Port of Grapeview
POLICY & PROCEDURE MANUAL

NOTE to the reader: This manual is NOT required by the Revised Code of Washington (RCW).
The purpose of this manual is to address numerous subjects for which the Commissioners are
responsible and to serve present and future commissioners in their responsibilities to the
public and Revised Code of Washington (RCW).

CHANGES

Changes to this manual, once the final draft is approved, will be indicated by red text initially and changed to
black at the next change.

Date Version Change

7/1/2016 Draft

1/7/2021 20200107 Added Financial Policy
10/19/2021 Original draft version passed into final version
02/23/2023 Update to Agenda policy approved at Feb 2023 mtg.
03/05/2023 Added approved PCI Compliance Policy approved May 2022
06/20/2023 20230620 Added Duties of President; Meetings; Credit Card Policy;

Agenda Format; approved June 2023

FORMAT

TOPIC TITLES will be BOLD, CENTERED & UNDERLINED

RCW references will be in BLUE

MRSC references will be in ORANGE

WPPA references will be in PURPLE

RESOLUTION references will be in GREEN

SPECIFIED WORDING OF DRAFT DOCUMENTS WILL BE IN ITALICS.

HIGHLIGHTS: To emphasize certain obligations, the text will be highlighted in yellow.
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DEFINITIONS & CONTRACTIONS:

Action - means the transaction of the official business of a public agency by a governing body including but not
limited to receipt of public testimony, deliberations, discussions, considerations, reviews, evaluations, and final
actions.

Governing authority - means the commission, council, or other body which directs the affairs of a special
purpose district; RCW 36.96.010 (2).

Meeting - means meetings at which action is taken. RCW 42.30.020 (4)

MRSC - Municipal Research and Services Center. A free service to elected officials created by the State Legislature.
They have advisors (attorneys and other subject matter experts) to assist the PoG in doing business properly.

OPMA - Open Public Meeting Act RCW 42.30 POG — Port of Grapeview
PRA - Public Records Act. RCW 42.42

Public Agency - Any county, city, school district, special purpose district, or other municipal corporation or
political subdivision of the state of Washington. RCW 42.30.020 (1)(b).

RCW - Revised Code of Washington. Washington Law.

Special Purpose District - means every municipal and quasi-municipal corporation other than counties,
cities, and towns. Such special purpose districts shall include, but are not limited to, water-sewer districts, fire
protection districts, port districts, public utility districts, county park and recreation service areas, flood control
zone districts, diking districts, drainage improvement districts, and solid waste collection districts, but shall not
include industrial development districts created by port districts, and shall not include local improvement districts,
utility local improvement districts, and road improvement districts. RCW 36.96.010(1)
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POLICY & PROCEDURE MANUAL STYLE:

CHANGES: This manual is subject to change. The most current issue is on our website at
www.portofgrapeview.com.

AUTHORITY:
All Ports are a Special District. Washington State RCW Title 53 is the controlling the law that applies to Port
Districts. In addition, other RCWs apply to Ports and references are included.

HIERARCHY:

Federal law trumps State law. State law trumps County law. Federal, State and County law trumps Port bylaws,

Port policies and procedures.

RESOURCE:

The Washington Legislature established the MUNICIPAL RESEARCH AND SERVICES CENTER (MRSC) which is
staffed by lawyers, accountants and other professionals to assist citizens elected to office. It is a free service.

Their website is_ www.mrsc.org. Their advice is repeated in many sections of this manual.

Organization of the Commission:
ARTICLE 11

1. The Commission shall organize by election from its own members a president and secretary.

In the event of a vacancy in the office of a Port Commissioner by death, written resignation or otherwise,
such vacancy shall be filled pursuant to RCW 53.12.140 and RCW 42.12.

The Commission may, from time to time, establish such Standing Committees by resolution as are necessary
to conduct its more specialized work. The composition of Standing Committees shall be determined by the
Commission. Commissioners may not be members of standing committees.

The Commission shall abide by the Commission Policies and Procedures Manual which is incorporated into
these Bylaws by this reference.

Duties of Officers
ARTICLE III

The president shall preside at all meetings, public hearings and at executive sessions of the
Commission, and shall perform all such duties as are incident to the office or are properly required
by the Commission. The president shall authorize the issuance of notices for regular and special
meetings, work sessions and public hearings of the Commission as provided in ARTICLE IV hereof. In
addition, notices for a special meeting will be in conformance with RCW 42.30.080.

The president shall be the spokesperson for the Commission in expressing views held collectively by the
Port of Grapeview that have been established by action taken in public session or that are consistent with
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the policies, statements, and actions of the port commission. The president may delegate this role on a
case-by-case basis. However, an individual Commissioner shall have the right to voice personal opinions
differing from decisions taken or under review by the Port Commission as a whole, as long as the views
are stated to be personal opinions. When the president expresses his or her own individual opinions, he or
she shall refrain from using the title of president. The president shall also review all port published content
and messaging for accuracy of information and positive images that reflect the Port’s values. Journalists
wishing to reach a port spokesperson will be directed to the President of the Commission.

3. The secretary shall supervise the recording of the minutes of meetings. The secretary shall also supervise
the retaining of a record of all motions and resolutions adopted by the Commission and shall supervise the
safekeeping of the seal and the minutes and shall otherwise perform such further duties as are incident
to the office and as are properly required by the Commission. For compliance with RCW 42.56, the
secretary shall also act as the Public Records Officer and shall respond to requests accordingly.

4, RCW Title 53.36.010 specifies that the Treasurer of Mason County be the Port of Grapeview’s
Treasurer.

All district funds shall be paid to the treasurer and shall be disbursed by him or her upon warrants
signed by a port auditor appointed by the port commission, upon vouchers approved by the
commission.

All district funds shall be paid to the treasurer and shall be disbursed by him or her upon warrants
signed by a port auditor appointed by the port commission, upon vouchers approved by the
commission.

The port auditor will prepare and deliver signed expense vouchers to the Mason County Financial Services
office with a copy retained by the Port for its records and deposit Port funds with the Mason County
Treasurer along with two (2) copies of the Transmittal form. Two (2) receipts will be required. To
file, annually, the Port's B.A.R.S. report to the State Auditor's office as provided by law.

5. The Legal Contact for the Port is the port’s attorney.

6. The Commission may delegate to the managing official of a port district such administrative powers and
duties of the commission as it may deem proper for the efficient and proper management of the port
district operations. Any such delegation shall be authorized by appropriate resolution of the
commission, which resolution must also establish guidelines and procedures for the managing official to
follow (R.C.W. 53.12.270).

7. All Commissioners or all of a Quorum of Commissioners shall sign the Minutes, Resolutions and each
expense voucher.

MEETINGS, NOTICES & AGENDAS:

In 1971, the state legislature enacted the Open Public Meetings Act (OPMA) to make the conduct of
government more accessible and open to the public. See RCW Title 42.

The basic mandate of the Open Public Meetings Act is as follows:
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All meetings of the governing body of a public agency shall be open and public and all persons shall be permitted to
attend any meeting of the governing body of a public agency.

It is the intent of this chapter that their actions be taken openly and that their deliberations be conducted openly.
The fundamental flaw of the OPMA is that “action” is defined as:

"Action" means the transaction of the official business of a public agency by a governing body including but not
limited to receipt of public testimony, deliberations, discussions, considerations, reviews, evaluations, and final
actions.

Therefore, any “action” will only take place at a monthly meeting.

It is important to note that a meeting is a meeting of the commissioners and not the public. The public has a
statutory right to attend but not to speak unless called upon by the Commission or in the time allotted at the end
of the meeting.

The Washington Attorney General has an opinion of the law. See AGO 1971, No. 33. Available on the internet.

Meetings are held under a modified use of Robert's Rules. This parliamentary procedure is available to the
Commissioners only and not the public.

ARTICLE IV

1. Regular Meetings: No additional notice shall be required for Regular Meetings. Regular Meetings of the
Commission shall be held at 7:00 p.m. on the third Tuesday of each month, as follows:

January, February, March, May, June, July For the remaining months:
September, October, November April, August, December
GRAPEVIEW COMMUNITY CENTER MASON BENSON CENTER
4350 E Grapeview Loop Road 5971 E Mason Lake Drive West
Grapeview, WA 98546 Grapeview, WA 98546

If, at any time, any Regular Meeting falls on a holiday, such regular meeting shall be held on the next
business day, or, in the event of a lack of a meeting place, such regular meeting shall be canceled until
the next regular meeting.

2. Special Meetings: Special public meetings may be called for at any time either by the President or by a
majority of the Commissioners by delivering personally or by mail written notice to each Commissioner;
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and to the newspaper of general circulation. Such notice must be delivered personally or by mail at
least twenty-four (24) hours before the time of such meeting, as specified in the notice. The call
and notice shall specify the time and place of the meeting and the business to be transacted.
Final disposition shall not be taken on any other matter at such a meeting by the Commission.

Such written notice may be dispensed with as to any member who, at or prior to the time the
meeting convenes, files with the secretary of the Commission a written waiver of notice. Such
waiver may be given by email transmittal. Such written notice may also be dispensed with as to
any member who is actually present at the meeting at the time it convenes.

3. Regular, Special, Emergency meetings and work sessions shall be open and public except as
otherwise provided by law.

4. Executive Sessions: The Commission may meet in executive session which shall be closed to the
public during a regular or special meeting or work session for all of the purposes permitted by
the Open Public Meetings Act (RCW 42.30) and other laws.

5. Workshop Sessions: In addition to the regular meetings, the board may conduct workshop
meetings at any designated time. No final action shall be taken at any workshop session
meeting.

6. No action (as defined in RCW 42.30.020) shall occur in the absence of a quorum. The secretary
will make an entry in the minutes stating that "No meeting took place, due to the lack of a
quorum.” The date of which shall be as that of the scheduled meeting.

7. Absences: Any absence by a Commissioner from a meeting because of attendance to other Port
business shall be so recorded in the minutes of the meeting, provided for in ARTICLE VIII, and any
such absence shall be automatically excused by the Commission.

8. Attendance by electronic means. Commissioners may attend meetings via electronic means as
prescribed in Port resolution 2012-06.

9. Cancellation of Meeting: Any regular or special meeting or work session may be canceled by the
president. The president shall advise the Commission by phone or email of such a cancellation.

Work sessions will be held as scheduled by the Commissioners. Announcements of the time and
date will be posted on the door to the meeting location and posted on the Port’s website home
page at www.portofgrapeview.com

(Publication Language):_Notice is hereby given that on MM DD YYYY at TT:TT a.m./p.m. the
Board of Commissioners of the Port of Grapeview will hold a Planning Workshop at the
Location/Address/City/ZIP.

The principal purpose of the workshop is to allow the Board of Commissioners to communicate
with each other, answer Commission questions, and get the Commission’s opinions and input
regarding agenda items here. No action on any agenda item will take place at the workshop.
No public comment will be allowed at the workshop.

The President is responsible for conducting the meeting.
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The governing body may require the removal of members of the public who disrupt the orderly
conduct of a meeting. If order cannot be restored by removal of individuals, the governing body
may order the meeting room cleared and may continue in session or it may adjourn and
reconvene the meeting at another location, subject to the limitations in RCW 42.30.050.

Votes may not be taken by secret ballot.

Regular Meetings may be adjourned or continued subject to the procedures in RCW 42.30.090.

REGULAR MEETING NOTICE: Regular Meeting notices are subject to the above bylaw
requirements. The RCW is silent on announcing Regular meeting dates.

REGULAR MEETING PORT PROCEDURE: The Port publishes Regular meeting dates on a calendar
which is available on our website. In addition, the next meeting and location is announced on the
homepage of the website.

SPECIAL MEETINGS: Notice of a special meeting called under subsection (1) of this section shall

be:
1.

5.

Delivered to each local newspaper of general circulation and local radio or television station that
has on file with the governing body a written request to be notified of such special meeting or of
all special meetings;

Posted on the agency's web site. An agency is not required to post a special meeting notice on
its web site if it: does not have a web site; employs fewer than ten full-time equivalent
employees; does not employ personnel whose duty, as defined by a job description or existing
contract, is to maintain or update the web site; and prominently displayed at the main entrance of
the agency's principal location and the meeting site if it is not held at the agency's principal
location.

Such notice must be delivered or posted, as applicable, at least twenty-four hours before the time
of such meeting as specified in the notice.

The call and notices required under subsections (1) and (2) of this section shall specify the time
and place of the special meeting and the business to be transacted. Final disposition shall not be
taken on any other matter at such meetings by the governing body.

ITEMS NOT ON THE AGENDA WILL NOT BE DISCUSSED.

SPECIAL MEETING ORDER OF BUSINESS: Basic Tenet - the Regular/Special Meeting is a
meeting of the Commissioners, not the public. The public has a statutory right to attend a
Regular/Special meeting. They do not have a right to speak.

Call to Order (The President will direct the Recording Secretary to make the Roll Call)
Roll Call (a quorum consists of a minimum of two Commissioners)

Pledge of Allegiance

Adjournment

Specified items of business

EMERGENCY MEETINGS:
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REGULAR MEETING AGENDAS:

RCW 42.30.077 AGENDAS OF REGULAR MEETINGS — ONLINE AVAILABILITY.

Public agencies with governing bodies must make the agenda of each regular meeting of the governing
body available online no later than twenty-four hours in advance of the published start time of the
meeting. An agency subject to provisions of this section is not required to post an agenda if it does
not have a web site or if it employs fewer than ten full-time equivalent employees.

REGULAR MEETING ORDER OF BUSINESS: Will be followed as outlined in Bylaw Article V

Basic Tenet: The Regular/Special Meeting is a meeting of the Commissioners, not the public. The
public has a statutory right to attend a Regular/Special meeting. They do not have a right to
speak. The RCW recommends setting a time for the Public to speak, which the PoG allows with an
agenda item.

See page 28 & 29 - Agenda Policy & Procedure Agendas Policy & Procedue
EXECUTIVE SESSION:

Article IV, 1. Regular Meetings and Work Sessions: No additional notice shall be required for regular
meetings and work sessions, the time and place of which are established by these Bylaws. Regular
meetings of the Commission shall be held at 7:00 pm in the Grapeview Fire Station #31 on the third
Tuesday of each month, provided, however, that if, in the event of an executive session is to be held,
the regular meeting or work session shall immediately recess to an executive session, which shall be
closed to the public. The open public meeting shall then reconvene within the estimated time
announced to the public

The governing body may meet in executive session, but only for one of the reasons specified in and in
accordance with the procedures identified in RCW 42.30.110.

RCW 42.30.110 - Executive sessions

(1.) Nothing contained in this chapter may be construed to prevent a governing body from holding an
executive session during a regular or special meeting:
(a) To consider matters affecting national security;
(b) To consider the selection of a site or the acquisition of real estate by lease or purchase when
public knowledge regarding such consideration would cause a likelihood of increased price;
(c) To consider the minimum price at which real estate will be offered for sale or lease when
public knowledge regarding such consideration would cause a likelihood of decreased price.
However, final action selling or leasing public property shall be taken in a meeting open to
the public;
(d) To review negotiations on the performance of publicly bid contracts when public knowledge
regarding such consideration would cause a likelihood of increased costs;
(e) To consider, in the case of an export trading company, financial and commercial information
supplied by private persons to the export trading company;




Port of Grapeview
POLICY & PROCEDURE MANUAL

(f) To receive and evaluate complaints or charges brought against a public officer or
employee. However, upon the request of such officer or employee, a public hearing or a
meeting open to the public shall be conducted upon such complaint or charge;

(g) To evaluate the qualifications of an applicant for public employment or to review the
performance of a public employee. However, subject to RCW 42.30.140(4), discussion by a
governing body of salaries, wages, and other conditions of employment to be generally
applied within the agency shall occur in a meeting open to the public, and when a governing
body elects to take final action hiring, setting the salary of an individual employee or class of
employees, or discharging or disciplining an employee, that action shall be taken in a meeting
open to the public;

(h) To evaluate the qualifications of a candidate for appointment to elective office. However, any
interview of such candidate and final action appointing a candidate to elective office shall be
in @ meeting open to the public;

(i) To discuss with legal counsel representing the agency matters relating to agency
enforcement actions, or to discuss with legal counsel representing the agency litigation or
potential litigation to which the agency, the governing body, or a member acting in an official
capacity is, or is likely to become, a party, when public knowledge regarding the discussion
is likely to result in an adverse legal or financial consequence to the agency.

This subsection (1)(i) does not permit a governing body to hold an executive session
solely because an attorney representing the agency is present. For purposes of this
subsection (1)(i), "potential litigation" means matters protected by RPC 1.6 or RCW
5.60.060(2)(a) concerning:

(i)Litigation that has been specifically threatened to which the agency, the governing
body, or a member acting in an official capacity is, or is likely to become, a party;
(ii)Litigation that the agency reasonably believes may be commenced by or against the
agency, the governing body, or a member acting in an official capacity; or
(iii)Litigation or legal risks of a proposed action or current practice that the agency
has identified when public discussion of the litigation or legal risks is likely to result in an
adverse legal or financial consequence to the agency;

(2) Before convening in executive session, the presiding officer of a governing body shall publicly
announce the purpose for excluding the public from the meeting place, and the time when the executive
session will be concluded. The executive session may be extended to a stated later time by
announcement of the presiding officer.

MRSC Notes:
> The governing body may meet in executive session, but only for one of the reasons specified in
and in accordance with the procedures identified in RCW 42.30.110.
Must be held during a Regular/Special Meeting.
Can invite whomever the Commissioners choose to attend the Executive Session.
Must give Executive Session conclusion time to the audience.
Final Action cannot be taken at an Executive Session, only discussion. Final Action at present
or future meeting.
» Minutes are NOT required. Before beginning ES, President must publicly announce the
Executive Session purpose and the time it will end.

VVVYY

Sample Regular/Special Meeting Executive Session Agenda Item:
“Executive Session per RCW 42.30.110 (As appropriate, e.g., 1.c. Real Estate Lease).

10
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MRSC: Can a resolution be passed in executive session? The short answer is no. RCW 42.30.060 states,
in relevant part:

No governing body of a public agency shall adopt any ordinance, resolution, rule, regulation,
order, or directive, except in a meeting open to the public and then only at a meeting, the date of
which is fixed by law or rule, or at a meeting of which notice has been given according to the
provisions of this chapter. Any action taken at meetings failing to comply with the provisions of this
subsection shall be null and void.,

The Open Public Meetings Act allows for executive sessions only in certain circumstances as set forth at
RCW 42.30.110. The governing body may do such things as “"consider”, "discuss”, and "evaluate.”
Final action, such as adopting a resolution, must be done in an open public meeting.

MINUTES OF MEETINGS:

RCW 42.32.030, requires that minutes be kept of all regular and special meetings, except executive
sessions, and further required that those records be open.

Approval: Approval of a meeting’s minutes will be at a subsequent meeting via motion.

Distribution: After approval, the approved minutes of a meeting the Managing Official will cause to have
the minutes sent to the webmaster for posting.

MRSC:

Robert's Rules of Order offers a simple guideline: minutes should record what is done, not what is
said. The minutes should include decisions made, postponements, referrals to committee. They may
also include a note that discussion was held, if the group wants to have it clear that they did their due
diligence on a given issue. By keeping the minutes to this core of essential facts, energy and effort
can be devoted to the larger issues that face all our civic bodies today.

BEEIBEX Minutes P&P TBD
RESOLUTIONS:

Resolutions adopted by the Commissioners are available on the website. See By-Law Article VII

PUBLIC HEARINGS:

Public testimony is required on some subjects by the RCW. Public Hearings will be conducted at the
Port’s principal place of business. Public Hearing Notices will be:

Published in the Shelton Mason County Journal as directed by RCW.
Published on the website.

Emailed to the Port's email list.

Minutes are not required.

11
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COMMISSIONER ATTENDANCE:
(see Port Resolution 2012-06)

A Commissioner may attend a meeting by electronic means (telephone, SKYPE, etc.) subject to the
following conditions:

All persons participating in the meeting are able to hear each other by speaker phone or
computer electronic conferencing.

The Commissioner participating electronically shall have reviewed all of the applicable material
and participated in the relevant portion of the discussion related to the topic to which the
Commissioner is voting on.

COMMISSIONER COMPENSATION:

See page 30 - Compensation & Payroll Processing

COMMISSIONER VACANCY:

In the event of a vacancy in the office of Port Commissioner by death, written resignation or
otherwise, such vacancy shall be filled at the next general election, the vacancy in the interim to be
filled by appointment by a majority of the remaining Commissioners within sixty (60) days of the
creation of such vacancy. If there shall be at the same time such a number of vacancies that there are
not in office a majority of the full number of Commissioners fixed by law, the Mason County Board of
Commissioners shall within thirty (30) days of such vacancies appoint the number of Commissioners
necessary to provide a majority. The Commissioners thus appointed shall then within sixty (60)
days of their appointment meet and appoint the number of Commissioners needed to complete
the Commission ad interim through the next general election as provided for in RCW 53.12.150.

RCW 53.12.140

Vacancies. A vacancy in the office of port commissioner shall occur as provided in chapter 42.12 RCW or
by nonattendance at meetings of the port commission for a period of sixty days unless excused by the
port commission. A vacancy on a port commission shall be filled as provided in chapter 42.12 RCW.

RCW 42.12.010
Causes of vacancy. Every elective office shall become vacant on the happening of any of the following
events:
1. The death of the incumbent;
2. His or her resignation. A vacancy caused by resignation shall be deemed to occur upon the
effective date of the resignation;

RCW 42.12.020

Resignations, to whom made. Resignations shall be made as follows: By the state officers and
members of the legislature, to the governor; by all county officers, to the county commissioners of
their respective counties; by all other officers, holding their offices by appointment, to the body,
board or officer that appointed them.

12
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RCW 42.12.030

Term of person elected to fill vacancy. Whenever any officer resigns his or her office before the
expiration of his or her term, or the office becomes vacant from any other cause, and at a
subsequent special election such vacancy is filled, the person so elected to fill such vacancy shall hold
office for the remainder of the unexpired term.

RCW 42.12.070

Filling nonpartisan vacancies. A vacancy on an elected nonpartisan governing body of a special
purpose district where property ownership is not a qualification to vote, a town, or a city other than
a first-class city or a charter code city, shall be filled as follows unless the provisions of law relating
to the special district, town, or city provide otherwise:

1. Where one position is vacant, the remaining members of the governing body shall appoint a
qualified person to fill the vacant position,

2. Where two or more positions are vacant and two or more members of the governing body
remain in office, the remaining members of the governing body shall appoint a qualified person to
fill one of the vacant positions, the remaining members of the governing body and the newly
appointed person shall appoint another qualified person to fill another vacant position, and so
on until each of the vacant position is filled with each of the new appointees participating in each
appointment that is made after his or her appointment,

3. If less than two members of a governing body remain in office, the county legislative authority of
the county in which all or the largest geographic portion of the city, town, or special district is
located shall appoint a qualified person or persons to the governing body until the governing
body has two members,

4. If a governing body fails to appoint a qualified person to fill a vacancy within ninety days of
the occurrence of the vacancy, the authority of the governing body to fill the vacancy shall cease
and the county legislative authority of the county in which all or the largest geographic portion of
the city, town, or special district is located shall appoint a qualified person to fill the vacancy.

5. If the county legislative authority of the county fails to appoint a qualified person within one
hundred eighty days of the occurrence of the vacancy, the county legislative authority or the
remaining members of the governing body of the city, town, or special district may petition the
governor to appoint a qualified person to fill the vacancy. The governor may appoint a qualified
person to fill the vacancy after being petitioned if at the time the governor fills the vacancy the
county legislative authority has not appointed a qualified person to fill the vacancy.

6. As provided in chapter 29A.24 RCW, each person who is appointed shall serve until a qualified
person is elected at the next election at which a member of the governing body normally would
be elected. The person elected shall take office immediately and serve the remainder of the
unexpired term.

MRSC: For a port commissioner vacancy where there is a “commissioner district,” the appointee
must be a registered voter residing in the commissioner district. RCW 53.12.010 provides:

Commissioner districts shall be used as follows:
(a) Only a registered voter who resides in a commissioner district may be a candidate for,
or hold office as, a commissioner of the commissioner district; and
(b) only the voters of a commissioner district may vote at a primary to nominate
candidates for a commissioner of the commissioner district.

13
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From the MC Auditor When Legas Resigned:

To follow up on our conversation this morning - if no one files for the office of Port of
Grapeview Commissioner, District 3, during the candidate filing period (May 13 - 17) the Auditor's
office will open a 3-day special candidate filing period. If again, nobody files for this office, the
incumbent (Legas) occupying this position shall remain in office and continue to serve until a
successor is elected at the next election (2015) or until he submits a letter of resignation. In the
event he resigns, the two remaining Port of Grapeview Commissioners can appoint someone to serve
until the 2015 election. The person they appoint must live in District 3. If they do not appoint
someone, I believe within 90 days, the County Commissioners can appoint someone to serve - and
that person must also live in District. 3.

FINANCIAL POLICIES & BUDGETS:

The Financial Policies and Procedures section is intended to provide guidance to the Port of Grapeview
Commissioners in properly discharging their financial responsibilities.

Per RCW Title 53, the Mason County Treasurer is the treasurer of the Port of Grapeview. All financial
transactions are accomplished by that office.

The Port will create the position of Port Auditor per RCW 53.36.010 to attend to all financial
obligations of the Port.

BUDGETS:

Purpose: The budget serves a number of functions. At the most basic level it is a legal document that
gives Port Commissioners the authority to incur obligations and pay expenses.

Operating Budget: The operating budget is the central financial planning document that encompasses
all operating revenue and expenditure decisions. It establishes the level of services to be provided by the
Port within the restrictions of anticipated Port revenues.

Current expenditures will be paid for with current revenues. One-time expenditures, or revenues of a
limited or indefinite term, should be used for capital projects or one time operating expenditures to
ensure that no core services are lost when such revenues are reduced or discontinued. No operating
deficits in any fund balance shall be incurred at year end.

High priority will be given to expenditures that will reduce future operating costs, such as increased
utilization of technology and equipment and prudent business methods. If expenditure reductions
are necessary, complete elimination of a specific, hon-mandatory service is preferable to lowering
the quality of existing programs.
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Capital Budget: A Comprehensive Scheme of Harbor Improvement for capital improvements is
prepared per RCW Title 53 updated and included in the yearly budget. Capital project proposals
should include cost estimates that are complete, reliable, and attainable. Cost estimates should be
based on a thorough analysis of the project and are expected to be reliable and complete. Funding
sources should also be reliable and complete, and the capital project will not be budgeted unless
there are reasonable expectations that revenues will be available to pay for them.

See page 75 - 78 for IDD information & sample resolution.

See page 31 - 32 for Monthly Budget Reconciliation Policy.

See page 33 - 45 for example documents referred to within policy.

Accounting Policy: The Port of Grapeview will establish and maintain the highest standard of
accounting practices. Accounting and budgetary systems will conform to the State of Washington
Budgeting Accounting Reporting System (BARS) and local regulations.

See page 46 for Monthly Financial Paperwork policy.

See pages 35-45 & 47 for example documents referred to within policy.

Financial Systems: The Port will strive to provide the technological tools, information systems support
and uninterrupted level of information systems service to sustain the successful implementation and
maintenance of a sound, reliable and efficient financial management system.

Financial Reporting: Full disclosure will be provided in all financial reports and bond
representations. Reports outlining the status of revenues and expenditures shall be prepared
monthly on cash basis by the Port Auditor. It will be distributed to the Board. Annual financial report
will be prepared by the Port Auditor on a timely basis to meet or exceed the State Auditor's Office
standards.

See page 48 for Warrant Process procedure. Example documents pages 49-51

See page 52 for Kitsap Bank Loan/Bond Payment Procedure. example document on page 52-57.

BESIBERX rund transfers & Investment Account P&P TBD

State Audits: An annual audit will be performed by the State Auditor's office and include the issuance
of a financial opinion.

Bank Accounts: The use of bank or other financial institution accounts for the purpose of depositing or
maintaining public funds is forbidden without the prior consent and knowledge of the Mason County
Treasurer, his/ her office and staff.

The Port Auditor through the Port Commissioners has responsibility for the investment of public
funds under RCW Title 53. Investments are carried at book value and investments are made by fund.

See page 58 for Check Acceptance policy & procedure. Example document on page 59.

Credit Cards: The Board of Commissioners of the Port of Grapeview has authorized the use of Port
issued credit cards for official government purchases and acquisitions.

Personal charges (e.g., travel, lodging, food) may not be made with a Port credit card.

Credit Card statements will be retained by the Port Auditor with credit card receipts detailing
purchases. Once the credit card statement is received, the Port Auditor will reconcile receipts to the
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statement and prepare a warrant for payment. The Port Auditor will forward the warrant request
to Mason County Auditor's Financial Services Office for payment.

See page 60 for the Credit Card policy & procedure.

RCW ON BUDGETS
RCW:
Chapter 53.35 PORT DISTRICTS - BUDGETS

Sections

53.35.010 Preliminary budget.

53.35.020 Publication of notice of preliminary budget and hearing.
53.35.030 Hearing—Final budget.

53.35.040 Final budget to be filed with county commissioners.
53.35.045 Alternate date for filing final budget.

53.35.050 Supplemental budgets. 53.35.060 Fiscal year.

53.35.070 Chapter exclusive method for budgets.

53.35.900 Severability—1959 ¢ 159.

53.35.010

53.35.010 Preliminary budget. On or before the 15" day of September of each year each port
commission shall prepare a preliminary budget of the port district for the ensuing fiscal year showing
the estimated expenditures and the anticipated available funds from which all expenditures are to be
paid. [1959 c 159 § 1.]

53.35.020 Publication of notice of preliminary budget and hearing. Following the
preparation of the preliminary budget, the port commission shall publish a notice stating that the
preliminary budget of the port district has been prepared and placed on file at the office of the port
district; that a copy thereof may be obtained by any taxpayer at an address set forth in the
notice; that the commission will meet at a date, hour and place set forth in the notice, such date
to be not earlier than September 15th and not later than the first Tuesday following the first
Monday in October, for the purpose of fixing and adopting the final budget of the port district for
the ensuing year. The notice shall be published once each week for two consecutive weeks in a
legal newspaper of the district, or if there is none, in any newspaper of general circulation in the
county, the first publication to be not less than nine days nor more than twenty days prior to the
date of the hearing. [1959 ¢ 159 § 2.]
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53.35.030 Hearing—Final budget. On the day set by the notice provided for in RCW 53.35.020
the commission shall meet at the place and hour designated for the purpose of a hearing on the
budget and adoption of a final budget. Any person may present objections to the preliminary budget
following which the commission shall, by resolution, adopt a final budget. [1959 ¢ 159 § 3.]

53.35.040 Final budget to be filed with county commissioners. It shall be the duty of the
commissioners of port districts, for the purpose of levying port district taxes, to file with the
clerk of the board of county commissioners on or before the Wednesday next following the first
Monday in October in each year a certified copy of such final budget which shall specify the amounts
to be raised by taxation on the assessed valuation of the property in the port district. [1959 ¢ 159 §
4.]

53.35.045 Alternate date for filing final budget. Notwithstanding any provision of law to the

contrary, the board of commissioners of a port district may file with the clerk of the county legislative

authority a certified copy of the port district final budget, provided for in RCW 53.35.040, on the first
Monday in December. The board of port commissioners may also set other dates relating to the

budget process, including but not limited to the dates set in RCW 53.35.010 and 53.35.020 to
conform to the alternate date for final budget filing. [1974 ex.s. ¢ 19 § 1.]

53.35.050 Supplemental budgets. A port commission may adopt by resolution one or more
supplemental budgets at any time during the fiscal year. Such supplemental budget shall be adopted
only after public hearing. Notice of such hearing shall be given by a single publication of notice of the
date, place and hour of the hearing in a legal newspaper of the district, or if there is none, in any
newspaper of general circulation in the county, the publication of such notice to be at least five days
and not more than fifteen days prior to the hearing date. [1959 ¢ 159 § 5.]

53.35.060 Fiscal year. The fiscal year for a port district shall be the calendar year. [1959 c 159 §
6.]

53.35.070 Chapter exclusive method for budgets. The provisions of this chapter shall
constitute the exclusive requirement and authority for the preparation, adoption, certification and
filing of port district budgets. [1959 c 159 § 7.]

53.35.900 Severability—1959 ¢ 159. Should any section or parts of sections of this chapter be
declared unconstitutional it shall in no case affect the validity of other provisions of this chapter.
[1959 c 159 § 8.]

MRSC:
All port districts are required to adopt an annual calendar year budget under chapter 53.35 RCW,
with the following deadlines:

e *September 15: Preliminary budget filed (RCW 53.35.010)

e Between September 15 and the adoption of the budget: Districts that collect regular
property taxes — which is to say, almost all port districts — must hold a public hearing on
revenue sources for the upcoming year's budget (RCW 84.55.120)

o *Between September 15 and the first Tuesday following the first Monday in
October: Public hearing on final budget, with public notice once per week for two
consecutive weeks beginning 9 to 20 days before the hearing; budget adoption (RCW
53.35.020-.030)
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e *First Wednesday following first Monday in October: Final budget filed with county
commissioners, stating amount of property taxes to be raised (RCW 53.35.040)

e November 30: Deadline to certify next year's levy rates to the county (RCW 84.52.070,
see below)

However, RCW 53.35.045 allows port districts to adopt alternate dates for some of these steps,
marked with asterisks above, culminating with final budget filing by the first Monday in December.
All port districts must certify to the county assessor the amount of property taxes to be levied upon
the property within their jurisdiction for the coming fiscal year no later than November 30 (RCW
84.52.070). This deadline may not be altered. If your jurisdiction misses the November 30
deadline, you may not increase the levy amount above the prior year’s level.

In addition, any port commission may adopt one or more supplemental budgets (budget
amendments) during the fiscal year. A public hearing is required, with a single public notice required
5 to 15 days before the hearing (RCW 53.35.050).

Port District Requirements: The statutes governing budgets for port districts (RCW 53.35.020)
state that the commissioners must publish notice that the preliminary budget has been prepared,
filed, and is available to the public. Note that there is no requirement to hold a public hearing on
the preliminary budget.

Port Procedure: The Managing Official will prepare a preliminary budget and present it to the
Commissioners at a Regular or Special Meeting on or prior to September 15.

The President will cause a notice of the preliminary budget to be published in the ManGudurd
Public Notices section prior to the Public Hearing for two consecutive publication dates.

The wording will be as follows:

PUBLIC NOTICE

(Publication Language): The Port of Grapeview will hold a Public Hearing to adopt the YYYY
Budget on MMDDYYYY at TTTT P.M. at the GRAPEVIEW COMMUNITY CENTER, 4350 E. Grapeview
Loop Road. The Preliminary Budget is available by writing the Port at PO Box 3, Grapeview, WA
98546 or visiting their website at www.portofgrapeview.com.

The Port Auditor will present a draft resolution to accept the next year’s budget at the Regular Meeting in
September.

The President will direct the Port Auditor to file the budget with the Mason County Auditor and State
Auditor’s Office.

The President will direct the webmaster to post the Preliminary Budget on the website.

DRAFT Annual Resolution to adopt final budget.

18


http://www.portofgrapeview.com/

Port of Grapeview
POLICY & PROCEDURE MANUAL

PORT OF GRAPEVIEW
RESOLUTION OF THE COMMISSIONERS

RESOLUTION NO: YYYY-##
A RESOLUTION OF THE PORT OF GRAPEVIEW authorizing the Commissioners to adopt the YYYY budget.

WHEREAS, the Revised Code of Washington (RCW) Title 53, Chapter 35 specifies the requirements, dates of
compliance and procedures for adopting an annual budget, and,

WHEREAS, the Port of Grapeview has announced, advertised the availability of and posted their Preliminary
Budget on their website on September 15, YYYY, and,

WHEREAS, the time and date of the PUBLIC HEARING to adopt the YYYY budget was published as a Public
Notice in the JaMantursbn MMDDYYYY and MMDDYYYY in compliance with RCW 53, therefore,

BE IT RESOLVED, that the Port of Grapeview hereby adopts the YYYY Final Budget.

FURTHER RESOLVED, pursuant to RCW 53.35.040, this Final Budget will be filed with the Clerk of the
Board of Mason County Commissioners on MMDDYYYY a certified copy of such Final Budget. This date is in
compliance with RCW 53.35.045.

PASSED BY THE PORT OF GRAPEVIEW COMMISSIONERS THIS ## DAY OF MM, YYYY.

The Port of Grapeview, a Washington municipal corporation

/s/ /s/ /s/
Enter name Enter name Enter name
Commissioner, District 1 Commissioner, District 2 Commissioner, District 3

File Ordinance/Resolution will be made to the State Auditor’s Office.

Budget Adjustments: If it becomes necessary during a calendar year to shift appropriations from
one line item to another, the treasurer will make a recommendation by motion at a Regular or
Special Meeting.

Supplemental Budgets: The district will only need a supplemental budget when it is going to
exceed the budget limits set in the adopted budget. A port commission may adopt by resolution
one or more supplemental budgets at any time during the fiscal year. Chapter 53.35 RCW budgets
for Port Districts is silent on the type of budget adopted by the District. Therefore, the district may
adopt its budget at the “fund level” meaning that the allocations to individual line items within the
budget may be modified as long as the district doesn't have an adopted budget policy to the contrary.
Such a supplemental budget shall be adopted only after a public hearing.

The applicable statute is RCW 53.35.050, which requires a public hearing. However, the notice is
only a single publication notice that must be at least five days before the hearing date and not more
than fifteen days prior to the hearing date. Notice shall include the date, place, and hour of the
hearing in a legal newspaper of the district, or if there is none, in any newspaper of general
circulation in the county.
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COMPREHENSIVE SCHEME:

From WPPA: CURRENT STATUTORY PORT COMPREHENSIVE PLANNING REQUIREMENTS: In
planning jargon, “comprehensive planning” and “comprehensive scheme” are often used
interchangeably to describe a complex land use planning process.

Port districts, however, need to differentiate because statutory references address “scheme,” as
opposed to “plan.” Scheme, as a planning term, generally connotes a conceptual emphasis, while plan
connotes a more detailed effort that would include many elements that tend to be of greater concern
to general purpose municipalities (i.e., housing, recreation, police enforcement, schools, street
improvements, etc.).

The scheme/plan differentiation is important to port districts because a comprehensive scheme not only
provides for greater flexibility but is the current statutory requirement.

RCW: 53.20.010 Adoption of Harbor Improvement Plan.

It shall be the duty of the port commission of any port district, before creating any improvements
hereunder, to adopt a comprehensive scheme of harbor improvement in the port district, after a
public hearing thereon, of which notice shall be published once a week for two consecutive weeks
in a newspaper of general circulation in the port district, and no expenditure for the carrying out of
any harbor improvement shall be made by the port commission other than necessary salaries,
including engineers, clerical and office expenses of the port district, and the cost of engineering,
surveying, preparation and collection of data necessary for the making and adoption of the general
scheme of harbor improvements in the port district, unless and until the comprehensive scheme of
harbor improvements has been so officially adopted by the port commission.

It is lost to history the adoption of the Port’s first Comprehensive Scheme. Therefore, the above
regulation is no longer applicable.

RCW 53.20.020 Improvement to Follow Plans Adopted.

When such general plans shall have been adopted or approved, as aforesaid, every improvement to
be made by said commission shall be made substantially in accordance therewith unless and until
such general plans shall have been officially changed by the port commission after a public hearing
thereon, of which at least ten days' notice shall be published in a newspaper in general circulation in
such port district.

Amendments to the Comp Scheme require a public hearing with 10 DAY NOTICE in the newspaper.

RCW 53.25.090 Conditions precedent to making improvements.

No expenditure for improvement of property in an industrial development district, other than the
expense of preparing and submitting a plan of improvement shall be made by a port district, and no
property shall be acquired by it therefore except as provided for hereinbefore until it has been
made a part of the comprehensive scheme of harbor improvement and industrial developments or
amendments thereto. That said comprehensive scheme or amendments thereto shall provide for the
development or redevelopment of those marginal lands acquired and a provision for the continuing of
the land uses which are hereby declared to constitute public uses and the purposes for which public
moneys may be advanced and provide property acquired.
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Port Procedure: Prior to allocating funds for a specific infrastructure project, the project must be
identified in a Comprehensive Scheme of Harbor Improvement. The Port has established by
resolution an advisory committee titled Strategic Planning Advisory Committee to address changes
and make recommendations to the Commissioners at a public hearing.

Public Participation Plan: The CSHI is primarily written for and with guidance from the public. It
contains their preferences, ideas, and policy objectives. During the update is important to retain the
public’s interest by making citizen participation as accessible as possible. The process is driven by the
community. It is vital to involve public participation. This will be accomplished through advertising,
outreach, stakeholder involvement, and numerous public events.

The benefits of including citizens in the process:
¢ Enhances the quality of planning by incorporating a wide variety of information and
perspectives.
Allows communities to make decisions based on shared values.
Engage citizens in the ownership of local land use challenges and solutions.
Educates and empowers citizens.
Supports swift and efficient project implementation.
Ensures that good plans remain relevant over time.
Fosters a sense of community, and trust in government.

The Port’s current CSHI is located on the Port’s website.
CHSI's are amended from time to time but at a minimum every five years.

The President will cause a notice of the draft/amended CSHI to be published in the Mason County
Journal Public Notices section for two consecutive publication dates.

The wording will be as follows.:
PUBLIC HEARING NOTICE: The Port of Grapeview has prepared a draft amended
Comprehensive Scheme of Harbor Improvement and published it on our website
www. portofgrapeview.com or a copy may be obtained by calling the Port at 425-610-6552 or
by writing the Port at PO Box 3, Grapeview, WA 98546. The Port Commission will meet at
(date of Regular Meeting) at 7:15 PM at the Horton Community Center, 4350 Grapeview
Loop Road, Grapeview, WA. to take public testimony.

WEBSITE, EMAIL & MISC DIGITAL COMMUNICATIONS:

The Port Commission maintains a website at www.portofgrapeview.com. The contents of the website
is at the discretion of the Commission.

Commissioners & Port Administrator must authorize the posting of any material on the website by
email to the Webmaster.

Website Hosting: The website will be hosted by WIX. It is through the WIX website that the Port’s
website will be edited by the webmaster and the Port Administrator. Website hosting fee must be paid
manually and will be billed via Port credit card.
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Website Domain: The Domain name www.portofgrapeview.com is through WIX. The domain
name must be registered and paid for annually. The Domain hosting fee will be billed to and paid by
the Port credit card.

Email Policy: Emails are subject to the Public Records Act and must be maintained according to
the retention schedule published by the State of Washington. To facilitate archiving of emails, the Port
uses Microsoft Outlook as an email client. DO NOT DELETE EMAILS!

The Port maintains five email addresses:

portofgrapeview@gmail.com (Received by all Commissioners, administrator and the webmaster)
admin@portofgrapeview.com
portofgrapeview1@gmail.com
portofgrapeview2@gmail.com
portofgrapeview3@gmail.com

Each Commissioner is assigned an email address by District and is to be used for one on one
conversations between Commissioners and individuals. These emails will not be shared with the
other Commissioners.

Email Retention: The Port uses Microsoft OUTLOOK as an email client. To maintain continuity for
record keeping requirements, commissioners should not use the Gmail client to read/respond to
emails.

Outlook retains all email transactions in a file labeled xxxx.PST, i.e., portofgrapeview@gmail.com.pst.
Each commissioner has a .PST file on their laptop. That file should be backed up from time to time.

See page 61 for Email & Voicemail Policy & Procedure

Port Calendar: The Port webmaster maintains a calendar on the Port’s website.

PUBLIC RECORDS REQUESTS:

RESOLUTION: 2012-003

A resolution of the Commission of the Port of Grapeview; (1) establishing rules for compliance with
the Public Records Act; (2) issuing a formal order exempting the Port of Grapeview from maintaining
an index under RCW 42.56.070; (3) appointing the Secretary of the Port of Grapeview as the Public
Information Officer; (4) setting public records request copy fee at $.15 per page.

WHEREAS, RCW Sections 42 .56.040, 42.56.070 and 42.56.100 of the Public Records Act ("the Act")
collectively require that state and local agencies provide, publish and prominently display certain
information, exemptions and rules governing disclosure of public records; and

WHEREAS, the Port of Grapeview ("the Port") is a local agency as defined in the Act and must therefore
comply with its provisions; and
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WHEREAS, the attached Public Records Act Rules ("the Rules") fulfill one of these requirements and
were developed using the Attorney General's Office advisory Model Rules for disclosure of public
records; and

WHEREAS, RCW 42.56.070(3) requires an agency to maintain an index of records therein described
unless the local agency determines that it would be unduly burdensome to do so and in that event it
must issue and publish a formal order specifying why it would be unduly burdensome; and

WHEREAS, RCW 42.56.120 allows for a per page copy charge of $.15 when fulfilling Public Records
Requests; and

WHEREAS, RCW 42.56.580 requires that each agency appoint and publicly identify a Public Records
Officer and provide contact information for that Officer.

NOW THEREFORE, be it resolved by the Port of Grapeview Commission as follows:

Section 1. The attached Rules are adopted as the rules the Port will follow in handling public records
requests. The Public Information Officer is hereby directed to propose amendments to the Rules by
resolution as necessary to remain in compliance with evolving law governing the handling of public
records requests and to update the Rules as facts may require.

Section 2. The Port of Grapeview is a small Port with a small base of land and a small property tax
revenue stream. Currently, the Commission has no administrative support other than a recording
secretary who assists in the development of the Port Commission meeting minutes. Under the current
business and administrative structure, it is impractical for the Port Commission to review, identify and
document the entire archive of Port records and develop and maintain a central index of records and
does not provide an adequate cost benefit to the taxpayers to warrant the expenditure of Port funds.
Therefore, the Commission finds that maintaining the index required by RCW 42 .56.070(3) would be
unduly burdensome. For these reasons, the Commission hereby formally orders that such an index
does not have to be maintained as allowed under RCW 42.56.070(4) so long as all other records are
available for public inspection and copying in conformity with applicable law.

Section 3. The Secretary is appointed as the Port's Public Information Officer and the contact
information is provided in the attached Rules. The Public Information Officer is directed to post and
maintain the rules on the Port's website and otherwise post, prominently display or publish the Rules
as required by law and make the Rules available for inspection and copying.

Section 4. The Port is hereby authorized to charge $.15 per copy when fulfilling a Public Records Act
Request.

Per Resolution 2012-03: Pursuant to the Washington State Public Records Act, RCW 42 .56 et.
seq. (the Act), the Port of Grapeview is required to make available for inspection and copying public
documents as defined by the Act. The following policy will govern the compliance of the Port with
respect to the provisions of the Act. To the extent that this policy is in any way inconsistent with the
referenced RCW, the RCW will be deemed to prevail.

All public records of the Port are deemed to be available for public inspection and copying pursuant to
this policy except as otherwise provided by the Act, or other statute, which exempts or prohibits
disclosure of specific information or records.
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A public record includes any writing containing information relating to the conduct of government or
the performance of any governmental or proprietary function prepared, owned, used, or retained by
any state or local agency regardless of physical form or characteristics. A public record also includes
photographs or recordings taken by Port of Grapeview Commissioners or designated staff in the
performance of their duties.

Role of Public Information Officer in Relation to Public Records Requests: The Secretary
for the Port shall be the Port's Public Information Officer. The Public Information Officer shall be
responsible for the following: processing requests for access to public records; the implementation of
the Port's rules and regulations regarding the release of public records; coordinating with other Port
staff in this regard; and generally ensuring compliance by the Port of Grapeview Commission or
designated staff with the public records disclosure requirements of the Act. Should the Public
Information Officer be temporarily unable to fulfill the duties as Public Information Officer the Port of
Grapeview Commission President shall temporarily assign those duties to a qualified designee to fulfill
the duties as Public Information Officer.

Index of Public Records Unavailable: The Commission has determined that it would be unduly
burdensome to maintain an itemized index of all Port records, except as set forth herein, due to fiscal
and personnel limitations. This determination was made in Port of Grapeview Resolution 2012-003.

Request for Public Records: In accordance with requirements of the Act, public records may be
inspected and! or copies of such records may be obtained by members of the public, upon
compliance with the following procedures: All requests for records should be made in writing or
by mail. To facilitate timely processing and accountability, a "Public Records Request" form should
be completed and submitted to the Public Information Officer when requesting records. Forms are
available upon request from the Port's Public Information Officer or on the Port's website. The
request shall be made by mail or e-mail to the Public Information Officer.

RCW 42.56.520

Additional time required to respond to a request may be based upon the need to clarify the
intent of the request, to locate and assemble the information requested, to notify third
persons or agencies affected by the request, or to determine whether any of the information
requested is exempt and that a denial should be made as to all or part of the request. In
acknowledging receipt of a public record request that is unclear, an agency, the office of the
secretary of the senate, or the office of the chief clerk of the house of representatives may
ask the requestor to clarify what information the requestor is seeking. If the requestor fails
to clarify the request, the agency, the office of the secretary of the senate, or the office of
the chief clerk of the house of representatives need not respond to it.

Port Records forwarded to the State Archivist for retention:

If the Port cannot locate a requested document in local files, it will direct the requestor to contact the
State Archivist.

< Port related text messages on a personal cell phone are also subject to public records
requests.

< Port related emails on a private email account held by an employee or volunteer of the Port

are also subject to public records requests.
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Public Records Reporting: In 2017, the state legislature adopted ESHB 1594, which made
significant amendments to public records laws. One of those changes is a new reporting
requirement in RCW 40.14.026(5). It requires each agency with actual staff and legal costs associated
with fulfilling public records request of at $100,000 during the prior fiscal year to report to the Joint
Legislative Audit and Review Committee (JLARC)

BEEIPEIRX 1.ARC Reporting TBD

The deadline is July 1 every year. A notification has been added to the Port Calendar.

BEEIBERX Records/Archiving/Digital Documents TBD

ANNUAL PASSES, KIOSK, FACILITES & MAINTENANCE:

See page 62-63 for Annual Pass Policy & Procedure. Example documents on page 64-66
See page 67-68 for Kiosk Operations, Management, Maintenance & Usage.

See page 69 for Restroom Maintenance & Supplies.

See page 70-72 for Restroom Locks, Policies, Software & Programming

See page 73 for Parking, Parking Lot & Parking Lot Rules

Grounds, Ramp and Gangway Maintenance TBD
Trash TBD

MISCELLANEOUS:

Elections: The cost of holding an election is a cost that is the responsibility of the district. While the
individual filing for the position has to pay for their own filing fees, the actual cost of the election is the
responsibility of the individual jurisdictions that are holding the election.

Grants:

However, under RCW 35A.11.040,
acceptance of any grant requires council approval. In addition, a grant is a contract, and under RCW
35A.11.010, the city council is the contracting authority for the city.

BEBIBEIX RCO Reimbursement Process & Accountability TBD
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Strategic Planning Advisory Committee (SPAC): The Port, by resolution, will appoint
members to the SPAC. Each Port district may name two members to the Committee.

The Committee will address any subject requiring study to the SPAC.

The SPAC is advisory only and will make recommendations to the Commissioners for
disposition.

Commiittee Meetings: MRSC: If a committee is purely advisory, must its meeting be advertised
and open?

No. Under RCW 42.30.020(2), if the committee does not have a majority of the council included in
its membership, and it merely provides advice, and the council can take action without the advice,
it is not covered by the OPMA. Of course, nothing prohibits the city from treating the committee as if
it is covered by the OPMA.

Mail & PO Box:
See page 74 for Mail & PO Box policy & procedure
Holiday Parties:

MRSC: May a jurisdiction hold a holiday party, offering cookies, cake, punch, and other light
refreshments? Maybe. Use of public funds to provide food and drink to others may be considered a
“gift” in violation of article 8 section 7 of the state constitution. However, the Auditor’s Office has
in recent years looked more favorably on such expenditures.

Limited expenditures for community celebrations may be permissible if the legislative body
passes a resolution, declaring the holiday party to be a public event with a public purpose and
authorizing expenditures for it. Municipal funds can be spent for advertising and light refreshments
for the public and government employees and officials, as well as other necessary items for the
celebration. All expenditures need to be reasonable and properly documented. For additional
information, see Eating and Drinking at Public Expense, an informal article issued by the Attorney
General’s Office.

In contrast, a party or celebration only for agency employees may be possible if the governing
body first adopts a policy providing for one. If such a policy is adopted, then the party becomes part of
the employees’ compensation and would not be considered a gift of public funds implicating article 8
section 7 of the state constitution.

RCW: 53.36.120 Expenditures for industrial development, trade promotion, or promotional
hosting— Budgeting required. Under the authority of Article VIII, section 8, of the state
Constitution, port district expenditures for industrial development, trade promotion or promotional
hosting shall be pursuant to specific budget items as approved by the port commission at the annual
public hearings on the port district budget. [1967 c 136 § 1.]

RCW 53.36.130 Expenditures for industrial development, trade promotion, or promotional
hosting—Source and amount of funds. Funds for promotional hosting expenditures shall be
expended only from gross operating revenues and shall not exceed one percent thereof upon the first
two million five hundred thousand dollars of such gross operating revenues, one-half of one percent
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upon the next two million five hundred thousand dollars of such gross operating revenues, and one-
fourth of one percent on the excess over five million dollars of such operating revenues: PROVIDED,
HOWEVER, That in no case shall these limitations restrict a port district to less than twenty-five
hundred dollars per year from any funds available to the port. [1967 c 136 § 2.]

RCW 53.36.140 For industrial development, trade promotion, or promotional hosting—Rules and
regulations— Authorizations—Vouchers. Expenditures for industrial development, trade
promotion, or promotional hosting— Rules and regulations— Authorizations—Vouchers. Port
commissions shall adopt, in writing, rules and regulations governing promotional hosting
expenditures by port employees or agents. Such rules shall identify officials and agents authorized to
make such expenditures and the approved objectives of such spending. Port commissioners shall
not personally make such expenditures, or seek reimbursement therefor, except where specific
authorization of such expenditures has been approved by the port commission. All payments and
reimbursements shall be identified and supported on vouchers approved by the port auditor. [1967 ¢
136 § 3.]

Pass a resolution at a Port meeting. Charge the Budget Misc. account. See Resolution 2017-12
on the port website.
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Agenda policy:

The board will select a specific individual to assemble the agendas. This individual may be a
Commissioner, staff member or volunteer.

Agenda items due to the admin or Commissioner assigned to draft meeting agendas by the end of
day on the Friday before a meeting.

Draft agenda will be compiled and emailed out for initial approval by 2pm on the Saturday before the
meeting.

Any changes to the draft agenda will be sent in response by 5pm Saturday. With or without changes,
the draft agenda will be sent to the webmaster for posting to the website by the Sunday before the
meeting will take place.

After the draft agenda is approved by the Commissioners at said meeting via motion, the agenda
becomes finalized.

A FINAL version of the agenda will be written and sent to the webmaster for posting to the archived
documents on the website.

Items NOT on the final agenda will NOT be discussed.

Regular meeting agenda format:

LONR

Agendas will have a consistent format for regular meetings from month to month.
The agreed upon agenda format shown below.
The financial report must include the format shown below per the state auditor.

Port of Grapeview
Date @ Time
Location

Regular Meeting Agenda - DRAFT/FINAL
Call to Order
Roll Call
Meeting Agenda
a. Commissioner comments, adjustments, approval of agenda for xxxdatexxx
(motion)
First Public Comment Session — (At this time, citizens have three minutes to
address the Commission on matters not scheduled for public hearing or
Commissioner Consideration. State Law prohibits the use of this forum to
promote or oppose any candidate for public office or ballot measure. Public
comments are limited to three minutes. Please provide your name and address
for the record.)
Minutes:
a. Commissioner input and approval on previous meeting’s minutes from
xxxdatexxx. (motion)
Essential Correspondence: Any
Commissioner Reports:
Committee Reports
Port Auditors

Month/Year

Operations .10: Unencumbered cash - $AMT (before vouchers)
Operations: Investment balance - $AM

Warrants for 6700020010 — Operations
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11,

12,
13.
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{Funds) Voucher{warrant) | |

Numbers:4300000:x00x throwgh 43000000 SAMT
Payroll warrant

Numbers: throwgh_ N/R
Electronic Payments

Dates: N/A N/A

Balance for 6700020010 - after vouchers — $AMT
Capital Construction .30: Unencumbered cash - $AMT
Capital Construction: Investment balance - $AMT

Warrants for 6700020030 — Cap. Const.
(Funds) Voucher(warrant)

Numbers: 438000 throwgh 438000100 SAMT
Electronic Payments
Danes: N/A N/R

Approve the vouchers (motion)

New Business:
a.
Old Business:
a.
Second Public Comment Session
Adjourn the meeting:
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Compensation & Payroll Processing

Port Commissioners are paid in terms of “per diems”. The rate of the per diem is decided by the
state. A commissioner may collect a per diem per each regular meeting, special meeting, etc.

An additional per diem may be claimed per month by each commissioner holding an additional job,
i.e... President, Secretary, Port Auditor. For example: the commissioner that holds the position of
President would collect 1 per diem for attending the regular monthly meeting and a 1 per diem for
doing the job of President equaling 2 per diems per month.

Please see the by-laws and other policies related to rules pertaining to decisions on holding positions,
waiving per diems, etc.

The Recording Secretary receives a designated flat fee per month a s decided by the board for each
meeting (Regular, Special, etc.) for taking and typing up the minutes. If the job of Recording
Secretary is done by someone other than the Commissioners or the Port Administrator, they are
considered an independent contractor.

The Port Administrator (if there is one) receives a n hourly rate a s decided by the board including
the number of hours expected. The Port Administrator is an employee of the Port.

Twice a year the number of per diems per Commissioner is collected as well as the payroll hours
worked by the Port Administrator and Recording Secretary and submitted to the accountant,
Wittenberg, for processing. Payroll for January 1 - the regular meeting in June, should be submitted
(estimated numbers accepted) by the 5™ of June in order to be processed for approval at the June
Regular Meeting of any given year. Payroll for the remainder of June through December 31st,
(estimated numbers accepted) should be submitted to the accountant by the 5% of December for
approval at the December Regular Meeting of any given year.

The accountant will provide the payroll totals for each person to be vouchered in June and December.
The accountant will provide the complete payroll tax/tax voucher sheets & envelopes by the end of
the fiscal quarter the following month.

L&I, PFML and Employment Security Tax will each have their own payment coupon and envelope.
The 941/FICA/SS tax will require a separate voucher. This voucher must be entered on to a deposit slip
and deposited into the County account at Columbia Bank by or before the due date. The county
automatically sweeps the account for payroll taxes on the designated date and will alert anyone
that has not properly deposited their funds immediately. Once the deposit is made, a photograph or
scan of the receipt must be sent to the Chief Deputy at the Mason County Treasurer's Office. The
physical receipt will be filed with the warrant receipt tab and is to be filed with the rest of the monthly
voucher paperwork.
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Monthly Budget Reconciliation

Using Excel, Google Sheets, Apple Numbers or some other spreadsheet software, the first tab should be
set up for a running total and reconciliation of the account.

The second tab should be a copy of the current year's budget for that same account. The third tab
should be a breakdown of the annual budget’s expenditures by month.

The fourth tab should be a “budgeted vs. actual” per month tabulation.

Every entry on the first tab should include the following:
e Date

BARS code or Warrant number

Description

Pay or Received amount

Running total

Separate columns for each in dividual source of funds including:
o Property tax revenue

Excise tax revenue

Kiosk revenue

Investment income

Other

O
O
©)
©)

The second tab should remain unchanged as this is the final approved budget.

The third tab should include each line item from the budget and the appx. anticipated expenditure
per each calendar month. These are best estimates-based on previous years expenses. Some
items are monthly and will be entered a s such. Other items may be evenly divided throughout the
year. And other items still may be entered more sporadically, quarterly, or once if it's a n annual fee.

The fourth tab should illustrate the monthly difference between the third tab and the actual monthly
expenses to ensure proper reporting on budgetary concerns, over usage of funds in a certain area,
under budgeted items in other areas, etc.

Proper documentation of the monthly budget and finances is necessary to ensure the Port is meeting its
financial obligations, maintaining proper use of funds and also helping to provide accurate information
for future budgeting.

Each month the County releases a series of reports for the month prior. The Sub fun d & Financial
reports will list monthly income and expenses, which will be logged in tab 1. The District Financial
report will list the starting balance, which should align with the figure listed in
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tab 1 running total at the start of said month and the final total should align with the figure listed in
tab 1 running total at the end of said month. These numbers must match exactly.

Warrants are distributed monthly and once received with official warrant numbers, will be entered as well
into tab 1.

Receipts for miscellaneous incomes are sent by the County sometimes weekly. These amounts must
also be entered into tab 1.

In this fashion, the budget must be reconciled monthly with all totals in agreement with the provided
County reports.
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Al

PoG Operations Account 2021
File Edit View Insert Format Data Tools Add-ons Help

-~ T 100% § % .0 .00 123~

¥ @ e

Commissioner Dist 1
Commissioner Dist 2
Commissioner Dist 3
Administrator

Industrial Insurance L&I
Employment Sec. Tax
Paid Family Medical Leave PFMLA
Social Security/FICA/941
Property Taxes
Election/Ballot costs

State Auditor

AAA Seplic

PUD 3

PO Box annual fee
Accounting Fees

Attorney Fees

Ramp cleaning maintenance
Parking Lot maintenance
Rest room maintenance
Landscaping maintenance
Pump House maintenance
Asset maintenance

JAN

1,000 00
765 00
90 00
5900

80.00
88.17

DD PP D DD DD DD DD DD D DD DD

+ = Operations Running Bal-Source of Funds ~

Tab 4 example
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PoG Operations Account 2021

File Edit View Insert Format Data Tools Add-ons Help

0
Asset maintenance
Domain name registration
Website hosting

Admin email account
Software costs

Computer fees (maintenance or service)

ZOOM

Insurance (Enduris)
WPPA Dues

Travel reimbursements
Mason County Journal
Signs

Scott McLendon

Misc Expenses

Office Supplies (postage, paper, efc.)
Kiosk maintenance

Kiosk monthly service fee
Kiosk annual pass supplies
Merchant Service fees

Cross Balance
Total Operations
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Budget By Month ~
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Last edit was 2 days ago

Budget vs Actual 2021 ~

Budget vs Actual
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District Financial Report Example

Mason County Treasuner
Elisabeth (Lisa) Frazier

PO Box 429, 411 N Sth Street
Shelton, WA SB584

el 360-427-9670 ext 475

Financial Statemant

June 2021

Baginning Cash Balance
Tax Collections
Accounts Receivable/Misc Receipts
Tranzsfers In
Total Revenus
Accounts PayableWarrants
Transfers Oul
Total Expanse
Ending Cash Balanca
Warrant Actheity
GHrza Beginning Warrants Outstanding
Totsl Warrants lssusd
Total Warrants Cleared
Total Warrants Voidod/'Cancolod
602021 Ending Warrants Ouistanding
Investment Activity
B2 Baginning Investments Balance
Investrants Acquired
Investmants Soid
GIIOZ0Z1 Ending Investmants Balance

Total Cazh and Invesimants

530620
§2418.08
£0.00

$8.457.01
20.00

SRA5T

$Ta9.38
$6.542.91
£B.560.18
$AE.00
$637 .80

$0.00
50000

$18,271.30

$12,837.77
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B ras 360-427-9670 ext 475
Baginning Cash Balance $30,745.56

Tax Collections S0.00

Accounts Recaivable/Misc Recsipta 5158

Transfers In 50,00
Total Revenua 51.58

Accounts Payable/Warmanis £764.00

Transtors Out §0.00
Total Expense $764.00

Ending Cash Balance $29.983.14
‘Warrani Activity

G2 Baginning Warranis Ouistanding $1.47255
Total Warrants lasusd 176400
Total Warrants Cloaresd 5147255
Total Warrants Voided/Cancabked 20000

[T lilen i PR ] Ending Warrants Outstanding £T64.00

Investmont Activity

GMrzoed Baginning investmants Balanca £28.4T0.00
Invastmants Acquired $0.00
Invastmanis Sold $0.00

BN Ending Investmanis Balance $25.4T0.00

Tatal Cash and Invesimants
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4‘. 90“ CO::% Mason County Treasurer Financial Statement
-;g‘ <% Elisabeth (Lisa) Frazier June 2021
N ‘v‘f; ,‘ PO Box 429, 411 N 5th Street
% oj Shelton, WA 98584

360-427-9670 ext 475

§70.020060.000.000 PORT OF GRAPEVIEW

Beginning Cash Balance $35,007.50
Tax Collections $0.00
Accounts Receivable/Misc Receipts -$35,007 50
Transfors In $0.00
Total Revenue -$35,007.50
Accounts Payablo/Warrants $0.00
Transters Out $0.00
Total Expense $0.00
Ending Cash Balance

Warrant Activity
eM2021 Boginning Warrants Outstanding $0.00
Total Warrants Issued $0.00
Total Warrants Cleared $0.00
Total Warrants Voided/Canceled $0.00
6/30/2021 Ending Warrants Outstanding $0.00
Investment Activity
a/M2021 Beginning Investments Balance $0.00
Investments Acquired $0.00
Investments Sold $0.00
630/2021 Ending Investments Balance $0.00

Total Cash and Investments
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) ‘-E":,;,, i L i PO Bax 429, 411 N 5th Street
%m > Shelton, WA 98584
SR

T 360-42T-06T0 axt 4TS

ET0.025010.000.000 PORT OF GRAFEVIEW IND DEV

Baginning Cash Balance £1,41365
Tax Collections SET4 02
Acoounts ReceivablaMisc Recaipts $0.00
Transfoers In $0.00
Total Revenue 67482
Accounts PayablaWarrants. 50.00
Transfers Out $0.00
Total Expense $0.00
Ending Cash Balance £2,088 &7
Warrant Activity
Brrzma Baginning Warrants Outstanding $0.00
Total Warranis Issued 50,00
Total Warranis Cleared 50,00
Total Warranis Voided'Canceled 50,00
[T liliikFg ] u‘m m 0,00
Invesimant Activity
Mz Baginning Investments Balance $0.00
Investmants Acquined S0.00
Invastrmants Solkd S0.00
G021 Ending Investmants Balance 50,00

Total Cash and Investments
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*a-..u»"’

Beginning Cash Balance

Total Revenue

Ending Cash Balances
Trangfars In

Transfars Out

Beginning Warrants Outstanding
Tolal Warrants Clearad

Total Warrants lssusd
Beginning Invesiment Balance
Ending Investment Balance
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Mason Couwnty Treaswrer
Elisabeth (Lisa) Frazier

PO Box 429, 411 N 5th Streel
Shellon, WA 98584

360-427-267T0 ext 475

$85.438.10
53160671
544 600,48
20000

20000
221,
$100042 34
$0,306 51
32630662
$26,306.62
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Financial Statement
B2 - EaNae

411 N Bh Streat. Building 1

PO Bax £29

e
o, Elisabeth Frazier
F!%fﬁ‘_I?ﬁ.Iniﬁnﬁﬁnﬂyﬂﬂlhﬂﬁ

-
e B 47

Al Funds Total:

Feotih Bars B L L HTD Rasalprs TTE Rassiprs HTD Dish

Jli.1% L8 T74. 76
I01000000 .
337.0% 0o, 0.00 5.4% 5.00
IF000000 ,
237 .00 a  og 0, &0 117.34 & .08
3di.18 0 0d. i -1 i.01 9.08
361 .40 0 0. ) 0.0z .07 9,08
36T .49 o be. 2, 510.80 7,104 .00 2.08
SODOS0gan .
S14.39 L -%1.%8 - 14l . 80 2.08
a . [ o 8.
i%%ﬁqiﬂdu: - T. 794, i!T!ﬂ%qg T

o 0.

302, 753.24
305,477.53
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T TH 158 18, 02718 - %

2,085,516, 23
2,085,517 81
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e ke o

101111 Firi aaierserd
Priied o6 TV U2021 10R404T A Page 1

Finarial Saslement

FReLlD BAEs B = 5] i 7] YID Rasaliprs
Sl4,30 L .08 0.0 - T, 80 -3, 50| FINANCIAL SERVICES-WIRE FEE
581.08 & 0. 008 0.0 -25, 513.87 =135 518, 87| FPRENCIFAL AND OTHER DEST SERVICE

LIL LT o
REE. 0% 299, ]
Fund Totals: . o. -
Baginning Balance: 178, d0B.51)
Ending Balanca: (213, 416.41)

Fund Totals: | 0.00| 0.00 ©.00| 0.08 ]
Baginning Balanca: o.60
Ending Balance: o.00

34,579 &8 .08
337.040 o0, 4.08 262 .47 9.0
Fund Totals: 674 “I R ] 0.0
Beginning Balanca: 87,.852.27
Ending Balanca: B, 567.19
I haraby cartify chat cthe Above SLACGSEAE L8 Crod
[E i baistth Frammar
UBLY Treasurer
by Jule Rchait
DEpaLYy
107117 _FrasatTersed [ ——
Prirvied on T2 1004047 A Page 2

Finandial Stalemment
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£ ;,n..-: oy Elisabeth Frazier Misc Receipt
* Mason County Treasurer S
141 R piintms fes et 2021-75074-MISC-06/01/21-Julie

;Pﬂﬁmlﬂ
Shaelton, Wi 08584
# 1 1018+ & 48337 §% %

FH0-417-WETD Ex). 4TS

Receipt &
Receipt Date:
Received By:

Received From:

2021-75074-MISC-06/01/21- Receipt Type: Disbursement
6M1/2021

Brittany

PORT OF GRAPEVIEW - KITSAP BANK LTGO 2019 - LINE OF CREDIT

Fund Bars Ol Line  Func Description Amount
870. 0200680000000 &514.20 SO0000 0000.00 FINANCIAL SERVICES-WIRE FEE {7.50)
670.020060.000.000 59100 500000 00000 ren aoeg o CRER DEST SERURCE (25, 439.08)
670,020060.000.000 59100 500000 000000 PRINCIPAL AND OTHER DEBT SERVICE (74.79)
INTEREST AMD OTHER DEBRT SERVICE -
670.020060000.000 59200 500000 C000-00 (5, 486.13)
. LTGO 2019
(35,007.50)
PAYMENT ITEMS

Paid By Tender Type Check 8 Amount
PORT OF GRAPEVIEW-KITSAP BANK LTGO 2019- e 13500750,

LINE OF CREDIT

(35,007 .50)
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Port of Grapeview

POLICY & PROCEDURE MANUAL

Receipt Collection By SubFund

Ricai i ates
Pout [ypex
Posteg Sastus.
Recwipl Type

Subf umd Ot Lire Funchion

Receipt Number
2021-7 5307 -WISC D841 -

Receipd Date

Total Recelpt Count:
Grand Total:
Descriplion
GROSS MONTHLY INVESTMENT

T Recelpts
(32,587.8300)

Brittany INTEREST
T aRAm FEASEHOLD EXESE RN BERES
16240 3020 G000 20217 S14TWISE DA - SEMAMEIY  SPACE AND FACILITIES RENTALS SHORT
[ Brimany TERS
JET 48 20200000 2021-T533T-WISC 0610121 BEME SPACE AND FACILITIES RENTALS-SHORT
o0 8. Brimany TERSI
IEZA0 3020 G000 2021 -7 5521 W SC D81 7121 - SEMTIEZ1  SPACE AND FACILITIES RENTALS SHORT
[ Anna TERM
JETAD 30209000, 2021-73880-WNSC D141 - SRS SPACE AND FACILITIES RENTALS-SHORT
o0 o0 Brittany TERM
§1430  GOOD SDOO. 20247513 7-WISE D& 0 - OEHOIEI1  FINANCIAL BERVICES (91 BA0G)
[ Brittany
SubiFund Tedal: 2,418,080
670.020030.000.000 36118 3000 G000 202175207 -MISC-D80A21 - SEMATEZ1 | GROSS MONTHLY INVESTMENT |
o0 o0 Britany INTEREST
16110 3000 D00 2021 .7 5207 WISEC DA - 0BMATEIY  TREASURER INVESTMENT FEE . oBoE)
o0 o0
SubFund Tedal: 1.58040)
670.020060.000.000 51420 5000 G00D. 20217507 4-MISC D61 21 - O6W1EE21  FINANGIAL SERWICES-WIRE FEE I7,5000)
o0 o0 Julie
593109 5000 G000 2021-7 0TS 080121 S e PRINCIPAL AND OTHER DEBT SERWVCE 25, ANS . DB0G)
o0 o0, Julie LTG0 2018
54100  SO00 SDO0. 30217 5074 SC DA 2 - BEMITEI1  PRINCIPAL AMD OTHER DEBT SERVICE (14, TROG)
00 o0 Julie
Eo L] 5000000 2021-7T TN EC 08121 - PR INTERE 5T AND OTHER DEBT SERWVICE - 19, 486 L309)
20 90, Aulie LTG0 3018
SubFund Tetsl: (35,007 .5000%

HE - Raokpaisms nRpoke

W D

Hermpt Collectnn By Sueirnd

Brirbesdan TG 00T 0 AM

FPags 1ol 3

Grand Total: (¥2,587.8300)

43



Elisabeth Frazier
'-.! muwngrmﬂ
, 411 N Sth Biresy Buillding 1

:"f‘}‘

o

L I
-t

0. Bow 439

:\_.- k.
iﬁ“ﬁ‘r AShaflan, WA RIS

I8E-437 8RTY Exl 4TH

Port of Grapeview
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Receipt Collection By SubFund

Receipn Dates
Post Typan
Poslifng Slatus
Rmcmipt Typs
Total Receipt Count: T Racelpts
Grand Total: {32,587.8300)
{Iﬁ Ling Fumstios mtﬁlr_ﬂ M iatliad Hh‘.ilpl Dt D & M i ATl
2021-7 5207 -MISC-DEDT1- GROSS MOMTHLY INVESTMENT 0. 0508
s 0a Brimany INTEREST
IE1.A0 3010 Q0. 20217 SH-MISC 06T - DRI LEASEHOLD EXCISE TAN INTEREST . 0200
[N Fa ather
BEIA0 3OO 0000 2021-7 5147 SIS DEDLI. OENANI1  SPACE AND FACILITIES RENTALS-SHORT 1,348, 0008
T Brittany TERM
6340 00 00, 2031 -T93T MRS C-OR 021~ LT g ] SPACE AND FACILITIES RENTALS-SHORT 266 DO0D
o0 e Brimany TERM
BETA0 3OO 0004 2021 -7 S5 MESCDEH TV - BEMTEEI1  SPACE AND FACILITIES RENTALS-SHOAT %9, 0000
ST Anna TERM
p PR 300 00, 2031 -7 3400-MISC ORI~ DRI SPACE AND FACILITIES RENTALS-SHORT BNE. DODD
a0 0 Brimany TERM
51430 5000 0004 2021 -7 5337 -MESC-DEM 21« DEMEENI1  FIMAMCIAL SERVICES (51, 3800
[N Brittany
SubsFund Total 3,418, 0900
[ETO.0Z0030 000 008 3610 1000 0000, 202175207 MISC-DEOMTT OEOAI0I1  GROSS MOMTHLY INVESTMENT 1. k&00|
T Brittany INTEREST
.99 002 0900 2031 -T4307-MESC R0 - L2 hry ] TREASURER INVESTMENT FEE 0. BOO
o0 e Brimany
SubFund Total: 1. 5800
ET0.020060 000000 51420 r:r’. jmrfm'lﬂ'l [l Rl ] FINAMCIAL SERACES-WIE FEE I'T. S000)
8100 5003 000 20217507 4-MISC-DEDT 21 DED1E21 FRINCIFAL AND OTHER DEET SERVICE (5, 430 . 0ROO)
- oL Julie LTGO 2018
1 LN 002 0000 2031 -7 HOTA-MISC DRI DERIET PRINCIPAL AND OTHER DEBT SERVICE 1. TR00)
LI sl
[ kI 00D 0000 2021 -7 SOT4-MESC DB 21 DENDET1 INTEREST AMD OTHER DEBT SERWVICE - 9, 46, 1300)
[N LTGO 289
SubsFand Totak (35,007 . 5000)

AL g ke Oy Bl

A

Recript Colecion By Sublund Printied on T/LGOF Wil 1 30 AR FPage 1083

Grand Total: (32,587 .8300)
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POLICY & PROCEDURE MANUAL

10:29 AN Mason County Treasurer's Office
petrer Account QuickReport
Accres| Bl As of June 30, 2021
Type Coaiw Fim e L] Splhi Amauni Malarce
BONDE - PORT DETRICTES B 553 01
FORT OF GRAMEVIEW LTGO BD 20k Sl 553 01
Cormrial Jowsrmi DD AR WIRE Hithag Hank M-T50T4 INT. B Prirvecapall 25 5TLET 24,000 04
Tolsl PORT OF GRAPEVIEW LTGD BD 018 5 5L AT 324,020 4
Tolal BONDS - PORT DISTRICTS 25 5TRET 24,000 04
TOTAL T A4, 030
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Port of Grapeview
POLICY & PROCEDURE MANUAL

Monthly Financial Paperwork
Every month the County releases a series of reports needed for budget reconciliation.

The documents are retrieved via FTP site and are available sometime after the first of the
month. FTP access: ftp://216.235.103.242 username: treasurer password: Tr3@sur3r!

Included documents are:

¢ District Financial Report (Monthly) (see page 35-39 for example)
Financial Report - 101111 (Monthly) (see page 40-41 for example)
Receipt Collection by SubFund - 100013 (Monthly) (see page 43-44 for example)
Bond activity (When relevant activity takes place) (see pages 42 & 45 for example)
Invest (Monthly) (see page 47 for example)

Miscellaneous receipts are received via email and are not included in the monthly FTP reports.
Occasionally other reports may be included on the FTP site.

These reports will be used to reconcile the annual budget(s).

All of these files must be downloaded, saved and printed. Printed copies need to be kept with

the monthly financial information including the monthly warrant paperwork. See examples on
pages noted above.
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POLICY & PROCEDURE MANUAL

1:20 PM Mason County Treasurer’s Office
0620121 MONTHLY INVESTMENTS - PORT OF GRAPEVIEW
Accrual Basis As of June 30, 2021
Date Num Namo Momo Spnt Amount Batance
STATE POOL INVESTMENT LEDGER 20,308 62
E70020010 - PORT OF GRAPEVIEW 836 62
Total 670020010 - PORT OF GRAPEVIEW 8 62
E70020030 -PORT OF GRAPEVIEW CC 25470.00
Total 670020030 PORT OF GRAPEVIEW CC 2547000
Total STATE POOL INVESTMENT LEDGER 28,3086 82
TOTAL 20,306.62

47



Port of Grapeview
POLICY & PROCEDURE MANUAL

Warrant Procedures:

e The county treasurer’s office provides specific forms for submitting warrants/vouchers that cannot be
adjusted or changed, the format MUST remain in-tact or the county will not accept.

e There is a specified sheet for Operations and for Capital Construction

e When invoices, bills or receipts are received, they must be appropriately entered. The information is as

follows:
o Fund (cannot change)

Invoice number (not required - simple month/year can be used)

Invoice date (not required - simple month/year can be used if no date is available)

Invoice description (what is the invoice for)

Invoice amount

Name & address - required in the form format. This is how the information will be printed on the

check.

e A voucher signature sheet must also be included with the voucher spreadsheet. The total amount must
match the spreadsheet and include the date the vouchers were approved. All Commissioner signatures
must be included.

O O O O O

e The completed voucher spreadsheet and signature must be emailed to FinService@masoncountywa.gov

e Once received the financial services office will respond confirming the totals match and will ask if the
vouchers will be picked up or mailed.

o If mailed, the Port is required to provide stamps in advance to financial services.

¢ When the vouchers are ready for pick up or will be mailed, the county will send a confirmation email to
the Port Auditor.

e Once the vouchers are received, each voucher and voucher number will be entered into the financial
tracking spreadsheet for the Port to keep a current balance.

e Each warrant/voucher will be a check and a receipt stub.
e The receipt stub will be attached to the corresponding receipt/invoice

e The check will be placed into an envelope with a copy of the original receipt if applicable and mailed to
the appropriate recipient.

e The county will include a record of all the included vouchers. The voucher record will be filed along with
the voucher receipts & invoices and kept on file, available upon request.

e If a voucher is lost, the county has a process including a lost warrant affidavit that must be completed by
the intended recipient in order to void the original voucher. A new form must be completed and sent in
for a replacement voucher.

¢ If a voucher needs to be voided, the original voucher must have VOID written on it and must be sent
back to financial services to be voided. An email notifying financial services of the incoming voucher is
necessary.
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Port of Grapeview
POLICY & PROCEDURE MANUAL

PORT OF GRAPEVIEW VOUCHER TOTAL CERTIFICATION
FUND 670-020-010
6/15/21
TOTAL FOR SUBMITTED VOUCHERS FOR .010 $8542.91

WE, THE UNDERSIGNED, DO HEREBY CERTIFY UNDER PENALTY OF PERJURY, THAT THE MATERIALS HAVE
BEEN FURNISHED, THE SERVICES RENDERED, OR THE LABOR PERFORMED AS DESCRIBED HEREIN, AND
THAT THE CLAIM IS JUST DUE, AND UNPAID OBLIGATION AGAINST THE PORT OF GRAPEVIEW, AND THAT
WE ARE AUTHORIZED TO AUTHENTICATE AND CERTIFY TO SAID CLAIM.

COMMISSIONER #1_ e Wil

Sy & raion_
COMMISSIONER #2_ -

e - J.Md'

COMMISSIONER #3_
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Port of Grapeview
POLICY & PROCEDURE MANUAL

Sk - FIO0E5 3¢ SG
Mason County
AP CASH DISBURSEMENTS JOURNAL
CASM ACCOUNT: &70.020010.000, 000, ul 10.311100, 0000 00,
CMIOE AR OMe SATE  TYM VINDOR INwvaICE - INV DATE MO BEPT DATOM NET
4)0000553 0N/ 21/ 2021 mo $7T0201 AM Saptic 20-0418 08,08/2021 GAAPE-10 0.9
Tnveice 20-64 Port o potty
100.00 670.020010.000.000, Y8300 300000, $000. 00, CariNo T Yust
CMpcy 430000553 TotaL: 100,00
410000454 wn/m: mo 420201 ACY Gardeny 12022001 07/58/2000 hasr-10 6510
inveice: Mol Lawn nawirg
05,10 §70.020010, 000,000, 549,00 Y0000, 0000. 00, EXPENDTTURE
Oulcy 430000454 YOTas 1 Ll
uoonnns QR/20/202L #a7D G70200 Calley seltran : on/15/2001 hArt - 10 LU
Toveice: ) ReSTrOoan saintenance
84,20 670.020030, 000,000 49 08, 00000, 0308 00, oreeTTUn
OeEck 30009355 TOTAL: .0
4300001356 Mltl/ml PATD A70201 Eaderis Washingten (7201 Y Or/r9/2001 GRAPE- 10 Lo
Inverce; 171 Insurssce revmwal
LR 00 479 . 020010.000 000 359,00, 500000 0000, 00 ENPCADTTURE
Carce €30000556 TOTAL - L.
420000557 Q8 2372011 PrTD BJO20] Gleme Carlsen oR/18/2000 GRAME- L0 0.8
Isveice! . Ink, Rays, nrunq paint
102,65 §$70.020010,000, 900, V89,00 300000 0000 . 00, CAPADITARE
CulCh 430000547 ToTAL: 107. 8%
CHO0ISE O/ 2L 2008 PRTD RJO20) K1TRap Bask Credir Card Avgunt n/{uzon‘ Grar-10 m.w
: * Joon, websi e, paa
rcettni i dor 141,92 H70.010030,000.008. 4%, 60, 400000. 6030, (0. T PINOTTURE
CMECK AI0003558 ToTaL: m.w
430000559 00/2472021 MOYD AN00L M0 ) Asguit o8/35%/ 0001 “Garc-10 1w.0
DAvoice. Augast Eloctris
150,00 &70,020010, 000,000, S4%, 00, 100000, 0000, 00, EXPEALT Tom
CHECH 430000559 ToTAL: 1%9.00
420000180 O8/20/2021 PRTD RFO20L wveoTeh gatarsational nuan OI/DI/INI Gy -10 104, 08
Dwwoice! 128101 VenTeh maothly fee
100,68 670.070030.000. 000, $5%, 00 . W0000, 000 . 00 EAPIRDT TSt
Oo-!-nono!ll\ﬂl\ll“ rage 1
O-v- » -lm
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Port of Grapeview
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Kitsap Bank Loan/Bond Payments

The Port must make biannual payments to Kitsap Bank for the limited obligation bond issued to help fund the
Port’s 25% match for a series of RCO grants.

Bond payments will be due in June and December of each year until the balance is paid in full.

Kitsap Bank will send an “invoice” 2-4 weeks before the payment is due. Payment must be scheduled and
transferred by or before the due date.

The payment funding originates in the tax collection of the Port’s IDD fund. Monthly IDD statements are issued
by the Mason County Treasurer’s Office.

To make a payment a letter must be drafted authorizing the Treasurer’s office to transfer the appropriate
amount of funds from the IDD account to the Bond Fund. The letter must include the amount of the payment
that is going towards the principle and the amount of the payment that is going towards interest. If payments
are only made per the schedule, the county will waive it's normal $7.50 transfer fee. If an additional payment is
made off-cycle, the $7.50 fee will need to be included. The letter must include acknowledgement and
authorization of a $7.50 transfer fee charged by the county when necessary. Sample letter attached.

The appropriate transfer form (provided by the county) must be completed and signed by the authorized person.
Both the letter and the form must be sent at least 48 hours in advance to:

Julie Richert Jar@masoncountywa.gov

Treastransmittals Treastransmittals@masoncountywa.gov
Janet Hobson JHobson@kitsapbank.com

KB-Finance KB-Finance@kitsapbank.com

See pages 53-57 for example documents.

52


mailto:Jar@masoncountywa.gov
mailto:Treastransmittals@masoncountywa.gov
mailto:JHobson@kitsapbank.com
mailto:KB-Finance@kitsapbank.com

Port of Grapeview
POLICY & PROCEDURE MANUAL

S
1 Port of Grapeview
PO Box 3
= Grapeview, WA 98546
r www. PortofGrapeview.com

November 22, 2021

To whom it may concern,

The Port of Grapeview would like to authorize a wire transfer
of $24,11.02 to Kitsap Bank as payment toward our principal
balance and interest 11/24/2021. $21,460.08 will go towards
the principal and $3,350.93 will go towards interest. We
understand that there is a fee of $7.50 for this transfer and
accept the fee. We would like the funds to be transferred out
of our IDD account 670.025010.000.000 to the Bond Fund
670.02060.000.000 for payment to Kitsap Bank.

Sincerely,
Amanda Montgomery
Port Administrator

(L‘MQY
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Mason County Treasurer's Office

Elisabeth (Lisa) Frazier, Mason County Treasurer
411 M 5th Streat, Bldg 1

PO Box 420

Shelton WA 98584-0428

Phore JG0-427-9670, EXT 475 Fax 360-427-T267

Bill To:
Port of Grapeview

DATE: June 1, 2021

INVOICE #  Bond Payments
FOR: Port of Grapeview
LTGO Bond, 2019

If you have any questions concerning this invoice, contact our office at 360-427-9670, Ext 478

54
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PORT OF GRAPEVIEW, MASON CO LTGO BOND, 2018 &70.020080,000,000 2148008 - 335083 /  POG2018-01 ra 24.811.02
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Port of Grapeview
POLICY & PROCEDURE MANUAL

KPR

Invoice

619 Bay Street

P.OBox 9

Port Orchard, WA 98366

PH: (360) 876-7819 Fax: (360) 876-7867

11/01/2021

Port of Grapeview

PO Box 3

Grapeview, WA 98546-0003

Attn: Amanda Montgomery

admin@ portofgrapeview.com

Julie Richert Jar@masoncountywa.gov

Due 12/01/2021

Port of Grapeview, Mason Cun ited eerl

Obligation, Bond, 2019

Semi-Annual Interest Due: 53,350,93-
Principal Due: $21,460.08

Remaining Bond Amount 5287,539.92

Total 524,811.02
Payments/Credits 50.00
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Kitsap Bank
Port of Grapview
Debt Service Schedule
LTGO Bond, 2019

Settle 7/29/2021

Principal 309,000.00

Interest Rate 3.20%

Amortization Term (3 7

Payments per Year 2

Debt Service (24.811.02)

Annual Debt Service (49,622.03)

Payment Period  Beginning Principal Interest Ending Cash flow

07/29/21 309,000.00 309,000.00
12/01/21 309,000.00 (21,460.08) (3,350.93) 287,539.92 (24.811.02)
06/01/22 287,539.92 (20,210.38) (4,600.64) 267,329.54 (24.811.02)
12/01/22 267,329.54 (20,533.74) (4,277.27) 246,795.80 (24,811.02)
06/01/23 246,795.80 (20,862.28) (3,948.73) 225,933.52 (24,811.02)
12/01/23 22593352 (21,196.08)  (3.614.94) 20473744  (24.811.02)
06/01/24 204,737.44 (21,535.22) (3,275.80) 183,202.22 (24,811.02)
12/01/24 183,202.22 (21,879.78) (2,931.24) 161,322.44 (24,811.02)
06/01/25 161,322.44 (22,229.86) (2,581.16) 139,092.59 (24,811.02)
12/01/25 139,092.59 (22,585.53) (2,225.48) 116,507.05 (24,811.02)
06/01/26 116,507.05 (22,946.90) (1.864.11) 93.560.15 (24.811.02)
12/01/26 93,560.15 (23,314.05) (1,496.96) 70.246.10 (24,811.02)
06/01/27 70,246.10 (23,687.08) (1,123.94) 46,559.02 (24,811.02)
12/01/27 46,559.02  (24,066.07) (744.94) 2249295  (24,811.02)
06/01/28 22,492 .95 (22,492.95) (359.89) - (22,852.84)

RECEIVED

07 04

TREASURER, MASON COUNTY
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PRINT ON DEPARTMENT/DISTRICT LETTERHEAD
DATE: 11/24/2021
TO: MASON COUNTY TREASURER'S OFFICE TRANSFER

ATTENTION: CHIEF DEPUTY
DATE: 11/24/2021

FROM: Port of Grapeview; Amanda Montgomery ADMIN

Please TRANSFER between the following funds:

FUND NAME FUND # BARS LINE c/D AMOUNT
From | Port of Grapeview 670.002010.000.000 (111.10.111100.0000.00. C
To Port of Grapeview Capital Projects 670.002030.000.000. (111.10.111100.0000.00. D

FUND NAME FUND # BARS LINE c/D AMOUNT
From |Port of Grapeview IDD Fund 670.025010.000.000 |111.10.111100.0000.00. C $24,811.02
To Bond Fund 670.02060.000.000 (111.10.111100.0000.00 D $24,811.02

FUND NAME FUND # BARS LINE c/D AMOUNT
From 111.10.111100.0000.00. C
To 111.10.111100.0000.00. D

FUND NAME FUND # BARS LINE c/D AMOUNT
From 111.10.111100.0000.00. C
To 111.10.111100.0000.00. D

FUND NAME FUND # BARS LINE c/D AMOUNT
From 111.10.111100.0000.00. C
To 111.10.111100.0000.00. D

REASON:

Kitsap Loan Paydown & Interest payment

Odi{,‘q,_)/

11/24/2021

SIGNATURE DATE
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Check acceptance policy:

The Port will accept personal checks as a form of payment for facility usage such as parking, annual
pass, boat launch, etc.

All checks must be made payable to the Port of Grapeview.

The Port of Grapeview Template form provided by the Treasurer’s Office must be filled out and
submitted to the county with the check.

Fill out the total of the check on this line:

0000.0
670.020010.000.000 | 362.40 | 302000 |0 SHORT TERM/MOORAGE & PARKING

Print and sign the form.
Do not endorse the check.

Mail or drop of the check with the included form to:
o Mason County Treasurer PO BOX 429 Shelton, WA 98584

If the payment is physically dropped off, the cashier will issue a receipt.

If the payment is mailed, the form will be received via email by the Port Auditor once the payment
clears.

The amount must be logged in the budgetary spreadsheet for the .010 account.
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PORT OF GRAPEVIEW

ACCOUNT DESCRIPTION AMOUNT

SubFund BarlD ObjectiD LinelD AcctDesc Amount

615.000M00.000.000 |389.00 | 300005 0000.00 [TREASURER TRUST

[6T00Z20010.000.000 |311.10 | 300000 {0.00 PORT OF GRAPEVEIW
k?n.ummum.mu 337.00 | 301000 hunu.m LEASEHOLD EXCISE TAX

k?ﬂ.ﬂmﬂﬂﬂ.ﬂﬂﬂ 337.00 | 302000 hnu.m TIMBER EXCISE TAX
D PROCESSING, PRINTING, DUPLICATING
300000 0.00

|57n.ummmu.m{: 34181 VICES

k?[:.ummm.nm 362,60 | 300000 hunu.m HOUSING RENTALS AND LEASES

IsTu.ummmn.nm 369.91 | 300000 llll[:l.ﬂﬂ ‘OTHER MISC REVENUE
k?ﬂ.ﬂmmﬂ.m 361.11 | 300000 |nuuu.m JINVESTMENT INTEREST
k?ﬂ.ﬂmmﬂﬂﬂ.ﬂﬂﬂ 36140 | 301000 h]nu.m ILEASEHOLD EXCISE TAX INTEREST
k?ﬂ.ﬂmuﬂﬂ.ﬂﬂﬂ 397.00 | 300000 h:nu.m TRAMNSFERS IN

k?ﬂ.ﬂmuﬂﬂ.ﬂﬂﬂ 36240 | 302000 h:nu.m [SHORT TERMIMOORAGE & PARKING 7.00
k?u.ummum.um 362.50 | 300000 h:nu.m ISPACE AND FACILITIES LEASES - LONG TERMIDNR
k?ﬂ.ﬂmuﬂﬂ.ﬂﬂﬂ 367.11 | 300000 Innnu.nu (GIFTS, PLEDGES, GRANTS FROM PRIVATE SOURCES
IsTu.umemn.nm 36140 | 300000 llll[:l.ﬂﬂ OTHER INTEREST EARMINGS

k?[:.ummum.nm 335.02 | 320000 hunu.m DMNR OTHER TRUST 2

Is?u.umnm.nuu.m 514.20 | 500000 Imnu.m FINAMNCIAL SERVICES-BANK FEES

|670.020030.000.000 |334.02 | 370000 000.00 [STATE GRANT RCO

LTD.Ummﬂ.DDD 361.11 | 300000 Innuu.m LH"-"ESI'IIENT INTEREST
k?ﬂ.ﬂmmﬂ.ﬂﬂﬂ 36240 | 300000 lllll].ﬂﬂ IEHIJET TERMIMOORAGE & PARKING

k?ﬂ.ﬂmuﬂﬂ.ﬂﬂﬂ 367.00 | 300010 l]ll[!.ﬂﬂ CONTRIBUTIONS-TAYLOR SHELLFISH

Ism.ummu.nm 369.91 | 300000 Innnu.nu OTHER MISC REVENUE

k?[:.umum.nm 39160 | 300000 Lunu.m IANTICIPATION NOTESKITSAP BANK LINE OF CREDIT

L?D.ﬂmmﬂ.ﬂﬂﬂ 397.00 | 300000 lllll].ﬂﬂ TRAMSFERS IN

Is?u.ummu.nm 514.20 | 500000 Imnu.m FINANCIAL SERVICES-BANK FEES

|670.0200:60.000.000 |S91.00 | 500000 O00.00 PORT OF GRAPEVIEW PRINCIPAL-DEBT PAYMENT

k?ﬂ.ﬂmmﬂ.mﬂ 592,00 |S00000 Iumu.m IPORT OF GRAPEVIEW INTEREST-DEET PAYMENT

|6 70.02010.000.000 |389.10 | 300000 {WH0.00 [NON-REVENUE, REIMBURSE

TOTAL % 7.00
Date

afer021 Checks 5 7.00

Cash

Prepared By: Credit Card

Other

Amanda Montgomery EFT
Received By: TOTAL 3 7.00
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Credit Card Policy

Purpose: During the normal transaction of Port business, it may become necessary to use a Port issued credit card
for Port authorized purchases. The Port Commission hereby establishes the following policy regarding the issuance
and use of Port credit cards in accordance with RCW 43.09.2855.

Issuance of and limits on Port Credit Cards

The Port will hold credit cards with Kitsap Bank.

The Port issued credit cards will have a limit that shall not exceed $5,000.

With approval via motion from the Board of Commissioners, credit cards may be issued to Staff and/or
Commissioners who have job responsibilities that would benefit or otherwise be facilitated by the use of a
credit card.

General Policies

Staff and/or Commissioners receiving a credit card must abide by the “use of credit card” policy (see below)
and will be responsible for the usage and transactions of the issued credit card.

Only the Staff and/or Commissioners to whom the card is issued are authorized to use the card.

Card numbers will not be released to other Staff and/or Commissioners.

Up to $250 per month may be charged to the credit cards for supplies and sundries without special approval
of the board.

Any expenses incurred over the $250 limit must have prior approval via motion from the Board of
Commissioners.

The balance of the card must be paid in full every month to avoid interest charges or fees.

Credit Card statements will be retained by the Port Auditor with credit card receipts detailing purchases. Once
the credit card statement is received, the Port Auditor will reconcile receipts to the statement and prepare a
warrant for payment.

The Port Auditor will ensure all purchases are accounted for and any questionable charges are investigated.
All receipts must be saved and documented with the monthly warrants for review by the Port District
Commissioners and be available upon request.

Use of Credit Card

Port issued credit cards may be used to procure ordinary and recurring needs of the Port, including on-line
purchases (see below). Such charges shall be incurred and accounted for within the provisions of RCW
42.24.115.

Personal charges (e.g., travel, lodging, food) may not be made with a Port credit card.

Disallowed charges

Any charges on a credit card that are not authorized, appropriately documented, or otherwise allowable
according to state law and accompanying Port of Grapeview policy will be disallowed.

Using the Port credit card for personal purchases, even if the purchase is reimbursed prior to the date that the
bill becomes due is prohibited. Additionally, using the port credit card for cash advances, regardless of the
purpose, is specifically prohibited by law (RCW 43.09.2855).

If, for any reason, disallowed charges are not repaid before the credit card billing statement is due and
payable, the Port of Grapeview shall have a prior lien against and a right to withhold any and all funds payable
or to become payable to the credit card user up to the amount of the disallowed charges and interest, at the
same rate as charged by the company that issued the credit card.

Internet Purchasing

A credit card number should not be entered in a web browser to purchase items unless the vendor ensures
the card number is encrypted. This can only be verified when transacting business on a secured server using
Secured Socket Layering (SSL). On the bottom line (status bar) of the browser, the padlock should be
“locked”. If the padlock is not “locked”, the transaction information is not secure.
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Policy & Procedure for commonly shared email account and voicemail account

1.

Emails and voicemails that are received by the Port that are specifically addressed to a singular
Commissioner will be answered or returned by said Commissioner.

Emails or voicemails that are received by the Port that reference a specific job or position held by a
Commissioner will be answered or returned by said Commissioner. I.E. A voicemail or email is received
regarding a public records request, that message will be handled by the Public Records Officer.

Unless otherwise agreed upon by the Board for specific topics (i.e. Annual Pass questions) all other
messages or voicemails will be returned by the President.

When an email or voicemail message is being returned, an email will be sent to the
PortofGrapview@gmail.com informing all parties that the message has been handled, in an effort to
avoid duplicate responses.

Email policy

1.

The President, the Port Auditor and the Port Secretary will check their inboxes a minimum of three times
per week unless on vacation in order to ensure items are being addressed in a timely manner.

Check spam box regularly for misfiled emails.
Aside from SPAM, emails should never be deleted.

Outlook emails will be backed up into .pst files and those files should be regularly back up on a provided
external drive
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Annual Passes

The Port offers an option to purchase an annual launch pass for both individual households and commercial
fishermen.

The cost of an annual pass will be reviewed every December with a vote on whether to keep the cost the same
or increase the fee.

The annual pass is valid at the date of purchase through December 31st of a given calendar year. Whether a
pass is purchased in January or October, a pass will always expire December 31st. The cost of a pass purchased
at any point later in the year will not be prorated.

A user may purchase an annual pass in one of two ways. They may purchase the pass via the kiosk located at
the launch facility. The user will select the appropriate options on the kiosk menu, insert their credit card and a
ticket will be issued. The second option is to send a check for the appropriate amount made payable to the Port
Of Grapeview for the current amount along with the required information to PO Box 3 Grapeview, WA 98546

The user will then fill out the Annual Pass form at www.portofgrapeview.com/annual-pass-form Very clear
information and instructions are posted on this Port of Grapeview webpage.
Information required to receive the annual pass:
o First & Last Name
Full mailing address
Phone number
Email address
Date of purchase
Authorization number (or check number if paying by check)
Vehicle plate number(s)
Trailer number(s)
Vessel number(s)

Once a submission is received, the information will be verified and logged by the designated individual(s). An
Annual Pass Table is maintained by the authorized parties where all the data is reviewed and maintained. The
authorized parties will utilize the information to track sales, frequency, discrepancies and for general information.
No user data will ever be shared or sold.

Authorization or proof of paid transaction and vehicle/trailer/vessel numbers will be verified.
Once confirmed, an annual pass is filled out by the Port representative, a restroom fob is assigned to the user

and a letter of instruction is included with the fob and the pass. Sample letter attached. The included documents
and items will be mailed to the purchaser via USPS within 10 days of the receipt of the submission.
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Annual passes will not be refunded. If a user requests a refund within one week of purchase, the board may
decide to vote to issue a refund in the form of a warrant. If the pass has already been distributed, the pass must
be returned to the Port before the warrant is mailed to the user.

In December of each calendar year, when the kiosk fee schedule is reviewed, the format of the annual pass will
also be reviewed for changes or updates and the following years pass format will be approved and ordered
through the Port’s account at Vista Print.
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Annual Pass Form

Cracht Cards:
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S40d 3 CHECK 106 355 10F NOO-COMMATCIS| use Dasees o 5115 for Commercial uné 0a55es mads DR Port st
Grapenew Siease mail your check to Port of Grapewew PO Bgr § Grapeview WA $8546. Pt out this digital form ang
InclUde your chack & 1n the ¥icsk Acth # box balow Trere is no need 19 print o Inciude mvs foem when maling your
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Port of Grapeview

Annual Pass
VALID

01/01/22 thru 12/31/22
Vehicle #1 & #2 (plate no.)

Trailer # or #'s

Vessel # or #'s

2021 ticket auth #

www.PortofGrapeview.com
425-610-6552 _ (‘?

*pass inchud es launch £ parking of listod vehicles

Thank you for using the
Port of Grapeview ramp
& launch.

Usage Do's & Don't's:

*Moase be courteous to other usors
*Please properly dispose of trash -
packitin pack it out

*Poase do not lnave vossols
unattended

*Ploase do not swim, dive. etc. off or
near ramp/float

*Ploaso use north side of the float to
temporanly tie up vessels

*Please, no ovarnight parking
anywhoere

www.PortofGrapeview.com
425-610-6552

A
~C O™
!
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Kiosk Operations, Management & Maintenance

The kiosk refers to the VenTek International Revenue Collection system that is installed at the boat launch
facility to collect fees for parking, launches, annual passes and other potential facility use revenue streams.

The kiosk operation software and mechanical components are installed and run by VenTek International. A
monthly fee is billed to the Port for the monthly usage of the cellular data used to transmit data and fee
collection information. The bill is to be paid monthly.

The Port of Grapeview purchased the kiosk and bears the financial responsibility of any repairs and/or
maintenance to the machine, which is handled and processed by VenTek. For problems with the printer or other
components, please contact VenTek at......

There are 3 keys to access the internal components of the kiosk; 1 held by the Port Admin, 2 held by the closest
Commissioners. The machine should only be opened to fix a receipt paper jam, check the status of the receipt
paper or to change the receipt paper.

Receipt paper is ordered through the representative at VenTek at ....... One extra roll should be kept on hand at
all times.

The kiosk processes data in and out of the machine hourly at what VenTek refers to as the “heartbeat”. And new
data entered (i.e., fee changes, menu options, restroom codes, etc.) will go live upon the next heartbeat after
the change is entered.

One individual will be assigned login access to the VenTek Venvue software which allows the monitoring of kiosk
purchases as well as updating restroom codes, proper hourly operation of the machine, etc. VenTek only permits
one user per institution unless additional user fees are paid. The assignee of the login will regularly monitor the
heartbeat and occasionally double verify transaction data (daily collection amount) vs. reported county data for
any inconsistencies.

Per the email/voicemail policy, any messages received regarding the kiosk operation or in operation will be
promptly returned by the assigned person/persons, followed by a check up on the kiosk and if necessary, a
maintenance call to VenTek with a description of the problem.

Kiosk usage:
As previously stated, the kiosk is the sole source of revenue for the Port at this time. Users of the facility may
purchase a ticket at the kiosk with a credit card for a boat launch, a kayak launch, parking, or an annual pass

both household and commercial. The fees will be reviewed and updated when needed annually in December.

A user should select the appropriate options from the menu which includes a la cart options or combinations of
launches and parking.
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One the credit card is processed; a ticket is issued through the drop slot at the bottom. The ticket should be
displayed on the dashboard of the vehicle parked in the lot if parking, otherwise the user may keep the ticket on
their person.

If a user makes an error during a purchase (i.e.. purchases a pass instead of a launch) follow the warrant
process to issue the user a refund. Do not have the user contact their bank or credit card company.
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Restrooms

The restrooms must be regularly cleaned and maintained by either a member of the board or an agreed upon
cleaning person. If an individual is hired to do the maintenance, an assigned Commissioner should regularly
follow up by physically visiting the restrooms and ensure that the Port standards are being met.

The Port Auditor will be responsible for purchasing the supplies for the restroom and well stocked and available
for the person or persons maintaining them. This includes but is not limited to toilet paper, toilet seat covers,
hand soap, urinal cakes, sanitary napkin bags, trash bags, mop heads, cleaners, etc.

The restrooms will be secured with coded locks. The restroom locks are operable by anyone with an assigned
code or key fob. Daily codes will be available on each purchase launch or parking ticket. A portable restroom will
be provided for other individuals.

The restroom hours will be determined by the board and may change seasonally. Commercial Pass fisherman
(ie. Taylor Shellfish) will have 24/7/365 access. Annual Pass holders will have access 365 days a year but will be
limited in hours based on the season and daylight. Port employees, volunteers and contractors’ codes will work
24/7/365.

Daily Launch codes will be available for a limited duration based on the season. It is recommended that the
board determine the Daily Launch codes access and the hours for the Annual Pass Holder access at the start of
the calendar year and be revisited periodically, with another change at the end of the boating season.

Only Port employees, specified contractors and specified volunteers will be permitted access to the maintenance
room.
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Restroom locks: Policies, program, software, etc.

Both Port facility restrooms use electronic coded locks purchased through TimePilot.

One assigned individual will have access to the software and be responsible for programming and updating the
lock information. The software is not web based and must be assigned and downloaded to a specific computer.
There will be one login ID and one password. The database can be transferred to a different computer at any
time by contacting TimePilot.

The program is set up for a main database of users, both codes and fobs. Then each lock (Men’s & Women'’s) is
programmed separately.

All Port Commissioners, staff, designated volunteers, designated subcontractors, and the Sheriff’'s department
will have assigned 4-digit access codes with 24/7/365 access. It is recommended in most cases that the 4-digit
code be the last 4 digits of the user's telephone number unless otherwise requested.

All Annual Pass & Commercial Pass holders will be issued a fob.

A daily access code will print on purchase receipts and will be seasonally available per the board’s discretion.

Help and assistance is available through TimePilot at support@timepilot.com. A copy of the manual/guide will be
available as well.

Every individual needs to be added under the Set Up tab, then the “Add User” function.
e Enter the first and last name.

Select one of the pre-assigned departments.

The “display” name will automatically populate but can be changed manually if desired.

For assignees receiving a 4-digit code, check the box “Enable Key Code” and enter the code.

For assignees receiving a fob, click the “Enable Button” box, then the “Get ibutton” box. Selecting the

appropriate color is optional. Place the blank fob into the reader, a number will pop up under the

“ibutton number”. Then click OK.

¢ Whether entering a code or fob, the option is to either click "OK" which will end the “Add User” function,
saving the entered information OR click “Save and add another user” to add another user and follow the
same instructions.

This will add the new user(s) to the column on the left. Double click each new user added to verify the
information entered and to click the “active” button.

To add the new user information to each specific lock, double click the lock hame and the user list will populate.
Any name that does not have a green dot next it needs to be activated.

Clicking the blank box will add the green dot or remove the green dot. New users need to have the green dot
clicked on. Click “Save & Close” . Two more options will appear - either “Transfer Lock Settings” or "Wait &
Transfer Later”. If transferring the lock settings, place the yellow management key assigned to the specific lock
into the fob reader and follow the instructions.
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To load the updated information to each lock, hold the appropriate yellow management key over the fob scanner
on the door lock. It will start beeping and the light will turn green. Continue holding in place until there are two
final beeps at the end. Repeat this process for each lock.

To set or change the usage parameters of each lock, while the lock information is open, select the necessary tab
at the top (ie. daily restrictions or date restrictions)

To deactivate a user, simply unclick the green button, load the saved data to the yellow management key, scan
over lock and wait for the beeps.

To delete a user, first deactivate the user, then from the main menu on the left hover over the name, right click
and click “delete profile”.

Annual Pass holders need to be deactivated at the end of the year. Their data/information should be retained in
the system. If/when the user renews their annual pass, their fob should then be reactivated. Annual pass
holders have been asked to keep their initially issued fob. Replacement fobs may be purchased for $20.
Information contained in the “"Annual Pass” policy/procedure.

Brand new annual pass purchasers will be issued a single fob included with their annual pass.
Daily seasonal launch codes should be changed regularly. Preprogramming the daily launch codes for weeks in
advance is recommended. The code that prints on the kiosk receipt needs to be changed/updated through the

VenVue software referenced in the Kiosk Operations policy/procedure.

The authorized VenVue user will login, select the appropriate rate table, click “sections” and update the code in
both “layer 1” and “layer 2”.

If assistance is needed, contact VenTek support at support@ventek-intl.zendesk.com or Roy Whipple Jr at
roynwpl@aol.com. The code will update on the ticket within an hour.

Per the recommendation, the code should already be programmed into the lock for any users purchasing a ticket
immediately following the update. Old daily codes should be deactivated by following the “deactivate a user”
procedure above. This will eliminate the use of old codes. Each time a new daily launch code takes effect, the
code should be emailed to the board.

If a code or fob is thought to be compromised, lost or stolen, deactivate it as soon as possible.
Activating or deactivating any fobs or codes must be done in person with the yellow management key. Only the
printed kiosk code can be done remotely. A printed kiosk code should NEVER be updated before the code is

available in the locks.

Additional fob supplies may be purchased on Amazon.com. Anything compatible with the DS1990A F5 will work.
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Additional yellow management keys must be purchased via TimePilot.

To retrieve the audit trail for each lock, the laptop with the TimePilot program must be present. No internet
access is required to utilize it. Highlight the desired lock (one at a time only), click on the “Lock Operations”,
then click on “Get Audit Trail” and follow the instructions. After the first lock, do not click to view, follow the
same instructions for the second lock audit, then all the current information will aggregate from both locks to
view or review.
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Parking/Parking Lot/Rules

The Port currently possesses three parking areas: along the rock wall near the boat launch, near the restrooms
and the gravel lot across the street.

The area along the rock wall is limited/temporary parking of 30 minutes or less and is available for customers of
the Port. This parking area is free of charge. Board will revisit whether or not to leave this area as is at future
meetings. Potential safety concerns and violations of extended parking by non-Port customers may require this
area be reassessed.

The parking area near the restrooms is designated for 30-minute parking and is available for customers of the
Port. This parking area is free of charge.

The gravel parking area across the Loop Rd is the main parking area for customers of the Port.
This is a fee lot and requires either a displayed Annual Pass or a paid ticket from the kiosk.
Vehicles with trailers may only park in the fee required gravel lot.

The parking fees will be determined by the board at the end of every calendar year per the Annual Pass policy,
to be instituted by January 1 of the following year.

Overnight parking is not permitted under any circumstances.
Violators may be ticketed or towed. Towing requests will be handled by a Commissioner and will utilize an
account with a local towing company. A towing agreement is in place and on file between the Port of Grapeview

and North Shore Towing as of October of 2021.

It is recommended that the board review and update the parking time frames, fees and rules regularly in order
to ensure the best use and accessibility of the facilities.
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Mail & PO Box

Up to two keys are available for the PO Box held by the Port - PO Box 3.

A specific person, preferably the Port Auditor or Secretary should be assigned to collect the mail.

Mail should be retrieved by the designated individual regularly, at least weekly, but preferably more often.
SPAM or junk mail may be disposed of.

Any invoices or bills should be handled per the Warrant policy.

Any mail addressed to a specific individual or Commissioner should be passed along or forwarded to that specific
person.

Any time sensitive documents should be addressed immediately.

Any valid correspondence received via USPS should be listed/discussed during the “Correspondence” portion of
the monthly agenda.

If the designated person collecting the mail is away or on vacation a secondary plan should be put in place
beforehand to eliminate the possibility of missing time sensitive information.
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Industrial Development District Tax

The IDD establishment law is contained in Title 53 Port Districts starting at 53.25. Law as it applies to financing
IDDs is contained in Title 53 starting at 53.36.110 and ending at 53.36.160. Understand that it is a tax levied by
the Port Commissioners.

53.36.160 was adopted by the legislature in 2015 effective in 2016. It was sponsored by the Port’s lobbyists at
the Washington Public Ports Association (WPPA). Additionally, the Commission contacted the Port’s legislative
representatives supporting the approval.

Pre 2016:

53.36.100 was the operative law. It allowed $2.70 to be collected over six years. This law still applies to Ports
that installed an IDD prior to 2016. This law expires when the last Port IDD adopted under .100 expires.

2016 and beyond:
53.36.160 is applicable to the Port of Grapeview’s IDD. It is recommended that it be read by Commissioners.

It allows for:
$2.70 per 1000 dollars of assessed to be collected over 20 years.

The Port put in place an IDD in 2018 through two resolutions: 2018-03 and 2018-04. In 2019, resolution 2019-
04 was put in place to comply with IDD law.

Terms and Conditions of an IDD

e Only two IDDs are allowed for eternity. The PoG is in its first Multi-Year period. Only one more is allowed
after 2038. See 53.36.160.

e The $2.70 allowed can be throttled annually from 0.0 to a maximum of 0.45 cents per thousand dollars
of assessed value.

e If any of the allowed funds are not used, they disappear in 2038.

e IDD money can only be used for capital improvements, not maintenance.

Commission requirements

The prospective IDD tax for the ensuing year is considered during the previous year’s budget process. The
proposed tax must be adopted by resolution, a copy of which follows this narrative. It was prepared by the
Port’s IDD attorney Cynthia Weed at K&L Gates. She is the IDD guru and assisted the WPPA in its passage.

It cannot be further stressed that the resolution must be in to the Mason County Assessor on or before
November 30. It is very important to note that the last date for budget passage per Title 53.35.045 is the first
Monday in December, therefore the Commission must have the resolution in to the Assessor prior to the
adoption of the budget.

Income derived from an IDD
The income is based on the value of all Assessor Parcel Numbers in the PoG boundaries which the Assessor
publishes the value annually. Contact the Assessor to obtain the next year’s value.

Effect of IDD tax on a property taxpayer:
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Home Valuation per the Assessor IDD assessment of .01/1000
Annual Cost to Property Owner
$100,000 $1.00
$200,000 $2.00
%300,000 43.00
£500,000 45.00
£1,000,000 £10.00

When first adopted in 2018 the income was focused on paying down the Kitsap Bank loan which financed the
Port’s 25% match to the Recreation and Conservation Office grants to acquire property, build a turnaround and
permanent restrooms.

For purposes of illustration, the 2022 assessed value is 1.2 billion dollars (in 2013 it was 638 million).

Therefore, each penny of IDD assessment is worth approximately 12K in 2022.

The Commission decided to pay down the loan with an annual IDD tax of .06/1000.

Home Valuation per the Assessor IDD assessment of .06/1000
Effect on Property Tax Payer

100,000 6.00

200,000 12.00

300,000 18.00

500,000 30.00

1,000,000 60.00

As previously stated, the amount can be throttled annually. Quicker payoff (i.e., higher IDD assessment aimed at
the Kitsap loan) results in less interest paid.

Bond Payments

By law (53.36.010) the Port’s treasurer is the Mason County Treasurer who handles all invoices on behalf of the
Port as administered by the Port Auditor.

The amortization schedule follows:
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NOTE: This resolution must submitted to the Mason County Assessor by Nov 30 of each year.

RESOLUTION NO. 20YY- ##

A RESOLUTION OF THE PORT COMMISSION OF THE PORT OF GRAPEVIEW,
MASON COUNTY, WASHINGTON, DECLARING ITS INTENTION TO LEVY THE
Third/fourth, etc. YEAR OF THE PORT OF GRAPEVIEW DEVELOPMENT DISTRICT'S
FIRST MULTIYEAR LEVY PERIOD.

WHEREAS, pursuant to Resolution No. 2018-03, adopted on November 20, 2018, the Port of Grapeview, Mason
County, Washington (the “Port”) established an industrial development district designated as the Port of Grapeview
Development District (the “PDD") and identified certain marginal lands within the Port; and

WHEREAS, the Port has adopted and approved a Comprehensive Scheme of Harbor Improvements, which may be
amended, modified, and restated in the future (the “Comprehensive Scheme”); and

WHEREAS, the Port intends to provide for the redevelopment of marginal lands in the PDD in the accordance with the
powers granted to the Port under RCW Ch. 53.25; and

WHEREAS, RCW 53.36.160 permits multiyear levy periods of up to twenty years, commencing with the date of the
initial levy; and

WHEREAS, pursuant to Resolution No. 2018-04, adopted on November 20, 2018, the Port approved a first multiyear
period pursuant to the provisions of RCW 53.36.160; and

WHEREAS, the Port established 2019 as the base year by submitting the first year of the PDD multiyear levy period,

NOW, THEREFORE, BE IT RESOLVED BY THE PORT COMMISSION OF THE PORT OF GRAPEVIEW, MASON
COUNTY, WASHINGTON, as follows:

Section 1. The Port currently intends to (a) include in the Port’s 20YY budget those projects to be funded by the PDD
(the “PDD Projects”) and plan for PDD revenues, (b) amend the Comprehensive Scheme as may be necessary to
encompass the PDD Projects, and (c) submit the PDD Levy Amount (as defined below) to County Treasurer of Mason
County (the “County”) in 20YY for collection in 20YY.

As part of the Port’s regular budgeting and submission process in 20YY, the Port intends to submit the PDD Levy at a
levy rate of $0.##

Section 2. This resolution shall take effect immediately upon its adoption.

ADOPTED AND APPROVED at an open public meeting of the Commission of the Port of Grapeview, Mason County,
Washington held this DD day of MM, 20YY.

PORT OF GRAPEVIEW, MASON COUNTY, WASHINGTON
By
Commissioner, District 1

By
Commissioner, District 2

By Port seal added here.
Commissioner, District 3
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CERTIFICATE

I, the undersigned, Secretary of the Port Commission (the “"Commission”) of the Port of Grapeview, Mason County,
Washington (the “Port”), DO HEREBY CERTIFY:

1. That the attached resolution numbered 20YY-# (the “Resolution”), is a true and correct copy of a resolution of the
Port, as finally adopted at a regular meeting of the Commission held on the DD day of MM, 20YY and duly
recorded in my office.

2. That said meeting was duly convened and held in all respects in accordance with law, and to the extent required
by law, due and proper notice of such meeting was given; that a quorum of the Commission was present
throughout the meeting and a legally sufficient number of members of the Commission voted in the proper
manner for the adoption of said Resolution; that all other requirements and proceedings incident to the proper

adoption of said Resolution have been duly fulfilled, carried out and otherwise observed, and that I am authorized
to execute this certificate.

IN WITNESS WHEREOF, I have hereunto set my hand this DD th day of MM, 20YY.

Secretary, Port Commission

/s/

Port seal added here.
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PCI COMPLIANCE POLICY

Purpose: The credit card security policy is designed to address security of card holder data related to credit card
payments taken by the Port of Grapeview. This policy is reviewed annually and updated as necessary to ensure
compliance with Payment Card Industry (PCl) standards.

Policy Statement: This policy applies to all employees and/or volunteers of the Port of Grapeview who have access to
or could impact security of payment card data. Each employee and/or volunteer with access should read,
understand, and always ensure compliance with this policy to ensure the protection of cardholder data. Each
employee and/or volunteer with access must acknowledge in writing that they have read and understood the policy.

In order to comply with Payment Card Industry Data Security Standards (PCI-DSS) as well as good business practices
related to the handling of our customers' credit card information:

Data Handling
> Such data will be treated as confidential.

> Data that is not necessary in order to conduct business will not be retained in any format (e.g., paper or
electronic).
» We will not accept, request, or retain such data via e-mail or other electronic means.
> We will not store any card-validation code (i.e., the three- or four-digit code) used to validate a card-not-
present transaction, personal identification number (PIN) or encrypted PIN block.
» Account numbers will be masked when displayed (i.e., no more than the first six and last four digits of the
credit card numbers).
» Physical access to records will be restricted to the admin staff with a "business-need-to-know". Means such
as locked file cabinets and restricted file rooms as well as restricted distribution of such records will be used.
» We will retain such data for in accordance with State Records Retention schedules and, after this period, we
will shred the data using a cross-cut shredder or otherwise dispose of this information in a PCI-DSS approved
manner.
System Configuration
We will ensure, through working with the port administrator and others as needed, that:
> Anti-virus software will be implemented, updated, and run at regular intervals.
Vendor patches and compliance updates will be installed on a timely basis.
Access will be granted to systems only on a "business-need-to-know" basis.
If external vendors need remote access to service our third-party software, their access will be granted only
for the time needed to do the necessary task(s) and then immediately disabled.

Processing Refunds
> We will make our refund policy available to all customers.

> NO CASH OR CHECK REFUNDS are permitted on a credit card purchase. This also includes NO CASH BACK at
the time of the original sale.

Y V V
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