Commissioners President

Mike French
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William Shore Memorial Pool District
Payroll Summary

November 2025

401 Child Care Fund 001 General Fund TOTAL

Hours Rate Nov 25 Hours Rate Nov 25 Hours Rate Nov 25

Employer Taxes and Contributions
Federal Unemployment
Medicare Company
Social Security Company
WA - Unemployment
L&l-Employer
WA - Employment Admin. Fund
WA - Paid Fam Med Leave Co.

Total Employer Taxes and Contributions

96.69
I ,1 83.57
4,707.05

416.23
1,549.33

24.52
215.54

113.15
1,398.91
5,627.88

491.97
'l,877.79

28.97
254.45

16.46
215.34
920.83
75.74

328.46
4.45

38.91

1,600.{9: 8,192.93 9,793.12

Page2
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William Shore Memorial Pool District
Payroll Summary

November 2025

401 Child Care Fund 001 General Fund TOTAL

Hours Rate Nov 25 Hours Rate Nov 25 Hours Rate Nov 25

Employee Wages, Taxes and Adjustments
Gross Pay

Manager
Salary - Executive Director
Accountant
Activity lnstructor
After School Leader I
After School Leader 2
After School Leader 3
Aquatics Coord/Mgr
Asst Aft School Cd. 'l

Clerk
Facility Supervisor pt
Head Guard 2
Head Guard 3
Head Guard 4
Head Guard 5
Head Guards
Holiday Pay
Janitor
Janitor FT
Janitor PT
Janitor PT 3
Lesson lnsructor I
Lesson lnstructor 5
Lifeguard Lesson lnstructor
Lifeguard Lesson lnstructor 5
Lifeguard Lesson lnstructor 2
Lifeguard Lesson lnstructor 3
Lifeguard Lesson lnstructor 4
Maintenance Technician
Member Services Coordinator
Party Crew
Private Swim lnstr. 2
Sick pay
Spark Van Driver
Treasurer
Vacation Pay
water Fitness
Water Fitness 4
Welcome Desk
Welcome Desk #3
Welcome Desk #4
Youth Progam Supervisor

Total Gross Pay

Deductions from Gross Pay
Deferred Compensation

Total Deductions from Gross Pay

Adjusted Gross Pay

Taxes Withheld
Federal Withholding
Medicare Employee
Social Security Employee
L&l-Employee
Medicare Employee Addl Tax
WA - Cares Fund
WA - Paid Fam Med Leave Emp.

Total Taxes Withheld

Deductions from Net Pay
Wage Garnishment

Total Deductions from Net Pay

Additions to Net Pay
Cell Phone

0.00
0.00
0.00
0.00

3,722.69
821.66

2,529.45
0.00

2,882.60
0.00
0.00
0.00

45.02
0.00
0.00
0.00

356.88
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

66.24
0.00
0.00
0.00
0.00

125.75
626.70

0.00
197.84

0.00
0.00

64.72
0.00
0.00

3,412.74

20.61
23.34
18.86
25.00
20.43
21.04
20.43
20.43
18.66
21.44
17.72
23.34
18.30
18.80
20.38
33.88
25.00
17.72
21.44
18.80

24.00
72.00

280.00
42.75

164.25
163.50
145.00

16.00
220.75

55.50
2.25

130.50
33.75
92.00
64.00

1 13.50
128.00
21.00
23.00

132.00
26.00

197.50
6.00

391.75
319.25

55.00
1 32.50
82.50
32.75
47.00
76.50
30.00
7.00

88.25
28.75
50.50

213.83
82.00

'138.75

138.00

145 5,769.24
5,703.54

774.24
1,854.00
1,502.13

0.00
722.70

4,043.36
0.00

440.16
5,072.21
1,078.36

0.00
2,689.62

816.92
1,735.13

928.88
2,318.81
2,693.12

429.03
469.89

2,463.15
557.44

3,499.70
140.05

7,1 69.04
5,979.91
1,054.67
4,489.10
2,062.50

580.33
1,039.76
1,347 .52

0.00
350.00

1,826.33
611.23

1,073.63
3,889,02
1,608.03
2,840.12

0.00

145.00 5,769.24
5,703.54

774.24
1,854.00
5,224.92

821.66
3,252.15
4,043.36
2,882.60

440.16
5,072.21
1,078.36

45.02
2,689.62

816.92
1,735.13
1,285.76
2,318.81
2,693.12

429.03
469.89

2,463.15
557.44

3,499.70
140.05

7,'169.04
5,979.91
1,120.91
4,489.10
2,062.50

580.33
1,039.76
1,473.27

626.70
350.00

2,024.17
611.23

1,073.63
3,953.74
1,608.03
2,840.12
3,412.74

96,475.16

-2,041.00

-2,041.00

94,434.16

-6,347.84
-1,398.91
-5,627.88

-776.38
0.00

-549.63
-633.1 I

-1 5,333.82

-418.76

-414.76

24
72

32.26
25.75
18.66

19.80
24.73

27.51
22.00
19.43

199.5
42.75

127.75

18.66
19.22
19.80

80.5

36.5
1 63.5

145 19.88

2.25 20.01

16 19,88

3.25 20.38

16
220.75

55.5

130.5
33.75

92
48

'1 13.5
128

21

23
132
26

197.5
6

391.75
319.25

51.75
132.5
82.5
32.75

47
706.5

30
18.66
20.89

24.73

3.5 18.49

138 24.73

722.5

722.5

7
80.25
28.75
50.5

210.33
82

138.75

50.00
25.00
21.26
21.28
18.49
19.61
20.20

8

-887.00
-215.34
-920.83
-1 35.79

0.00
-86.12
-97.72

14,852.29 3,490.08

0.00

0.00

14,852.29 3,490.08

81,622.87 4,2'12.58

-2,041.00

-2,041.00

79,581.87 4,212.58

-5,460.84
-1,183.57
-4,707.05

-640.59
0.00

-463.51
-535.46

-12,991.02

-418.76

-418.76

150.00

150.00

-2,342.80

0.00

0.00

Total Additions to Net Pay

Net Pay

200.00

200.00

78,88r.58

50.00

50.00

12,559.49 3,490.08

Page 1

722.5 66,322.09 4,212.s8
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SHORE METRO PARKS DISTRICT

EXPENSE RATI FICATION APPROVAL

We the undersigned, do herby certify under penatty of perjury that the materiats have been furnished, the

services rendered, or the [abor performed as described herein, that any advance payment is due and payabte

pursuant to contract or is avaitable as an option for futt or partiat futfiltment of a contractuat obtigation, and

that the ctaim is a just, due, and unpaid obtigation against the Shore Metro Park District, and that we are

authorized to authenticate and certify to said claim.

SUM MARY TRANSMITTAL FOR:

December 2025

From Operations Account:

Operations Totat: $9454.11

Canital oo

Expense Grand Totat: $94s4.11

Date: 412812026

Cterk Of The Board Director, Ryan Amiot

Board of Commissioners President

Mike French
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William Shore Memorial Pool District
Payroll Summary

December 2025

401 Child Care Fund 001 General Fund TOTAL

Hours Rate Dec 25 Hours Rate Dec 25 Hours Rate Dec 25

Employer Taxes and Contributions
Federal Unemployment
Medicare Company
Social Security ComPany
WA - Unemployment
L&l-Employer
WA - Employment Admin. Fund
WA - Paid Fam Med Leave Co.

Total Employer Taxes and Contributions

76.59
1,157.89
4,597.50

389.21
1,485.64

22.86
213.48

7,943.17

14.70
207.76
888.45
73.'t0

284.43
4.31

38.1 I
1,510.94:

91.29
1,365.65
5,485.95

462.31
1,770.07

27.17
251.67

9,454.11

Page2
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William Shore Memorial Pool District
Payroll Summary

December 2025

401 Child Care Fund 001 General Fund TOTAL

Hours Rate Dec 25 Hours Rate Dec 25 Hours Rate Dec 25

Employee Wages, Taxes and Adjustments
Gross Pay

Manager
Salary - Executive Director
Accountant
Activity lnstructor
After School Coordinator
After School Leader I
After School Leader 2

After School Leader 3
After School Leader 4
Aquatics Coord/Mgr
Asst Aft School Cd. 1

Asst Supervisor - Overtime
Clerk
Facility Supervisor pt
Head Guard 2
Head Guard 4
Head Guards
Holiday Pay
Janitor
Janitor FT
Janitor PT
Janitor PT 3
Lesson lnsructor 1

Lesson lnstructor 5
Lifeguard Lesson lnstructor
Lifeguard Lesson lnstructor 2

Lifeguard Lesson lnstructor 3
Lifeguard Lesson lnstructor 4
Maintenance Technician
Member Services Coordinator
Party Crew
Private Swim lnstr.2
Sick pay
Spark Van Driver
Vacation Pay
Water Fitness
Water Fitness 4
Welcome Desk
Welcome Desk #3
Welcome Desk #4
Youth Progam Supervisor

Total Gross Pay

0.00
0.00
0.00
0.00

1,978.40
3,209.53
'1,206.06

2,506.28
0.00
0.00

1 ,192.80
9.28
0.00
0.00
0.00
0.00
0.00

713.76
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

229.28
0.00
0.00
0.00
0.00

349.30
334.24

1,308.96
0.00
0.00
0.00
0.00
0.00

1,292.14

140

22.75
70

32.26
25.75

5,769.24
5,703.54

733.92
1,802.50

0,00
1 ,581.45

0.00
371.25
99.20

3,400.38
0.00
0.00

239.25
4,548.96
1,316.39
1,545.75
2,575.91
1,924.52
2,655.61
2,051.40

429.03
485.22

1,628.12
493.12

3,379.63
6,905.77
5,329.80

619.28
7,402.78
2,406.25

600.63
'1 ,1 35.81
1,452.82

0.00
1,814.56

797.26
845.12

4,104.79
1,323.68
2,383.60

0.00

140.00

22.75
70.00
80.00

256.75
62.75

145.33
4.25

137.50
60.00

0.25
9.00

198.00
67.75
75.00

1 36.58
124.2s
128.00
97.50
21.00
23.75
87.25
23.00

189.75
375.00
283.50

41.00
218.50

96.25
33.50
54.50
91.00
16.00

141.93
37.50
39.75

222.00
67.50

1 18.00
52.25

5,769.24
5,703.54

733.92
1,802.50
1,978.40
4,790.98
1,206.06
2,877.53

99.20
3,400.38
1,192.80

9.28
239.25

4,548.96
1,316.39
1,545.75
2,575.91
2,638.28
2,655.61
2,051.40

429.03
485.22

1,628.12
493.12

3,379.63
6,905.77
5,329.80

848.56
7,402.78
2,406.25

600.63
1,135.81
1,802.12

334.24
3,123.52

797.26
845.'12

4,104.79
1,323.68
2,383.60
1,292.14

94,1 86.57

-1,020.50

-1,020.50

93,166.07

-6,492.68
-1,365.65
-5,485.95

-731.85
0.00

-537.04
-614.81

-15,227.98

-387.98

-387.98

175.00

175.00

77,725.11

80
172

62.75
126.58

24.73
18.66
19.22
19,80

32 19.88

11.25 20.38

o

198
67.75

75
136.58
92.25

128
97.5

21

23.75
g7.25

23
189.75

375
283.5

29.75
218.5
96.25
33.5
54.5
72.75

89
37.5
39.75

222
67.5

118

14,330.03 3,364.33

0.00

14,330.03 3,364.33

84.75 18.66

27.51
22.00
19.43
20.61
18.86
24.73
21.04
21,04
20.43
20.43
18.66
21.44
17.72
18.30
18.80
20.38
33.88
25.00
17.72
21.44
18.66

18.75
4.25

137.5

19.80
23.34
24.73

60
0.25

18.25
16

52.93

19.88
37.10

19.22
20.89
24.73 22.00

21.26
21.26
18.49
19.61
20.20

Deductions from Gross Pay
Deferred Compensation

Total Deductions from Gross Pay

Adjusted Gross Pay

Taxes Withheld
Federal Withholding
Medicare Employee
Social Security Employee
L&l-Employee
Medicare Employee Addl Tax
WA - Cares Fund
WA - Paid Fam Med Leave Emp.

Total Taxes Withheld

Deductions from Net Pay
Wage Garnishment

Total Oeductions from Net Pay

Additions to Net Pay
Cell Phone

Total Additions to Net Pay

52.25 24.73

684.26

684.26

684.26

0.00

79,856.54 4,048.59

-1,020.50

-1,020.50

78,836.04

-5,489.68

4,048.59

-1,1 57.89
-4,597.50

-614.26
0.00

-453.93
-521.14

12,834.40

-387.98

-387.98

150.00

1 50.00

65,763.66 4,048.59

-1,003.00
-207.76
-888.45
-117.59

0.00
-83.1 1

-93.67

-2,393.58

0.00

0.00

25.00

25.00

I {,951.45 3,364.33Net Pay

Page 1
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SHORE METRO PARKS DISTRICT

EXPENSE RATI FICATIO N APPROVAL

We the undersigned, do herby certify under penatty of perjury that the materiats have been furnished, the

services rendered, or the labor performed as described herein, that any advance payment is due and payabte

pursuant to contract or is avaitabte as an option for futt or partiat futfittment of a contractuat obtigation, and

that the ctaim is a just, due, and unpaid obtigation against the Shore Metro Park District, and that we are

authorized to authenticate and certify to said ctaim.

SU M MARY TRANSM ITTAL FOR:

lanuary2O26

From Operations Account:

Payrott: $10,291.06

Canital -oo

Expense Grand Total: $10,281.36

Date: 4/2812026

Cterk Of The Board Director, Ryan Amiot

Board of Commissioners President

Mike French

17



William Shore Memorial Pool District
Payroll Summary

January 2026

401 Child Care Fund 001 General Fund TOTAL

Hours Rate Jan 26 Hours Rate Jan 26 Hours Rate Jan 26

Employer Taxes and Contributions
Federal Unemployment
Medicare Company
Social Security Company
WA - Unemployment
Qualified OT Tracking
L&l-Employer
WA - Employment Admin. Fund
WA - Paid Fam Med Leave Co.

Total Employer Taxes and Contributions

72.19
174.42
745.85

44.50
0.00

330.40
3.60

38.83

487.74
1,178.67
4,686.1 2

300.75
0.00

1,931.44
24.40

262.45

559.93
1,353.09
5,431.97

345.25
0.00

2,261.84
28.00

3U.24

10,281.36t,409.79 8,871.57

Page 2

18



William Shore Memorial Pool District
Payroll Summary

January 2026

401 Child Care Fund 001 General Fund TOTAL

Hours Rate Jan 26 Hours Rate Jan 26 Hours Rate Jan 26

Employee wages, Taxes and Adjustments
Gross Pay

Manager
Salary - Executive Director
Accountant
Activity lnstructor
After School Coordinator
After School Leader 1

After School Leader 2
After School Leader 3
Aquatics Coord/Mgr
Asst Aft School Cd. I
Asst Aft School Cd. 3
Clerk
Facility Supervisor pt
Head Guard 2
Head Guard 4
Head Guards
Holiday Pay
Janitor
Janitor FT
Janitor PT
Janitor PT 3
Lesson lnsructor 1

Lesson lnstructor 5
Lifeguard Lesson lnstructor
Lifeguard Lesson lnstructor 5
Lifeguard Lesson lnstructor 2
Lifeguard Lesson lnstructor 3
Lifeguard Lesson lnstructor 4
Maintenance Technician
Member Services Coordinator
Party Grew
Private Swim lnstr. I
Private Swim lnstr. 2
Sick pay
Spark Van Driver
Vacation Pay
Water Fitness
Water Fitness 4
Welcome Desk
Welcome Desk #3
Welcome Desk #4

2.25

18.85

20.38

19.80
20.89

1 9.80
25.75

24.04
27.51
22.00
20.01
21.23
19.43
22.00
21.04
21.04
20.43
20.43
18.66
21.44
18.25
23.34
18.85
19.36
21.44
33.88
25.75
1 8.16
20.21
21.44
20.20

22.75
60.00

'129.50

209.50
60.50

146.50
153.75
74.75

3.50
15.00

215.00
74.00
41.25

1 89.50
192.00
122.75
96.00
23.75
22.00
85.75
2.75

305.50
18.00

298.50
240.00

26.75
207.00
81.50
34.75
29.25
34.00
46.50

8.00
85.00
26.25
39.00

208.75
56.25

135.25

0.00
0.00
0.00
0.00

3,334.63
2,229.88
1,162.81
2,682.90

0.00
1,530.88

0.00
0.00
0.00
0.00
0.00
0.00

618.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

37.70
0.00

45.86
0.00
0.00
0.00
0.00
0.00

220.14
167.12

0.00
0.00
0.00
0.00
0.00
0.00

117

22.75
60

11

153.75

3.5
15

215
74

41.25
189.5

168
122.75

96
23.75

22
85.75

2.75
305.5

18
296.5

240
24.5

207
81.5
34.75
29.25

34
35.25

5,942.30
5,703.54

733.92
1,545.00

0.00
1,679.41

0.00
217.80

3,959.07
0.00

84.14
412.65

4,936.98
1,480.75

875.74
3,682.01
3,642.24
2,582.66
2,019.44

485.21
449.46

1,600.1 1

58.96
5,586.89

420.12
5,620.14
4,646.40

505.89
7,013.16
2,098.63

631.06
585.20
720.97
734.06

0.00
1 ,550.10

558.09
829.1 5

3,859.79
1,103.07
2,732.05

1 17.00 5,942.30
5,703.54

733.92
1,545.00
3,334.63
3,909.29
1,162.81
2,900.70
3,959.07
1,530.88

84.14
412.65

4,936.98
1,480.75

875.74
3,682.01
4,260.24
2,582.66
2,019.84

485.21
449.46

1 ,600.1 1

58,96
5,586.89

420.12
5,657.84
4,646.40

551.75
7,01 3.16
2,098.63

631.06
585.20
720.97
954.20
167.12

1 ,550.10
558.09
829.1 5

3,859.79
1,103.07
2,732.05

93,316.48

-2,041.00

-2,041.00

91,275.48

-5,651.84
-1,353.09
-5,431.97

-874.53
0.00

-531.32
-749.22

-14,591.97

-487.98

-447.98

32.26
25.75

90 18.66
129.5
1 19.5
60.5

135.5

25.75
18.66
19.22
19.80

74.75 20.48

24 25.75

2

11.25
8

85
26.25

39
208.75

56.25
135.25

21.04
21.26
21.26
18,49
19.61
20.20

Total Gross Pay

Deductions from Gross Pay
Deferred Compensation

Total Deductions from Gross Pay

Adjusted Gross Pay

Taxes Withheld
Federal withholding
Medicare Employee
Social Security Employee
L&l-Employee
Medicare Employee Addl Tax
wA - cares Fund
WA - Paid Fam Med Leave Emp.

Total Taxes Withheld

Deductions from Net Pay
Wage Garnishment

Total Deductions from Net Pay

Additions to Net Pay
Cell Phone

Total Additions to Net Pay

Net Pay

567.25

567.25

s67.25

-606.00
-174.42
-745.85
-127.75

0.00
-69.78
-97.11

12,029.92 3,370.5

0.00

0.00

12,029.92 3,370.5

81,286.56 3,937 .75

-2,041.00

-2,041.00

79,245.56 3,937.75

-5,045.84
-1,178.67
-4,686.12

-746.78
0.00

-461.54
-652.11

-12,771.06

-487.98

-487.98

150.00

1 50_00

66,136.52 3,937.75

-1,820.91

0.00

0.00

0.00

0.00

10,209.01 3,370.5:

150.00

150.00

76,345.s3

Page I
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SHORE METRO PARKS DISTRICT

EXPENSE RATI FICATION APPROVAL

We the undersigned, do herby certify under penatty of perjury that the materiats have been furnished, the

services rendered, or the Labor performed as described herein, that any advance payment is due and payabte

pursuant to contract or is availabte as an option for futt or partiatfulfittment of a contractuat obtigation, and

that the ctaim is a just, due, and unpaid obtigation against the shore Metro Park District, and that we are

authorized to authenticate and certify to said ctaim.

SU M MARY TRANSM ITTAL FOR:

February 2026

From Operations Account:

Payrotl Totat: $11,822.06

Caoital oo

Expense Grand Totat: $11,822.06

Date: 4128/2026

CterkOf The Board Director, Ryan Amiot

Board of Commissioners President

Mike French
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William Shore Memorial Pool District
Payroll Summary

February 2026

401 Child Care Fund 001 General Fund TOTAL

Hours Rate Feb 25 Hours Rate Feb 26 Hours Rate Feb 26

Additions to Net Pay
Cell Phone

Total Additions to Net PaY

Net Pay

Employer Taxes and Contributions
Federal Unemployment
Medicare Company
Social Security ComPany
WA - Unemployment
Qualified OT Tracking
L&l-Employer
WA - EmploymentAdmin. Fund
wA - Paid Fam Med Leave Co.

Total Employer Taxes and Contributions

0.00 150.00

150.00

68,264.08 4,243.00

150.00

0.00

13,843.60 3,466777

150.00

90.46
236.53

1,01 1.36
60.35
32.20

445.24
4.89

52.67

1,933.70

413.91
1,214.49
4,839.42

309.90
792.03

2,023.10
25.15

270.36

9,888.36

82,107.68

504.37
1,451 .02
5,850.78

370.25
824.23

2,468.34
30.04

323.03

11,822.06

Page2
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William Shore Memorial pool District
Payroll Summary

February 2026

401 Child Care Fund

-Ies1h
0.00
0.00
0.00
0.00

3,836.76
2,990.27
1,638.51
2,994.75

0.00
0.00

3,051.52
96.58
0.00
0.00
0.00
0.00
0.00
0.00
0.00

369.84
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

581.61
752.04

0.00
0.00
0.00
0.00
0.00
0.00

001 General Fund
TOTAL

Employee Wages, Taxes and Adjustments
Gross pay

Manager
Salary - Executive Director
Accountant
Activity lnstructor
After School Coordinator
After School Leader I
After School Leader 2
After School Leader 3
After School Leader 4
Aquatics Coord/Mor
Asst Aft Schoot GCi. ,r

Asst After School Cd _ OT
Clerk
Facility Supervisor ot
Head Guard 2
Head Guard 5
Head Guards
Hotiday
Hotiday t.s
Holiday pay
Janitor
Janitor FT
Janitor pT
Janitor pT 3
Lesson lnsructor I
Lileguard Lesson lnstructor
Lrteguard Lesson lnstructor s
Ltreguard Lesson lnstructor 2
Lrteguard Lesson lnstructor 3
l_treguard Lesson lnstructor 4
Maintenance Technician

llaefrTr 
services coordinator

Private Swim lnstr. 1
Private Swim lnstr.2
Sick pay
Spark Van Driver
Vacation pay
Water Fitness
Water Fitness 4
Welcome Desk
Welcome Desk #3
Welcome Desk #4

Feb 26

149
160.25
85.25

151.25

25.75
18.66
19.22
1 9.80

32.26
25.75

18.66

29.00
66.00

149.00
204.75
85.25

179.25
7.00

148.75
149.00

2.50
54.75

208.75
2.00

23.75
312.75

0.00
91.00
72.00
89.75

120.00
21.00
20.25

153.75
559.50

1 0.50
138.50
1 97.50
44.25

196.25
76.75
29.50
29.25
27.25
61.25
36.00
28.00
27.50
48.50

213.75
75.00

101.50

152

44.5

28
7

148.75

5,942,30
5,703.54

935.54
1,699.50

0.00
830.37

0.00
554.40
175.98

3,830.31
0.00
0.00

1 ,506.17
4,843.42

40.02
605.1 7

6,076.74
0.00

2,797.38
1,219.68
1,888.34
2,524,80

429.03
413.71

2,869.01
10,234.79

252.42
2,610.73
3,823.60

905.00
6,648.95
1,976.32

535.72
585.20
598.25
696.99

0.00
916.12
584.66

1 ,031.12
3,952.25
1,470.76
2,050.30

152.00 5,942.30
5,703.54

935.54
'1,699.50

3,836.76
3,820.64
1,638.51
3,549.1 5

1 75.98
3,830.31
3,051.52

96.58
1,506.17
4,843.42

40.02
605.1 7

6,076.74
0.00

2,797.38
1,589.52
1,888.34
2,524.80

429.03
413.71

2,869.01
10,234.79

252.42
2,610.73
3,823.60

905.00
6,648.95
1,976.32

535.72
585.20
598.25

1,278.60
752.04
916.12
584.66

1,031.12
3,952.25
1,470.76
2,050.30

29
oo

19.80
24.04
25.75149

2.5
20.48
38.63

16 25.75

19.80
20.89

54.75
208.75

2
23.75

312.75
0

91

56
89.75

120
21

20.25
153.75
559.5
10.5

1 38.5
'197.5

44.25
196.25
76.75
29.5
29.25
27.25
JJ.5

27.51
22.00
20.01
24.04
19.43
25.75
38.63
25.75
21.04
21.04
20.43
20.43
18.66
18.25
24.04
1 8.85
19.36
20.38
33.88
25.75
18.16
19.60
21.44
25.75

27.75
36

777

28
27.5
48.5

213.75
75

101.5

33.88
21.26
21.26
18.49
19.61
20.20Total Gross pay

Dedu-ctions from Gross pay
Deferred Compensation

Total Deductions from Gross pay

Adjusted Gross pay

Taxes Withhetd
Federat Withholdino
Medicare Employee-
Social Security Emplovee
L&t.Emptoyee
Medicare Emptoyee Addt Tax
WA - Cares Fund
WA - paid Fam Med Leave Emp.

Total Taxes Withhetd

Deductions from Net pav
Wage Garnishment '

Total Deductions from Net pay

16,31 1.88 3,466

0.00

0.00

16,31 1.88 3,466

83,758.59 4,243.00

-2,041.00

-2.041.00

81,717.59 4,243.00

100,070.47

-2,041.00

-2,041.00

98,029.47

-822.00
-236.53

-1 ,01 1.36
-172.14

0.00
-94.60

-1 31.55

-5,1 69.68
-1,214.49
-4,839.42

-782.21
0.00

-474.36
-666.21

-5,991.68
-1,451.02
-5,850.78

-954.35
0.00

-568.96
-797.86

-2,468.28

0.00

0.00

-13,146.37

-457.14

-15,6't4.65

-457.14

Page t
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SHORE METRO PARKS DISTRICT

EXPENSE RATI FICATION APPROVAL

We the undersigned, do herby certify under penalty of perjury that the materials have been furnished, the

services rendered, or the tabor performed as described herein, that any advance payment is due and payabte

pursuant to contract or is avaitabte as an option for futt or partiat futfittment of a contractuat obtigation, and

that the ctaim is a just, due, and unpaid obtigation against the Shore Metro Park District, and that we are

authorized to authenticate and certify to said ctaim.

SU M MARY TRANSM ITTAL FOR:

March 2026

From Operations Accou nt:

Operations Totat:

PayrottTota[:

CanitalTota[:

$81,660.59

$10,8s8.47

$oo-oo

Expense Grand Totat:

Date : 4l)P'1?026

Cterk Of The Board

Board of Commissioners President

Mike French

Director, Ryan Amiot

$92,519.0G
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William Shore Memorial Pool District
Transactions for Ratification

March 2026

Type Date Num Namo Memo Account Debit

Credit Card Charge 0310412026

Credit Card Charge 0311912026

Credit Card Charge 0311212026 Amazon

Check

Credit Card Charge 0310412026 cody wsdot

TOTAL

ratchet straps 3.73 Maintenance Supplies

food handlers pe... 3.51.2 Programiotfice Supplies

toys for easter e... 3.43 Special Events

Service Charge 4j2Payroll Fees/Bank Charge

bridgetoll (grain... 4.31 Training/Conferences

cody

lori

lori

Harbor Freight

WA Food Workers

10.87

10.87

10.00

10.00

8.48

0310112026

8.48

5.95

5.95

5.50

5.50

8r,660.59

Page 5
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William Shore Memorial Pool District
Transactions for Ratification

March 2026

Type Date

03t1212026

Num Name Memo Account Debit

Check

Check

Check

Check

Check

Check

Check

Check

Check

Check

Check

Check

Check

5283 Health Care Authority Employee Healt... Health lnsurance 23,972.02

23,972.02

13,751 .080310412026 5269 City of PA 01/09 - 02105 Uti... 4.70 Utilities

03t23t2026 5296 Trotter & Morton #23659Maint pr... 4.34EquipmenfRepair/Maint

03t0412026 5273 Orca Pacific Plaster Patch re... 4.83 Building Repair/Maint

0312312026 5301 Clallam County Treasurer PID 85349 2026 ... 4.97 County Tax

0310212026 0302m... MerchantSettlement Merch settlemen... 4.17 CC Merchant Fees

0312312026 5298 Cascade Columbia Distr... #947966 Saltwa... 3.71 Pool Chemicals

0312512026 DOR Department of Revenue February 2026 B... 4.95 State Sales/B & O Tax

03t17t2026 5292 Uline Janitorial invoice.,. 3.72 Janitorial Supplies

0311612026 WMS32... W.M. Smith & Associates lights lens & gas... 4.83 Building RepairiMaint

0310412026 5270 Uline Janitorial supplies 3.72 Janitorial Supplies

03t12t2026 5289 Bizy Boys LLC #14389 Feb land... 4.81 Landscape Maintenance

0310412026 5272 Bizy Boys LLC January landsca... 4.81 Landscape Maintenance

Credit Card Charge 0312012026 ryan On Time Sports Clallam bay spor... 4.40 Marketing/Advertising

Check 03t1212026 Orca Pacific Sikaflex sealant... 3.73 Maintenance Supplies

Credit Card Charge 0311012026 Swim Outlet goggleinventory 3.21 lnventory/Resale

Credit Card Charge 0311612026 Amazon goodie bag supp... 3.42 Party Good & Supplies

Credit Card Charge 0313012026 Amazon office supplies 3.1 1 Office Supplies

Credit Card Charge 0311412026 Amazon easter supplies 3.43 Special Events

Check 0311212026 ChemicalProductsCo. tt4252quafie{y.,. 4.84Equipment-RepairiMaint

digital signage fo... 3.11 Office Supplies

13,751 .08

6,569.39

6,569.39

6,261.75

6,261.75

4,348.02

4,348.02

2,589.58

2,589.58

2,395.88

2,395.88

2,358.86

2,358.86

2,312.70

2,312.70

1,788.45

1,788.45

1,577 .78

1,577 .78

1j20.93

1.120.93

1,088.28

1,088.28

1,000.00

1,000.00

995.005285

lori

lori

lori

lori

5286

ryan

995.00

921.21

921.21

825.06

825.06

496.29

496.29

439.87

439.87

381.15

381 .15

368.08Credit Card Charge 0311412026 Walmart

Page I
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William Shore Memorial Pool District
Transactions for Ratification

March 2026

Type Date Num Name Memo Account Debit

5287 Pacific Office Equipment #1174940 conta... 4.51 Office Copier

5295 IAM SGE Starguard Elite INV/2026/00040 ... 3.32 Lifeguard Supplies

5297 Angeles Communication... #35713 Network ... 4.21 Telephone/Cellphone

03t0212026 Unum Unum Life lns Staff life insuran... Health lnsurance

0312312026 5299 Canon Financial Service... ,92885056 Marc... 4.51 Office Copier

03t2312026 5300 Amiot, Ryan 2000 plastic egg... 3.43 Special Events

268.29 Amazon eggs for egg hun... 3.43 Special Events

338.56Check 03t1212026

Check 0312312026

Check 03t23t2026

Check

Check

Check

Credit Card Charge 0312012026

Check o311712026 5293 City of PA

Credit Card Charge 0311712026 morgan Amazon

Check 0312312026 Astound Wave

Credit Card Charge 0312012026 ryan Downriggers

Check 03t16t2026

Credit Card Charge 0310512026 morgan Amazon

Credit Card Charge 0310612026 lori Home Depot

Check 03t12t2026 5288 Sunrise Pest

Credit Card Charge 0311212026 morgan Walmart

Check 0311612026

Check 0311212026

Check 03t06t2026

Check 0311212026

338.56

330.00

330.00

330.00

330.00

311.2s

311.25

286.03

286.03

282.01

282.01

268.29

268.29

225.00#92443Opertati... 4.83Building Repair/Maint

Projector screen ... 3.51.2 Program/Office Supplies

lnternet auto pay... 4.23 Website/lnternet

Mgmt meeting &... 4.31 Training/Conferences

paint & supplies 4.83 Building Repair/Maint

#425575 316126 ... 4.83 Building Repair/Maint

St patricks food ... 3.51.3 Food Supplies

225.00

211.75

211.75

204.00

204.00

192.23

192.23

161.175281 Angeles Communication... #35710 VolP ser... 4.21 Telephone/Cellphone

SPARISSPLAS.. . 3.51.2 Programioffice Supplies

161.17

1 58.06

158.06

140.11

140.11

139,56

139.s6

123.49

123.49

123.035280 Hogan, Elizabeth M W-2 additional n... 3.10 Omce Supplies

03112E... MerchantSettlement EXP fees 4.17 CC Merchant Fees

5278 Thomas Pfeiffer Duel membershi. .. 347.34 Pass Sales

5291 Chase, Cody W Paint for steel be... 4.83 Building Repair/Maint

fuel for van

123.03

110.92

110.92

101 .98

101 .98

100.71

100.71

98.00Credit Card Charge 0312612026 morgan Chevron

Page 2
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98.00

28



Willlam Shore Memorial Pool District
Transactions for Ratification

March 2026

Type Date Num Name Memo Account Debit

Check 03t12t2026 5290 Julia Smith Membership can... 347.34 Pass Sales

Credit Card Charge 0312812026 ryan AT&T Work phone upg... 4.21 Telephone/Cellphone

Credit Card Charge 0310712026 lori Amazon misc office suppl... 3.'11 Office Supplies

Credit Card Charge 0312712026 lori Domino's pizza for "c" party 3.42 Party Good & Supplies

Check 03t12t2026 5284 Swains General Store GFI recp and dril... 3.73 Maintenance Supplies

Credit Card Charge 0310712026 lori Amazon frames & mats 3.22 Promoiional

Credit Card Charge 0310112026 cody Walmart wide tape for sikt... 4.83 Building Repair/Maint

Credit Card Charge 0313112026 lori Amazon locks for inventory 3.2'1 lnventory/Resale

Credit Card Charge 0310912026 ryan IAM SGE Starguard Elite Star Guard certs 3.32 Lifeguard Supplies

Credit Card Charge 0310112026 cody Home Depot tools & supplies ... 4.83 Building Repair/Maint

Credit Card Charge 0310512026 Swains General Store Bolts for pool pipe 3.73 Maintenance Supplies

Credit Card Charge 0310512026 cody keller supply pvc union defen... 4.84 Equipment-Repair/Maint

Credit Card Charge 0311712026 brie Fox 40 USA Lifeguard whistles 3.32 Lifeguard Supplies

Credit Card Charge 0310512026 cody Harbor Freight concrete grinder ... 3.73 Maintenance Supplies

Credit Card Charge 0311712026 brie Transend Foods Glucose packets 3.32 Lifeguard Supplies

Check 0311612026 5279 Ashley Doph Refund party roo... 347.35 Party Room Rentals

Credit Card Charge 0310812026 brie Amazon cleaning rags & ... 3.72 Janitotial Supplies

Credit Card Charge 0310112026 morgan Amazon kitchensupplies 3.51.2Program/OfficeSupplies

Credit Card Charge 0311212026 morgan Dollar Tree craft supplies 3.51.2 Program/Office Supplies

Credit Card Charge 0311312026 lori Amazon goodie bag supp..- 3.42 Party Good & Supplies

easter bunny 3.43 Special Events

91.85

91.85

80.1 0

80.10

77.59

77.59

76.80

76.80

73.93

73.93

71.52

71.52

68.65

68.65

68.56

68.56

60.00

60.00

59.72

59.72

59.45ryan

59.45

57.72

57.72

54.72

54.72

53.34

53.34

52.00

52.00

50.00

50.00

48.56

48.56

48.25

48.25

47.54

47.54

47.46

47.46

46.82Credit Card Charge 03l'142026 lori Amazon

Page 3
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William Shore Memorial Pool District
Transactions for Ratification

March 2026

Type Date Num Name Memo Account Debit

Credit Card Charge 0310412026 cody Arco gasforgrainger... 4.32 Travel/Fuel

Credit Card Charge 0312512026 cody port angeles transfer sta bulk garbage run 3.73 Maintenance Supplies

Credit Card Charge 0310412026 morgan Amazon craft supplies 3.51.2 Programioffice Supplies

Credit Card Charge o3losl2o26 ryan Swains General Store Bolts for pool pipe 3.73 Maintenance Supplies

Check 0310412026 5271 PortAngeles Lockworks BestTE Keys (3) 3.73 Maintenance Supplies

Credit Card Charge 0310712026 lori Amazon Party supplies 3.42 Party Good & Supplies

Credit Card Charge 0312712026 brie Amazon Whistle lanyards... 3.32 Lifeguard Supplies

Check 0310312026 0303gate Gateway Billing merchant gateway 4.17 CC Merchant Fees

Credit Card Charge 0312712026 lori Safeway party cake 3.42 Party Good & Supplies

Credit Card Charge 0310912026 ryan NCSI backgroundche... 4.16 Legal/Background Check

Credit Card Charge 0310512026 cody Home Depot pvc fittings 4.84 Equipment-Repair/Maint

Credit Card Charge 0310812026 Amazon mats for pictures 3.22 Promotional

Credit Card Charge 0311612026 Amazon easter prizes 3.43 Special Events

Credit Card Charge 0313012026 Amazon locks for inventory 3.21 lnventory/Resale

Check 0311612026 Thurmans #972983 lrom 21... 3.73 Maintenance Supplies

Credit Card Charge 0312812026 Domino's Pizza for date ni... 3.43 Special Events

Credit Card Charge 0310412026 Swains General Store paint supplies 4.83 Building Repair/Maint

Credit Card Charge 0310212026 Spotify Music for SPARK 3.13 Subscriptions

Credit Card Charge 0310212026 Disney Plus Movies for SPARK 3.13 Subscriptions

Check 03t11t2026 Wire Fees Wire fees 3/11/2... 4j2Payrcll Fees/Bank Charge

photo hangers 3.11 Office Supplies

42.69

42.69

41.25

41.25

41.16

41.16

41.12

41.12

40.84

40.84

40.24

40.24

34.15

34.15

30.00

30.00

25.99

25.99

18.50

18.50

17.91

17.91

17 .41lori

lori

lori

5282

brie

lori

morgan

morgan

17 .41

17 .41

17.41

17.30

17.30

16.94

16.94

1s.20

15.20

15.18

15.18

14.15

14.15

14.15

14.15

14.00wire

lori

14.00

12.09Credit Card Charge 0311112026 Amazon

Page 4
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William Shore Memorial Pool District
Payroll Summary

March 2026

401 Child Care Fund 001 General Fund TOTAL

Hours Rate Mar 26 Hours Rate Mar26 Hours Rate Mar 26

Employer Taxes and Gontributions
Federal Unemployment
Medicare Company
Social Security Company
WA - Unemployment
Qualified OT Tracking
L&l-Employer
WA - EmploymentAdmin. Fund
WA - Paid Fam Med Leave Co.

Total Employer Taxes and Contributions

63.31
225.83
965.51

57.64
0.00

426.38
4.67

50.27

242.18
1,121 .49
4,441.71

286.1 I
903.03

1,797.35
23.19

249.73

9,064.86

305.49
1,347.32
5,407.22

343.82
903.03

2,223.73
27.86

300.00

1,793.6{ r0,858.47

Page 2
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William Shore Memorial Pool District
Payroll Summary

March 2026

401 Child Care Fund 001 General Fund TOTAL

Hours Rate Mar 26 Hours Rate Mar 26 Hours Rate Mar 26

Employee Wages, Taxes and Adjustments
Gross Pay

Manager
Salary - Executive Director
Accountant
Activity lnstructor
After School Coordinator
After School Leader I
After School Leader 2

After School Leader 3
Aquatics Coord/Mgr
Asst Aft School Cd. I
Clerk
Facility SuPervisor Pt
Head Guard 2
Head Guard 5
Head Guards
Holiday 1.5
Holiday PaY
Janitor
Janitor FT
Janitor PT
Janitor PT 3
Lesson lnsructor 1

Lesson lnstructor 5
Lifeguard Lesson lnstructor
Lifeguard Lesson lnstructor 2

Lifeguard Lesson lnstructor 3

Lifeguard Lesson lnstructor 4
Maintenance Technician
Member Services Coordinator
Overtime (x1.5) hourly
Party Crew
Private Swim lnstr. 1

Private Swim lnstr. 2

Sick pay
Spark Van Driver
Vacation Pay
Water Fitness
Water Fitness 4
Welcome Desk
Welcome Desk #3
Welcome Desk tt4

Total Gross PaY

137.25
173.75
47.5

170.75

8.75
34
16

742.25

742.25

742.25

34.75
155.5

7
208

'10

2.75
299.75

87
48

aaE

85.83
I

23
183.75

433.75
96.5

144.25
24.25

254.75
128.5

7.5
10.5
13.75
14.5
37.75

135.75 20.48

16 25.75

2.5 20.38

25.75
18.66
19.22
19.80

20.48
20.89
25.75

0.00
0.00
0.00
0.00

3,534.1 I
3,242.19

912.96
3,380.85

0.00
2,74016

0.00
0.00
0.00
0.00
0.00
0.00

369.84
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

50.95
0.00
0.00
0.00
0.00
0.00
0.00

179.20
710.26
412.00

0.00
0.00
0.00
0.00
0.00

148

73.91

5,942.30
5,703.54

879.09
1,648.00

0.00
1,379.17

0.00
688.05

4,004.13
0.00

192.57
4,860.58

200.1 0
66.1 1

5,824.16
2,633.81
1 ,051.36
1,630.60
1,805.86

183.87
469.89

3,428.82
117.92

7,922.44
1,819.03
2,792.68

494.22
8,630.93
3,308.88

381.15
190.68
279.13
308.42
728.21

0.00
1,100.87

403.96
350.81

3,434.52
1,382.51
1.105.20

148.00 5,942.30
5,703.54

879,09
1,648.00
3,534.19
4,621.36

912.96
4,068.90
4,004.13
2,780.16

192.57
4,860.58

200.1 0
66.11

5,824.1 6
2,633.81
1,421.20
1,630.60
1,805.86

I 83.87
469.89

3,428.82
117.92

7,922.44
1,819.03
2,792.68

545.17
8,630.93
3,308.88

381.15
190.68
279.13
308.42
907.41
710.26

1,512.87
403.96
350.81

3,434.52
1,382.51
1,105.20

27.25
64

32.26
25.75

18.66

19.80
25.75

27.51
22.00
20.01
24.04
19.43
27.74
25.75
21.04
21.04
20.43
20.43
18.66
21.44
18.25
18.85
1 9.36
20.38
33.88
25.75
50.82
18.16
20.21
20.21
21.04

27.25
64.00

137.25
247.66
47.50

205.50
155.50
135.75

7.OO

208.00
10.00
2.75

299.75
87.00
64.00
77.50
85.83

9.00
23.00

183.75
5.50

433.75
96.50

144.25
26.75

254.75
128.50

7.50
10.50
13.75
14.50
46.50
34.00
59.25
19.00
1 6.50

185.75
70.50
54.00

43.25
19

16.5
185.75
70.5

54

21.04
21.26
21.26
18,49
19.61
20.20

Deductions from Gross Pay
Deferred Compensation

Total Deductions from Gross Pay

Adjusted Gross Pay

Taxes Withheld
Federal Withholding
Medicare Employee
Social Security Employee
L&l-Employee
Medicare Employee Addl Tax
WA - Cares Fund
WA - Paid Fam Med Leave EmP.

Total Taxes Withheld

Deductions from Net Pay
Wage Garnishment

Total Deductions from Net PaY

Additions to Net Pay
Cell Phone

Total Additions to Net Pay

-720.00
-225.83
-965.51
-164.85

0.00
-90.30

-125.70

15,572.60 3,105.49

0.00

0.00

15,572.60 3,1 05.49

77,343.57

-2,041.00

3,847.74

-2,041.00

75,302.57 3,847.74

-4,964.68
-1,121.49
-4,441.71

-694.88
0.00

-436.74
-619.91

-12,279.41

-472.56

-472.56

3,847.74

92,916.17

-2,041.00

-2,041.00

90,875.17

-5,684.68
-1,347.32
-5,407.22

-859.73
0.00

-527.04
-745.61

-14,571.60

-472.56

-472.56

150.00

150.00

75,981.01

-2,292.19

0.00

150.00

150.00

62,700.50

0.00

0.00

13,280.41

0.00

3,105.49Net Pay

Page 1
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Shore Aquatic Genter

Shower Voucher Program Pol'icY

Purpose

The purpose of this pol,icy is to estabtish guidetines for a Limited shower access program

that supports community heatth and hygiene needs whil,e ensuring atignment with the

shore Aquatic center's mission, operationatcapacity, and atl, appticabLe laws and

regutations.

1. Program Overview

The Shore Aquatic Center may offer a Shower Access Voucher Program that attows pre-

approved partner organizations to distribute vouchers for Limited use of tocker room

shower facitities during designated hours.

This program is intended to:

. Promote publ,ic heatth and hygiene

. Support community-based outreach efforts

. UtiLize existing facitity capacity during [ow-demand periods

2. Authorization and Governance

This program must be formatl,y approved by the Shore Aquatic Center Governing

Board.

Any materiat changes to the program (inctuding hours, scope, or etigibitity) must be

reviewed and approved by the Board.

The program shatl, be reviewed periodicatty, at intervats determined by the Board, for

effectiveness, com ptia nce, and community impact.

3. Partner Organization APProval

. Vouchers may onty be distributed through partner organizations approved by the

Governing Board.

r Partfl€r organizalions must:

o Be registered non-profit or government-affitiated service providers

a

a
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o Demonstrate experience working with vutnerabte or underserved poputations

o Agree to program guidel,ines and reporting requirements

The Governing Board reserves the right to approve, deny, or revoke participation of

a ny partner organization.

4. Hours ofAccess

. Shower voucher use shat[ be Limited to the fottowing hours:

5:30 a.m. -9:00 a.m.

. Access outside of these hours is not permitted underthis program.

. The Shore Aquatic Center reserves the right to suspend access during maintenance,

emergencies, or operationaI confticts.

5. Facitity Use and Supervision

. Voucher users are granted access to shower and restroom facitities only.

. Access to poots, fitness areas, or other amenities is not incl,uded untess otherwise

authorized.

. At[ participants must compty with facitity rutes, staff direction, and safety

requirements.

. The Shore Aquatic Center reserves the right to deny access to any individual for

viotation of facil,ity pol.icies or unsafe behavior.

6. Health, Safety, and Legal Comptiance
This program shat[ operate in futL comptiance with al,tappticabte laws and regutations,

incl,uding but not Limited to:

. Washington Open Pubtic Meetings Act (governance and transparency requirements)

. Washington State Department of Heal,th regutations for pubtic aquatic faciLities

. Local heatth department codes governing sanitation and facitity use

. Americans with Disabil,ities Act (ADA) accessibil.ity requirements

a
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. Att retevant risk management, tiabitity, and insurance requirements

participants must adhere to att posted heatth and hygiene rutes. The facitity wi[[ maintain

standard cl,eaning and sanitation protocots consistent with pubtic pool regutations'

7. Cost and Funding

. The program is intended to operate with minimal or no direct cost to the Shore

Aquatic Center.

. Any administrative or operationaL costs sha[l, be monitored and reported to the

Governing Board upon request for the next scheduted board meeting.

. The Board may establ,ish fees, [imits, or externaI funding requirements if necessary

8. Program Limits and Gontrols

. The Shore Aquatic Center may estabtish:

o DaitY or monthtY voucher timits

o Capacity controts based on staffing and facil'ity use

o Check-in procedures to ensure accountabitity

. Vouchers may not be sold, transferred, or reused'

9. Monitoring and RePorting

. Staff shatt track program usage, inctuding:

o Number of vouchers redeemed

o ParticiPatingorganizations

o Operationat impacts or incidents

. Periodic reports shal,t be provided to the Governing Board to support program

evatuation and decision-making.
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10. Suspension or Termination

. The Governing Board may suspend or terminate the program at any time based on:

o OperationaI concerns

o Legat or regutatory issues

o Community impact

o Atignment with organizationaI priorities
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ApplicantResolution/Authorization 

Organization Name (sponsor) ______________________________________________________________________________ 

Resolution No. or Document Name________________________________________________________________________ 

Project(s) Number(s), and Name(s)___________________________________________________________________________ 

This resolution/authorization authorizes the person(s) identified below (in Section 2) to act as the authorized 
representative/agent on behalf of our organization and to legally bind our organization with respect to the 
above Project(s) for which we seek grant funding assistance managed through the Recreation and Conservation 
Office (Office). 

WHEREAS, grant assistance is requested by our organization to aid in financing the cost of the Project(s) 
referenced above; 

NOW, THEREFORE, BE IT RESOLVED that: 

1. Our organization has applied for or intends to apply for funding assistance managed by the Office for
the above “Project(s).”

2. Our organization authorizes the following persons or persons holding specified titles/positions (and
subsequent holders of those titles/positions) to execute the following documents binding our
organization on the above projects:

Grant Document Name of Signatory or Title of Person Authorized to Sign 
Grant application (submission thereof) 
Project contact (day-to-day 
administering of the grant and 
communicating with the RCO) 
RCO Grant Agreement (Agreement) 
Agreement amendments 
Authorizing property and real estate 
documents (Notice of Grant, Deed of 
Right or Assignment of Rights if 
applicable). These are items that are 
typical recorded on the property with 
the county. 

The above persons are considered an “authorized representative(s)/agent(s)” for purposes of the documents 
indicated. Our organization shall comply with a request from the RCO to provide documentation of persons 
who may be authorized to execute documents related to the grant. 
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3. Our organization has reviewed the sample RCO Grant Agreement on the Recreation and Conservation
Office’s WEB SITE at: https://rco.wa.gov/wp-content/uploads/2019/06/SampleProjAgreement.pdf. We
understand and acknowledge that if offered an agreement to sign in the future, it will contain an
indemnification and legal venue stipulation and other terms and conditions substantially in the form
contained in the sample Agreement and that such terms and conditions of any signed Agreement shall
be legally binding on the sponsor if our representative/agent enters into an Agreement on our behalf.
The Office reserves the right to revise the Agreement prior to execution.

4. Our organization acknowledges and warrants, after conferring with its legal counsel, that its authorized
representative(s)/agent(s) have full legal authority to act and sign on behalf of the organization for their
assigned role/document.

5. Grant assistance is contingent on a signed Agreement. Entering into any Agreement with the Office is
purely voluntary on our part.

6. Our organization understands that grant policies and requirements vary depending on the grant
program applied to, the grant program and source of funding in the Agreement, the characteristics of
the project, and the characteristics of our organization.

7. Our organization further understands that prior to our authorized representative(s)/agent(s) executing
any of the documents listed above, the RCO may make revisions to its sample Agreement and that such
revisions could include the indemnification and the legal venue stipulation. Our organization accepts the
legal obligation that we shall, prior to execution of the Agreement(s), confer with our authorized
representative(s)/agent(s) as to any revisions to the project Agreement from that of the sample
Agreement. We also acknowledge and accept that if our authorized representative(s)/agent(s) executes
the Agreement(s) with any such revisions, all terms and conditions of the executed Agreement shall be
conclusively deemed to be executed with our authorization.

8. Any grant assistance received will be used for only direct eligible and allowable costs that are reasonable
and necessary to implement the project(s) referenced above.

9. [for Recreation and Conservation Funding Board Grant Programs Only] If match is required for the grant,
we understand our organization must certify the availability of match at least one month before funding
approval. In addition, our organization understands it is responsible for supporting all non-cash
matching share commitments to this project should they not materialize.

10. Our organization acknowledges that if it receives grant funds managed by the Office, the Office will pay
us on only a reimbursement basis. We understand reimbursement basis means that we will only request
payment from the Office after we incur grant eligible and allowable costs and pay them. The Office may
also determine an amount of retainage and hold that amount until all project deliverables, grant reports,
or other responsibilities are complete.

11. [for Acquisition Projects Only] Our organization acknowledges that any property acquired with grant
assistance must be dedicated for the purposes of the grant in perpetuity unless otherwise agreed to in
writing by our organization and the Office. We agree to dedicate the property in a signed “Deed of
Right” for fee acquisitions, or an “Assignment of Rights” for other than fee acquisitions (which
documents will be based upon the Office’s standard versions of those documents), to be recorded on
the title of the property with the county auditor. Our organization acknowledges that any property
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acquired in fee title must be immediately made available to the public unless otherwise provided for in 
policy, the Agreement, or authorized in writing by the Office Director. 

12. [for Development, Renovation, Enhancement, and Restoration Projects Only–If our organization
owns the project property] Our organization acknowledges that any property owned by our
organization that is developed, renovated, enhanced, or restored with grant assistance must be
dedicated for the purpose of the grant in perpetuity unless otherwise allowed by grant program policy,
or Office in writing and per the Agreement or an amendment thereto.

13. [for Development, Renovation, Enhancement, and Restoration Projects Only–If your organization
DOES NOT own the property] Our organization acknowledges that any property not owned by our
organization that is developed, renovated, enhanced, or restored with grant assistance must be
dedicated for the purpose of the grant as required by grant program policies unless otherwise provided
for per the Agreement or an amendment thereto.

14. [Only for Projects located in Water Resources Inventory Areas 1-19 that are applying for funds
from the Critical Habitat, Natural Areas, State Lands Restoration and Enhancement, Riparian
Protection, or Urban Wildlife Habitat grant categories; Aquatic Lands Enhancement Account; or
the Puget Sound Acquisition and Restoration program, or a Salmon Recovery Funding Board
approved grant] Our organization certifies the following: the Project does not conflict with the Puget
Sound Action Agenda developed by the Puget Sound Partnership under RCW 90.71.310.

15. This resolution/authorization is deemed to be part of the formal grant application to the Office.

16. Our organization warrants and certifies that this resolution/authorization was properly and lawfully
adopted following the requirements of our organization and applicable laws and policies and that our
organization has full legal authority to commit our organization to the warranties, certifications,
promises and obligations set forth herein.

This resolution/authorization is signed and approved on behalf of the resolving body of our organization by the 
following authorized member(s): 

Signed ________________________________________________________________________________________________________ 

Title ________________________________________________________________ Date_____________________________________ 

On File at:___________________________________________________________________________________________________ 

This Applicant Resolution/Authorization was adopted by our organization during the meeting held: 
(Local Governments and Nonprofit Organizations Only): 

Location: ___________________________________________________________________Date:___________________________ 

Washington State Attorney General’s Office 

Approved as to form _______________________________________________2/13/2020_____________________ 
Assistant Attorney General Date 

You may reproduce the above language in your own format; however, text may not change. 
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POLICIES & PROCEDURES WSMPD 04/25/2025

51 2Capitat lmprovement Program P[an

1 .0 Purpose

A number of important poticy considerations need to be considered by the Shore

MetropoLitan park District white devetoping the basis for the Capitat lmprovement Program

(Clp) ptan. These poticies provide guidel,ines for aLt financiat and ptanning aspects of the

CIP and uttimatety affect the project setection process.

2.0 Areas of Consideration

2.1 Long-Range Plans and the CIP

The Clp wiil, be updated annuaLl,y as part of the District's budget process. The District

Board of Commissioners (Board) may amend the CIP Ptan at any time as required. The CIP

is the document that outtines the l,ong-range ptans that have been devetoped by the Board

and District Advisory Councit, (AC) and staff . This ensures that the District's CIP reftects the

input and recommendations of the Board, AC and staff and is responsive to the stated

direction of the Board and AC.

2.2 CIP Committee

A Board appointed CIP Committee, to inctude:

r Two Board members
o Two AC members
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. District Executive Director
r Director
o District Finance Officer

This Committee is estabLished each yearto review, ptan and devetop recommendations to

the District Executive Director in devetoping and updating the ClP. The Committee wiLL

review proposed capital. projects in regard to priority, costing (design, capitat, and

operating), congruence with District needs and objectives, and prioritize projects by a set

of deterministic criteria.

2.3 Estabtishing CIP Priorities

The District uses the foltowing basic CIP project prioritization and setection process

1. Each CIP focus area establ.ishes criteria to be used in the prioritization of specific

projects submitted for funding. These specific criteria are developed by staff and the

AC in conjunction with Board priorities and input from citizens. The District has

divided its CIP projects into the fottowing Focus areas: Expansion Project, Exterior

lmprovement Projects, Accessibitity lmprovement Projects, Safety lmprovement

Projects and lnterior lmprovement Proiects.

2. The project expenditure ptans must inctude al.i capitat costs and any appticabte

maintenance and operation expenditures atong with a recommended funding

source.

3. The CIP Committee evaluates the various CIP projects and setects those with the

highest priority based on input from citizens, project StakehotderS, the AC, and

Board goats.

4. The District Executive Director devetops a pretiminary CIP Plan and is

recommended to the futt Board.

5. The Board rerriews the pretiminary C!P Plan, holds pubtic hearings, if needed, on the

ptan, makes their desired atterations, and then officiatty adopts the CIP and

estabtishes retated appropriations as a part of the District's budget.

6. Within the avail.abte funding, the highest priority projects are then selected and

funded in the ClP.

3.0 Scoping and Costing Based on Pre-design Study

For some projects it is difficul.t to devetop accurate project scopes, cost estimates, and

schedu1es on which no pretiminary engineering or community contact work has been

done. To address this probtem, some projects are initiatty proposed and funded onl'y for
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prel,iminary engineering and pl,anning work. This funding wiLl, not provide any money to

devel.op finat p1ans, specifications, or to construct the project(s). Future project costs are

refined through the pre-design study process.

3.1 CIP Maintenance and Operating Costs

Clp projects, as approved bythe District Board, shatthave a funding ptan for maintenance

and operating costs identified in the project description. These costs witt be inctuded in the

financiaL ptanning and budgeting.

3.2 Public lnput at Atl. Phases of Projects

The District makes a serious commitment to publ,ic, stakehotders and patron invotvement.

The District's CIP pl,ans witt be devetoped through extensive citizen invotvement.

3.3 Use of Debt in the CIP

The clp is viewed as a l,ong-term program that wil,t continuatty address capitat

requirements far into the future. As such, the CIP wil.t inctude a determination as to the

type of financing the projects wil,t utitize. The use of Long-term debt witt need to be justified

in the Clp and to the District Board. The District Accountant monitors CIP cash ftow

regul.arty and utitizes fund batances to minimize the amount of borrowing required.

projected financing costs are inctuded within a project in the administrative program area.

3.4 Authority to Fund Projects

The authority to expend or borrow rest sotely with the District Board. An approved CIP ptan

does not infer the authority to incur expenditures or debt. Att clP projects wit[ atso need to

be part of the annual budget, which is the primary document for revenue and expenditures

authorization.

3.5 CIP Ptan UPdate and Amendment

The Clp ptan wil,t, be updated at Least annuatty during the budget process. The Board may

amend the CIP Ptan at any time if a decision must be made and action must be taken

before the next CIP review period. Atl, project additions or detetions must be approved by

the Board. The CIP is required to be updated at a minimum annuatty to:

1
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. Make any adjustments in future program years when changes occur in funding or

cost.
o Add a year of programming to reptace the current year funded.

4.0 CIP Budget Criterion

The CIP and budgeting invotves the devetopment of a long term plan for capitat
expenditures for the District. Capitat expenditures inctude expenditures for
buil.dings, [and, major equipment, and other commodities which are of significant
vatue (greater than $10,000) and have a usefut tife of at least five years.

The CIP tists each proposed capital item to be undertaken, the year in which it witt
be started, the amount expected to be expended in each year and the proposed

method of financing these expenditures. Based on these detaits, summaries of

capital activity in each year can be prepared as we[[ as summaries of financiat
requirements such as amounts of general, obtigation bonds to be issued, amounts
of generat operation funds required and any anticipated intergovernmentaI support,
etc.

The capitaL improvement budget is enacted annuatty as part of the District Budget,

based on the CIP Pl.an. lt encompasses enacting appropriations for the projects in

the first year of the capitaI improvement ptan.

Ftexibitity is buitt into the capitat improvement ptan to attow for detay of projects

when financing constraints make it impossibte to attow for funding of the entire array

of projects and to move future projects forward when financiaI avaitability makes it
possibte.

5.0 Steps in the Capitat lmprovement Process

The capitat improvement process is buitt around the fottowing eight steps:

1 . Establ.ishment of the administrative and poticy framework for capitaI ptanning and

budgeting. The first step in imptementing an effective CIP and budget process is to

estabtish the underlying organizationaI and poticy framework within which the
process operates. This is the purpose of this poticy.

2. Prepare inventory of existing facil.ities and systems. This witt hetp to indicate the
eventuaI need for renewat, reptacement, expansion or retirement of some of the
physicat ptant. This inventory is part of the Maintenance and operation documents

. which are updated on a regutar basis. The CIP should use this document for the
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inventory Portion required.

Determined by clp committee to review the status of previousty approved

projects. clP shoutd report on the status of previousty approved projects' The

estimated costs of these projects shoutd be reviewed to ensure accuracy and

the funding sources which woutd be needed to finance the comptetion of the

project. This status review atso altows Board the opportunity to stay informed of

projects approved in previous years.

The clp and Finance committee shoutd perform financiat anatysis of each project'

Financiat anatysis invotves the determination of the District's financiaI capabitity for

major expenditures by examining past, present and future revenue' expenditures and

municipat debt. The setection and scheduting of funding sources of these major

expenditures is known as financiat p[anning. This financiat ptanning may need to be

reviewed in tandem with the Finance Committee prior to submission to the Board'

some of the important objectives of financial ptanning inctude:

. Stabitizing the [evY rate
o Maintaining a preferred batance of debt service and current expenditures

o Determination of debt capacity and appropriate debt service levets

o Maximizing intergovernmentaI aid reLative to tocaI expenditures

The intent is to come up with a level' of capital' expenditure by fund, which

the District can safety afford over the next severat years white maintaining

a minima[ impact of the Levy tax rate and other District revenues'

The clP committee shoul,d compite and evaluate project requests. once the

Finance ptanning is compteted as shown above, the clP committee wi[[ review and

prioritize each project based on the criteria agreed upon by the Board and AC' A

draft clP is then devetoped and submitted to the clP and AC Committees for review'

The Board then reviews, modifies and adopts the CIP'

Adoption of the CIP and budget. The Board, which has been invotved in the CIP

process from the beginning by its presence on the CIP Committee and estabtishing

poLicy guidetines under which the CIP was devetoped, has the finat responsibitity to

adopt the ClP.

Monitoring the ClP. The Executive Director is responsibte for monitoring the actuaI

devetopment and comptetion of the project(s) which has been assigned expenditure

approvat in the approved District Budget.

Modifications. Significant changes in project scope, time or costs requires a CIP

amendment bY the Board.

6.0 CapitaL Project Criteria
. Legat: State or Federat mandate may require that a particutar project be

imptemented. court orders and judgments concerning tegat requirements that

3
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may affect how projects are prioritized.

o Safety: The benefits to the environment, safety or pubtic heatth ofthe
community shoutd be evatuated.

. Project Funds: The extent to which outside funding is available for the project or
purchase shoutd be evaluated.

o Facitity Needs: The project shoutd atteviate identified probtems or deficiencies.
o Retated Projects: Often projects in one category are essential, to the success

of those in others.
o Efficiency: Projects that substantiatty improve the quatity of service at the same

operating cost or etiminate obsotete and inefficient facitities shoutd be

identified using this category.
. Economic lmpact: A project may affect the locaI economy. lncreases or decreases in

property vatuations may occur.
o Pubtic: Projects are generatly more easity implemented if there is pubtic demand

and support for them. Such pubtic support shoutd be gauged in terms of its

strength and the depth of understanding it represents.

513 lnvestment Poticy

1.0 Purpose

The intent of the lnvestment Pol,icy of the Shore Metropotitan Park District (District) is to
define the parameters within which funds are to be managed. ln terms of methods,
procedures and practices, the poticy formatizes the framework for the District's
investment activities that must be exercised to ensure effective and judicious fiscal and

investment management of the District's funds. The guidetines are intended to be broad

enough to attow the investment officer to function property within the parameters of
responsibitity and authority, yet specific enough to aCequatety safeguard the investment
assets.

2.0 Governi ng Authority

The investment program shalt be operated in conformance with federat, state, and other
Legat requirements, inctuding RCW 39.58 and RCW 39.59.
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3.0 Scope

This poticy appties to activities of District regarding investing the financial assets of atl

funds. ln addition, funds hetd by trustees or fiscat agents are exctuded from these rutes;

however, attfunds are subjectto regul.ations establ,ished bythe state of washington'

Except for funds in certain restricted and special funds, the District commingtes its funds

to maximize investment earnings and to increase efficiency regarding investment pricing'

safekeeping and administration. lnvestment income witt be al'l.ocated to the various funds

based on their respective participation and in accordance with generatty accepted

accou nting Pri nci Ptes.

4.0 Generat Objectives

The primary objectives, in priority order, of investment activities shatl be:

4.1 Safety

safety of principat is the foremost objective of the investment program' lnvestments shatt

be undertaken in a manner that seeks to ensure the preservation of capital' in the overatl

portfotio. The goal, wil,l, be to mitigate credit risk and interest rate risk'

4.2 Liquid itY

The investment portfotio shatt remain sufficientty tiquid to meet att operating requirements

that may be reasonabty anticipated'

4.3 Return

The investment portfol,io shal,t be designed with the objective of attaining a market rate of

return throughout budgetary and economic cyctes, taking into account the investment risk

constraints of safety and I'iquidity needs'

4.4Pubtic Trust

A[t participants shatl, act as custodians of the pubtic trust. lnvestment official's shal'l'

recognize that the portfotio is subject to review & deval'uation. The programs shatt be

designed & managed with a degree of professionatism that is worthy of the pubtic trust. ln

a diversified portfotio, it must be recognized that occasionat measured losses are
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inevitabte & must be considered within the context of the overat[ portfotio's investment
return, provided that adequate diversification has been imptemented.

4.5 Special. Considerations

The District seeks to promote locateconomic devetopment through various programs and

activities. lnctuded is a program of rewarding tocatfinanciaI institutions that increase their
commitments to private economic growth and tocat housing investment.

5.0 Standards of Care

5.1 Prudence

The standard of prudence to be used by investment officiats shaLl, be the "prudent person"

standard and shatt be apptied in the context of managing an overal,l, portfoLio. lnvestment
officers acting in accordance with written procedures and this investment poticy and

exercising due ditigence shatl be retieved of personat tiabitity for an individua[ security's
credit risk or market price changes, provided deviations from expectations are reported in
a timety fashion and appropriate action is taken to control adverse devetopments.

The "prudent person" standard states that, "lnvestments shal.l. be made with judgment and
care, under circumstances then prevaiting, which persons of prudence, discretion and

intetl.igence exercise in the management of their own affairs, not for specutation, but for
investment, considering the probabte safety of their capitaI as wetl as the probabte income
to be derived."

5.2 Ethics and Confticts of lnterest

Officers and emptoyees invotved in the investment process shatl refrain from personal
activity that could conftict with the proper execution and management of the investment
program, or that coutd impair their abil,ity to make impartiat investment decisions.
Emptoyees and investment official.s shatt disctose any materiatinterests in financiaI
institutions with which they conduct business. Disctosure shatl be made to the governing

body. They shal.t further disctose any personaI financiat/investment positions that coutd be

retated to the performance of the investment portfol,io. Emptoyees and officers shatl
refrain from undertaking any personat investment transactions with the same individuat
with whom business is conducted on behaLf of the District.
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5.3 Detegation of Authority and Responsibitities

5.3.1 Governing BodY

The governing body wiLt retain ul,timate fiduciary responsibitity for the portfotios. The

governing body witt receive monthty reports, designate investment officers and [annuatl'y]

review the investment poticy making any changes necessary by adoption.

5.3. 2 I nvestme nt Offi ce rs

Authority to manage the investment program is granted to the District Treasurer hereinafter

referred to as investment officer. Responsibitity for the operation of the investment

program is hereby detegated to the lnvestment Officer who shatt act in accordance with

estabtished written procedures and internaI controts for the operation of the investment

program consistent with this lnvestment Poticy. Officers witt prepare monthly investment

reports and other special. reports as may be deemed necessary. Att participants in the

investment process shatt act responsibty as custodians of the publ,ic trust. No officer or

designee may engage in an investment transaction except as provided under the terms of

this poticy and supporting procedures.

5. 3. 3 I nve stme nt C o m m itte e

The District may seek to establ,ish an investment committee to provide guidance to

investment officers.

5.3.4 Adviser

The District may engage the services of one or more external investment managers to

assist in the management of the entity's investment portfol,io in a manner consistent with

the entity,s objectives. Such externaI managers may be granted discretion to purchase and

seu, investment securities in accordance with this lnvestment PoLicy. Such managers must

be registered under the lnvestment Advisers Act of 1940.
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6.0 Authorized Financiat lnstitutions, Depositories, and

Broker/Deaters

6.1 Pubtic Deposit Protection Commission (PDPC)

The PDPC maintains financiat institutions and depositories authorized to provide

investment services in the State of Washington for publ,ic funds. The District witl. onty utilize

Financiat lnstitutions that are approved and tisted by the PDPC.

6.2 Broker/deaters

A tist witt be maintained of approved security broker/deaters setected by conducting a

process of due ditigence. These may inctude 'primary" deaters or regionaI deaters that

qual.ify under Securities and Exchange Commission (SEC) Rule 15C3-1 (uniform net capitat

rul.e).

Broker Deal.ers who desire to become quatified for investment transactions must suppty

the foLtowing (as approPriate):

o Audited financiat statements demonstrating compl,iance with state and federat

capital. adequacY guidetines

r Proof of FINRA certification
r Proof of state registration

o Compteted broker/deater questionnaire (not appLicabLe to Certificate of Deposit

counterparties)
r Certification of having read and understood and agreeing to compty with the

District's i nvestment PoticY.
r Evidence of adequate insurance coverage.

A periodic review of the financiatcondition and registration of attqual'ified financiat

institutions and broker/deaters wil,l, be conducted by the investment offiGer.

6.3 Minority, Emerging and Community FinanciaL lnstitutions

From time to time, the investment officer may choose to invest in instruments offered by

minority, emerging and community financial, institutions. A[[ terms and relationships witt be

fut1y disctosed prior to purchase and wil.l. be reported to the appropriate entity on a

consistent basis and shoutd be consistent with state or [oca[ [aw.
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6.4 Competitive Tra nsactions

6.4.1

The investment officer shal,t obtain competitive bid information on aLt purchasesof

investment instruments purchased on the secondary market. A competitive bid can be

executed through a bidding process invol,ving at teast three separate brokers/financiaI

institutions or using a national,l,y recognized trading ptatform.

6.4.2

lf the Entity is offered a security for which there is no readity availabte competitive

offering on the same specific issue, then the lnvestment Officer shat[ document

quotations for comparabl.e or atternative securities. When purchasing original' issue

instrumental.ity securities, no competitive offerings wiLl. be required as at[ deaters in

the setting group offer those securities as the same originaI issue price'

6.4.3

lf the Entity hires an investment adviser to provide investment management services,

the adviser must provide documentation of competitive pricing execution on each

transaction. The investment adviser wil,t retain documentation and provide upon

request.

7.0 Safekeeping and Custody

7.1 Del.ivery vs. PaYment

Atttrades of marketabl,e securities witt be executed (cteared and settted) on a detivery vs'

payment (DVp) basis to ensure that securities are deposited in the District's safekeeping

institution prior to the retease of funds.

7 .2 T hir d- Pa rtY SafekeePi n g

Securities wil,l, be hetd by an independent third-party safekeeping institution setected by

the District. Al,l, securities wil,t be evidenced by safekeeping receipts in the District's name

The safekeeping institution shatL annuatl,y provide a copy of its most recent report on

interna[ controts - Service Organization Control. Reports (formerty 70, or SAS 70) prepared

in accordance with the statement on Standards for Attestation Engagements (sSAE) No'

16 (effective June 15,2011l'
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7.23 lnternal Controls

Management is responsibte for estabLishing and maintaining an internal control structure

designed to ensure that the assets of the District are protected from loss, theft or misuse.

Specifics for the internat controls shatt be devetoped and maintained and updated

periodicatty by the lnvestment Officers.

8.0 Suitabte and Authorized Investments

8.1 lnvestment Types and Credit Guidetines

Consistent with the GFOA Poticy Statement on State and Local Laws Concerning

lnvestment Practices, the fottowing investments wil,l, be permitted by this poticy and are

those defined by state and l,ocal, taw where appl,icabLe. lf additionat types of securities are

approved for investment by pubtic funds by state statute, theywitl, not be etigibl'e for

investment by the District until, this Pol,icy has been amended and the amended version

adopted by the governing body. Typicat types of securities inctude:

o U.S. Treasury and other government obtigations that carry the futl' faith and credit

guarantee of the United States for the payment of principaL and interest.

o FederaI Agency or U.S. government sponsored enterprises (GSE) obtigations,

participations or other instruments
o Bankers'acceptances;
o Federatty insured time deposits (Non-negotiabte certificates of deposit) in state or

federatty chartered banks, savings and loans, or credit unions, provided that the

amount per institution is timited to the maximum covered under federat insurance;

o Time deposits (Non-negotiabte certificates of deposit) in state or federatty chartered

banks, savings and loans, or credit unions in excess of insured amounts which are

futty cottateratized with securities in accordance with state law

. Negotiabte certificates of deposit (NCDs)

e Commerciat paper, rated in the highest tier (e.g., A-1, P-1, F-1 , or D-1 or higher) by a

n ati o na l^ty recogn ized stati stica I rati n g orga n ization ;

r lnvestment-grade obtigations of state, provinciat and tocat governments and pubtic

authorities;
r Futty cottateratized Repurchase agreements cottateratized in comptiance with this

Pol,icy, governed by a SIFMA Master Repurchase Agreement and with a maximum

maturity. Capitat project funds may be invested in a singte f lex repurchase
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agreement with a maximum stated maturity that shatt be matched to the

expenditure Ptan;
. SEC registered money market mutual funds; and

o LocaI government investment poots.

lf the credit rating of a security is subsequentl,y downgraded betow the minimum rating

Levet for a new investment of that security, the lnvestment Officer shatl evatuate the

downgrade on a case-by- case basis in order to determine if the security shoutd be hetd or

sol,d. The lnvestment Officer witt appty the general. objectives of safety, liquidity, yietd and

tegatityto make the decision.

8.2 Cottatera[ization

Where aLtowed or required by state Law and in accordance with futl, cottateratization wil'l' be

required on att demand deposit accounts, inctuding checking accounts and negotiabte (as

authorized by respective state statutes) and non-negotiabl,e certificates of deposit.

8.3 Authorized Cottatera I

Acceptabte cottaterat for bank deposits and repurchase agreements shatl inctude only:

o obtigations of the U.S. Government, its agencies and GSEs, inctuding mortgage

backed securities obtigations of any state, city, county or authority rated at least AA

by two nationatty recognized statisticat rating organizations.

9.0 I nvestment Parameters

9.1 Mitigating credit risk in the portfotio

Credit risk is the risk that a security or a portfoLio wil.l, tose some or atl of its vatue due to a

reat or perceived change in the abitity of the issuer to repay its debt' The District shal'L

mitigate credit risk by adopting the fottowing:

9.1.1 Diversification

The investments shal.l. be diversified by:

r timiting investments to avoid overconcentration in securities from a specific issuer

or business sector (exctuding U.S. Treasury securities),

r timiting investment in securities that have higher credit risks,

r investing in securities with varying maturities, and
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. continuousty investing a portion of the porffotio in readity avaitabte funds such as

locaI government investment pools (LGlPs), money market funds or overnight

repurchase agreements to ensure that appropriate tiquidity is maintained in order to

meet ongoing obtigations.

9.2 Mitigating market risk in the portfotio

Market risk is the risk that the portfotio vatue wit[ ftuctuate due to changes in the generat

leveI of interest rates. The District recognizes that, over time, [onger-term/core portfotios
have the potentiat to achieve higher returns. On the other hand, [onger-term portfotios

have higher votatil,ity of return. The District shatt mitigate market risk by providing adequate
tiquidity for short-term cash needs, and by making longer-term investments onty with
funds that are not needed for current cash ftow purposes. The District further recognizes
that certain types of securities, inctuding variabl,e rate securities, securities with principat
pay-downs prior to maturity, and securities with embedded options, witt affect the market
risk profil.e of the portfol,io differentl.y in different interest rate environments. The District,
therefore, adopts the fottowing strategies to control and mitigate its exposure to market
risk:

r The District shatt maintain a minimum of three months of budgeted operating

expenditure in short-term investments to provide sufficient tiquidity for expected

disbursements.
o The maximum percentage of cattabte securities in the portfotio shatt be 15o/o;

o The maximum stated final maturity of individual securities in the portfotio shatt be

five years, except as otherwise stated in this poticy; and,
. Liquidity funds witt be hetd in the State Poo[ or in money market instruments

maturing one year and shorter.
o Longer term/Core funds witt be defined as the funds in excess of tiquidity

requirements. The investments in this portion of the portfotio wit[ have maturity
between 1 day and 5 years and witt be onty invested in higher quatity and tiquid

securities.
r The duration of the portfotio shat[ atways be approximatel.y equat to the duration

(pLus or minus 10o/o) of a Market Benchmark lndex setected by the District based on

the District's i nvestment objectives, constraints a nd risk toterances.

Revisions: 4/25/25
53



POLICIES & PROCEDURES WSMPD 04t25/2025

1 0.0 Performance Standards/ Evatuation

The District,s cash management portfol.io shatt be designed with the objective of regularl'y

meeting or exceeding a setected performance benchmark, which coutd be the average

return on three-month u.S. Treasury bil,l.s, the state investment poot, a money market

mutuaI fund or the average rate of Federatfunds. These indices are considered

benchmarks for tower risk investment transactions and therefore comprise a minimum

standard for the portfotio's rate of return.

1 1 .0 Reporting/Disctosure

11.1 Methods

The investment officer shal,l. prepare an investment report at l,east quarterty [or monthl'y],

incLuding a management summary that provides an anatysis of the status of the current

investment portfol,io and the individuaL transactions executed over the last quarter [or

monthl. This management summary witl, be prepared in a manner which witl' attow the

District to ascertain whether investment activities during the reporting period have

conformed to the investment pol,icy. The report shoul.d be provided to the entity's chief

administrative officer, the Legistative body, the investment committee and any pooI

participants. The report wil,t incl.ude, at a minimum, the foLLowing:

o An asset tisting showing par vatue, cost and accurate and comptete market value of

each security, type of investment, issuer, and interest rate;

. Average maturity of the portfotio and modified duration of the portfotio;

r Maturity distribution of the portfotio;

. Average portfotio credit quatity; and,

o Time-weighted totaI rate of return for the portfotio for the prior one month, three

months, twelve months, year to date, and since inception compared to the

Benchmark lndex returns forthe same periods;Average weighted yieLd to maturity

of portfotio on investments as compared to appl,icabte Benchmarks

r Distribution by type of investment.

11.2 Annuat reports
11 .2.1

The investment poticy shal.l. be reviewed at Least annuatty within 120 days of the end of

the fiscal. year to ensure its consistency with the overat[ objectives of preservation of
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principte, tiquidity and return, and its relevance to current law and financiat and
economic trends.

11.2.2

A comprehensive annuaI report shatl. be presented in conjunction withthe investment
poticy review.

This report shal,l. inctude comparisons of District's return to the Benchmark lndex return,
shal.l, suggest poticies and improvements that might enhance the investment program, and

shatl inctude an investment ptan for the coming year.

11.3 AnnuaI Audit

The Board of Commissioners may establish an annual process of independent review to
ensure comptiance with internaI controts if deemed necessary. Such audit witt incl,ude

tests deemed appropriate by the auditor.

1 2.O Poticy Considerations

12.1 Exemption

Any investment currentty hetd that does not meet the guidetines of this poticy shal,t be

exempted from the requirements of this pol.icy. At maturity or Liquidation, such monies
shatL be reinvested onty as provided by this poticy.

12.2 Ame nd ments

This pol.icy shatl be reviewed on an annual basis. Any changes must be approved by the
investment officer and the District Board of Commissioners, as wetl as the individuats
charged with maintaining internaI controts.

13.0 Approvat of lnvestment Poticy

The investment poticy and any modifications to that pol,icy shat[ be formatty approved and

adopted by the District Board of Commissioners.

14.O Gtossary

US lreasu ry Obl.igation: Direct obtigations of the United States Treasury whose
payment is guaranteed by the United States. (State Statue Note)
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GSE - Agency Obligatlons: US Government Agencies, Government Sponsored

Enterprises (GSEs), Corporations or lnstrumentatities of the US Government -
Federat lnstrumentatity Securities incl.ude but are not I'imited to FederaI NationaI

Mortgage Association (FNMA), the Federat Home Loan Mortgage Corporation

(FHLMC), Federat Home Loan Banks (FHLB), and the Federat Farm Credit Bureau

(FFCB). (State Statue)

TLGI Debt Obligations: Senior unsecured debt obtigations guaranteed by the FederaI

Deposit lnsurance Corporation under the Temporary Liquidity Guarantee Program

(TLGp) or other federaL government guaranteed programs; Etigibte debt obtigations

must carry the f utt faith and credit of the United States Government'

Commerciat paper: Commerciat Paper* that is rated A1/P1and has tong term bonds

which have a minimum rating of AA- by standard and Poor's and Aa3 by Moody's

Bankers, acceptances; if the bankers' acceptances are: (i) Guaranteed by, and

carried on the books of, a quatified financial, institution; (ii) Etigibte for discount by the

Federal. Reserve system; and (iii) lssued by a qual.ified financiaI institution whose

short-term Letter of credit rating is rated in the highest category by one or more

national.l.y recognized statisticat rating organizations'

Repurchase Agreements: An agreement with an approved broker/deater that provides

for sett and simu1taneous purchase of an attowabl,e col.tateraI security. The difference

in the sates and purchase price is the earning rate on the agreement' A master

repurchase agreement must be in pl,ace with the approved broker deater.

Corporate tndebtedness: Corporate lndebtedness that has a minimum I'ong term debt

rating of AA rated by standard and Poor's and a Aa3 rating by Moody's and must be

rated on the setttement date P-1 or Aa or better by Moody's lnvestors service or A-1 or

AA or better by Standard & Poor's Corporation or equival.ent rating by any nationatty

recognized statisticat rating organization.

Locat Government lnvestment Pool: State treasurer's local, short-term investment fund

up to the statutory timit per Washington State statute

Certificates of Deposit/Bank Deposit/ Savings Accounts: Time deposit open

accounts, certificates of deposit and savings accounts in insured institutions as

defined in RCW 3g.5g, in credit unions as defined in RCW 39.58 0r in federal credit
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unions, if the institution or credit union maintains a head office or a branch in this

state.

Municipal Obligations: Lawfutty issued debt obtigations of the agencies and

instrumental.ities of the State of Washington and its potiticat subdivisions that have a

tong-term rating of A or an equivalent rating or better or are rated on the setttement
date in the highest category for short-term municipat debt by a nationatty recognized

statistica I rating orga nization.

515 Accountabitity and Reconciting of FinanciaI Accounts

1 .0 Purpose

The purpose of reconcitiation and verification of Shore Metropotitan Poo[ District's
financial, accounts is to provide an effective internal control environment to ensure that:

1.1

The information transmitted to, contained in, and reported from the District's financiaI
systems is accurate, comptete and recorded in a timety manner;

1.2

The information can be retied upon for making accurate financial. and administrative
decisions; and

1.3

Fraud, theft, comptiance viotations and other irregularities are quickty detected and
reported to the appropriate authorities.

1.4

To futfil.t the requirements of RCW 42.24.180 for issuance of warrants or checks before
approvat by tegisl.ative body.

District personnel must compty with the requirements of this pol,icy to ensure that an

effective i nte rnat controI envi ron me nt is mai nta i ned.
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2.0 Pol.icy

This poLicy governs reconcil,ing and verifying financial accounts used by District for the

receipt and payment of District funds. Review of financia[ accounts shoutd be performed

on a regu1ar and timeLy basis and shoutd inctude the verification, reconcitiation and review

of:

o MonthLy activity statements for att District accounts with the County or in pubtic

banking or investment institutions'
r Petty Cash/lmPrest Funds

. Payrotl accounts; and

r Merchant Accounts (credit card receipts)

Accountabil.ity and procedures must be assigned and in ptace in each department to

ensure that inaccuracies or incomptete financiat information identified during the

reconcitiation or verification process are investigated and corrected in a timel'y manner.

2.1 List of FinanciaI Accounts

The Executive Director, or his designee, wi[[ maintain a master tist of District financial

accounts. This List wit[ show:

e Purpose of financiaI account
r When the account was estabtished andlor closed

r Responsibte person for maintaining the account

o Person responsibte for the reconcitiation of the account

r person responsibte for verifying and reviewing the reconcitiation of the account

r lntervaI in which the verification and review wit[ occur

2.2 Reconci[iation

Reconcitiation is the process of comparing information that exists in two systems or

tocations, anal,yzing differences and making corrections so that the information is

accurate, comptete and consistent in both l,ocations. Financial accounts must be

reconcited on a periodic and timety basis to verify that atl, items were correctty posted to

the account. Al,t funds within the financial account must be incl.uded in the reconcitiation

untess previous arrangements have been made. Without performing reconcitiations,

inaccurate recording of transactions may occur that woutd resutt in incorrect reporting and

coutd impact resources.
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2. 2. 1 Rec o nci Iiation Schedule

On a scheduted basis al.l. financiat/bank accounts witL be reconcited by the District
Accountant and reviewed by the Executive Director, or his designee. A Monthty
reconcitiation wil,t be compl.eted with an needed backup documentation attached. The

fotLowing is the approved schedule:

a) Bank Accounts: MonthtY

b) Petty Cash/lmprest Accounts: When adding funds or Semi-Annuatly

c) County Treasury Accounts: Monthl'y

d) Credit Card Merchant Accounts: Monthty

2. 2. 2 Re c a n c i li ati o n P roc e d u re s

The District Accountant shal,l, estabtish and perform the appropriate reconciliation reports

and have them availabte to the Executive Director and the Board.

3.0 Segregation of Duties

Segregation of duties is one of the most important features for financiaI accountabitity. The

fundamental, premise of segregated duties is that an individuat or smatl group of
individuats shoutd not be in a position to initiate, approve, undertake, and review the same

action. These are catted incompatibte duties when performed by the same individuat.
Minimum segregation of duties are the fottowing:

1. The signer(s) on any District Accounts at private banking institutions wit[ not be the

same person who maintains custody of the checks for those accounts.

2. The District Accountant witl. be responsible for reconciting atl, District accounts.

3. One Board member, the District Accountant and either the Executive Director or his

designee witt approve at[ expenditures from District accounts with private banks or

County Treasury accounts. The Board witt certify the expenditures at the fottowing

Board meeting.
4. Payrott witt be approved and submitted by the Director to the District Accountant

and Executive Director for submission to the District's payrott service.
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518 POST-ISSUANCE PROCEDURES FOR TAX-EXEMPT

BONDS

1.0 Purpose

The purpose of these procedures for tax-exempt bonds and other tax-exempt obti$ations

(,,Bonds,,) issued by Shore Metropotitan Park District (District) is to facititate comptiance by

the District with appl,icabte requirements of the lnternal Revenue Code of 1986' as

amended (the ,,code,,) that must be satisfied after the issue date of the Bonds to maintain

tax-exemPt status.

2.0 Responsibitity for Monitoring Post-lssuance Tax compliance

The District Board of commissioners (Board) has the overatt, finat responsibitity for

monitoringwhetherthe District is in comptiance with post-issuance federaltax

requirements for the Bonds. The Board has del.egated the primary operating responsibitity

to monitor the District's comptiance with post-issuance federat tax requirements for the

Bonds to the Executive Director of the District or his/her designee'

3.0 Arbitrage Yield Restriction and Rebate Requirements

The Executive Director shatt maintain or cause to be maintained records of:

a) purchases and sates of investments made with Bond proceeds (inctuding amounts

treated as ,,gross proceeds" of Bonds under Section 148 of the Code) and receipts of

earnings on those investments;

b) Expenditures made with Bond proceeds (inctuding investment earnings on Bond

proceeds)in a timety and ditigent mannerforthe governmentaI purposes of the

Bonds, such as for the costs of purchasing, constructing and/or renovating property

and facitities;

c) lnformation showing, where appticabte for a particular catenda r year, that the

District was etigibte to be treated as a "smatl issuer" in respect of Bonds issued in

that catendar year because the District did not reasonabty expect to issue more

than $5,000,000 of Bonds inthat catendar year;

d) catcutations that witt be sufficient to demonstrate to the lnternaI Revenue Service

("lRS") upon an audit of a Bond issue that, where appticabte, the District has
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comptied with an avaitabte spending exception to the arbitrage rebate requirement
in respect of that Bond issue;

e) Calculations that witL be sufficient to demonstrate to the IRS upon an audit of a

Bond issue for which no exception to the arbitrage rebate requirement was

appticabte, that the rebateamount, if any, that was payabte to the United States of
America in respect of investments made with gross proceeds of that Bond issue was
calcutated and timety paid with Form 8038-T timety fited with the IRS; and

f) lnformation and records showing that investments hetd in yietd-restricted advance
refunding or defeasance escrows for Bonds, and investments made with unspent
Bond proceeds after the expiration of the appticabte temporary period, were not
invested in h igher-yietd i ng i nvestments.

4.0 Restrictions on Private Business Use and Private Loans

The Executive Director shatl adopt procedures that are calcutated to educate and inform
the principaI operating officiats of those departments and affitiates of the District ("Users")
for which [and, buitdings, facitities and equipment ("Property") are financed with proceeds
of Bonds about the restrictions on private business use that appty to the Property after the
Bonds have been issued, and of the restriction on the use of Bond proceeds to make or
finance any [oan to any person other than a state or [oca[ government unit. Fotlowing the
issuance of Bonds to finance Property, the Executive Director shal,t provide the Users of the
Property with a copy of these Comptiance Procedures and other appropriate written
guidance advising that:

A. "Private business use" means use by any person otherthan a state or local
government unit, inctud ing business corporations, pa rtnersh ips, [imited tiabitity
companies, associations, nonprofit corporations, naturaI persons engaged in trade
or business activity, and the United States of America and any federal agency, as a

result of ownership of the Property or use of the Property under a lease,

management or service contract (except for certain "qualified" management or
service contracts), output contract for the purchase of etectricity or water, privatety

sponsored research contract (except for certain "quatified" research contracts),
"naming rights" contract, "pubtic-private partnership" arrangement or any simitar
use arrangement that provides speciaI tegal. entittements for the use of the Property;

B. U nder Section 141 of the Code, no more than I 0o/o of the proceeds of any Bond

issue (inctuding the Property) may be used for private business use, of which no

more than 5o/o of the proceeds of the Bond issue (inctuding the Property) may be

used for any "unretated" private business use-that is, generatty, a private business
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use that is not functionatty retated to the governmentat purposes of the Bonds; and

no more than the lesser of $5,000,000 or 5olo of the proceeds of a Bond issue may be

used to make or finance a toan to any person other than a state or [oca[ government

unit;
c. Before entering into any speciat use arrangement with a nongovernmentaI person

that invotves the use of Property, the User must consutt with the Executive Director,

provide the Executive Director with a description of the proposed nongovernmentaI

use arrangement, and determine whether that use arrangement, if put into effect,

witt be consistent with the restrictions on private business use of the Property;

D. ln connection with the evatuation of any proposed nongovernmentaI use

arrangement, the Executive Director shoutd consutt with nationatty recognized bond

counsel to the District as may be necessary to obtain federaI tax advice on whether

that use arrangement, if put into effect, witt be consistent with the restrictions on

private business use of the Property, and, if not, whether any "remedial action"

permitted under section 141 of the code may be taken by the District as a means of

enabting that use arrangement to be put into effect without adversety affecting the

tax-exempt status of the Bonds that financed the Property; and

E. the Executive Director and the user shatt maintain records of such non-

governmentaI uses, if any, of the Property, inctuding copies of the pertinent leases'

contracts or other documentation, and the retated determination that those non-

governmentat uses are not inconsistent with the tax-exempt status of the Bonds

that financed the ProPertY.

5.0 Records to be Maintained for Bonds

It is the poticy of the District that, untess otherwise permitted by future IRS regutations or

other guidance, written records (which may be in etectronic form)wil,l, be maintained with

respect to each Bond issue for as tong as those Bonds remain outstanding, ptus three

years, For this purpose, the Bonds incLude refunding Bonds that refund the originat Bonds

and thereby refinance the property that was financed by the original Bonds. The records to

be maintained are to inctude:

a) The officiat Transcript of Proceedings for the originat issuance of the Bonds

b) Records showing howthe Bond proceeds were invested, as described in paragraph

3(A)above;
c) Records showing how the Bond proceeds were spent, as described in paragraphs

3(B) a nd 4(C) above, i nctud i ng purchase contracts, construction contracts, progress

payment requests, invoices, cancetted checks, payment of Bond issuance costs

1
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and records of "atlocations" of Bond proceeds to make reimbursement for project

expenditures made before the Bonds were actuatty issued;

d) lnformation, records and catcutations showing that, with respect to each Bond

issue, the District was etigibte for the "sma[[ issuer" exception or one of the

spending exceptions to the arbitrage rebate requirement or, if not, that the rebate

amount, if any, that was payabl,e to the United States of America in respect of

investments made with gross proceeds of that Bond issue was calculated and

timety paid with Form 8038-T timety fited with the lRS, as described in paragraphs

3(C), (D)and (E)above; and

e) Records showing that speciat use arrangements, if any, affecting Property made by

the District with nongovernmentaI persons, if any, are consistent with appticabl.e

restrictions on private business use of Property financed with Bond proceeds and

restrictions on the use of Bond proceeds to make or finance loans to any person

other than a state or [oca[ government unit, as described in paragraph 4 above. The

basic purpose of the foregoing record retention poticy for the Bonds is to enable the

District to readity demonstrate to the IRS upon an audit of any Bond issue that the

District has futty comptied with atl. federat tax requirements that must be satisfied

after the issue date of the Bonds so that those Bonds continue to be tax -exempt

under the Code.

o.o ldentification and Remediation of Potentiat Viotations of FederaI Tax

Requirements for Bonds
1. So tong as any of the District's Bond issues remain outstanding, the Executive

Director witt consutt with the Users of Property at teast once a year to review and

determine whether current use arrangements invotving that Property continue to

compty with appticabte federattax requirements as described in these Comptiance
procedures. This may be accomptished, for exampte, by meeting with Users,

providing questionnaires to Users about current use arrangements, or adopting

other protocots reasonabty catcutated to ensure comptiance with appticabte federat

tax requirements on a continuing basis. This periodic review may be scheduted, for

exampte, at or before the times that the District is required to fite with the Municipat

Securities Rutemaking Board the annuatfinanciaI information and operating data

pursuant to the District's undertaking to provide continuing disctosure with respect

to outstanding Bond issues, or when the District is undergoing the annuaI audit of its

financiat statements.
2. lfatanytimeduringthetifeofaBondissue,theDistrictdiscoversthataviotationof

federat tax requirements appticabte to that issue may have occurred, the Executive

Director witt consutt with bond counsel to determine whether any such viotation
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actuatty has occurred and, if so, take prompt action to accomptish an availabte

remediat action under appticabte lRsregutations or to enter into a ctosing

agreement with the IRS under the Votuntary ctosing Agreement Program described

underNotice2oos.3lorotherfuturepubl.ishedguidance.

7.0 Education Procedures with Respect to Federat Tax Requirements for

Bonds

The Executive Director and his or her staff, as wel'l' as the principat operating officiats of

those departments and affitiates of the District for which Property is financed with Bond

proceeds, shoutd be provided with education and training on federat tax requirements

appl.icabl,e to Bonds. The District recognizes that such education and training is vital as a

means of hetping to ensure that the oGtrict remains in comptiance with those federat tax

requirements in respect of Bonds. The District witl' enabte and encourage those personnel

to attend and participate in educationat and training programs offered by, among others'

the washington Finance officers Association with regard to the federaI tax requirements

appticabte to Bonds.

520 Purchasing PoticY

1,0 Purpose

The Shore Metropol,itan Park District (District) Board of commissioners (Board) is

responsibte for estabtishing poticy direction for the District under washington state

taw (RCW35.61.135). Prudent business practice and good government provides that

the Board estabtish pol,icies regarding the fiscat activities of the District incl'uding

but not Limited to purchasing in accordance with appl'icabl'e loca[' state and federaI

Law and regutations. Transferring authority and responsibitity to the Executive

Director or his or her designee for purchasing requires formal' action by the Board'

ThisPurchasingPol,icyestabtishestheauthoritygrantedtotheExecutiveDirectoror
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'

201
Revisions: 4/25/25

64



POLICIES & PROCEDURES WSMPD 04/25/2025

2.0 Purchasing Approvat and Payment Procedures

It shal.L be the administrative function of the Executive Director or his or her designee to
review att District purchases prior to submission for payment. The Executive Director or
his/her designee wittstamp date and mark "received" and tist a chart of account number
Listed on each invoice or payment request. At[ stamped purchases or invoices wit[ be
considered approved untess noted otherwise. Approvat authority documentation wit[ be
maintained with each invoice or payment request

2.1 ApprovaI of Authority for att Purchases

The fottowing is the [eve[ of purchase authority for the District:

2.1.1 lJp to $2,500

The Director/designee has the authority to make purchases up to $2,500 for budgeted
items or reoccurring suppties and inventory and chemicats.

2.1 .2 More than $2,500 and less rhan $t O,OOO

The Executive Director or designee for the above purchase levets shatl be authorized to
sign quotes and review and approve purchases.

2.1 .3 More than $10,00A and less than $SO,AOO

The Finance Committee of the Board, or the Board, shatt authorize and approve any
purchases greater than $10,000 and [ess than $30,000. Any required documentation shatl,
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 shatt approve
and submit for payment in accordance with section 2.2.

2.1.4. More than $30,OOA

The Board shatl authorize and approve any purchases of more than $30,000. Any required
documentation shatl 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 shatt approve and submit for payment in accordance with section2.2.

2.1.5 Exceptions

Reoccurring expenses, such as utilities or chemicat purchases, do not need prior approvaI
for purchase or have been specificatty identified in the annual budget.
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2.1.6 Splitting Purchase Arders, lnvoices and Contracts

Sptitting of a purchase order, contract or an invoice to avoid seeking and receiving the

approval, required by this poticy and its administrative procedures is prohibited'

2.2 Batch/Vo ucher Payme nt Ap prova ts

The Executive Director or his designee shar,t determine a schedute for approving and

submitting batch/voucher payments'

2.2.1 BatchNoucher Submission Approval

Att batch submissions request for payment witL be approved for payment by the Aquatics

Manager or Executive Director and the District Accountant' The batch request witt be done

at a f requency to ensure timety payment to att vendors'

2.2.2 Board Review

Al,t batch/voucher payments witt be presented to the Board at the fottowing scheduted

regutar or special meetings for ratification of the voucher payments'

3.0 Purchased Services

purchased services are those provided byvendors for routine, necessary' and continuing

functions of a tocal, government agency, mostty rel,ating to physicaL activities' These

serviceS are usual,l,y-repetitive, routine, or mechanicaL in nature' Support the agency's day-

to-day operations, invotve the compl,etion of specific tasks or projects' and invotve

minimatdecision-making.Exampl.esofpurchasedservicesinctudemechanicaI
maintenance,janitorial,andtandscapeservices,orrepairsservices'

prior to the use of a vendor for a purchased service, l,ike mechanicat maintenance' the

Executive Director or his or her designee wir,r, determine the best vendor for this service by

tookingatprice,expertiseandavaitabil,ity,thiscanbedoneinformattyormoreformalty
depending on the cost of seryices requested. There is no maximum doltar amount

threshotd for purchased services'

4.0 Personal Services

personaI services are those provided by vendors to provide technical expertise to

accompLish a specific study, project, task, or other work statement' not inctuding
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professionaI architecture, engineering, [andscape architecture, or surveying services.
Examptes of purchased services inctude strategic ptanning, accounting and tegal, services.

Prior to the use of a vendor for a personat service, tike accounting, the Executive Director or
his or her designee wit[ determine the best vendor for this service by tooking at price,
expertise and avaitabiLity, this can be done informatty or more formatty depending on the
cost of services requested. There is no maximum dottar amount threshotd for purchased
services.

5.0 Non-Pubtic Works Open Market Purchases

5.1 GeneraI Conditions (purchases $40,000 or tess)

ln accordance with RCW 35.61 .135(3), purchases of suppties, materiats and equipment
and professionat services, costing less than $40,000 may be made on the open market,
such as but not Limited to sources such as retai[ stores, catalogs and other locations tisting
vendors avaitabte to provide the above-mentioned items. Purchases greater than $40,000
must be made by bid and contract as outtined in RCW 35.61.135(1).

5.2 Purchases less than $40,000

Al.l, open market purchases of [ess than $40,000 shal,t be made by securing tetephone or
written quotations, or both, from three different vendors. Whenever possibte, the vendors
shatt be Listed on the City of Port Angel.es Vendor List to assure that a competitive price is
estabtished, in accordance with RCW 39.04.190. The District uses the City of Port Angetes
Vendor List as the District Vendor List as authorized by RCW 39.04.190(4). A purchase
awarded pursuant to this section need not be advertised.

5.3 Tetephone Quotations

The District shatt use the fottowing process to obtain tetephone quotations from vendors
for the purchase of materials, suppties, or equipment:

Vendors shatt be given a description of the specific materiats, suppties, or
equipment to be purchased, inctuding the number, quantity, quatity, and type
desired, the proposed detivery date, and any other significant terms of purchase; A
District representative shatt make a good faith effort to contact at least three (3) of
the vendors on the roster to obtain tetephone soticitation quotations from the
vendors for the required materiats, suppties, or equipment;

a
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. The District representative shatl, not share tetephone quotation from one vendor

with other vendors soticited for the bid on the materiats, supplies, or equipment.

5.4 I nte rgove rn m e nta t Coo perative Pu rc ha s i ng Agree m e nts

As an atternative to requirements under Section 2.2 of this pol.icy, the District may contract

and/or purchase materiats, supplies, or equipment with the supptiers designated on any

current state agency, County, city, or town purchasing rosters for the materiats, suppties'

or equipment, when the roster has been estabtished in accordance with the competitive

bidding law for purchases appticabte to the state agency, county, city, or town'

RCW 35.61.135(4) al.l.ows the District to join with other governmental agencies for the

purchase of suppties, equipment, or services by entering into a written lntergovernmental

Cooperative Purchasing Agreement (atso known as an intertocal agreement)' Prior to

making a purchase under such an agreement, the District must ensure that the procedure

used by the agency that originaLty awarded the bid, proposat, or contract is altowabte

within the District's purchasing pol.icy. The originating agency must atso have futfitted one

of two additional, pubtic notice requirements:

. posted the bid or soticitation notice on a web site estabtished and maintained by a

pubtic agency, purchasing cooperative, or similar service provider, for purposes of

posting pubtic notice of bid or proposaI solicitations'

o provided an access tink on the state's web portal to the notice.

The District may atso make a bid cail, with another government entity as a joint purchase

that comp1ies with the procurement requirements of both jurisdictions. When practicat,

the District shoul,d incl,ude Language in its soLicitations that attows other pubtic agencies to

purchase from the Districts contracts or purchase orders, provided that other agencies

provide simi1ar rights and reciprocat priviLeges to the District. The District Board shatl

approve al,lntergovernmentat Cooperative PurchasingAgreements. The District's attorney

shaLt approve al.t 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 municipatity

as noted in RCW 39.04.280 for:

a) purchases that are ctearl,y and tegitimatety timited to a singte source of suppty;

b) Purchases invotving speciat facitities or market conditions;

c) Purchases in the event of an emergency;
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d) Purchases of insurance or bonds; and

e) Pubtic works in the event of an emergency

lf the competitive bid process is waived by reasons tisted above, a written documentation
of the factuat basis for the exception must be fited and be open to pubtic inspection.

lf an emergency exists, the Executive Director may dectare an emergency situation exists,
waive competitive bidding requirements, and award atl necessary contracts on behatf of
the District to address the emergency situation. lf a purchase or contract is awarded
without competitive bidding due to an emergency, a written finding of the existence of an

emergency must be made by the Executive Director and duty entered of record no later
than two weeks fottowing the award of the contract. When such a purchase is ctearty and
tegitimatety timited to a singte source or suppty, or the materiats, suppties, equipment or
services are subject to speciat market conditions, then such purchase may be made
without competitive, seated bid and by negotiation; provided that prior to making of such a
purchase, the Executive Director obtains the approval in accordance with section 9.0 of
this poticy.

5.6 Determining the Lowest Responsibte Bid.

in determining the lowest responsibte bid, the district shal,l, use RCW 43.19.191 1(9) as
guidance.

5.7 Award

lf the service or purchase was required to use the bidding process, a written record of each
vendor's quotations shatt be made open to pubtic inspection or tetephone inquiry after the
award of the contract. Any contract awarded under this subsection need not be advertised.

6.0 Purchase/Services Needing Contracts

A written contract may be initiated by the District or by the other party to the agreement. lt
must be signed by at least one authorized representative from each party. The authorized
signature is determined for the district by the dottar amount of the contract.

6.1 Written Contract Atways Required for Certain Purchases

A written contract is atways required for the fol.[owing types of purchases.

1. Alt tease or rentaI agreements for equipment or reaI property
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2. Att intergovernmentaI agreements

3. Att services with the exception of minor services such as repairs'

4. Cooperative purchasing agreements

s. Maintenance and ticensing agreements (except licenses and/or maintenance

agreements for standardized, non-cuStomized, software or hardware)

6. Other contracts/agreements deemed necessary bythe Board.

6.2 Written Contract Required for Purchase of Goods and Services Over

$5o,oo0

A written contract/bid is required for purchase of goods and services when the purchase of

a singte item f rom a singl.e vendor exceeds $50,000 per year. Non open market purchases'

tike utitities, are not required to fotl,ow this poticy

6.3 Contracts for Professionat Services

Contracts for professionat architecturat, l,andscape architecture, surveying and

engineering services require quaLity-based setection (QBS) and an advertising and

negotiation process in accordance with RCW 39'80'

Contracts for other professionaI services as defined as activities such as consulting that

have a primaril.y intel,tectuaL final, product) do not require an advertising and negotiation

process. Atthough the Executive Director shal,l. attempt to secure contracts at the most

reasonabte rate Possibte.

6.4 Contract Change Order Authority

The Executive Director shal.t have authority to approve and sign construction change orders

less than $15,000 on construction contracts if the change order does not substantiatly

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 substantiatl,y change the scope of the project or budget approval from

the Finance Committee is required'
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7.0 Smatt Pubtic Works Purchases/Projects

7.1 Publ.ic Works Purchases Greater than $20,000

Atl, Purchases of publ,ic works, where the cost exceeds $20,000 shatl be authorized by the
Board and made by an advertised catt for bids.

7.2 Using a Smatt Publ.ic Works Roster

For at[ Pubtic Work projects, the District may use a roster system authorized by RCW

36.61 .135 for al,l, 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 Pubtics Works Roster

lf a work, construction, alteration, repair or improvement project is estimated to cost less

than

$35,000 which inctudes the costs of [abor, materiat, equipment and sa[es, and/or use

taxes as appticabte, District may award such a contract usingthe Limited pubtic works
process provided under RCW 39.04.155, subsection (3). This smatt works roster process

does not appty to contracts for professionaI architecturaI and engineering services, which
are regutated by RCW 39.80.

7.4 Consuttant Roster

The District wit[ use the Consuttant Roster to setect engineering, architecturat, or other
consuttants for negotiations and contracts, and witl, do so in accord with att appl.icabte
taws and regutations.

The District shal.tbe independentty responsibte for its own and the setected consuttants'
comptiance with laws and regutations governing services, inctuding at[ setection [aws, and

any other requirements as appropriate. The District atso shat[ be independentl.y

responsibte to conduct a consuttant setection process consistent with appticabte
statutes, ordinances, and the requirements of the District and to enter into a contract
directty with the consuttant thus setected.
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7.5 using MRSC as the District's official smaLt Pubtic works Rosters

MRSC maintains the MRSC Rosters as attowed to the District and other Publ'ic Agency

members by RCW 39.04.155 and chapter 39.80 Rcw, respectivety. MRSC maintains the

Roster in accordance to al,L appticabte RCW statutes. MRSC maintains a smattworks

Roster and a consuttant Roster (inctuding architects, engineers, and other consuttants)'

The District witt use both the M RSC Rosters smaLl, works and consul,tant Rosters as their

official, roster system for the above stated purchases'

7.5.1 MRSC Small Pubtic Works Roster and Roster

The District wil,l, use the smaLl, Pubtic works Roster to sel'ect contractors for publ'ic work

projects up to $300,000 in vatue or as otherwise timited by statutes, ordinances' and laws

appticabl,e to the District. The District shatl, be responsibl'e for'its own and the setected

contractors'comptiance with att taws and regutations governing purchaSes' incl'uding atl'

sel,ection [aws, retainage and bonds, prevaiting wages, and any other appropriate

requirements. The District aLso shatt be independentty responsibl'e to conduct a quotation

or bid process consistent with appl.icabte statutes, ordinances, and the requirements of

the Pubtic Agency and to enter into a contract directt'y with the contractor thus setected

7.5.2 Usingthe MRSC Limited Publics Works Rosfer

lf a work, construction, atteration, repair or improvement project is estimated to cost less

than $35,000 which includes the costs of [abor, materiat, equipment and sates' and/or use

taxes as appl,icabte, District may award such a contract using the timited pubtic works

process provided under RCW 39.04.155, subseCtion (3). This smatl works roster process

does not appty to contracts for professionat architecturaI and engineering services which

are regutated bY RCW 39.80

7.6 Waivingthe competitive Bid Requirements for Pubtic works Purchases

competitive bidding requirements may be waived by the governing body of

the municipatity as noted in RCW 39'04'280 for:

(a) purchases that are ctearly and tegitimatety timited to a singte source of suppLy;

(b)Purchasesinvotvingspeciatfacititiesormarketconditions;
(c) Purchases in the event of an emergency;

(d) Purchases of insurance or bonds; and

(e) Pubtic works in the event of an emergency'
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lf the competitive bid process is waived by reasons tisted above, a written documentation
of the factual basis for the exception must be fil.ed and be open to pubtic inspection.

lf an emergency exists, the Executive Director may dectare an emergency exists, waive
competitive bidding requirements, and award at[ necessary contracts on behatf of the
District to address the emergency. lf a purchase or contract is awarded without
competitive bidding due to an emergency, a written finding of the existence of an
emergency must be made by the Executive Director and duty entered of record no later
than two weeks fol.l.owing the award of the contract.

When such a purchase is ctearty and tegitimatety timited to a singte source or suppty, or
the materiats, suppties, equipment or services are subject to speciat market conditions,
then such purchase may be made without competitive, seated 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 on the approvat authority
authorized to approve the amount of purchase.

8.0 Competitive Bidding and Procedures

8.1 Pubtic Notice

White state law does not contain any detaited requirements for publ.ic notice, good
business practice catts for using a notification process that wit[ reach the most contractors
and attow enough time for responsive bids to be prepared. Advertisements for bids shoul.d
inctude the fotlowing items:

o Titte of the project
o Nature and scope of the work
o Where contract documents (ptans, specifications) may be obtained
r Cost to obtain a set of contract documents
o Ptac€, date, and time that bids are due
o Statement that a bid bond must accompany the bid
r Statements that the District retains the right to reject any or atl bids, and to waive

minor irregutarities in the bidding process

8.2 Bid Specifications

Bid specifications shoutd incorporate a ctear and accurate description of the technicat
requirements forthe materiat, product, or service to be purchased. Such descriptions
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shoul.d not contain features that unduty restrict competition. When it is impractical or

uneconomicat to make ctear and accurate description requirements, a -brand name or

equal. description may be used. The responsibitity of demonstrating to the District's

satisfaction that a product is -equat 
to that specified shal,t be on the vendor proposing the

substitution. Requests for approvatof substitutions must be made with sufficient time to

aLl.ow the District to adequatel,y review the proposat, incl,uding time for vendors to respond

to questions and requests for additional, information or ctarification. The District has no

obtigation to accept proposed substitutions. Acceptance of a substitute product proposed

as an

-equal, 
to that specified wil.l. be made in writing. lf this acceptance occurs prior to the bid,

other bidders witl, be notified to the extent practicat'

8.3 Award

The contract witt be awarded to the Lowest responsive and responsibte bidder whose bid

meets the requirements and criteria inctuded in the invitation for bids. RCW 39.04.350

outtines criteria that a bidder must meet in order to be considered responsibte.

8.3.1 Lowest Respons ive Bid Determination

The determination of the towest responsive bid requires meeting conditions set forth in the

invitation for bid and submitting the lowest price.

8.3.2 Lowesr Respons ible Bidder Determination

ln determining the lowest responsibte bidder for the purchase of goods and/or services for

use by the District, consideration may be given to:

a) Abitity/Capacity/Skitt: The abitity, capacity and skitt of the vendor to perform the

project or provide the goods and services;

b) prompt Detivery: The abitity of the vendor to perform the project or provide the

goods or services promptty or within the time specified, without detay or

interference;
c) Experience: The reputation, experience and efficiency of the vendor;

d) previous performance/References: The quatity of performance on previous

contracts or Purchases;
e) Comptiance with Laws and Regutations: The previous and existing comptiance by

the Vendor with taws and regutations retating to contracts and services;
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f) Service Capabitity: The sufficiency of the financiaI resources and the abil'ity of the

vendor to perform the work or provide the goods or services being purchased; atso

the abitity of the vendor to provide future maintenance and service for the goods or

services Purchased;
g) euantity and Scope of Conditions: The number and scope of conditions attached to

the quotation; and

h) Terms/Bitting Procedures, Other Charges, and Retiabitity: The payment terms/bitting

procedures, quatity, detivery times, freight charges, shipping points and the

reLiabititY of the vendor.

when a trade-in option exists and is in the District's best interest, the price offered on the

trade wil.t be considered when determiningthe towest responsive and responsibte bid.

RCW

39.30.040 attows any Local. sates tax revenue generated by the purchase to be considered

in determining the lowest responsive and responsibte bid. other preferences favoring locaI

businesses are not Permitted.

8.4 Cancel.lation

An invitation for bids may be cancel,ted. AdditionaLty, the District (at its sote discretion) may

choose to reject any or al,t bids, in whote or in part. An invitation for bids may be canceted

at the discretion of the Executive Director or his or her designee. The reasons shat[ be

documented and made part of the purchase contract fite. Each invitation for bids issued by

the District shal,l, state that the invitation may be canceted. Notice of canceltation shat[ be

sent to att parties who have been provided with a copy of the invitation. The notice shatl

identify the invitation for bid and state briefty the reasons for its cancettation.

8.5 Submittat of Bids

Bids witt be submitted as specified in the invitation for bid by the appointed date and time

Listed in the invitation. Each bid witt be date and time stamped as it is received. Late bids

wil,t not be accepted. lf the bid is a seated bid, al,l, qual,ified bids witt be opened and read

al,oud pubticty at the appointed time. No District representative shal.l, 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 towest responsive and

responsibte bidder, or else att bids must be rejected. A written record shatl' be made of

each contractor,s bid on a project and of any conditions imposed on the bid. Immediatety

after an award is made, the bid quotations shal.t be recorded, open to pubtic inspection,
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and avaitabte by tel.ephone inquiry. Originatspecifications and the originat bid responses

witt be retained for review and audit as required.

8.6 Bid Security

Bid security shaLt be required for al,l, competitive bidding for pubtic works contracts and

shaLt be incl.uded in the bid package. Security shal.t be in the form of a bond with a vatue of

at teast 5o/o of the amount of the bid, provided by a surety company that is authorized to do

business in Washington State, or the equivatent in cash or certified check. Bid security

shatt be required on bids for material.s, suppties, and equipment onl.y if it is determined to

be necessary. When the invitation for bids requires submittat of bid security,

noncomptiance wil.t resul.t in rejection of the bid. lf a bidder is permitted to withdraw a bid

before award, its bid security shatl, be returned.

8.7 lnsurance

Contracts for pubtic works and professionat services shat[ contain requirements for

contractor- provided insurance, as deemed necessary by the District's Attorney.

8.8 Records Management

The Executive Director or his designee shatt maintain records of atl contracts awarded and

atL contractor/consuttants contacted in the process.

9.0 Unauthorized Purchases

9.1 Definition

No District emp[oyee shatt purchase or contract for any suppties, materia[, equipment or

contractuaI service or make any contract within the purview of this poticy other than

through the Executive Director or his or her designee. Any purchase or contract made

contrary to the provisions of this pol,icy shaLl, not be approved by any District officer and the

District shaLl. not be bound except as may be required or provided by [aw.

9.2 Responsibitity for Unauthorized Purchases

District emptoyees other than those identified in this poticy are not authorized to make

purchase agreements binding and ob[igating the District to a financiat commitment.
Shou1d a District emptoyee viotate this trust and the District experiences a financial [oss,
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then the District shatt be entitted to recover the ful,tamount of such toss from the

emptoyee.

1 0.0 Purchasing Cards

10.1 lssuance, Use and Control' of Purchasing Cards

The District hereby adopts the fol,towing system for the issuance, use and controt of

purchasing cards by District officiats, and emptoyees accordingty. The Executive Director

shal,l. impl,ement the fol,l,owing system for managing the distribution, use, controt, credit

timits and payment of bil.l,s retated to the use of credit cards by District officiats and

emptoyees. The Executive Director is authorized to adopt any additional procedures or

poticies necessary to imptement the provisions of this section.

1O.2 Distribution

The Executive Director may obtain and authorize supervisors to carry credit cards for use

when the purchasing card use woutd benefit the District.

10.3 Authorization and Controt

The Executive Director or his or her designee shatt manage the accounting controts to

ensure the proper usage of purchasing cards and purchasing card funds. At[ transactions

shatt be reconcited using the monthty reconcil,iation form. Att transactions must be

supported with a receipt. lf the receipt is Lost for some reason, a missing receipt form must

be compl,eted and signed off by an atternative supervisor prior to submission of the

reconcil.iation form and receipts to the Executive Director. The Executive Director shatl

have their monthty reconcitiation signed off by the district treasurer prior to submission of

reconci1iation to the accountant. Atl, purchases made via credit card must be inctuded in

monthl.y expense ratifications for board approvat'

10.4 Credit Limit

The credit Limit for the card issued to the Executive Director shal,t not exceed $10,000 per

month. The purchasing cards for other managers shatl, be timited between $1,000 and

$10,000 per month, dependent upon regul.ar departmentaI purchasing needs'
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10.5 Preferred Uses of Purchasing Card

The use of a purchasing card witt benefit the District when used instead of petty cash and
when the purchasing card is used for purchasing of operating suppties, atso business
retated to travel in [ieu of using the purchase order process and in accordance with the
pol,icies contained within this section.

10.6 Payment of Purchasing Card Bitts

The accountant or designee wiLt be responsibte for ensuring statement of activities for
each issued card is provided to each card hotder responsibte for the purchases. The card
hotder must then prepare a reconcil.iation with attached receipting for submission to the
Executive Director. The Executive Director shat[ review att monthly credit card
reconcitiations for proper BARS coding and ensure legitimacy as a business expenditure.
The Executive Director shat[ submit their reconcitiation to the district treasurer for
approvat. Afterwards, the reconcitiations are to be submitted to the district's accountant.
The accountant wiLl, then pay the batance owed for the reconcited amounts. Any expense
identified as non-business retated shat[ require the responsibte cardhotder to remit
payment to the district in the form of check or wage garnishment.

10.7 Unauthorized Charges and Use

No emptoyee of the District shat[ use the District issued purchasing card for non-District
business. Any emptoyee who viotates this poticy shatt be subject to disciptinary action up
to and incLuding termination and shaLl, be bitted for atl charges on the purchasing card. The
Executive Director or his or her designee is authorized and directed to make payrotl,

deductions to recover any unauthorized charges.

lf the charge is suspected to be fraudulent activity, the executive director and card issuer
are to be immediatety notified. The card must be tocked immediately to prevent further
fraudutent activity.

10.8 Lost or Stoten Purchasing Cards

The Cardholder wil,tfirst immediatety contact the Card lssuer, then notify the Executive
Director or his or her designee. The card is to be immediatel,y tocked to prevent future or
further f raudutent activity.
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10.9 Cash Advances

Cash advances on purchasing cards are prohibited.

10.10 Return of Purchasing Card at Emptoyment Termination

The Cardhol.der must return purchasing card to his or her supervisor upon termination'

10.1 1 Credit Card Poticy Acknowtedgement

prior to being issued a purchasing card, each appl.icabte emptoyee must have read and

signed exhibit A. This document is to be maintained in the empl.oyees'fite. The intention of

this document is to provide evidence of understanding in regard to purchasing card

timitations, proper use cases, and responsibte purchasing requirements'

Exhibit A:

Emptoyee Gredit Card Use PolicY

1. Purpose

The purpose of this poticy is to establ.ish ctear guidetines for the proper use, documentation, and

oversight of credit cards issued by the Wittiam Shore Poot District. This poticy is intended to protect

District funds, ensure transparency, and promote responsibte financial management.

2. Scope

This poticy appl,ies to att District emptoyees, officers, and officiats who are issued or authorized to

use a District credit card.

3. Ownership of Credit Cards

Att credit cards issued under this poticy remain the property of the Wittiam Shore Pool' District.

Cards are issued for District business onty and must be returned immediatety upon request'

termination of emptoyment, or change in job duties that no tonger require card use.

4. Authorized Use

District credit cards may be used onty for tegitimate District business expenses, incLuding but not

Limited to:

. Poo[, chitdcare, and facitity suppties
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. Maintenance and repair materiats

. Approved equipment purchases

. Training, conference registration, or work-retated travet (if appticabte)

o Emergency purchases necessary for District operations

At[ purchases must be reasonabte, necessary, and directty retated to District operations.

5. Prohibited Use

District credit cards may not be used for:

. PersonaI purchases of any kind

. Cash advances or ATM withdrawats

. Alcohot, tobacco, or controtted substances

. Entertainment or meals untess specificatty pre-approved for District business

r Purchases that bypass estabtished procurement procedures

. Sptitting transactions to avoid spending timits

Any accidental personal charge must be reported immediatety and reimbursed to the District

without detay.

6. Spending Limits and Authorization

. Credit timits witt be estabtished by the District and may vary by cardholder.

. Certain purchases may require prior approvatfrom the District's governing authority or

designated supervisor.

r Cardhotders are responsible for knowing and comptying with appticabte spending timits.

7. Receipts and Documentation

e ltemized receipts are required for all credit card purchases.

. Receipts must ctearty show the vendor name, date, amount, and items purchased.
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. Cardhotders must submit receipts and required documentation within the timeframe

estabtished by the District (e.g., monthty or per bitting cycte)'

o Missing receipts must be exptained in writing and approved by a supervisor or the governing

authority.

8. Review and Reconcitiation

. Credit card Statements witt be reviewed and reconcil'ed regutarty.

. Supervisors or designated officiats witt review charges for appropriateness and comptiance

with this PoticY.

. The District reserves the right to audit credit card use at any time.

9. Misuse and DisciPlinarY Action

Misuse of a District credit card may result in:

. Revocation of credit card priviteges

. Required reimbursement to the District

. Disciptinary action, up to and inctuding termination

. possibte tegat action if misuse invotves f raud or theft of pubtic funds

10. Lost or Stolen Cards

Lost or stoten credit cards must be reported immediatel'y to:

1. The credit card issuer, and

2. The appropriate District officiat

Faiture to promptty report a tost or stoten card may resutt in disciptinary action.

1 1. Poticy Acknowtedgment

Att cardhol.ders must sign an acknowtedgment form indicating they have read, understand, and

agree to compty with this poticy before being issued a District credit card'

credit card spendingThresholds and Procurement compliance
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Spending Limits and Procurement Requirements

Att credit card purchases must compty with the Wittiam Shore Poot District Procurement Policy and

appticabl.e state and federal regutations. Credit cards are a payment method onty and do not

override procurement req uirements.

Spending threshotds are as follows:

A. Purchases of $5,000 or Less (Micro Purchases)

. Credit card use is permitted.

o No quotes are required.

. Cardhotder must determine and document that the price is reasonable.

. To the extent practicable, purchases shoutd be distributed equitabty among quatified

supptiers.

. Documentation supporting price reasonabteness must be retained.

B. Purchases Between $5,000 and $30,000 (SmaLt Purchases)

r Credit card use is permitted onty after procurement requirements are met.

o Price or rate quotations must be obtained from three or more quatified sources prior to
purchase.

o Quotes and approval documentation must be retained and submitted with the credit card

reconcitiation.

o Prior supervisory or Executive Director approvaI is required before the charge is made.

C. Purchases of $30,000 or More (Format Procurement)

o Credit cards may not be used to initiate or bypass formal procurement.

o Purchases must be pubticl.y soticited through seated bids or requests for proposats in

accordance with District poticy.

. Credit cards may onty be used after contract award, and onty if approved by the Executive

Director, for atlowabte payments under an executed contract.

D. Prohibited Transaction Structuring
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a

a

Cardhotders may not sptit purchases into muttipte transactions to remain below

p rocu rement th resh otd s.

Any attempt to circumvent procurement requirements may resutt in disciptinary action.

DateName:

Position:- Signatu

521 Code of Ethics for Contracting

1.0 Purpose

The purpose of this poticy is to provide guidel,ines for the setection and administration of

contracts.

2.0 Poticy

2.1 Ethics in Publ.ic Contracting

Ethical. standards appty not onty to District empl,oyees and Contracting Officers but to

others with a vested interest in District contracts such as members of the Board of

Commissioners, other official,s and agents of the authority, and contractors with whom the

District does busi ness.

2.2 Princip tes

Members of the Board of Commissioners, District empLoyees, and any others serving in an

officiat position or acting as an agent of the District (hereafter referred to as emptoyees,

officers, or agents) must discharge their duties impartiatty to ensure fair competitive

access to procurement opportunities by responsibte contractors. Moreover, employees,

officers, and agents shoul.d conduct themsetves in such a manner as to foster the pubtic's

confidence in the integrity of the District procurement organization and process. Any
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attempt to reatize personat gain through District emptoyment or to serve as an officer or
agent of the District through actions inconsistent with the proper discharge of duties is a

breach of pubtic trust.

2.3 Confticts of lnterest

Districts must observe the fottowing conftict of interest prohibitions.

1. No District emptoyee, officer, or agent shal.t participate in the setection, award or
administration of a contract supported by State or FederaI funds if a conftict of interest,
financial or otherwise, real or apparent, woutd be invotved. Such a conftict woutd arise
when the emptoyee, officer or agent, any member of his or her immediate famity; his or her
partner; or an organization which employs or is about to emptoy any of the above, has a

financial or other interest in the firm setected for the award.

2. ln addition to any other appl,icabLe conftict of interest requirements, neither the District
nor any of its contractors or their subcontractors may enter into any contract, subcontract,
or arrangement in connection with a project in which any of the fottowing ctasses of peopl.e

have an interest, direct or indirect, during his or her tenure or for one year thereafter:

a) Any present or former member or officer of the governing body of the District, or any

member of the officer's immediate famity. There shatt be excepted from this
prohibition any present or former tenant commissioner who does not serve on the
governing body of a resident corporation, and who otherwise does not occupy a

poticymaking position with the resident corporation, the District or a business entity
b) Any emptoyee of the District who formutates poticy or who inftuences decisions

with respect to the project(s), or any member of the emptoyee's immediate famity,

or the emptoyee's partner.

c) Any pubtic officiat, member of the [oca[ governing bod-v, State or locat tegistator, or
any member of such individuats'immediate famity, who exercises functions or
responsibilities with respect to the project(s) of the District.)

3. No present or former District emptoyee, officer, or agent shat[ engage in setting or
attempting to setl suppties, services, or construction to the District for one year fottowing
the date such emptoyment ceased. The term "sett" means signing a bid or proposat,
negotiating a contract, contacting any District emptoyee, officer, or agent for the purpose
of obtaining, negotiating, or discussing changes in specifications, price, cost atlowances,
or other terms of a contract; settting contract disputes; or any other tiaison activity with a
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view toward the ul,timate consummation of a sate, atthough the actuaI contract is

negotiated bY another Person.

2.4 Gratuities, Kickbacks, and Use of ConfidentiaI lnformation

District sol,icitations and contracts above the Federat smatt purchase threshol'd shal'[

incl,ude ctauses advising prospective contractors of the prohibitions against gratuities and

kickbacks. These rutes are designed to protect the integrity of the procurement system and

to ensure that contracts are awarded fairty, based on merit, without improper inftuence'

2.4.1 Gratuities.

District officers, current empl,oyees, former emptoyees within one year of empl'oyment, or

agents shatt neither soticit, accept, or agree to accept gratuities, favors, or anything of

monetaryvatue from contractors, potentiat contractors, or parties to sub agreements'

Districts may set minimum rul,es where the financial interest is not substantiat, or the gift is

an unsoticited item of nominat intrinsic vatue. These rutes shal't be incorporated in the

District's Procu rement PoticY.

2. 4. 2 Ki c kba c ks a n d A nti co m p etitive P ra cti c e s'

It is a breach of ethical, conduct and prohibited for any payment, gratuity, or offer of

emptoyment to be made by, or on behatf of, a contractor or subcontractor under contract

to the prime contractor, higher tier subcontractor, or any person associated therewith as

an inducement for the award of a subcontractor order. The contracting officer shatl report

to the Executive Director, the HUD Fietd office, and the appropriate state and [oca[

officiaLs any suspected anticompetitive practices by contractors.

2.4.3 use of Confidential lnformation'

Disctosure of confidential, information to any person not authorized by the Contracting

officer to receive such information shal,l, be a breach of ethicat standards. Confidential

information inctudes but is not necessaril.y timited to: the contents of a bid (prior to bid

opening) or proposat (prior to contract award using competitive proposats)' names of

individuats or firms that submitted bids (prior to bid opening) or proposal,s (prior to contract

award); District- generated information retated to a procurement (inctuding District cost

estimates, contractor setection and evatuation ptans, specifications [before solicitation is

issuedl); and any other information the disctosure of which woutd have a direct bearing

upon the contract award or the competitive process. lt is a breach of ethicaI conduct for

any current or former emptoyee, officer, or agent to knowingty use confidential information
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for actuaI or anticipated personal gain or for actuaI or anticipated personaI gain of any
other person.

2.5 Prohibition Against Contingent Fees

It is a breach of ethical conduct for a person to be retained to soticit or secure a District
contract upon an agreement or understanding for a commission, percentage, brokerage,
or contingent fee, except for the retention of bona fide emptoyees or a bona fide agency
estabtished for the purpose of securing business. This prohibition inctudes the
emptoyment of former District officiats and emptoyees on a contingency basis to obtain
contracts with the District by a business seeking District contracts. Many States atso have
specific [aws against contingent fees.

2.6 Sanctions

The Executive Director and the Board of Commissioners are responsibte for estabtishing
sanctions for viotation of the ethical standards. As stated previousty, many States have
passed laws governing the conduct of officiats invotved in procurement. At[ such laws shat[
be enforced by the Executive Director and, in cases where the State or [oca[ government
has no such rutes, appropriate sanctions for viotation of the standards of conduct in this
Poticy shatt be pubtished and imposed.

Civil. and administrative remedies shoutd be established for use whenever emptoyees,
officiats, or agents breach ethicat standards. References to State ethics [aws, which
shoutd be consutted by the District in devetoping and administering sanctions for
misconduct, shoutd be inctuded in the Procurement Poticy. ln addition, the District may
impose one or more of the fottowing:

. OraI or written warnings or reprimands;

. Suspension with or withouit pay for specified period of time; T,ermination of emptoyment;
or
. DismissaI from the officiat or agency position.

The vatue of anything received by an emptoyee or a non-emptoyee in breach of ethicaL
standards shatt be recoverabte by the District either by confiscating the items or by
charging the viotator for any and att gratuities received. Att procedures in this Chapter shat[
be in accordance with due process requirements and existing taw. ln addition, notice and
an opportunity for a hearing shatt be provided before imposing any suspension or
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termination of empl,oyment. Remedies against contractors may incLude suspension and/or

debarment

S2sAccounts Receivabte PoticY

1.0 Purpose

These procedures specify the steps that must be taken to ensure accounts receivabte are

invoiced, posted and cottected in a timety, fair and cost-effective manner'

2.0 Poticy

The shore Metropolitan Park District Monitors A/R to ensure timel'y and accurate payment

by shore Aquatic center customers and, as necessary, resotving outstanding invoices.

3.0 Definitions

Accounts Receivable (A/R) - lnctudes money owed to Shore Metropolitan Park District

for goods or services provided to students and/or other parties'

customer- Any person or organization that util.izes the services or purchases goods

from the Shore Metropotitan Park District.

A/R ManagementSystem - The District program which tracks and manages att A/R customers'

4.0 Designation of A/R Manager

The Executive Director shau. designate a District emptoyee the responsibitity of managing the

District A/R's and invoicing in accordance with this poLicy and procedures'

5.0 A/R Procedures

5.1 Granting of Credit

payment at the time of transaction (when goods are sotd, or services are rendered) shoutd

be cottected whenever possibte by cash, check, or debit/credit card. District credit may be

granted when the cottection of payment at the time of transaction is not practical or when

deemed to be in the best interest of the District. ln these cases, prudence with respect to

the credit risk incurred must be observed at the time of transaction'
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5.2 Cottecting Customer Data

At a minimum, customer name, address, and tetephone number must be obtained prior to
granting credit. For businesses, the name of a contact person must be cottected. Obtaining
a Taxpayer ldentification Number (e.9. FEIN, SSN) is not mandatory; however, it is a usefut
cottection toot and shoutd be considered to minimize risk, depending upon your famitiarity
with the customer, the amount of credit extended, and the nature of your business with
them.

5.3 Payment Terms

lmpticit in the granting of credit by the District is the intention that payment witt be made in
ful.L within 30 days of invoicing. The Executive Director must approve any formaI
arrangements authorizing credit for more than 30 days untess other District poticies or
regutations exist to the contrary.

5.4 Timetiness of lnvoicing

Prompt invoicing is essentiaI for effective management of receivabLes. The A/R
Manager responsibte shoul.d enter and comptete invoices in the accounts receivabte
A/R Management System as expeditiousl,y as possibte, but no later than ten business
days after the debt to the District is incurred, unless other guidetines/requirements
indicate otherwise, i.e. sponsored program invoices.

5.5 FotLow up Statements

The District, on a monthl.y basis, witl issue a current statement of outstanding invoices to
any customers with outstanding A/R batances.

5.6 Receipt of Payments/Credits

The A/R manager wil.t post any payments/credits that are received to the A/R Management
System and then inctude the payment with the District's daity deposits to the County
Treasure.

5.7 CotLection Procedures

Cottection of receivabtes is the responsibitity of the A/R Manager. Care wil,[ be taken to
protect the District's business retationship with the customer and is encouraged to utitize
their business retationship to hel,p obtain timety payment of invoices. Account statements,
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tetters, and phone cal.l.s wil,t be utitized to cottect past due accounts. Accounts that remain

past due for an extended period of time witl, be referred to an outside cottection agency.

The A/R Manager may agree to payment arrangements at the direction of the Executive

Director, in tieu of referrat to outside cottection. The Executive Director, when appropriate,

may authorize titigation to col,l,ect any outstanding receivabtes.

5.8 Write Off as Bad Debt

Bad debt is defined as ,,payment for actual costs incurred on any given customer that is

deemed uncotl.ectibl.e. The District recognizes bad debts arising from A/R after atl

appropriate internal and externat cotLection efforts have proven unsuccessfu[. The District

Account and the Executive Director witt make the determination as to when an outstanding

customerA/R batance wiLt be converted to a write-off as bad debt and present a report to

the Board for approval, for removing the debt off the District books.

526 Accou nts PaYa ble PoticY

1.0 Purpose

The purpose of Accounts Payabl,e is to ensure that aLl, Shore Metropotitan Park District

funds are disbursed and recorded in accordance with generatty accepted accounting

principtbs and Washington State regutations and laws. Accounts Payabte is responsibte for

verifying and processing au. invoices for payment. Purchasing rutes and regutations are

covered in poticy (520-Pu rc hasing).

2.0 Poticy

To ensure the responsibl,e stewardship of District funds it's the District's poLicy to conduct

business according to the principtes of accountabil,ity, compteteness, timetiness and

accuracy. Guided by these principtes, the District shatt make timel'y payment of

appropriate invoices in the most efficient manner possibl,e. Further, the District expects atl

emptoyees of the District and al,l, vendors conducting business with the District to fottow

this poticy. Adherence to a uniform poticy assures fair, consistent, equitabte, and judicious

use of District funds. Expenditures paid by the District shal,t occur in the furtherance of the

District,s mission. Therefore, it is incumbent upon each person responsibte for making

decisions on expenditures to ensure that funds are expended consistent with this poticy.

This poticy pertains to payments to vendors, travel and emptoyee reimbursements.
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3.0 Procedures

3.1 Submission's for payment

At[ supporting documentation inctuding but not Limited to invoices, statements, vouchers,
contractual agreements, and receiving reports shatl, be attached to the Check Request
Form and reviewed and approved by the Executive Director, or his/her designee. At the
fotLowing District Board meeting the Commissioners witt ratify att Check/Payments.

3.2 Supporting Documentation and Purchasing Approva[s

Supporting documentation must accompany each Check/Payment Request Form. lt is the
duty of the purchaser or person making request for purchase to ensure that att steps in the
District's purchasing rutes and regulations (520 Purchasing) are fottowed in a prompt
manner with proper authorization for transactions and at[ supporting documentation for
payment prior to any submission to the Executive Director, or his /her designee. lf proper
documentation is not inctuded with the request for payment, the Executive Director or the
District accountant wil,l, not process payment and the documentation wil.[ be returned and

wiLt be notified to provide proper paperwork. Any documentation without the appropriate
signature(s) witt be forwarded back to the originating person for comptiance.

3.3 Advance Payments to Vendors

Advance payments shat[ be avoided whenever possibl.e. lt is atways a prudent business
practice to not pay for goods or services until, they have been received and rendered
satisfactory. Exceptions to the pol.icy may inctude but are not timited to:

r Books, periodicats and newspapers, inctuding trade and professionat pubtications
o Maintenance service contracts
o Vendors who offer and demonstrate substantiaI payment discounts
. Membership dues
r Seminar/Conference registrations

3.4 lnvoice

Vendors to whom an advanced payment is to be issued must provide an invoice or written
confirmation of totaI costs, incl,uding taxes, freight and/or handl,ing for the fut[ amount of
the advance payment prior to the issuance of the advance payment. Advance payments
issued to individuats must be supported by documentation indicating the need for advance
payment.
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Authorized signature(s) by the requesting department must be on at[ advanced payment

requests.

3.5 Documentation for Payment Request

payment wiu. not be made from anything but an originat invoice in order to prevent

dupticate payments. packing sl,ips and statements shoul,d not be submitted for payment' lt

is the responsibitity of the purchaser to provide an original invoice. lf for any reason a copy

must be submitted, the top of the invoice shoutd be marked "original Lost". Make sure that

the originat has not al.ready been submitted for payment before sending a copy of an

invoice to the Executive Director for processing'

AtL authorizations, account coding and purchase order numbers for purchases shoutd be

written on the face of the invoice. Approvat signatures and account coding shoutd not be

made on the remittance portion of the invoice'

3.6 Vendors

Att vendors are required to provide their taxpayer identification number (TlN) to Accounts

PayabLe using IRS Form W-9. Payments to vendors faiting to meet proper fil'ing

requirements may be withhetd. New vendors must have atl, bitting information submitted

al,ong with the first request for payment.

lndependent Contractors must have the fottowing forwarded to Accounts Payabl,e prior to

issuing of PaYment:

.CopyofContract,ifcontracthasbeenenteredinto
o Compteted W-9 Form

o Certificate of lnsurance, if appticabl'e

. ComPleted Sote ProPrietor Form

3.7 Routing of Request for Payments

The request for payment, regardtess of type, invotves these steps:

submit check/Payment Request: The request for payment is documented and

submitted to the Executive Director or his/her designee in accordance with this

poticy and the Purchasing Pol,icy for review and approvat'

Verification and lnitial, Approval: The Executive Director, or his/her designee'

ensureproperdocumentationandbudgetcodingthensubmitstoDistrict
Accountant for Payment.

2
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3. Payments made by the Treasurer
a. Submit Butk/Voucher Payment Requests: The District Accountant or

his/her designee togs the payment requests for payments that witt be paid
by theTreasurer. Both the Executive Director or the Aquatics Manager and
the District Accountant certifies the compteted District Payment Request.

b. Submit Butk/Voucher Payment Request to Treasurer: The District
Accountant or his/her designee submits the District Payment Request to
the Treasurer forpayment processing.

4. Signature Approval: ln accordance with our FinanciaI Accountabitity Poticy (515).
5. Distribution of Payments: Once printed and signed, the District Accountant

or his/her designee or the Treasurer witt distribute the checks.
6. The Board Ratification: The District Board of Commissioners wil.t ratify att

Payment requests at the next scheduted board meeting. The Board of
Commissioners has the authority to remove any payment Request from
the Butk Payment Request.

3.8 Payment of District Credit Card Procedures

The District poticy regarding using District credit cards for purchases is located in
Purchasing Poticy (520)These procedures for documenting credit card purchases and
submitting the statement to Accounts PayabLe for payment is the responsibitity of the
person assigned to the credit card. The fol.l,owing is the procedures for submitting the
monthty credit card statement for payment:

3.8.1 Monthly Card Statement Verified:

District credit card transactions tisted on the monthty statement shout.d be checked
against the Purchasing Log by the credit card holder and attached documentation for
accuracy and compteteness. Any errors should be noted on the monthLy Credit Card
Reconcitiation Report.

3.8.2 Paying invoices with Credit Card

ln order to keep track of al,t invoices, receipts and etiminate doubte payment to vendors,
invoices and receipts paid by credit card wil,[ be marked with "PAID WITH PURCHASE
CARD" and the date the payment was made. A copy of the invoice shoutd be fited in the
vendor fite and the originat kept with the credit card reconcitiation report.
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3.8.3 Reason for Purchase:

Either the credit card Log or the monthty Credit Card ReconciLiation Report shoul'd

incLude an exptanation on the reason for the purchase and the BARS expenditure code'

3.8.4 Credit Card Reconciliation Report:

A Credit Card Reconcil,iation Report covering the Monthty Credit Card Statement atong

with the originat purchase/sal,es documentation shoutd be attached to the original, Credit

Card Statement. To assist the Account Payabte, BARS expenditure codes can be written

directLy on the statement. This does not etiminate the need for documentation'

3. 8.5 Re c u rri n g Pu rc hases.'

For recurring purchase/sal,e transactions a District Vendor fite shoutd be estabtished and a

copy of the purchase/sate shoul,d be ptaced in the vendor fil,e for future reference.

3.8.6 Submission and APProvaI:

The monthty credit card statement and the attached Credit Card Reconcitiation Report

shoutd be signed and submitted one week prior to the due date to the Executive

Director for approval, and processing for payment. lf your credit card statement and

report is not received in a timety manner your card usage wil't be suspended'

3. 8.7 Ap p rova I P roced u res :

The Executive Director or his/her designee wil,l, check the Cardho[der's monthl'y

statement and Credit Card Reconcitiation Report for the fol'towing items:

o Receipts and shipping documents exist for each purchase

. The goods were received or the services performed

. Detaited exptanations for purchases are inctuded on the Purchasing Log

r The proper BARS coding is inctuded for each purchase

The approving signature on a CardhoLder's monthl.y Credit Card Reconcitiation Report

indicates that the cardhol,der's purchases are authorized, and that those purchases were

made in accordance with appticabte procedures'

3.8.8 Loss of Documentauon

lf the Cardhotder does not have documentation for a transaction tisted on the monthty

statement, an exptanation shoul.d be attached that inctudes a description of the

2
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item(s) purchased, date of purchase, vendor's name and reason for the lack of
supporting documentation. This shoutd be submitted for the Executive Director's
review and approvat.

3. B. 9 Retu rnslDlsputes

lf an item is not satisfactory, the wrong item is received, damaged and/or defective,
order is dupticated etc.; the Cardhotder shoutd make contact with the vendor to
exptain the problem and inquire about return poticies. lf items purchased by the use of
Purchasing Cards are found to be unacceptabte, the Cardhotder is responsibte for
obtaining replacement or correction of the item as soon as possibte. lf the Vendor has
not replaced or corrected the item by the date the Cardhotder receives his/her
monthty statement, then the purchase of that item wil,t be considered in dispute. The
Cardhotder

shoutd fitt out the "Customer Statement of Disputed ltem" found on back of the credit card
statement. Once the form has been fitl.ed out comptetety, ptease maiI to the credit card
company and a copy shoutd be fited in the credit card vendor fite. Any f raudutent charges
shoutd be reported immediateLy.

When disputing a charge, note in the monthLy Credit Card Reconcitiation Report that the
item is in dispute prior to submitting it to Accounts Payabl.e. Ptease code the item in
dispute that wil.l, then be credited in the fol,towing cycte. lf an item has been returned and a

credit voucher received, verify that this credit is reftected in the monthl,y statement when it
is forwarded to Accounts Payabte. Again, credit must be coded property.

3. B. 2 1 U n c lea red Tra n sa cti o n s :

lf purchased items or credits are not listed on the monthty statement, documentation
for these items or credits shoutd be retained by the Cardhotder untit the next monthty
statement. lf the purchase or credit does not appear on the statement within 30 days
after the date of purchase, the Cardholder or Approving Supervisor shatt notify the
vendor.

3.9 Travet Rei mbu rseme nts/Expense Reports

The District witl. reimburse its emptoyees for authorized expenses incurred white futfitting
their responsibil,ities as emptoyees after proper District procedures are fottowed. Ptease
see the Trave[ reimbursement Poticy (570 Reimbursement Poticy)for greater detaits.
Expense reimbursements should be requested using the Official Travet Expense Report or
the Reimbursement Form and compteted by fottowing the instructions noted on the
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bottom of the form. Attach appropriate expenditure receipts to the Expense Report.

Expenditures witt not be reimbursed without appropriate receipts. Expense Reports are to

be submitted no l,ater than 10 days after each trip ends'

3.10 Record Retention

Att records shatt be kept in comptiance with the State of Washington's written retention

schedute.

530 Cash and DePosit Management

1 .0 Purpose

Cash, checks and money orders (funds) are received at the Shore Metropol'itan Park

District (District)facitity office at irregul,ar and regutar intervats. To make sure the funds are

secured and transmitted in a reasonabl.e period of time the foLtowing actions shatl be

foil,owed District Staff who have the responsibitity of processing funds received by District.

2.0 Poticy Procedures

2.1 Receiptin$

Cash or check is received from the customer and the amount is verified. A receipt must be

written for att monies received. lf a manuat receipt book is used the receipt needs to be

pre-numbered and used in sequence. The receipt must inctude the name of the payer, the

amount received, the mode of payment (e.g. cash, check or money order), the purpose of

the payment (whatthe payment is for) and the name of the emptoyee preparingthe

receipt). lf the District Point of Sal.e program is used, then the receipt generated is

sufficient for these requirements.

lf a manuat receipt book is used, a two-part receipt shoul.d be used. The top copy is given

to the payer. The second copy is the supporting documentation for the dail,y deposit. The

daity deposit sl,ip shoutd agree with the daity receipts'

2.2 Recording Cash ReceiPts

payments are rung into the District Point of Sal,e (POS) register as either cash or check or

credit card. Funds shatl, be secured in the cash register untit the end of the day. Cash or
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checks that are hetd for a tater deposit, witt be removed from the register at ctosing and tog
onto the "Cash Out" form. The person preparing the form and a witness witt sign the Cash
Out Form. The cash, checks and credit card receipts shoul.d be put into the deposit bag
with the Cash Out Form and ptaced into the drop safe atong with a printout report from the
Point-of-Sate register. The Point-of-Sale report shoul,d batance with the Cash Out Form.

2.3 Depositing Procedures

Al.l. cash and checks are deposited to the District's Bank accounts. The District Deposit
form wit[ show aLl, cash/checks receipts al.ong with the appropriate account number
described in the BARS Manuat. The District Deposit shoutd be done at least twice per week
or intervaI as determined by the Treasurer. The totatwitt match on the Cash Out Form totat,
the POS totaI and the District Deposit Report Form. The receipt of the Bank Deposit wil.t be
attached to the Cash Out Form and the POS Report. The person preparing the both the
cash out form and the District Deposit Form witt sign and a witness that it has been verified
by another staff member or the Executive Director

The fottowing forms shoutd be attached together for fil,ing:

1. Cash Out Form

2. POS Daity Transaction Report

3. District Deposit Form

4. Bank Deposit Receipt

535 Petty Cash and lmprest Fund Accounts Policy

1.0 DEFINITION

This PoLicy appties to any Setf-checking account where a fixed batance is maintained by
regutar reptenishments and used for paying smatt, routine operating expenses. For
purposes of this poticy, imprest funds inctude petty cash funds (whether maintained as

cash or revotving checking accounts).

2.0 PURPOSE

lmprest accounts wil,l, be estabtished at the discretion of the Shore Metropotitan Park
District (District) Executive Director or the District Accountant. The purpose of this poticy is
to:

Revisions: 4/25125 2397



POLICIES & PROCEDURES WSMPD
04/2512025

. Estabtish a procedure for authorization of imprest accounts

o Estabtish organization wide management poticies for imprest accounts

. Estabtish procedures for reporting, investigation, and correction of shortages or

overages

3.0 ESTABLISHMENT

A request to the Executive Director or the District Accountant to estabtish an imprest

account or to increase an existing account shoutd inctude the fottowing information with

the request:

l.Nameandbudgetnumberoftherequestingtheaccount
2. Name of custodian who witt be responsible for safeguarding and managing the

account
3. ProPosed amount in the account

4. The justification for the account security procedures to safeguard cash

5. Specific location of fund (buitding and room number)

6. District Board Approval, re-authorizing att existing imprest accounts in the

department and estabtishing the one being requested

Al,l, imprest accounts wil,l, be establ,ished or modified by Executive Director or District

Accountant approvat that incl,udes the reauthorization of aLt existing imprest accounts' The

District Accountant or the Executive Director can etect to cl'ose any Petty Cash accounts

not needed.

4.0 PETry CASH

Petty cash accounts witl. be maintained as revol.ving imprest accounts to be used

onLy for smal,l. purchases that require an immediate cash payment or to reduce the

overhead cost associated with the issuance of mul,tipl.e smal.t warrants. Petty cash

accounts shatt not be used as a means to circumvent proper purchasing

procedures.

4.1 Use and Documentation of Petty Cash

Att expenditure from petty cash funds must compty with the District purchasing ordinance

and pol,icy. Al,l, expenditures to be reimbursed from petty cash must be approved by the

Aquatics Manager (custodian). Any reimbursement made to the custodian of the petty
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cash account must be approved by the Aquatics Manager. A receipt is required to support
each purchase that is presented to the account for reimbursement.

It is the responsibitity of the fund custodian to determine if the purchase meets the
requirements set forth in this petty cash poticy. At the time reimbursement is made f rom
petty cash, a Petty Cash Disbursement Stip must be prepared showing: the date petty cash
was paid; the person to whom payment was made; the amount of the payment; the BARS
expenditure coding for the disbursement; and an exptanation of the purpose for the
purchase. The originat receipt documenting the item purchased must be attached to the
disbursement sl,ip and must contain the fottowing information:

1. Date of purchase

2. Name of vendor
3. Positive evidence that a payment was made (e.g., a cash register receipt or

handwritten receipt on which the word "paid" appears)
4. The amount paid

5. A description of the goods purchased (entered by the vendor if a handwritten receipt
is obtained or by the purchaser if a cash register tape is issued)

6. A signature indicating receipt of goods

Receipts should be signed bythe custodian, dated with the date paid, and stamped "Paid"
to prevent reuse and dupticate payment. At any given time, cash on hand ptus receipt
documents must equat the authorized amount of the account. lt is the responsibil.ity of the
fund custodian to maintain a current record of the account's financiat status. The
custodian for each fund is responsibte for ensuring that the petty cash account is counted
and reconcited at least annuatty by someone other than the custodian. Reconcitiation shatt
occur no later than the Last day of February of each year.

The cashier titl. is to be considered a petty cash account. The cashier tiLt is to be reconcited
at the end of each emptoyee's shift.

4.2 Prohibited Uses

An item that woutd be prohibited for payment through normat disbursement channets is
atso prohibited from being purchased with petty cash funds. The fund custodian must
carefutty monitor purchases with petty cash funds since these purchases bypass the
Auditor's normaI approvaI channets prior to payment.

Fol.towing is a non-exctusive tist of items that may not be reimbursed/paid from petty cash
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1 . Singte purchases in excess of the [esser of $250 or 1/2 of the imprest amount of the

account
2.Paymentforservices(pettycashisforpaymentforgoodsonl'y)
3. Expenditure on non-business-retated items

4. Cashing PersonaI checks

S. ltems purchased more than 30 days prior to request for reimbursement

The Executive Director or the District Accountant may institute additionat restrictions as

they deem appropriate for their own petty cash accounts' The Auditor's office is not

aLtowed to reimburse prohibited expenditures. Petty cash is not to be used for the receipt

of any money other than the original. bal,ance or increases authorized by the District

Accountant or Executive Director, periodic reimbursements for expenditures, and change

received back on a Purchase.

4.3 Petty Cash RePtenishment

A petty cash account may be reimbursed as frequentty as required but must be reimbursed

at the end of the year if cash has been disbursed, so that expenditures wi[[ be charged to

the proper year. The petty cash custodian must prepare a voucher with the supporting

petty cash disbursement stips, paid receipts, and the Account Reconcitiation Form'

5.0 DISCREPANCIES

5.1 lnvestigation Required

lf an account cannot be bal,anced by the empl,oyee responsibte, the Director wil'l' attempt to

baLance the account. lf the account cannot be batanced by the Director, the fottowing

steps witt be Performed:

a) Discrepancies $1OO or less - Note the discrepancy on the reconcitiation sheet'

lnvestigate the overage or underage to determine the cause and circumstances'

b) Discrepancies of more than $101 or - (in addition to the above) lf there is a shortage'

report the incident to the Port Angetes Potice Department and request an

investigation. Att emptoyees witt cooperate with the investigation' A copy of the

compteted investigation wil.t be forwarded to the District Accountant and the District

Board.

2
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The Director and supervisors are required to monitor shortages. Repeated shortages from
a particutar cash drawer is an indicator of employee misconduct, emptoyee inattention,
improper procedures, or lack of training and must be deatt with accordingty.

5.2 Responsibitity for Cash Shortage

The imprest or petty cash account custodian is responsibte for maintaining proper account
of the amounts in the imprest account. Unexptained or unaccounted shortages to the
account are the personaI responsibitity of the custodian.

6.0 SECURITY

lmprest account funds and supporting documentation must be kept in a safe location and
must not be comingl.ed with any other funds. The Executive Director or District Board
Chairman must be notified immediatety if the account is missing and/or theft is suspected
At[ suspected thieves are to be treated confidentiatly as an investigation may be ongoing.
lmprest accounts may be audited (unannounced)at random times throughout the year by
the Executive Director, District Accountant, County or State Auditor. Peopte dectaring
themsetves as authorized to conduct an audit must be identified before funds or records
are retinquished. The custodian shoutd atways remain with the auditors to observe the
counting of funds and examination of records. As part of the annual financiaI report each
custodian wit[ confirm the amount of the account in his/her custody as of December 31.

7.0 CHANGE OF CUSTODIAN

The Director witt notify the Executive Director when a new individual. becomes custodian of
an existing imprest account on a temporcry or permanent basis. The outgoing account
custodian must ensure that the account is reptenished before it is turned overto a new
custodian. The finat voucher that reptenishes an account at the time of transfer of
custodialduties must be signed by both the outgoing and incoming custodians to indicate
turnover of the ful,[ imprest batance of the account. Undocumented transfer of custody
between emptoyees is not permitted.

8.0 CLOSEOUT

When the account is no longer needed as determined by the Director or Executive Director
the foltowing steps must be taken:

a) Notification of the Executive Director
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b) Submission of finat voucher for atl remaining receipts

c) Deposit of the entire imprest amount to the District bank accounts

540 Refunds and Reimbursements

1 .0 Purpose

The purpose of this pol,icy is to ensure that money received as refunds or reimbursements

is avaitabte for use and credited to the right expense category and to provide for uniform

and consistent procedures for the processing of refunds and reimbursements.

2.0 Refunds and Reimbursements to the District

Refunds and reimbursements of any amount, occurring in the same fiscatyear as the

purchase, witt be processed through the budgetary expense account by decreasing the

expenditure in the budget tine from which they were paid. Refunds and Reimbursements

occurring the foLtowing fiscat year from when the purchase was expensed witt be

processed as Misc. Income.

2.1 Refund and Reimbursement Procedures

Att refunds in check or cash form wil,t be sent to the Executive Director or his designee who

witt ensure the correct BARS coding so the correct expense account wiLL be credited. The

BARS code wil.l, be the account, which the originat expense was taken from' The refund or

reimbursement wil.t then be processed with the deposit to the District bank accounts' The

BARS code and amount witt be entered onto a misc. tine on the deposit sheet so the

District Accountant can process the refund to the right expense category. Any questions or

special, circumstances shoutd be addressed to the District Accountant.

Au, reimbursement requests must be fited on the form shown in exhibit A. A receipt

detaiting the purchased items, date, and cost must be incl.uded with the reimbursement

request form. Reimbursement requests may be denied shoul'd a receipt not be present'
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Date

Exhibit A: Reimbursement Request

State

Name of Requester:

Address

Position

zip

Reim bursement lnformation

Date of Purchase

Item for Reimbursement

Amount of Purchase

Reason for Purchase

Requester Signature

*******************************************oFFlclAL usE
oN LY**************************************
Reim bursement Approval

Supervisor Approval

Approved Reimbursement Amount

Account Coding

Reimbursement Type: Check Other

Date

Yes No Date
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550 Budget changes and Modifications

1.0 Purpose

To establ.ish the criteria necessary for budget changes that are proposed to be considered

by the shore Metropol,itan Park District Board of commissioners (Board) outside the

normat, annual budget process, and;to estabtish a consistent practice for submission and

processing of mid-year documents proposing budget changes or modifications'

2.0 Poticy on Budget changes and Modifications

The Executive Director of the shore Metropotitan Park District and the District Accountant

are responsibl.e to adequatety ptan budgetary needs during the annual budget process in

order to minimize the need for mid-year budget changes. Budget emergencies witt be

considered onLywhen the proposed expenditure is determined to be necessaryto retieve a

serious heal,th or publ.ic safety issue rel.ated to operating the District facil'ities, or when the

additionat expenditure of funds is determined to be of great benefit to the citizens of the

District and detay of the expenditure woutd cause significant harm'

3.0 Budget Change Procedures

The Executive Director and the District Accountant witt establ'ish a schedute for

submission and consideration of budget changes. Normatty, budget changes wil,t be

considered by the Board during the meeting in Juty and the meeting in December. Budget

changes outside the pubtished schedute witt be reviewed on a case-by-case basis by the

District Accountant or Executive Director'

3.1 Submission and Processing of Budget Changes and Modifications

The fottowing process wil,L be used for submission of budget changes as defined in this

poticy.

1 . The Executive Director witt forward atl, budgetary requests to the District Accountant

2. The District Accountant witt review the requests and determine the need, and the

requests witt be forwarded to the Finance Committee for review and approva['
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3. The Finance Committee wi[[ determine the need for any budgetary changes and
forward their recommendation to the District Board.

4. The District Board is required to approve any Budgetary changes made.
5. The Cterk of the Board witl comptete the necessary notice of pubtic hearing, budget

meeting notice, or other documents necessary for pubtication and wit[ prepare
adoption resotutions for budget changes being considered.

6. lf adopted by the Board, the Cl.erk of the Board wil,t distribute a copy of the
resotution with the approved Budget Change Form to the Ctatl.am County Budget
Director, the Ctattam County Treasurer, and District Accountant. The Ctattam
County Budget Director witt modify the County's financiaI system to reftect the
changes made.

560 Budgeting and Financiat Forecasting

1.0 Purpose

The Shore Metropol,itan Park District (District) is faced with chattenges simitar to other
urban tocat governments throughout the Northwest. The task is to continue to provide a
high Levet of services with timited resources. WhiLe effort is made to contain costs and
increase efficient use of resources the District is faced with tax revenue timitations, rising
labor costs, generaI suppty increases and increased market competition for its user fees.

The District financiat ptanning process assesses [ong-term financiat impl.ications of
current and proposed poticies, programs, and assumptions. The District then devel,ops
strategies to achieve the goats. A key component in determining future options, potential.
probtems, and opportunities is the forecast of revenues and expenditures. Revenue and
expenditure forecasting can provide the fottowing benefits:

o Provides an understanding of potentiat funding avaitabte;
o Evatuates financiaI risk;
o Assesses the tiketihood that services can be sustained;
o Assesses the [eve[ at which capitat investments can be made;
o ldentifies future commitments and resource demands; and
o ldentifies the key variables that cause change in the [eve[ of revenue.

The District uses a Five-Year FinanciaI Forecast for its financiat forecasting and represents
a continuing effort to anatyze the District's long-term fiscat condition based upon a
reasonabte set of economic and operationa[ assumptions. lt is an important management
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too1 used in identifying f iscat trends and issues that must be addressed earty to assure

continued financial. success. These forecasts are not static documents; to be effective the

forecast must be monitored to al,tow for corrections to assumptions as they occur.

To improve future forecasting, the variances between previous forecasts and actual

amounts shou[d be anal.yzed. Variance analysis shoutd identifythe factors that inftuence

revenue coLl,ections, expenditure levets, and forecast assumptions. The forecasts are not a

prediction of what wil.t occur. lt is a snapshot in time and an approximate view of what

coutd occur in the future if al,l, the assumptions are reatized.

2.0 Predicting Long Term Needs

The five-year financiat forecasting ptan is a rol,l,ing pl,an that is continuatty updated as often

as new information and assumptions change. lt is used to heLp formutate a yearty budget

with an eye to the future needs of the District. Forecasting is the combined use of:

o Past FinanciaI Performances

o Expert Knowtedge and ExPerience

r Economic Trends both locat, state and national

The five-year financial. projections do not constitute a mutti-year fiscal ptan, but they are

the first and major buitding btock in preparing tong-term budget ptans. Several different

techniques are used to generate the projections. The first step in this process invotved an

attempt to forecast a "constant services" leveI of expenditures using the current year

operating budget as the base year. The projections assume that revenues and

expenditures are partiatLy inftuenced by infl,ation and Legistation, atong with suppty and

demand. After devel.oping the projections based on "how much witt it cost us to continue

doing what we are doing now?" estimates of pLanned capitat devetopment and their impact

on the operating budget were added into the projections'

2. 1 Revenue Projections

Revenue estimates are generated by determining what was needed in any given year to

provide the qual,ity of services and programs projected. Property tax revenues are a

significant percentage of the District's operating revenue. The amounts projected reftect

the activities of the Park District timit in tax revenues and the [imitation of tevy increase

abitity.
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2.2 Exp end itu re Projectio ns

The District is committed to providing attdistrict services and operations in a responsive,

efficient, and cost-effective manner white retaining the high [eve[ of services it provides.

Capitat expenditures are prioritized and evatuated based upon their effect upon

operationatcosts. Expenditure guidetines inctude increases based on CPI projections and

the tax l,evy timits. The District continues to work with the goat that operating expenditure
wit[ not exceed projected revenues. Exceptions to this goal are:

o Ptanned reduction in fund balance reserves.

r Portion of the fund batance reserves may be used for capitat repair and

replacement.
r Cover unanticipated drops in revenue or increases in costs.

2.3 Fund Balance Projections

The District continues to work toward the goat of providing a minimum fund batance

reserve in the General Fund of approximatety three months of operating expenditure.
Funds wiLtcontinue to be accumutated for other capitaI improvements to enhance future
revenue production.

Fund batance is the cumutative difference of at[ revenues and expenditures from the fund's
creation. lt is the difference between fund assets and fund Liabil,ities. Fund batance does

not refer to cash batance, nor is it the difference between revenues and expenditure. The

undesignated portion represents expendabte avaitabte financial resources that are used to
meet contingencies and working capital requirements. An undesignated fund batance is
important for the maintenance of a stabte tax rate and revenue structure, and for the
orderly provision of services to residents.

3.0 Summary

Of criticat importance in attempting to maintain fiscat stabitity is having the growth in
revenues match or exceed the growth in expenditures. The impact of infl,ation on locaI
government costs is often hard to anticipate. lt is necessary to accept the fact that
uncertainty exists and hedge against it through the devetopment and use of adequate
levets of fund batance.

This information hetps ensure continuity and improves our abitity to devetop budget
strategies, ptan a more predictabLe tax structure, as wetl as provide stabte services and
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inf rastructure. Avoiding poorr,y timed projects represents another financiat advantage. The

vatidity of the projections for the later years of the forecast must be considered' as the

uncertainty of the forecast increases significantty with the l,ength of the period predicted'

The environment that affects the park District's financial, situation changes continuatty and

severaI factors might infl,uence the situation'

57 OTravet and Reimbursement Poticy

1 .0 Purpose

This poticy ensures that Shore Metropol,itan Park District (District) officiats, Board

members and emptoyee travet is consistent with the official, objectives of the District' lt

atso ensures fair and equitable treatment of empl,oyees by defining procedures for

authorized business travel, and guidel,ines for expense reimbursement'

Empl.oyees are expected to exercise prudent judgment when incurring traveI expenses on

officiaL District business. The faiture of emptoyees to fottow this poticy, or incur excessive

expenses, may be cause for disciptinary action. Nonbusiness-retated expenses and/or

expenses not made in accordance with this poticy woutd not be approved or reimbursed'

Emptoyees are expected to utitize I'ocal' training opportunities, where travet is not

necessary, as much as possibte. The use of tocat training and other atternatives to travel

such as teteconferencing, on-l,ine training, sateLl,ite training, and/or train the trainer models

is encouraged. The number of emptoyees attending a particutar meeting shoul'd be the

minimum necessary, consistent with the benefit to be derived therefrom'

2.0 Poticy

Emptoyees and official,s may be reimbursed for norma[ and reasonabte travel and other

expenses incurred for a shore MetropoLitan Park District business retated purpose. Travel

costs are defined as expenses fortransportation, todging, meats and retated items

incurred by empl,oyees who are traveting for District business purposes onty'

The District does not reimburse business expenses on a per diem basis' Travel expenses

and business expense reimbursement are based on actua[ expenses incurred. Expenses

are reimbursed based on a Travel, Report Form fil,ed within 15 days after comptetion of the

trip. Travel,ers shoul,d obtain al.t receipts or confirmations which support alt expenses'
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2.1 Documentation

No ctaim for reimbursement shatl, be paid unless it is accompanied with a District Travel
Report Form (Attachment A)with attached vendor's receipt for any expense over $25.00.
Shoutd a receipt be tost or not be obtainabte, an emptoyee certification signed by the
Executive Director witl serve as a substitute for a receipt. Such receipt or certification
shoutd show the date, a description of the purchase, vendor identification, amount paid,
and an exptanation for the tack of a receipt shoutd that be the case.

2.2 Meats

Meats may be reimbursed by the District when associated with officiaI business. Payment
for tabte service at a restaurant commonty referred to as a tip, not to exceed 150/o (or $t .OO

whichever is greater) of the meaI price (inctuding sates tax), is reimbursabte as a
reasonabte and necessary cost for such service.

AttempLoyees and officiats ctaiming reimbursement for meats consumed white on District
business but not on overnight travel must have required receipts and use the District
Reimbursement Form not the TraveI Report Form. The expense of dail,y meats white
traveting is not to exceed $60 per day; shoutd meal, expenses exceed this threshotd, the
may be considered un-reimbursable.

2.3 Reimbursabte TraveI Expenses

The District may reimburse the fottowing business expenses:

a

a

PersonaI Vehicle: Expenses shal.t be reimbursed for traveI at the current
maximum rate attowed by the United States lnternaI Revenue Service (lRS).

Air travet: The District witt reimburse the cost of standard airfare (coach) onty. The
lowest avaitabte discount airfare or customary standarci airfare (coach or
equivatent) must be purchased. Reservations shoutd be made in advance to
guarantee the ticket is purchased at the towest avaitabte discount fare.
Accommodation savings of the traveter may offset additionat cost incurred by
purchasing the ticket at a higher price.

Automobite Rental Expenses: Automobite rentaI expenses witt be reimbursed to
the extent they are reasonable and appropriate. A receipt must support such
expenses. Automobite insurance witl not be reimbursed for domestic automobite
rentatand shoutd be dectined. Additionat automobite insurance shoutd be
purchased when renting an automobite for foreign travet.
Alcohotic Beverages: Atcohotic beverages are not altowed as a reimbursable travel

a
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expense.
o lncidental Expenses: Reasonabte, incidentat charges such as gratuities are

reimbursabte and need not be supported by a receipt'

o Laundry: Laundry services and vatet services which cannot be deferred until

comptetion of the trip may be ctaimed as a reimbursabte expense.

r Lodging/Meats: ltemized receipts for atl todging expense must accompany

the Travel RePort Form.

Note: Employees are encouraged to seek out reasonably priced accommodatlons to minimize

the cosf to the District. costs associated with upgrades in accommodations will not be

reimbursed unless standard accommodations are not available.

2.4Travet Report Form (Attachment A)

The Travel. Repot Form shoutd be fitted out within 15 days f rom the end of the travet for al'l'

overnight trave1. Al.l. non-overnight travel, shoutd be reimbursed by using the District

Reimbursement From. Reimbursement for meats is based on actuaI expenses. lf expenses

incl,ude the cost of meats for other persons, the TraveL Report Form must list names of

individuats, the purpose, time, ptace and amount'

The cost of Conferences, seminars, Training Courses, and CtasseS related to emptoyee

training and training materiats shoutd not be tisted on the Travel Report Form'

2.5 Cash Advance

The emptoyee or official, may request a cash travel advance for the estimated expenses to

be incurred that are not to be paid directty bythe District or by District credit card' To

receive a cash advance, the travel,er must make the request for the advance a reasonable

time in advance of the date of travet. lf a Travel, Report Form is not fil,ed within fifteen (15)

days of the date the travet is compl,eted, the travel advance wil'1, be deducted from the next

payrot[ check.

2.6 Non-Travel Reimbursement of Expenses: Reimbursabte emptoyee non-

traveI expenses:

r Same day travet and meats consumed by the District emptoyees during meetings

and other functions, which conduct official, District business or serve to benefit the

District are reimbursabte to the emptoyee'

o Meetings or functions wherein a District function, pubtic purpose, training or District

program is served or furthered and wherein the Executive Director has expressty

approved the meeting as such, the District may incur such costs directLy or as a
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reimbursement to emptoyees who have incurred such costs on behatf of the
District.

o At[ non-travel reimbursements should be made on the District Reimbursement
Form. The Travel Report Form shoutd onty be used for overnight travet.

2.7 Quasi-Emptoyee Refreshments :

"Quasi-emptoyees" are defined as non-compensated votunteers, advisory committee
members, board and commission members and others who are participating in District
business but are not on the District's payrott.

Coffee, utensils and other tight refreshments at meetings invotvingvolunteers
and other'quasi- emptoyees" are authorized District expenditures.
lncidentaI consumption of refreshments by District emptoyees at
meetings invotving quasi- employees is altowed.

2.8 Ceremonies and cetebrations:
. Reasonable expenses, includingfood and beverage, associated with

commemorating a dedication or an unveiting that is recognized as serving a pubtic
pu rpose are tegitimate District expend itures.

. Private cetebrations rather than pubtic cetebrations are not generatty considered
as serving a publ.ic purpose. Refreshment, food and beverage retated costs woutd
therefore not be recognized as tegitimate District expenditures.

Support of a toca["event" or cetebration may not take the form of a gratuitous contribution
of publ,ic funds to a private person, committee or organization. Expenditure of pubtic funds
on a pubticty sponsored event requires (1) the existence of a recognizab[e public or
municipat purpose that retates to the purpose of the District's existence, (2) proper
authorization from the Legisl,ative authority (Board of Commissioners)for such pubtic
sponsorship, and (3) a reasonabte retationship between the amount of the District's
expenditure and the "pubtic" nature of the event.

a

a
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Tra nsportation

Attachment A

Off iciat Trave I Report/Rei m bu rse ment

Lodging/Meal,s

Reimbursement
Total

Reirnbursement
Total

Name Dates of Travel

Te hone: roved by:

Travel Purpose T Destination

District Credit
Card
Used Total

Miec.
Transportation
Coete

Private Car
Mileage

Cost of
Transportation

Mode of
Transportation

Date

Total

District Credit
Card
Used Total

Misc. Lodging/Meals
Expense

Lodging/[/leals Cost of Lodging
/ Meals

Date

Total

Grand Total
Reimbursement:

Grand Totalof CIistrici
Credil Card:
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I certify the above is a true statement, that the expenses claimed were incurred by me on otf iciat District business on the
dates shown, and that I have attached the original. receipts of any expense in accordance with District travel poticies.

Traveters Signature

Authorizing Signature: Date:

Please attach rece,pfs for all listed expenses, s,gn the form and send to the Executive Director for approval.

e

590 Capital Asset Poticy

1.0 Purpose

This pol.icy is estabtished to provide guidetines to ensure adequate stewardship over Shore
Metropotitan Park District (District) resources through controI and accountabil,ity of capitat
assets, and to cottect and maintain comptete and accurate capitat assets information
required for preparation of financiaI statements in accordance with generatty accepted
accounting principtes.

2.0 Definitions

2.1 Fixed Assets

Fixed assets are tangibte, non-consumabte items inctuding, but not timited to: [and,
buitdings, machinery, equipment, and vehictes owned by the District vatued at $5,000 or
more with a tife expectancy of over one year. The vatue of the fixed asset includes the
purchase price plus sates tax, as wett as costs to acquire (shipping and handting), instat[
(excl,uding site preparation costs), secure, and prepare an item for its intended use. The

original purchase of a software program is considered a fixed asset if it meets the

$5,000 threshotd estabtished above. lmprovements to an existing asset that extends the
tife of the asset are capitatized and depreciated over the remaining usefut Life of the retated
asset.
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2.2 Smatt & Attractive Assets

Assets vatued at tess than $S,O0O that are defined as high risk for theft. These assets are

not normal,l,y consumed within one year. These assets may inctude items in one or more of

the fotl,owi ng categories:

a) Portabte and marketabte, either atone or as a component unit'

b) Assets that can be utitized for personat gain'

c) Assets repeatedty reported as tost and/or stolen within the industry and society'

3.0 Ca pitalization Th reshold

Al,t assets with a cost of gb,0O0 or more shaLL be capitatized. Atthough Smatt & Attractive

Assets (assets costing l,ess than $S,ooo1 do not meet the District's capitatization threshotd,

they are considered assets for purposes of marking and identification, recordkeeping, and

tracking.

4.0 I m provement / Repair /M a inte n a n ce Expenses

Routine repair and maintenance costs witt be expensed as they are incurred and witL not be

capitatized. Major repairs witt be capitatized if they result in betterments/ improvements to

the District,s capital assets. To the extent that a project reptaces the "otd" part of a capitaI

asset, outtays witt not be capitatized; and to the extent that the project is

betterment/i m p rove me nt, outtays wi [[ be ca pitatized'

5.0 Expected Usefut Life of Assets

The District shau, use the IRS Pubtication 946 Table of Class Lives and Recovery
periods or as such publ.ication is updated, modified, or amended, to determine the I'ife

of acquired assets.

6.0 Revision of Expected Usefut Life

The state of washington office of state Auditor Accounting Guidance manuat, states "As

the District uses its capital, assets, it may need to revise the expected usefuI I'ife of some of

them. Any such changes shoutd be appl.ied prospectiveLy; that is, the rate shoutd be

recatcutated based on the remaining useful,l,ife at the time of the revision, and the new rate

shoutd be apptied in the present and future accounting periods. No changes shoutd be

made to financiat records of previous yearS for revised estimates."
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T.0Tagging New Assets

At[ assets fitting descriptions of a fixed asset, sma[[ and attractive asset, and/or high-risk
asset (other than infrastructure, vehictes, smat[ toots, and computer components) shatt be
recorded on the District Fixed Asset Log maintained by the Executive Director and District
Accountant. At[ assets that are surptuses or traded-in shat[ be removed f rom the fixed
asset inventory and the tag tisting.

8.0 DisposaI of Surptus ltems

Before an asset is sotd or otherwise disposed of, it must first be determined if the asset
had originatty been purchased with grant monies. lf this is the case, the District must refer
to the grant agreement and foltow prescribed procedures for disposition. The Board must
first dectare an asset surptus before it can be sotd, or otherwise disposed of. lf the asset is
to be sotd, it witt then be sold in accordance with appl,icabte state taw. lf the asset is no
tonger in working order and cannot reasonabl.y be repaired for re-sate, the department
manager, atong with one other member of the management team witl property dispose of
the asset. The department manager and witness wittsign an Affidavit of
Destruction/Disposition (Attachment A). The Executive Director or his/her designee, who
sha[[ remove the asset from any tistings and cease depreciation if appl.icabte, witt retain
the Affidavit of Destruction/Disposition.

9.0 Lost, Stolen, or Missing Property

When suspected or known losses of capital, assets or smat[ and attractive items occur,
staff shoutd conduct a search for the missing property. lf the missing property is not found:

. Notify the Executive Director
r Have the individuaI deemed to be primarity responsible for the asset, as wetl as that

individua['s supervisor, complete and sign a statement to inctude a description of
events surrounding the disappearance of the property, who was notified of the [oss,

and steps taken to locate the property.

r The Executive Director shatl report known or suspected losses of capitat assets to
the State Auditor's office in accordance with RCW 43.09.185, and a copy of the
report shatt be provided to the Board of Commissioners.
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ATTACHMENT A

AFFIDAVIT OF ASSET DESTRUCTION/DISPOSITION STATE OF

WASHINGTON
Ctattam CountY

Shore MetroPotitan Park District

l, , being first duty sworn upon oath, state that I have

destroyed/disposed of , asset no._--, in the proper manner detail'ed below, and

that said destruction/disposition was witnessed

Destruction/DisPosition Method :

n sat"* E Recycled ! Thrown AwaY

n O"t" of Destruction/Disposition:

Name of Recycte Service, if appl'icabte:

Any additionat pertinent information: lf sol.d through a District sate process or action,

provide the fotl.owing detait:

Auction Business Name:

Date Sent:

Scheduted Sate Date:

Name of Contact

Signed
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Subscribed and sworn on this day of_,_
Affiant Signature

Witness Signature

Revisions: 4/25/25 117
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