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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 

07/01/2016 Draft  

01/07/2021 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 

03/18/2025 20250318 Added Code of Conduct Policies & Overnight Parking Policy 

09/16/2025 20250916 Added Policies Approved on 08/16/2022 & Commissioner 
Appointment 2023 RCW Changes 

10/21/2025 20251021 Added IDD Compliance Review Policy; Updated Disposal of 
Surplus Property Policy & Personal, Professional, and 
Purchased Services Policy approved at Oct 2025 meeting 

12/16/2025 20251216 Added Port Commissioner Onboarding & Orientation Guide 

2/17/2026 20260217 Added Phishing Email Awareness: Best Practices Guidance 

 
 
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. 
 

 

http://www.portofgrapeview.com/
http://www.mrsc.org/
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Organization of the Commission:   
ARTICLE II 

 

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

2. 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. 
 

3. 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. 
 

4. 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 

 

1. 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. 
 

2. 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 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. 
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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: 
 
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. 
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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. 
 
From the MRSC: 
A member of the public cannot interject with a point of order. Only a member of the governing 
body can raise a point of order. For more information on this and related issues, please see the 
publication “CITIZEN’S GUIDE TO EFFECTIVE CONDUCT OF PUBLIC MEETINGS USING 
PARLIAMENTARY PROCEDURE AND ROBERT’S RULES OF ORDER IN WASHINGTON STATE.” 
 

 
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;  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. 
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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. 
 
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. 
 

http://www.portofgrapeview.com/
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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. 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; 

2. 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. 

3. 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. 

4. 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. 

5. 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: 
 
MRSC: Special meeting notice requirements may be dispensed with when a special meeting is called 
to deal with an emergency involving injury or damage to persons or property or the likelihood 
of such injury or damage, when the time requirements of the notice would make notice impractical 
and increase the likelihood of such injury or damage. An emergency meeting must, nevertheless, be 
open to the public. 
 
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. 
 

 



Port of Grapeview 

POLICY & PROCEDURE MANUAL 
 

 
11 

 

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 Port of Grapeview 
allows with an agenda item. 
 
See page 29 & 30 - Agenda Policy & Procedure Agendas Policy & Procedure 
 
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; 
(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 a meeting open to the public; 
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(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. 
 
Sample Regular/Special Meeting Executive Session Agenda Item: 
“Executive Session per RCW 42.30.110 (As appropriate, e.g., 1.c. Real Estate Lease). 
 
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. 
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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. 
 
See PG XX 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. 

 

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 31 - Compensation & Payroll Processing 
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COMMISSIONER VACANCY (UPDATED 2023): 
 
Vacancy Defined 
A vacancy in the office of Port Commissioner shall occur as provided in RCW 42.12.010, including 
but not limited to: 

1. Death of the incumbent. 
2. Written resignation, effective on the date specified in the resignation. 
3. Failure of the elected individual to qualify for office. 
4. Other events as defined in state law. 
5. Nonattendance at port commission meetings for a period of sixty (60) days unless excused by 

the commission (RCW 53.12.140). 
 
Filling a Vacancy 
When a vacancy occurs, the Port Commission must follow the process established under RCW 
42.12.080: 

1. Nomination: At a public meeting, the remaining commissioners shall nominate at least one 
qualified registered voter who resides in the appropriate commissioner district (if applicable). 
 

2. Public Notice: Notice of the vacancy and the nominee(s) shall be posted in at least three 
public places, which may include the Port’s website, for a period of no less than fifteen 
(15) days. 
 

3. Public Nominations: During the notice period, any registered voter residing within the Port 
District may submit the name of an additional qualified nominee for consideration. 
 

4. Appointment: After the notice period has ended, the commission shall appoint a qualified 
nominee at a public meeting, by majority vote. 
 

5. Timeline: The appointment must be made within ninety (90) days of the occurrence of 
the vacancy. If the Port Commission fails to act within that timeframe, the authority to fill the 
vacancy transfers to the Mason County Board of Commissioners. 

6. Multiple Vacancies: In the event that multiple positions are vacant, appointments shall be 
made sequentially, with each newly appointed commissioner participating in subsequent 
appointments until all vacancies are filled. 
 

7. Term of Appointee: Each appointee shall serve until a qualified successor is elected at the 
next election in which a port commissioner position is normally scheduled to be on the ballot. 
The person elected will assume office immediately upon certification of the election and serve 
the remainder of the unexpired term (RCW 29A.24). 

 
District Residency Requirement 
For commissioner districts, the appointee must be a registered voter residing within the commissioner 
district in which the vacancy occurs (RCW 53.12.010). At the general election, all voters within the 
port district vote on the commissioner position, even though only residents of the commissioner 
district may file for candidacy in the primary. 
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Summary of Responsibilities 
• The Port Commission must act promptly and transparently in accordance with RCW 

42.12.080. 
• Staff shall ensure compliance with posting requirements and maintain all records related to 

the nomination, posting, and appointment process. 
• If the Port Commission does not act within the statutory deadline, the Mason County Board of 

Commissioners will assume responsibility for filling the vacancy. 
 

Commissioner Vacancy Policy – Old vs. New 

Old Policy (Pre-2023) Updated Policy (2023 RCW Changes) 

Vacancy filled at next general election, with 
interim appointment by majority of remaining 
commissioners within 60 days of vacancy. 

Vacancy filled at next general election, with interim 
appointment by majority of remaining 
commissioners within 90 days, following the 
structured process in RCW 42.12.080. 

If vacancies reduce the commission below a 
majority, the Mason County Board of 
Commissioners must act within 30 days to 
restore a majority. 

If vacancies reduce the commission below two 
members, the Mason County Board of 
Commissioners appoints enough members to 
restore a quorum; vacancies are then filled 
sequentially by the commission with each new 
appointee participating. 

References RCW 53.12.150, which set older 
rules on filling port vacancies. 

References RCW 53.12.140 (vacancy defined) 
and RCW 42.12.080 (appointment process). 

Appointment process not detailed; relied on 
discretion and general county appointment 
authority. 

Appointment process requires: (1) Nomination of 
candidate(s) in public meeting; (2) Posting notice 
of vacancy and nominees in at least three public 
places (may include website) for at least 15 
days; (3) Allowing public nominations from 
registered voters; (4) Appointment of a qualified 
nominee at a public meeting. 

Deadline: 60 days for commission to act, or 
county commissioners step in. 

Deadline: 90 days for commission to act. If no 
appointment, authority shifts to county 
commissioners. If county fails to act within 180 
days, governor may be petitioned to appoint. 

Term of appointee: Serve until next general 
election (per RCW 42.12.030/070). 

Term of appointee: Serve until next general 
election where the office is normally scheduled; 
elected successor takes office immediately upon 
certification and serves remainder of unexpired 
term (RCW 29A.24). 

Residency requirement not emphasized. 

Residency requirement clearly stated: appointee 
must be a registered voter residing in the 
commissioner district where the vacancy occurs 
(RCW 53.12.010). 
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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, non-mandatory service is preferable to lowering 
the quality of existing programs. 
 
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 72 - 76 for IDD information & sample resolution. 
See page 32 - 33 for Monthly Budget Reconciliation Policy. 
See page 33 - 46 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 47 for Monthly Financial Paperwork policy. 
See pages 36-46 & 48 for example documents referred to within policy. 
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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 49 for Warrant Process procedure. Example documents pages 50-52 
See page 53 for Kitsap Bank Loan/Bond Payment Procedure.  Example document on page 53-58. 

 
See Pg XX Fund 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 59 for Check Acceptance policy & procedure. Example document on page 60. 
 
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 
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 61 for the Credit Card policy & procedure. 
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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 c 159. 
 
53.35.010 

 
53.35.010 Preliminary budget. On or before the 15th 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 c 159 § 2.] 
 
 
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 c 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 c 159 § 
4.] 
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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. c 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 c 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 c 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: 

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

• *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) 

• *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) 

• 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. 
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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 Mason County 
Journal 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.  
 

 

http://www.portofgrapeview.com/


Port of Grapeview 

POLICY & PROCEDURE MANUAL 
 

 
21 

 

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 Shelton Mason Journal on 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. 
 
MRSC recommends that the commissioners discuss the line-item adjustments in their regularly scheduled 

meeting so that these adjustments are recorded within the minutes of the district. This will ensure the State 
Auditor's Office that there has been oversight by the commissioners on this budget adjustment. 

 
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. 
 

http://www.portofgrapeview.com/
http://www.portofgrapeview.com/
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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. 
 
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 62 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 

http://www.portofgrapeview.com/
mailto:portofgrapeview@gmail.com
mailto:admin@portofgrapeview.com
mailto:portofgrapeview1@gmail.com
mailto:portofgrapeview2@gmail.com
mailto:portofgrapeview3@gmail.com
mailto:portofgrapeview@gmail.com
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WHEREAS, the Port of Grapeview ("the Port") is a local agency as defined in the Act and must 
therefore 
comply with its provisions; and 
 
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. 
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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. 
 
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 of Grapeview 

POLICY & PROCEDURE MANUAL 
 

 
27 

 

❖ 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. 

 
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) 
 
See Pg XX JLARC Reporting TBD 
 
From MRSC: 
I am sure my agency did not meet the $100,000 threshold. Are we in the clear? 
 
No, your agency must still respond. Even if an agency did not meet the spending threshold, it must 
still log onto the JLARC public records reporting system and attest to that fact. Agencies will not 
submit their calculations in this regard. Also, an agency may choose to voluntarily report even if it 
does not meet the $100,000 threshold. 
 
The deadline is July 1 every year. A notification has been added to the Port Calendar.  
 
See Pg XX Records/Archiving/Digital Documents TBD 
 

 

ANNUAL PASSES, KIOSK, FACILITES & MAINTENANCE 
 

 
See page 63-64 for Annual Pass Policy & Procedure. Example documents on page 65-66  
See page 67-68 for Kiosk Operations, Management, Maintenance & Usage. 
See page 69 for Restroom Maintenance & Supplies. 
See page 69-71 for Restroom Locks, Policies, Software & Programming 
See page 71 & 87-88 for Parking, Parking Lot & Parking Lot Rules 
 
See Pg XX Grounds, Ramp and Gangway Maintenance TBD  
See Pg XX 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: MRSC has consistently advised that absent a written city policy to the contrary, the 
administration can apply for a grant without council approval. 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. 
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See Pg XX RCO Reimbursement Process & Accountability TBD 
 
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.  
 
Committee 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 72 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 
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first two million five hundred thousand dollars of such gross operating revenues, one-half of one 
percent 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 
c 136 § 3.] 
 
Pass a resolution at a Port meeting.  Charge the Budget Misc. account.  See Resolution 2017-12 
on the port website. 
 

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: 

• 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 
1. Call to Order 
2. Roll Call 
3. Meeting Agenda 
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a. Commissioner comments, adjustments, approval of agenda for xxxdatexxx 
(motion) 

4. 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.) 

5. Minutes: 
a. Commissioner input and approval on previous meeting’s minutes from 

xxxdatexxx. (motion) 
6. Essential Correspondence: Any 
7. Commissioner Reports: 
8. Committee Reports 
9. Port Auditors 

 

Month/Year 
 

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

Operations: Investment balance - $AM 
 

Warrants for 6700020010 – Operations 

 

 
Balance for 6700020010 - after vouchers – $AMT 
 
Capital Construction .30: Unencumbered cash - $AMT  
 
Capital Construction: Investment balance - $AMT  
 
Warrants for 6700020030 – Cap. Const. 

 
Approve the vouchers (motion) 

 

10. New Business: 
a.  

11. Old Business: 
a.  

12. Second Public Comment Session 
13. 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 as 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 an hourly rate as 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 5th 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 5th 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: 

• 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 
o Excise tax revenue 
o Kiosk revenue 
o Investment income 
o Other 

 
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 as 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 
an 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 fund & 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 
 
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. 
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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. 
 
 

Tab 1 example 
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Tab 2 example 
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Tab 3 example 

 

Tab 4 example 
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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 36-40 for example) 
• Financial Report - 101111 (Monthly) (see page 41-42 for example) 
• Receipt Collection by SubFund - 100013 (Monthly) (see page 44-45 for example) 
• Bond activity (When relevant activity takes place) (see pages 43 & 46 for example) 
• Invest (Monthly) (see page 48 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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Warrant Procedures 
 

 
• 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. 
 
• There is a specified sheet for Operations and for Capital Construction 
 
• When invoices, bills or receipts are received, they must be appropriately entered. The information is 

as follows: 
o Fund (cannot change) 
o Invoice number (not required - simple month/year can be used) 
o Invoice date (not required - simple month/year can be used if no date is available) 
o Invoice description (what is the invoice for) 
o Invoice amount 
o Name & address - required in the form format. This is how the information will be printed on 

the check. 
• 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. 

 
• The completed voucher spreadsheet and signature must be emailed to 

FinService@masoncountywa.gov 
 
• Once received the financial services office will respond confirming the totals match and will ask if the 

vouchers will be picked up or mailed. 
 
• 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. 
 
• 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. 
 
• Each warrant/voucher will be a check and a receipt stub. 
 
• The receipt stub will be attached to the corresponding receipt/invoice 

 
• The check will be placed into an envelope with a copy of the original receipt if applicable and mailed 

to the appropriate recipient. 
 
• 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. 
 
• 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. 
 

mailto:FinService@masoncountywa.gov
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• 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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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 54-58 for example documents. 

 

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

 
 

• 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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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.  
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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.  

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. 
 

2. 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. 
 

3. 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 Commission President (or Designee). 
 

4. 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 Commission 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. 
 

2. Check spam box regularly for misfiled emails. 
 

3. Aside from SPAM, emails should never be deleted. 
 

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

 

mailto:PortofGrapview@gmail.com


Port of Grapeview 

POLICY & PROCEDURE MANUAL 
 

 
63 

 

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: 
 

• 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. 
 
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. 
 

http://www.portofgrapeview.com/annual-pass-form
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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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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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Once 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. 

 
 



Port of Grapeview 

POLICY & PROCEDURE MANUAL 
 

 
69 

 

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. 
 

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. 

mailto:support@timepilot.com
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Every individual needs to be added under the Set Up tab, then the “Add User” function. 

• 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 name 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. 
 
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”.  
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If assistance is needed, contact VenTek support at support@ventek-intl.zendesk.com or Roy Whipple Jr at 
roynwp1@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. 
 
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. 
 

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 (See Overnight Parking Policy Pages 87-88 ) 

mailto:roynwp1@aol.com
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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. 
 

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. 
 
 

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.  
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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  
 

• 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.  

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

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

 
 
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).  
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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.   
 

 
 
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.  
 
Industrial Development District (IDD) Compliance Review Policy  
 
To ensure every expenditure of Industrial Development District (IDD) funds is lawful, capital in nature, 
aligned with the Port’s Comprehensive Scheme of Harbor Improvements, and well documented for public 
transparency and audit, the Port District requires that each IDD-funded project receive two legal reviews: (a) 
a Scope (Concept) Opinion before any IDD budget authorization; and (b) a Final Compliance Opinion before 
bid award or contract execution.  (See IDD Compliance Review Policy Pages 89-92)  
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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 (PCI) 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. 
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PERSONAL, PROFESSIONAL AND PURCHASED SERVICES POLICY 

 
 
1. Purpose & Scope 

This policy governs procurement of (a) utilities, materials, equipment, supplies, and purchased services; (b) public 
works; and (c) professional services, including architectural and engineering (A&E). Where conflicts exist, state 

and federal law control. 

 
This Policy establishes guidelines and clarifies the procedures for purchasing supplies and materials, public works 

construction, and contracting for services by the Port of Grapeview.  The procedures set forth in subsequent 
sections of this document are designed to assure the citizens, the Port Commissioners and Port administrative 

staff that the Port of Grapeview receives maximum value for each dollar expended and assure fiscal responsibility 

in the procurement process. 
 

2. References 

• RCW 53.08.120 — Port district public works contracting; direct contracting ≤ $40,000; 

bidding above; exemptions by RCW 39.04.280. 

• RCW 39.04.155 — Small Works Roster (≤ $350,000). 

• RCW 39.80 — Qualifications‑Based Selection (QBS) for A&E; applies regardless of dollar 

amount (except emergency provisions under RCW 39.80.060). 

• RCW 39.12 — Prevailing Wage (public works); see L&I awarding agency guidance. 

• BARS Manual 3.1.3 — Internal Control. 

• RCW 42.23 — Code of Ethics / Conflicts of Interest. 

 
Note on amounts: Dollar thresholds are stated exclusive of sales tax (unless otherwise stated) and reflect 

current statute; if adjusted by law, the then‑current statutory amounts apply without amending this policy. 

 
3. Public Works (construction, alteration, repair, improvement — RCW 39.04.010) 

 
3.1 Thresholds & Methods 

• ≤ $40,000 — The Port may construct by contract without calling for bids (direct award) or by using the 

Small Works Roster. (RCW 53.08.120) 

• > $40,000 to ≤ $350,000 — Use Small Works Roster procedures (RCW 39.04.155). Direct contracting 

from roster may be used where authorized by law/policy; competition is recommended below the 

direct‑contracting ceiling; competitive small works procedures are required for $150,000–$350,000. 

• > $350,000 — Use formal competitive bidding (or authorized alternative delivery if applicable by 

statute). 
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3.2 Required Controls (apply to all public works) 

• Prevailing wage (RCW 39.12); contractor responsibility criteria; retainage and bonds as applicable. 

• Emergency and other bid‑waiver scenarios must meet RCW 39.04.280; documentation shall be filed 

stating the nature of the work and justification. 

• No bid splitting. A public works project is a complete project; do not divide to avoid thresholds. 

 
4. Purchased Goods, Materials, Equipment, and Purchased (Non‑A&E) Services 

 
The Port establishes the following internal bid/quote thresholds scaled for a small district.  These apply when not 

a public work and when no separate statute requires a specific method. 
 

• ≤ $5,000 — Direct purchase by designated Commissioner or Managing Official; one price is sufficient 

(documented). 

• >$5,000 to ≤ $15,000 — Informal competition: obtain at least two documented written quotes (email 

acceptable). 

• >$15,000 to ≤ $30,000 — Informal competition: obtain at least three written quotes. 

• >$30,000 — Formal solicitation (RFQ/RFP/IFB) by designated Commissioner or Managing Official; 

advertise or solicit from an approved vendor list to ensure open and fair competition. 

Note: These purchasing thresholds do not apply to public works (see Section 3) or to A&E (Section 5). 
Cooperative purchasing and existing state/other agency contracts may be used where permitted by law and in the 

Port’s best interest. 

 
5. Professional Services 

 
5.1 Architectural & Engineering (A&E) Services (RCW 39.80) 

• A&E services must be procured using qualifications‑based selection (QBS) — select the most 

qualified firm first, then negotiate a fair and reasonable price.  Price may not be used to shortlist or rank 

prior to selection.  Maintain a consultant roster or conduct a public RFQ. 

• Emergencies: RCW 39.80.060 provides a limited emergency exception to normal QBS; document the 

emergency and scope. 

• The prior “preauthorized dollar limit” for A&E awards is replaced by this process requirement. 

Monetary caps remain as authorization controls (Section 6), not selection criteria. 

5.2 Other Professional/Personal Services (Non‑A&E) 

• Use best‑value selection.  Apply the thresholds in Section 4 for obtaining quotes/competition. 
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6. Delegated Signature & Spending Authority 

• The designated Commissioner or Managing Official may execute contracts for goods, purchased 

services, and professional/personal services up to $10,000 per contract if budgeted. 

• $10,001 – $25,000 — Designated Commissioner or Managing Official may execute after 
Commission prior approval (or consent/ratification if previously authorized in the adopted budget and 

agenda bill specifies vendor and NTE amount). 

 

• Over $25,000 — Commission approval required prior to award. 
 

The Managing Official’s cumulative awards under this section shall not exceed $25,000 per fiscal 
year without additional Commission authorization. 

 
7. Ethics, Conflicts, and Unauthorized Purchases 

• RCW 42.23 applies. No personal purchases or self‑dealing. Violations may result in personal liability and 

discipline. 

 

• Gifts and gratuities that could influence procurement decisions must be declined. 
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DISPOSAL OF SURPLUS PROPERTY POLICY & PROCEDURES 

 
 

1. PURPOSE OF THE POLICY   

Provide clear, lawful procedures for disposing of Port-owned property that is no longer needed for Port 
purposes while safeguarding public funds and obtaining fair value for the public. 

 
2. REFERENCES 

• RCW 53.08.090 – Sale of port district property (managing official authority; annually CPI‑adjusted 

value limit) 
• RCW 39.33.020 – Intergovernmental disposition of property; public hearing requirement when 

estimated value exceeds $50,000 
• RCW 39.33.015 – Public benefit transfers of real property for affordable housing and related 

facilities (below‑FMV/no‑cost transfers; covenants required) 
• Washington Constitution, Article VIII, §7 – Prohibition on gifts of public funds 
• RCW 42.23 – Code of ethics for municipal officers (conflicts of interest) 
 

Note: Where this policy references a dollar threshold for the Managing Official’s sale authority, it 
shall mean the then‑current value limit established under RCW 53.08.090(1)–(2), as annually 
adjusted, rather than any fixed number.  For reference, the Washington Dept. of Revenue has 
published the 2025 limit as $22,830 per item; staff should verify the current posting each January. 
 
3. DEFINITIONS   

• Surplus – Port property (real or personal) that the Commission (or Managing Official when 

authorized) has determined is no longer needed for Port purposes. 

• Fair Market Value (FMV) – The price a willing buyer would pay a willing seller in an arm’s‑length 
transaction, considering the property’s condition, utility, and market. 

• Salvage Value – The expected value from scrap, parts, or resale in current condition. 
• Disposal Costs – Costs reasonably necessary to dispose of an item (e.g., hauling, environmental 

handling, fees). 
 
4.  POLICY   

A. Commission Authorization — Above Managing Official Limit (currently $22,830 for calendar year 
2025). When property is estimated to exceed the RCW 53.08.090 managing‑official value limit, the 

Commission must declare the property no longer needed for Port purposes by resolution before sale or 
other disposition. If the property is part of an adopted comprehensive plan of improvements, the plan 

must first be modified following required public notice and hearing. 

 
B. Managing Official Authorization — At or Below Managing Official Limit (currently $22,830 for calendar 

year 2025). For surplus property at or below the then‑current managing‑official limit, the Managing 
Official may dispose of the property consistent with this policy after issuing a written Certification of 

Surplus stating the item is no longer needed for Port purposes. 

 
C. FMV Determination (Required). Before any disposal, the Port shall establish FMV using methods 

proportionate to the item’s value (e.g., market comps from public listing platforms, trade quotations, 
auction history, or appraisal for higher‑value items). FMV workpapers shall be retained with the surplus 

file. 
 

D. Preferred Methods — Obtain Value. Surplus items should be sold by methods reasonably calculated to 

achieve the highest return (e.g., public auction, competitive sealed bids, or transparent online listing). 
Marketing efforts shall be documented in the file. 
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E. Donation / Disposal of Items with No FMV or Negative Net Value (Personal Property). 

Donation or disposal below FMV is permitted only if: 
1. The Port documents that the item has no reasonable market value (e.g., no offers despite reasonable 

exposure, beyond economical repair); or 

2. Disposal costs exceed salvage value, yielding a negative net value to the Port; or 
3. Another specific statute authorizes below‑FMV transfer with required conditions. 

 
When one of the criteria above is met, the Managing Official may donate, recycle, scrap, or otherwise 

dispose of the item in the Port’s best interest. Donation to a nonprofit does not by itself create an 

exception to Article VIII, §7.  The file must include photos/condition notes, FMV/salvage documentation, 
any failed listings or quotes, and the signed determination. 

 
F. Public Benefit Transfers — Real Property (Affordable Housing Pathway). For real property only, 

the Port may utilize RCW 39.33.015 to transfer surplus real property below FMV or at no cost for 
affordable housing and related facilities when all statutory conditions are met, including: adoption of local 

implementing rules, Commission findings of surplus and public benefit, and recorded use covenants and 

remedies in case of non‑use. 
 

G. Public Hearing — High‑Value Dispositions. Before disposing of surplus property (real or personal) 
with an estimated value exceeding $50,000, the Port shall hold a public hearing with required notice 

under RCW 39.33.020. This requirement is in addition to any Commission surplus resolution. 

 
H. Gift of Public Funds — Required Findings for Any Below‑FMV Disposal. The Port shall not transfer 

property for less than FMV unless authorized by law and supported by written findings that demonstrate 
compliance with Article VIII, §7. Findings shall cite the applicable authority (e.g., Section E criteria, 

Section F pathway) and include the FMV analysis, marketing efforts, and any disposal‑cost vs. salvage 
analysis. 

 

I. Conflicts of Interest. Consistent with RCW 42.23, Commissioners, the Managing Official, and any 
person who influenced or participated in the surplus determination or sale method are prohibited from 

purchasing Port surplus property. Sales shall be conducted to avoid even the appearance of self‑dealing. 
 

5. PROCEDURES 

1. Initiation.  Staff submits a Surplus Request with description, photos, condition, serial/asset numbers, 
and an estimated value. 

2. FMV Workup.  Staff compiles FMV documentation proportionate to value (comps, quotes, appraisal if 
required). For items believed to have no FMV, staff documents failed marketing attempts or quotes 

evidencing negative net value. 

3. Authorization. 
• Above managing official limit:  Board resolution declaring not needed for Port purposes; schedule 

public hearing if >$50,000. 

• At/below limit:  Managing Official issues Certification of Surplus. 

4. Method of Disposal.  Use auction, bid, broker, or transparent online listing. If Section E applies, 
Managing Official documents donation/recycle/scrap determination. 

5. Award/Disposition.  Highest responsive offer consistent with method; execute bill of sale or transfer 
docs; collect proceeds; or record covenants (Section F) if applicable. 

6. File Retention.  Maintain full record: request, photos, FMV workpapers, surplus authorization, 

notices/hearing materials (if any), method and results, proceeds, and Article VIII, §7 findings (if below 
FMV). 
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6. Forms 

• Certification of Surplus [Appendix A] (Managing Official) 

• Article VIII, §7 Findings Sheet [Appendix B] (use when disposing below FMV) 

• Affordable Housing Public Benefit Transfer Checklist [Appendix C] (real property only) 

 
 

Appendix A — Certification of Surplus (Managing Official) 
 

Asset(s): __________________________________ Qty: _____ Asset/Serial #: _____________________ 

 

Condition:  ☐ Working  ☐ Needs Repair  ☐ Beyond Repair  ☐ Other: ____________________________ 

 

FMV Method(s):  ☐ Online comps  ☐ Quotes  ☐ Auction history  ☐ Appraisal  ☐ Other _____________ 

 

Estimated FMV: $_____________ Disposal Costs: $_____________  Salvage Value: $_______________ 

 
Authorization Basis: 

  ☐ At/below RCW 53.08.090 limit  ☐ Commission Resolution (date/No.): _________________________ 

 

Disposal Method:  ☐ Auction  ☐ Sealed bid  ☐ Online listing  ☐ Broker  ☐ Donation (Sec. 4.E)  

☐ Recycle/Scrap 

If Donation/Recycle/Scrap selected, attach Section 4.E Determination showing (i) no FMV or 
(ii) disposal costs > salvage value; or cite other statutory basis. 

 

I certify that the above information is true and correct to the best of my knowledge and I hereby certify that the 
property is no longer needed for Port purposes 

 
_____________________________________________       ______________________ 

Managing Official                                          Date 

 
 

 
Appendix B — Article VIII, §7 Findings (Use for any below‑FMV transfer) 

 
 

1. Authority:   ☐ Section 4.E (no FMV / negative net value)  ☐ Section 4.F (RCW 39.33.015)  

☐ Other statute ____________________________________________________ 

 
2. FMV Summary: _________________________________________________________________ 

 
3. Marketing/Exposure: ____________________________________________________________ 

 

4. Disposal vs. Salvage Analysis (if applicable): __________________________________________ 
 

5. Public Purpose Served / Conditions: ________________________________________________ 
 

6. Conclusion: Transfer complies with Art. VIII, §7; file includes supporting documentation. 

 
 

_____________________________________________       ______________________ 
Commission President                                          Date 
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Appendix C — Affordable Housing Public Benefit Transfer (Real Property Only) 

 

Checklist of mandatory elements under RCW 39.33.015 (adopt local rules; findings; recorded covenants; 

remedies; compliance monitoring). 
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MEETING CODE OF CONDUCT 

 
 
To ensure productive and respectful meetings in shared public facilities, please adhere to the following guidelines: 

 
1. Respectful Communication 

o Listen actively without interrupting. 

o Address ideas and issues, not individuals. 

o Avoid inflammatory or offensive language. 

2. Time Management 

o Stick to the agenda to ensure all topics are covered. 

o Be concise when speaking to allow everyone a chance to participate. 

3. Conflict Resolution 

o Disagreements are natural but should be resolved calmly and constructively. 

o Seek common ground and focus on solutions. 

4. Inclusivity 

o Ensure all participants feel welcome and valued. 

o Encourage diverse perspectives and equitable participation. 

5. Facility Care 

o Leave the space as you found it or better. 

o Dispose of trash properly and handle materials responsibly. 

6. Compliance with Rules 

o Follow all posted facility rules and guidelines. 

o Abide by any time restrictions for facility use. 

 

By following the above shared space and meeting code of conduct, we can create a safe, respectful, and 
enjoyable environment for all attendees and guests. 
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BOAT LAUNCH FACILITY CODE OF CONDUCT 

 
 
Public boat launch facilities are shared spaces requiring cooperation for smooth operation.  Please observe the 

following rules: 

 
1. Preparation Before Launch 

o Prepare your boat (e.g., loading gear, checking equipment) in the staging area, not on the ramp. 

o Ensure all straps and tie-downs are removed before approaching the ramp. 

2. Efficient Use of the Ramp 

o Use both lanes—the boat ramp has two lanes to accommodate multiple users. 

o Launch and retrieve your boat as quickly as possible to minimize delays. 

o Avoid blocking the ramp unnecessarily. 

3. Courtesy to Others 

o Yield to others if the ramp is crowded and take turns. 

o Offer assistance to fellow boaters when safe and appropriate. 

4. Safety First 

o Keep children and pets clear of the ramp area. 

o Ensure proper use of personal flotation devices. 

5. Environmental Stewardship 

o Avoid spilling fuel, oil, or waste into the water. 

o Remove any aquatic plants or debris from your boat and trailer before leaving.   

o Pack out all garbage to help keep the area clean and protect wildlife. 

o Ensure that the restroom facilities are kept clean and presentable for the next user. 

6. Parking and Traffic Flow 

o Park vehicles and trailers in designated areas only. 

o Follow posted signs and traffic patterns to ensure smooth operations. 

 
By following the above shared space and boat launch facilities code of conduct, we can create a safe, respectful, 

and enjoyable environment for all users. 
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OVERNIGHT PARKING POLICY 

 
Purpose 

This policy establishes guidelines for the use of the Port of Grapeview (port district) parking lot for overnight 

parking by individuals engaging in overnight boating activities.  The intent is to ensure that parking spaces are 
available to boaters and that the lot is not used for camping or unauthorized vehicle storage. 
 

Scope 
This policy applies to all individuals seeking to park their vehicles overnight in the port district parking lots. 

Policy Details 

1. Designated Overnight Parking Area 

• Overnight parking is only permitted in the Auto/Boat Trailer parking lot located across Grapeview Loop 

Road. 

• The restroom parking lot is strictly for loading and unloading only. No overnight parking is allowed in this 

area. 

• Please Note: The private marina parking lot is not available for parking under any circumstances. 

2. Eligibility for Overnight Parking 

• Overnight parking is exclusively for boaters who are planning overnight trips on their boats departing 

from the port.  Individuals need to present proof of an active boating trip by completing an online 

application. 

• Upon approval of the online application, a permit will be issued by the port district.  Vehicles must display 

the valid permit. 

3. Prohibited Vehicles and Activities 

• No Camping: The parking lot is not to be used for camping or setting up tents, trailers, or any type of 

temporary living quarters. 

• No RVs: Recreational vehicles (RVs), campers, trailers, and motorhomes are strictly prohibited from 

parking overnight. 

• No Storage: Vehicles or boats left for the purpose of storage, or not connected to an active boating trip, 

will be subject to towing at the owner's expense. 

4. Duration of Parking 

• Overnight parking is allowed for a maximum of 72 hours in the designated Auto/Boat Trailer parking lot. 

Extensions may be requested but are subject to availability and port approval. 

• Vehicles exceeding the permitted stay without prior authorization may be subject to fines or towing. 

5. Parking Fees 

• The port reserves the right to charge parking fees for overnight parking. Fee rates will be posted online 

on the port district's website. 
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6. Garbage and Waste Disposal 

• Overnight parking users are responsible for removing and properly disposing of all garbage and waste 

generated during their stay. 

• Dumping of trash or any hazardous materials in the parking lot is strictly prohibited and may result in 

fines or loss of parking privileges. 

7. Security and Liability 

• No Security Provided: The parking lot is not monitored or secured by the port district. Vehicle owners 

are responsible for the safety and security of their property. 

• The port district is not responsible for any loss or damage to vehicles or personal belongings left in the 

parking lot. 

8. Enforcement 

• The port district reserves the right to enforce this policy and remove any vehicles that violate the terms 

outlined. Violations may result in fines, towing, or loss of parking privileges. 
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Industrial Development District (IDD) Compliance Review Policy 

 
 

Purpose 

To ensure every expenditure of Industrial Development District (IDD) funds is lawful, capital in nature, aligned 
with the Port’s Comprehensive Scheme of Harbor Improvements (“Comprehensive Scheme”), and well 

documented for public transparency and audit. 
 

Scope 

This policy applies to all planning, design, permitting, construction, and acquisition activities funded in whole or in 
part with IDD dollars, regardless of project size. 

 
Definitions 

• IDD Funds:  Revenues levied and spent under the Port’s Industrial Development District authority. 

• Comprehensive Scheme:  The Port’s adopted plan listing capital improvements and projects. 

• Legal Compliance Opinion:  A brief written opinion (email or memo) from an attorney experienced in 

Port/IDD matters addressing the project’s eligibility for IDD funding. 

• Scope (Concept) Opinion:  A preliminary legal opinion based on a short scope summary and checklist, 
obtained before any IDD budget authorization. 

• Final Compliance Opinion:  A legal opinion based on bid/contract materials and final scope, obtained 

before award/contract execution. 

 
Policy Details 

 
1. Policy Statement 

• Mandatory legal review for every IDD project.  Each IDD-funded project must receive two legal 

reviews: (a) a Scope (Concept) Opinion before any IDD budget authorization; and (b) a Final Compliance 

Opinion before bid award or contract execution. 

• Checklist documentation required.  Each stage must use the standard checklists in Appendix A 
(Scope/Concept) and Appendix B (Final). 

• Capital only.  IDD funds are restricted to capital industrial development and permit-required 

environmental compliance/mitigation. Routine operations and maintenance, program equipment, and 
unrelated amenities must be funded outside the IDD. 

• Proportionality.  If a project benefits non-IDD uses, only the proportional IDD share may be charged to 

IDD funds. 

• Recordkeeping.  All checklists and legal opinions must be kept in the project file and included in the 
board meeting packet when action is taken. 

 

2. Roles & Responsibilities 

• Commission President (or Designee) – IDD Compliance Lead 
o Ensures this policy is followed; signs checklists; engages outside legal counsel as needed. 

• Part-Time Administrator 

o Prepares and routes checklists; compiles attachments; maintains project files and acts as board 
liaison. 

• Outside Legal Counsel (as-needed engagement) 

o Provides Scope (Concept) and Final Compliance Opinions; may recommend conditions or 

exclusions. 
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3. Procedure 

Step 1 — Initiation (Scope/Concept) 
1. Admin completes Appendix A: Scope (Concept) Checklist with a one-paragraph scope and basic 

references (Comprehensive Scheme page, if listed). 

2. Chair reviews and signs the checklist. 
3. Commission President (or Designee) sends Appendix A + scope paragraph to outside counsel; obtains 

a Scope (Concept) Opinion (email or memo). 
4. If Concept OK, staff may place a budget authorization item on a board agenda. If Not OK, revise 

scope or fund with non-IDD sources. 

 
Step 2 — Pre-Award (Final) 

1. Prior to bid award/contract execution, Admin completes Appendix B: Final Compliance Checklist 
with: scope sheet from bid/contract, funding split, Comprehensive Scheme page(s) or adopted 

amendment, and permit/status summary. 
2. Commission President sends Appendix B + attachments to counsel; obtains a Final Compliance 

Opinion. 

3. Any conditions/exclusions are incorporated into the board action and contract documents. 
4. Board may then award the contract or execute agreements. 

 
Scope Changes: If the project scope materially changes after a Scope (Concept) Opinion, the Commission 

President will obtain a short Scope Addendum from counsel before proceeding. 

 
4. Documentation Standards 

Each IDD project file must contain, at minimum: 

• Appendix A checklist + Scope (Concept) Opinion, 

• Board action authorizing IDD budget (if applicable), 

• Appendix B checklist + Final Compliance Opinion, 

• Comprehensive Scheme page(s) or Scheme amendment, 

• Funding split/allocations and any cost-share agreements, 

• Relevant permit status summaries (if applicable). 
 

5. Procurement of Legal Services 
The Commission President (or designee) may engage outside counsel on a per-project basis, consistent with Port 

purchasing rules. Unless otherwise authorized by the Board, each opinion should be scoped to a reasonable not-

to-exceed amount ($2,000 per opinion). 
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Appendix A — Scope (Concept) Checklist 

 
 

Project name: ___________________________   Parcels/IDD: ___________________________ 

 
One-paragraph capital scope (what is being built/permitted): ___________________________ 

 
 

 
 

Purpose / Nexus (check all that apply): ☐ Access/Roads ☐ Utilities (water/power/comms)  

☐ Stormwater/Pollution Control ☐ Site Prep/Grading/Pads ☐ Lighting/Security ☐ Permit-Required 

Mitigation/Compliance ☐ Other: ___________________________________________________ 

 

Location: ☐ On IDD property ☐ Adjacent & necessary to use Port/IDD facilities 

 

Comprehensive Scheme: ☐ Listed (title/section/page: _______ ☐ Not yet listed → Amend before award 

 

Rough funding plan: IDD: $__________ Other/Grants: $__________ (source: ______________) 
Explicit non-IDD items (to be funded elsewhere): O&M, program equipment, furnishings, unrelated 

amenities, etc. 

 

Known risk flags (if any): ☐ Shoreline/Critical Areas/In-Water ☐ Off-site/Third-party  

☐ Property Action (easement/LLA/BSP/deed) ☐ Mitigation Bank Credits 

 
Prepared by: ________________________________________________ Date: ____/____/____ 

 

Commission President/Designee Review: ________________________  Date: ____/____/____ 
 

 
 

 

 

 

 

 

Counsel — Scope (Concept) Opinion (suggested format) 

I reviewed the Exhibit A checklist and scope for [Project]. Applying IDD criteria (industrial purpose, capital vs. 

O&M, location/nexus to IDD property, and Comprehensive Scheme consistency), my opinion is: ☐ Concept OK 

(eligible in concept) ☐ Not OK in concept. Conditions (if any): (1) ensure Scheme listing/amendment before 

award; (2) limit IDD to backbone capital/permit-required items; (3) obtain Final Compliance Opinion prior to 

award; (4) if scope changes materially, obtain a brief Scope Addendum. — [Attorney], [Firm], [Date] 
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Appendix B — IDD Final Compliance Checklist (use for final legal opinion before award/contract) 

 
 

Project name: _______________________________________  Agenda Date: ____/____/____ 

 
Bid/Contract scope summary (attach scope sheet): ___________________________________ 

 
Funding (final): : IDD: $__________ Other/Grants: $__________ (source: _________________) 

 

Comprehensive Scheme: ☐ Page(s) attached ☐ Amendment adopted on ____/____/____ 

 

Environmental & Permits (attach brief status): ☐ SEPA ☐ Shoreline/CAO ☐ HPA/JARPA ☐ USACE/ESA ☐ N/A 

 

Property docs (if any): ☐ Easements ☐ LLA/BSP ☐ Deed conditions ☐ N/A 

 

Cost allocation (if non-IDD beneficiaries): ☐ Attached ☐ N/A 

 
Explicit exclusions from IDD funds: _________________________________________________ 

 
 

Prepared by: ________________________________________________ Date: ____/____/____ 

 
Commission President/Designee Review: ________________________  Date: ____/____/____ 

 
Attach this checklist with the bid/contract package, Scheme page(s), and any permit/status summaries (if 

applicable) to counsel to obtain the Final Compliance Opinion. 

 

 

 

 

 

 

 

 

Counsel — Final Compliance Opinion (suggested format) 

I reviewed the Exhibit B checklist and bid/contract materials for [Project] (including Scheme pages and 

permitting summary).  Applying IDD standards (industrial purpose, capital vs. O&M, location/nexus, Scheme 

consistency, and proportional allocation), my opinion is: ☐ Compliant as scoped ☐ Compliant with 

conditions ☐ Not compliant. Conditions (if any): [brief]. — [Attorney], [Firm], [Date] 
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Port Commissioner Onboarding & Orientation Guide 
 

Welcome, overview, legal basics, how we work, and your first 90 days 

 

1. Welcome & Purpose 

This briefing orients you to the Port of Grapeview’s mission, responsibilities, and day-to-day practices. It 
highlights what you must do in the first 90 days and what resources you’ll use throughout your service. 

 
The mission of the Port of Grapeview is to foster economic development by leveraging its 
unique capabilities and assets.  The Port District’s shoreline serves as a cornerstone for 
advancing aquaculture, promoting recreational boating, and enhancing opportunities for 
community engagement.  As a dedicated environmental steward, the Port of Grapeview is 
committed to preserving and protecting natural resources while driving sustainable growth. 
 

 

2. Your Role at a Glance 

• Governing body: Three-member Port Commission sets policy, budget, and strategic direction; the 

Managing Official (Port Admin) executes day-to-day operations under Commission policy. 
• Fiduciary duty: Act in the Port’s best interest, with care, loyalty, and compliance with law. 

• Board culture: Be prepared, respectful, and transparent; support decisions once made. 

• Key recurring work: Budget Adoption, Comprehensive Scheme of Harbor Improvements (CSHI), 

Capital planning, Surplus Disposal, Procurement Approvals, Contract Awards, Public Engagement, and 

Oversight (including maintenance) of Facilities and Programs. 
 

 

3. Managing Official 
RCW 53 allows for a Managing Official and a Port Auditor (the Port’s Treasurer is the County Treasurer 

as specified by RCW).  Amanda Montgomery fills both positions as well as Port Administrator.  Her duties 

are in Resolution 2024-01.  She is also the Recording Secretary at Commissioner meetings. 
 

 

4. Legal & Compliance Essentials (Washington) 
This section is a checklist of training(s), filings, and core laws you’ll encounter. 

 

Within 90 days (Open Government Trainings Act): 

• Open Public Meetings Act (OPMA) training — complete & retain certificate 

• Public Records Act (PRA) training — complete & retain certificate 
 

Annual filings & ethics: 

• Public Disclosure Commission (PDC) F-1  

• Ethics/Conflicts of Interest — Chapter 42.23 RCW 

• Gifts & prohibited interests — follow Port policy and RCW 
 

Records & communications: 

• Public Records Act (Chapter 42.56 RCW): Port email use, retention, and searches 

• Use Port accounts for Port business; avoid mixing personal devices/accounts 

• Records retention schedule — keep meeting notes, texts, and emails discoverable 
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Meetings: 

• OPMA basics: notice, quorum, agendas, executive sessions, minutes, public comment 

• Serial meetings & email quorum pitfalls — do not deliberate outside public meetings 

 
Finance & audit: 

• SAO (State Auditor’s Office) BARS Manual basics & audit cycle (every two years) 

• Budget law: adoption, amendments, and public hearings 

 

 

5. Public Records and Retention 
All Port of Grapeview documents, emails, text messages, and other correspondence related to Port 

business are considered public records under the Washington State Public Records Act (RCW 
42.56).  COMMISSIONERS MUST NEVER DELETE, DISCARD, OR ALTER ANY RECORD THAT 

PERTAINS TO PORT BUSINESS, REGARDLESS OF FORMAT OR DEVICE USED.  Every document 
or communication created, received, or maintained in the course of Port duties is subject to public 

disclosure and records retention laws.  Commissioners are expected to preserve all Port-related records 

and allow the Port Administrator to manage retention and archiving in compliance with state 
requirements. 

 

 

6. Commissioner Communications and the Open Public Meetings Act 

Because the Port of Grapeview is governed by a three-member commission, any conversation 

between two commissioners about Port business constitutes a majority and may be considered a 
meeting under Washington’s Open Public Meetings Act (RCW 42.30).  To ensure compliance, 

COMMISSIONERS MUST NOT DISCUSS PORT BUSINESS WITH ONE ANOTHER OUTSIDE OF 
AN OPEN PUBLIC MEETING.  This includes phone calls, emails, texts, or informal gatherings where 

Port matters might be discussed. 

 
All communications between commissioners outside of meetings should occur through the Port 

Administrator, who serves as the single point of coordination for information sharing. This protects 
transparency, ensures public access to decision-making, and prevents even the appearance of conducting 

Port business outside of public view. 
 

 

7. Policy & Procedure Manual 

The Port maintains a Policy & Procedures Manual as our “how-we-work” guide.  It captures what we’ve 
learned to date and is updated as policies mature.  You’ll find it on the Port’s website under Documents.  
When a question comes up, start here—it points you to the governing rule, best-practice guidance, and 
the Port’s adopted procedure. 

  

What’s inside (and how it’s organized): 

• Bylaws – Start here if the topic touches Commission structure, meetings, officers, or voting. (The 
Bylaws are posted online.) 

• RCW (Revised Code of Washington) – The underlying statutory authority relevant to the 

topic. 

• MRSC Guidance – Plain-English summaries and checklists from the Municipal Research and 
Services Center (a Washington-created resource staffed by attorneys and CPAs).  It’s an excellent 

reference for newly elected officials; links are provided in the Manual. 
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• Port Policies & Procedures – The Port’s adopted rules and step-by-step processes for recurring 
tasks (procurement, surplus, records, public comment, etc.). 

• Reference & History – Key emails, forms, prior resolutions, and notes that explain why a policy 

looks the way it does.  
 

Using the Manual: 

Look up the topic, review the RCW/MRSC sections for context, then follow the Port’s procedure. If 
something is missing or unclear, flag it for an update at the next meeting so the Manual stays current. 

 

 

8. What the Comprehensive Scheme Is (and why it matters). 

The Port of Grapeview’s Comprehensive Scheme of Harbor Improvements (CSHI) is a living, public plan 

that sets goals, prioritizes capital projects, and guides fiscal decisions.  By law, a port commission must 
adopt a comprehensive scheme after a public hearing before creating improvements, and no spending on 

harbor improvements may occur until the scheme is adopted.  (RCW 53.20.010) 
 

Updates and amendments. 
The Commission may amend the CSHI as conditions change.  Amendments are adopted by Commission 

resolution following the required public hearing and notice.  

 
Link to IDD projects. 

For Industrial Development District (IDD) work, state law adds a specific constraint: no expenditure for 
improvement of property in an IDD (beyond plan-prep costs) may be made until that 
improvement is included in the comprehensive scheme (or an amendment to it). 

 

 

9. Funding Sources and Spending 

Revenue 

The Port’s annual income is based on a tax  levy of two cents (.0218042) per thousand dollars of 
assessed value, which equates to operating income of $29,476.47 in 2025.  The amount is barely 

adequate to sustain the expenses such as annual repair of the boat ramp, parking lot, insurance, property 
taxes, PUD, restroom maintenance, Port-a-Potty rental & cleanout, etc.  The Port of Grapeview has the 

lowest assessed value per thousand of the 75 Washington ports.  The port is second lowest in annual 

income. 
 

In 2013 the Port attempted what is called a Levy Lid Lift of 10 cents/$1000 to replace the boat ramp, 
which the voters defeated.  In 2020 the Port attempted another Levy Lid Lift, asking for only One Penny 

(1-Cent/$1000) which again was defeated, illustrating one of the biggest challenges our port faces.   
 

To assist in revenue collection, the port installed a payment kiosk for boat and kayak launches, and 

auto/trailer parking.  Revenue from this source (about $13,000 annually) is used to help maintain the 
ramp, float, turnaround, restrooms and parking lot. 

 
Industrial Development District (IDD) Levy Funds 

a. What the IDD is. 

Created by the Washington Legislature in 1957, the Industrial Development District (IDD) option 
allows ports to levy a dedicated property tax for industrial development purposes. In 1973, the 

Legislature set the IDD levy rate at $0.45 per $1,000 of assessed value. In 1987, ports were 
authorized to establish up to two IDD “periods.” In 2015, the maximum collection period for an 

IDD levy was extended from 6 years to 20 years (see RCW 53.36.160). 
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In 2018 the Port of Grapeview established their first IDD period by Resolutions (2018-03, 
2018-04, & 2018-05). 

• It allows $2.70/$1000 to be available for 20 years.  

• It can be throttled annually from 0 to a max of $0.45/S1000.  

• It is based on the value of all assessor parcels in the Port of Grapeview (approx. 3700).  

The ESTIMATED value for 2022 is $1.2 billion (in 2013 it was $638 million – a doubling in 

10 years).  

• Therefore, each penny of IDD tax is worth $12K in 2022.  

• IDD money can only be spent on capital improvements, not maintenance.  

• There are only two IDDs available for ETERNITY.  The Port of Grapeview is in its first.  

• If you don’t use the money, you lose it.  The Port’s expires in 2038.  It is worth well over 
two million dollars.  

• Dividing $2.70 by 20 the average annual tax would be $13.5/$1000 (or $162K income).  

For a $100K home - that’s $13.50 annually; for a $500K home $67.50 and for a $1M 
home –$135.00).   

• There are a lot of things that the Port could do with that money for Grapeview. 

• Currently, the Port is levying $0.08/$1000 to pay off the Kitsap Bank loan 
which was established to pay the 25% match of two Recreation and 
Conservation Grants. 

 

b. How the Port uses the IDD. 
The Port relies on IDD revenues to support capital acquisitions and improvements—including 

grant matches for eligible projects—and other activities authorized under chapter 53.25 RCW. 
 

c. Allowable vs. non-allowable uses. 

• IDD funds may be used for (examples): acquiring land; site preparation (e.g., dredging, 

grading, fill, bulkheads); utilities, roads, and access serving industrial sites; terminals and 
related facilities; and other capital improvements consistent with the Port’s comprehensive 

plan and the powers in chapter 53.25 RCW. 

• IDD funds may not be used for: general operating expenses (e.g., routine administration, 
insurance, salaries, utilities not tied to a capital project), day-to-day maintenance, or 

purposes outside chapter 53.25 RCW. 

• Note: Spending must align with the Port’s adopted comprehensive scheme of harbor and 
industrial improvements (CSHI). If an IDD levy ever produces more than is needed, state 

law restricts use of that excess (e.g., to retire eligible general obligation debt). 

 
Expenditures & Annual Budget Process 

Each fall, the Port of Grapeview adopts a budget to guide spending for the following year. This budget 
functions as our roadmap—setting priorities and identifying the activities to be completed. The process 

begins in August with preparation of a preliminary budget. After a public hearing, where residents can 

comment and suggest changes, the final budget is adopted by Commission resolution. 
 

The Port spends from two budgets: the Operating Budget and the Capital Construction Budget. 

• Operating Budget. The Commission and Port Auditor strive to ensure annual operating revenues 
cover annual operating expenses. 

• Capital Construction Budget. Capital dollars fund long-lived assets and improvements consistent 

with the Port’s adopted plans. 
 

Protecting the Port’s physical assets reduces future costs. The Port maintains a detailed maintenance 

schedule and includes sufficient maintenance funding in each annual budget to preserve infrastructure 
and minimize lifecycle repair and replacement costs. 
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10. Procurement & Contracting Quick Guide 

This summarizes current Commission policy. When in doubt, ask to see the full policy. 
 

Public Works (construction/alteration/repair): 

• ≤ $40,000 — direct contracting allowed; document quotes when practical 

• $40,000 to ≤ $350,000 — Small Works Roster procedures 

• $350,000 — formal competitive bidding 

• Prevailing wage, responsible bidder criteria, retainage/bonds, no bid-splitting 
 

A&E (Architectural & Engineering) Services: 

• Qualifications-Based Selection (QBS) under Chapter 39.80 RCW (select on qualifications; negotiate 

price after). Emergency exceptions require documentation. 
 

Purchased goods & non-A&E services (Port-set thresholds): 

• ≤ $5,000 — 1 documented price 

• $5,000–≤ $15,000 — at least 2 written quotes 

• $15,000–≤ $30,000 — at least 3 written quotes 

• $30,000 — formal solicitation (RFQ/RFP/IFB) 
 

Signature/authorization limits: 

• Managing Official up to $10,000 if budgeted 

• $10,001–$25,000 — Commission approval (or consent/ratification if pre-authorized in the adopted 

budget) 
• > $25,000 — Commission approval prior to award 

 

 

 

11. Regular Meeting Outline & How We Work 

 
Meeting Procedure: Robert’s Rules of Order 
The Port of Grapeview Commission conducts its meetings in accordance with Robert’s Rules of Order, a 

nationally recognized framework for fair and orderly deliberation.  These procedures ensure that all 

commissioners have an equal opportunity to speak, that motions are made and acted upon in a structured 
manner, and that decisions are reached transparently.  The President presides over each meeting, 

recognizing speakers, maintaining order, and guiding the Commission through the agenda.  Motions are 
made, seconded, discussed, and voted upon before becoming official actions.  While the Port follows 

Robert’s Rules in principle, the intent is to maintain efficiency and respect rather than rigid formality, 
ensuring meetings are both productive and open to public participation. 

 

Regular meetings: [3rd Tuesday of each month (7:00PM) Grapeview Community Center or Mason 
Benson Center]; Special meetings: with proper notice. 

 
Agenda flow: 

1) Call to order, Pledge, Roll Call 

2) First Public comment (time limits) 
3) Agenda, Minutes, Vouchers (approvals by motion) 

4) Reports (Managing Official/Commissioners) 
5) Old/New business (action items clearly labeled) 



Port of Grapeview 

POLICY & PROCEDURE MANUAL 
 

 
98 

 

6) Second Public comment (time limits) 

7) Executive session (if needed; cite RCW) 
8) Adjournment 

 

• Meeting Materials: Documents should be sent no later than Monday prior to the meeting. 

• Motions & Minutes: Use clear, specific motion language. Ensure roll-call on contracts and 

budget items. Minutes record actions, not verbatim debate. 

• Public Engagement: Keep remarks professional; direct complaints to appropriate follow-up 
channel; avoid debate from the dais. 

 

 

12. Budget, Finance & Audit Basics 

• Budget calendar: Drafts must be posted on the port’s website by September 15th; public 

hearing in November; adoption after the public hearing during the November regular meeting; 
and then filed with the County. 

 
❖ RCW 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. c 19 § 1.] 

 

• Funds & accounts: Operating, Capital Construction, IDD, Grants, Kitsap Bank 

• Controls: Board-approved warrant process; voucher reviews 

• Grants: Match requirements, reporting deadlines, environmental/permitting pre-checks 

• Capital planning: Five-year plan — project lists, rough order of magnitude (ROM) costs, 

phasing, and funding sources 

• Commissioner Reviews: As a fiduciary, a port commissioner is entrusted with the responsibility 
to act in the best interest of the port district and its constituents. This includes a duty to diligently 

review financial documents—such as budgets, audits, expenditures, and revenue reports—to 
ensure transparency, accountability, and sound fiscal management. Commissioners must exercise 

due care, ask informed questions, and verify that financial decisions align with the port’s strategic 

goals and legal obligations. 
• Financial Audit: Every two years, the Washington State Auditor’s Office (SAO) conducts a 

comprehensive audit of the port’s finances, policies, and procedures. This independent review 

assesses the port’s compliance with applicable laws, evaluates internal controls, and ensures 
public funds are managed responsibly. The audit process promotes transparency, accountability, 

and continuous improvement, helping the port maintain trust with its constituents and uphold its 
fiduciary obligations. 
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13. Motions and Resolutions 

Effective governance of the Port of Grapeview requires clear and orderly decision-making.  The 
Commission uses motions and resolutions—two related but distinct actions—to conduct business, 
authorize decisions, and document official actions. 
 

a. Motions 
A motion is a verbal action made during a public meeting.  It requires a second, a vote, and is 
recorded in the minutes.   
 
Motions are used when: 

• The action is routine or operational 

• The action does not create a long-term commitment 

• No statute specifically requires a resolution 

• You are giving direction to staff or approving an administrative item 
 
A motion is: 

• Made verbally during a meeting 

• Must be seconded by another commissioner 

• Adopted by a majority vote 

• Recorded in the meeting minutes 

• Generally used for routine or procedural business 
 

b. Resolutions 
A resolution is a formal written action of the Commission.  It is introduced, discussed, voted on, 
numbered, and kept permanently.  
  
Resolutions are used when: 

• State law requires it (budget, tax levies, comp scheme changes, vacancies) 

• The action establishes Port policy 

• The Port is making a significant financial commitment 

• Long-term documentation is needed 

• You want an action to be part of the Port’s permanent governing record 
 
A resolution Is: 

• A written document 

• Must be introduced in a public meeting 

• Requires a motion, second, and majority vote to adopt 

• Is assigned a resolution number 

• Is posted on the Port’s website and retained permanently 

• Establishes official policy, intent, or a legally required action 
 
Quick Rule of Thumb 

• Motion = Routine business. 

• Resolution = Policy, finance, or legally significant action. 
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14. Communications & Media 

• Use Port email for Port business 

• Social media: avoid commenting on Port matters outside adopted policy 

• Media inquiries: Port Commission President serves as spokesperson unless otherwise delegated 
 

 

15. Safety & Risk Management 

• Insurance (Enduris) 

o Enduris is the Port’s public-entity risk pool—a member-owned, nonprofit program where 
Washington local governments (like ports, fire districts, libraries, etc.) pool their risks instead of 

buying all coverage from a commercial insurer.   
o Members pay annual contributions; Enduris uses those funds (plus reinsurance) to handle claims 

and lawsuits, repair/replace covered property, and provide risk-management help (training, site 

visits, contract language guidance).   
o It’s essentially our insurance partner, but owned and governed by its members, with a mission to 

keep long-term costs stable and promote safer operations. 

• Emergency and Incident Reporting Procedures 
o Report any incident immediately to the Port Administrator, who will notify the Commission 

President and other Commissioner.  
o If there is an immediate threat to life, safety, fire, medical need, or an active crime, call 911 

first, then notify the Port Administrator.  Based on the situation, the Port Administrator (or 

designee) will contact the appropriate responders:  
➢ local law enforcement for crimes or security issues,  

➢ the fire department/EMS for fire or medical emergencies,  
➢ and—if there is a spill, sheen, hazardous release, or shoreline impact—the relevant 

environmental authorities (county emergency management and health, Washington Dept. 

of Ecology, and if warranted federal agencies).  
o Preserve the scene if safe to do so, take basic photos, and document who/what/when/where.  

o Do not make any public statements, direct media inquiries to the Commission President. 
 

 

16. Compensation 

Port of Grapeview Commissioners are compensated in accordance with RCW 53.12.260, which 
authorizes a per-diem rate for attending meetings and performing official duties. As of 2025, 

commissioners may receive $161 per day of service, with compensation limited to two per-diem days per 
month under Port policy.  This compensation reflects the time, preparation, and responsibility involved in 

attending regular meetings, special meetings, workshops, and other official Port business.  Special 
meetings and workshops qualify for an additional per diem unless the commission voluntarily waives it.  

Conversely, if a commissioner misses a regular meeting, the corresponding per diem is not earned. 

 
The Port Administrator is a part-time position and is compensated on an hourly basis, as approved by the 

Commission.  The Administrator is responsible for day-to-day administrative support, financial 
management support, recordkeeping & documentation, communication, policy implementation, project 

coordination, and advisory support to the Board. 
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17. First 90 Days — Checklist 

• Swear oath of office 

• Port Admin will Set up Port email 

• Review Documents on Port Website (Comprehensive Scheme of Harbor Improvements, Policy and 

Procedures Manual, Port Bylaws, Previous Meeting Agendas, Meeting Minutes, Resolutions) 

• Review PRA/OPMA policies; begin required training (online)  

• Review priorities and current projects with Port Administrator  

• Resources 

i. Getting Started: MRSC Resources for Port Districts https://mrsc.org/explore-

topics/economic-development/ports/getting-started-ports 

ii. Washington Public Ports Association https://washingtonports.org/ 

iii. New Commissioner Guide https://www.washingtonports.org/wp-

content/uploads/2025/02/commissionerresourceguidemarch2010.pdf 

iv. Open Government Training web page of the Office of the Attorney General 

https://www.atg.wa.gov/open-government-training 

 

 

  

 

https://mrsc.org/explore-topics/economic-development/ports/getting-started-ports
https://mrsc.org/explore-topics/economic-development/ports/getting-started-ports
https://washingtonports.org/
https://www.washingtonports.org/wp-content/uploads/2025/02/commissionerresourceguidemarch2010.pdf
https://www.washingtonports.org/wp-content/uploads/2025/02/commissionerresourceguidemarch2010.pdf
https://www.atg.wa.gov/open-government-training
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Phishing Email Awareness: Warning Signs & Best Practices 
 
Overview 

Phishing attempts are becoming increasingly sophisticated, and even legitimate looking messages may be 

fraudulent. Staying alert, verifying unexpected communications, and reporting suspicious activity are essential to 
protecting Port systems and information.  As phishing attempts become more prevalent, it becomes more 

important to verify unexpected messages—even when they appear trustworthy. 
 

Common Warning Signs of Phishing Attempts 

1. Unexpected or Out-of-Context Messages:  Even when the sender is someone you know, an 
invitation or request that arrives without prior discussion should prompt caution. 

 
2. Subtle Tone or Formatting Differences:  Phishing messages often feel slightly “off” compared to how 

the real sender typically writes. 
 

3. Email addresses that don’t match the sender: One of the most common red flags in phishing 

attempts is when the display name appears familiar, but the actual email address does not match the 
legitimate sender’s address.  Look for:  

a. Misspellings (porrt.com, port-district.co, etc.) 
b. Extra words (support, secure, admin, verification) 

c. Personal accounts (Gmail, Yahoo, Outlook) when a business email should be used 

d. Slight variations (one extra letter) 
 

4. Links That Don’t Match Their Labels:  Hovering over a link may reveal a destination unrelated to the 
stated purpose of the message. 

 

5. Urgency or Pressure to Act Quickly:  Many phishing attempts rely on curiosity or urgency to 
encourage immediate action. 

 
6. Technical Anomalies:  Some phishing attempts may pass basic email checks or appear to use a 

legitimate address due to spoofing or account compromise. 
 

Best Practices for Email Safety 

1. Verify Before You Click:  If a message seems unusual, confirm its legitimacy using a known phone 
number or alternate contact method—not by replying to the email. 

 
2. Inspect Links Carefully:  Hover over links to confirm the destination. Do not click if anything looks 

suspicious or unexpected. 

 
3. Avoid Opening Attachments from Unverified Messages:  Attachments can contain malware or lead 

to credential-harvesting sites. 
 

4. Report Suspicious Emails Promptly:  Forward questionable messages to the Port Administrator so 
they can be investigated and blocked for others. 

 

5. When in Doubt, Pause:  If something feels off, trust your instincts. Verification takes seconds; 
recovering from a breach takes far longer. 

 


