
The Board may add and take action on other items not listed on this agenda and order of action is subject to change 

The hearing facility is “barrier free” and accessible by those with physical disabilities.  Aids will be provided upon request for those 

with language/speaking or hearing impediments, but requests need to be received at least five (5) business days prior to this hearing.  
Such requests may be filed in person at the Commissioners’ Office at the address noted above or at 360/875-9337.

Pacific County is an Equal Opportunity Employer and Provider 

BEFORE THE LOCAL BOARD OF HEALTH 

PACIFIC COUNTY, WASHINGTON 

1216 W. Robert Bush Drive 

South Bend, Washington 

Tuesday, August 26, 2014 

9:00AM or shortly thereafter as possible 

AGENDA 

 
 

MEETINGS/WORKSHOPS 

Call to Order 

PLEDGE OF ALLEGIANCE FOR PACIFIC COUNTY BOARD OF HEALTH & 

BOARD OF COUNTY COMMISSIONERS MEETINGS 

Public Comment (limited to three minutes per person) 

No business to come before the Board 

CLOSE MEETING 

All matters listed within the Consent Agenda have been distributed to each County Commissioner 

for review and are considered routine.  Consent Agenda items will be approved by one motion of 

the Board of County Commissioners with no separate discussion.  If separate discussion is desired 

on a certain item, that item may be removed from the Consent Agenda at the request of a 

Commissioner, for action later. 
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The hearing facility is “barrier free” and accessible by those with physical disabilities.  Aids will be provided upon request for those with 
language/speaking or hearing impediments, but requests need to be received at least five (5) business days prior to this hearing.  Such 

requests may be filed in person at the Commissioners’ Office at the address noted above or at 360/875-9337. 
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BEFORE THE BOARD OF COMMISSIONERS 

PACIFIC COUNTY, WASHINGTON 

1216 W. Robert Bush Drive 

South Bend, Washington 

Tuesday, August 26, 2014 

9:00AM or shortly thereafter 
The Board of County Commissioners meeting will be called 

to order following the business of the Local Board of Health 

AGENDA 

 
 

MEETINGS/WORKSHOPS 

1:00 PM Workshop re: management insurance pool 

PUBLIC HEARINGS (held in the Commissioners Meeting Room unless otherwise noted) 

10:00 AM Public Hearing-Astoria-Warrenton COC Assembly Permit/Great 

Columbia Crossing walk/run 

WORKSHOPS/MEETINGS (held in the Commissioners Conference Room unless otherwise noted) 

10:30 AM Workshop w/ DCD on-site septic loan program 

Call to Order 

Public Comment (limited to three minutes per person) 

CONSENT AGENDA (Items 1-9) 

Department of Public Works 
1) Approve the disposal Topcon self-leveling laser

Department of Community Development 
2) Approve Amendment #3 to Lead Entity Project Agreement #13-1377P with

State of WA Recreation and Conservation Office; authorize chair to sign

3) Approve the disposal of fax machine

Health and Human Services Department 

4) Approve Amendment #5 to Contract #2011-13 with Coast Rehabilitation

Inc. for employment training for adults with developmental disabilities

5) Approve amendment #5 to Contract #2011-13 with Coastal Community

Action Program for employment training for adults with developmental

disabilities

6) Approve Amendment #4 to Contract #2011-13 with True North for

substance abuse treatment services for youth in North County

7) Approve Amendment #5 to Contract #2011-3 with Willapa Behavioral

Health for substance abuse treatment services in South County and adults

countywide

All matters listed within the Consent Agenda have been distributed to each County Commissioner 

for review and are considered routine.  Consent Agenda items will be approved by one motion of 

the Board of County Commissioners with no separate discussion.  If separate discussion is desired 

on a certain item, that item may be removed from the Consent Agenda at the request of a 

Commissioner, for action later. 
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8) Approve Amendment #1 to Contract #2013-15 with Boys & Girls Club

Parenting providing parent education program coordination, facilitation and

child care services for South Pacific County

General Business 

9) Approve Vendor Claims:

Warrants Numbered 123451 thru 123548 - $283, 510.91

YEARS OF SERVICE 

10) 5 years: Jamie Mosley (PCSO) 

15 years: Dotsi Grave (DPW) 

ITEMS REGARDING DEPARTMENT OF PUBLIC WORKS 

11) Accept resignation of Tim Triesch, Senior GIS Analyst; approve advertising

for vacant position in accordance with Local 367C Collective Bargaining

Agreement

12) Consider approval of Communications Facility Use Agreement with
WA State Department of Transportation for use of the Megler site

13) Consider approval of the Rural Arterial Program Final Prospectus for

South Fork and Parpala Roads; authorize Chair to sign

14) Consider approval of request to purchase Fire King insulated cabinet

ITEMS REGARDING HEALTH & HUMAN SERVICES DEPARTMENT 

15) Consider approval of requests to issue a Request for Applications (RFA) for

the 2015 Millage mini grants

16) Consider approval of Personal Service Contract with Margie Godfrey to

provide Advanced Nurse Practitioner Services in Long Beach office

17) Consider approval of Personal Service Contract with Marnie Shumacher to

provide Advanced Nurse Practitioner Services in the South Bend office

ITEMS REGARDING JUVENILE COURT SERVICES 

18) Assign expiration date of September 30, 2014 to the Leave Credit Transfers

for Family Medical Leave (approved at 8/12/2014 meeting)

ITEMS REGARDING BOARDS AND COMMISSIONS 
19) Approve reappointment of Andi Day and Dean Farrell to the Fair Board;

accept resignation from Lori Ashley

ITEMS REGARDING GENERAL BUSINESS 

20) Consider adoption of Resolution 2014-_____ amending the Credit Card

Policy procedures

21) Consider adoption of Proclamation establishing September, 2014 as

Childhood Cancer Awareness Month
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EXECUTIVE SESSION 

22) To discuss anticipated litigation, pending litigation or any matter suitable for

Executive Session under RCW 42.30.11

PUBLIC HEARING – 10:00am 

23) Astoria-Warrenton COC Assembly Permit/Great Columbia Crossing

walk/run
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Board of Pacific County Commissioners 
P 0 Box 187 * 1216 W Robert Bush Dr* South Bend, WA 98586 
Phone 360/875.9337 I Fax 360/875.9335 

AGENDA REQUEST FORM 

[TO BE COMPLETED BY THE CLERK/DEP. CLERK OF THE BOARD] 

Agenda Item #: 

BOCC ACTION: D APPROVED D DENIED 
Initial: 

D SUBJECT TO ADEQUATE BUDGET APPROPRIATIONS 

D NO ACTION TAKEN/WITHDRAWN D DEFERRED TO: 

D CONTINUEDTODATE: TIME: 

D OTHER: 

DISTRIBUTION LIST: 

D RF 0 Assessor D DPW D PACCOM 

OcF D Auditor D EMA D PCFair 

D SEA D Clerk D Health 0 Prosecutor 

0 Civil Service D Juvenile D SDC 

ODCD D NDC 0 Sheriff 

AGENDA ITEM REQUEST 

BOH/BOCC meet 2nd and 
4th Tuesday of each month, 

beginning at 9 a.m. 

REQUESTED MEETING DATE: 

8/12/2014 

Date: 

Review: 0 Clerk of the Board 

0 Risk Management 

0 Legal 

0 Superior Court 

0 Treasurer 

D Vegetation Mgmt 

0 WSU Coop. Ext. 

0 Other 

Please fill out in full or the request may be returned for more information. Also, please attach all pertinent documentation. 

DEPARTMENT/OFFICE: General Administration DIVISION (if applicable): 

OFFICIAL NAME & TITLE: Amanda Bennett, Confidential Secretary PHONE/EXT: 

DATE: 8/4/2014 

RECOMMENDED MOTION (To Be Completed by the Clerk/Deputy Clerk of the Boa rd) 

Adopt Resolution 2014-__ amending credit card policy procedures 

Revised 3/2013 Page 1 
Exhibit A to Contract/Agreement/Grant Review Policy 

X 8/26/2014
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 and rescind Resolution 2013-013



BEFORE THE BOARD OF COUNTY COMMISSIONERS 
PACIFIC COUNTY, WASHINGTON 

RESOLUTION NO. 2014-------

IN THE MATTER OF AMENDING THE PACIFIC COUNTY CREDIT CARD POLICY 

WHEREAS, the Board of Pacific County Commissioners recognizes the need for having 
financial flexibility and the use of credit cards is a customary and economical business practice 
to improve cash management, reduce costs and increase efficiency; and 

WHEREAS, commercial credit cards are designed to provide a convenient and efficient 
method for procurement of low value goods and services for official county use, and for travel 
related expenses other than meals, and the commercial charge card is a mechanism that aligns the 
financial liability to the County and not to the employee; and 

WHEREAS, commercial credit cards may be issued to Elected Officials and Appointed 
Department Directors (Department of Public Works, Public Health, Department of Community 
Development, Vegetation Management and General Administration), upon written request and 
approval by the Board of County Commissioners; and 

WHEREAS, procedures for requesting a commercial charge card is in need of 
clarification; 

NOW THEREFORE, IT IS HEREBY RESOLVED that Resolution 2013-013 is 
hereby rescinded and the attached amended Credit Card Policy is hereby adopted; 

PASS ED by the following vote this day of , 2014 by the Board of 
_Pacific County Commissioners meeting in regular session at South Bend, Washington, then 
signed by its membership and attested to by its Clerk in authorization of such passage: 

YEA· NAY ABSTAIN· and 
-- '-- '-- ' ABSENT. 

APPROVED AS TO FORM 

David Burke, Prosecuting Attorney 

ATTEST 

Marie Guernsey 
Clerk of the Board 

BOARD OF COUNTY COMMISSIONERS 
PACIFIC COUNTY, WASHING TON 

Steve Rogers, Chair 

Frank Wolfe, Commissioner 

Lisa Ayers, Commissioner 

------------------- ---~--------------------··-·-----------·--------



PACIFIC COUNTY CREDIT CARD POLICY 

The Board of Pacific County Commissioners recognizes the need for having financial flexibility. 
The use of credit cards is a customary and economical business practice to improve cash 
management, reduce costs and increase efficiency. Commercial credit cards are designed to 
provide a convenient and efficient method for procurement of low value goods and services for 
official county use and for travel related expenses other than meals. The commercial charge 
card is a mechanism that aligns the financial liability to the county and not to the employee. 

Commercial credit cards may be issued to Elected Officials and Appointed Department 
Directors, upon written request and approval by the Board of County Commissioners. 

The Elected Official and Appointed Department Director agree to accept personal and financial 
responsibility for the commercial charge card issued to them for county business. 

The following are the primary purposes for credit cards: 

• To provide the county with a mechanism to pay expenses incident to travel: training, 
tuition or registration when the time necessary to process a Purchase Order (PO) will not 
meet the time frame of the vendor to allow the County to receive a discount; making 
reservations when the vendor will not accept a Purchase Order (PO) over the phone or 
fax or the time necessary to process a PO will not meet the time frame of the vendor; and 
for general costs associated with travel other than meals. 

• To provide a convenient and efficient method for procurement of low cost goods and 
services subject to county purchasing polices. 

General policies which govern the credit card program include: 

• Credit cards will only be issued to elected officials or appointed department directors. 

• All purchases must be made in compliance with all applicable procurement statutes, laws, 
regulations, policies, rules, guidelines and County ordinances and resolutions. 

• Original itemized receipts are required for all purchases. 
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Overview of the Program 

Account options are as follows: 

Individual Account 

Department Account 

Steps to Obtaining a Credit Card 

PROCEDURES 

Card imprinted with Elected Official's or Appointed 
Department Director's name; may be used only by that 
individual. 

Card imprinted with department name; may be used by any 
employee who is authorized by the Elected Official or 
Appointed Department Director. 

1. Submit an Agenda Request Form along with a signed User Acknowledgement and 
Agreement (Attachment A) to the Board of Pacific County Commissioners requesting 
the issuance of an individual or department account with desired limit. 

2. Once approved, the Clerk of the Board will notify the Office/Department who 
submitted the request. 

3. The Office/Department will obtain the Credit Card Application from the Auditor's 
Office. 

4. The Elected Official/Department Director will submit the completed application to the 
Auditor's Office. 

5. The Auditor's Office will notify the Office/Department that the credit card is 
available. 

MANAGEMENT OF THE CREDIT CARD PROGRAM 

Board of County Commissioners 
a) Establish credit card limits and approve credit card requests from Elected Officials or 

Appointed Department Directors. 

Auditor's Office 
a) Retain signed Credit Card Applications and related forms. 
b) Monitor card activity and review management reports provided by the financial 

institution. 
c) Perform audits for compliance with policies and procedures. 
d) Vouchers for credit card payments will be date stamped when received to provide an 

accounting for timeliness of submission, processing and payments. 

Pacific County Credit Card Policy 
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Elected Official or Appointed Department Director 
a) Request account for Elected Official or Appointed Department Director for Elected 

Official's office or Appointed Department Director's department. 
b) Ensure proper card usage and compliance with County policies. Establish additional 

controls and restrictions when deemed appropriate to their Office or Department. 
c) Ensure monthly statements are reconciled in a timely manner and submitted to the 

Auditor's Office to be remitted to the financial institution within the contractual 
obligation period. 

d) Vouchers for payment to the financial institution must be submitted in a separate 
interoffice envelope clearly marked as "CREDIT CARD VOUCHER" to assure timely 
processing by the Auditor's office. 

e) Ensure that there is no duplication of payment or reimbursement for travel related 
expenses. For example, if an employee requests advance travel or a purchase order for 
travel related expenses, and uses the county credit card for payment of allowable credit 
card expenses associated with travel and/or training, the elected official or appointed 
department director must assure there has been no duplication in payment(s). 

RESTRICTIONS ON USE OF CREDIT CARD 

1. Credit cards are to be used to purchase low cost items and for travel/training expenses for 
official County business only and per county policies. This excludes any purchase of food or 
meals. 

2. A single purchase transaction may not be broken down into series of smaller purchases to 
circumvent transaction dollar limits stipulated by Pacific County Code or policies. 

3. The maximum dollar limit per transaction is $2,500.00. The credit limit per account is 
$5,000.00. Elected Officials or Appointed Department Director's may request lower 
transaction or account credit limits. Based upon demonstrated need, the Board of County 
Commissioners may authorize lower or higher credit limits. 

4. The Board of County Commissioner, an Elected Official or Appointed Department Director 
may specify additional restrictions. 

5. Credit cards may NOT be used for any of the following: 
a) Cash advances of any type 
b) Purchase of food or meals 
c) Purchase of goods or services for personal use 
d) Personal or professional services 
e) Extra hire services or temporary hire services 
f) Cellular phones services and charges 
g) Repairs for County vehicles unless an emergency occurs while traveling out of the 

County. For such emergencies either the Elected Official, Appointed Department 
Director, or the Department of Public Works ifthe vehicle is owned by ER&R, must 
provide prior authorization 

h) Purchase of goods or services on existing County contracts from other than the 
awarded vendors 

i) Capital items 
j) Fuel for personal vehicles 
k) All other purchases prohibited by law or by County travel, purchasing or other 

applicable policies or guidelines 

Pacific County Credit Card Policy 
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RESPONSIBILITIES OF CREDIT CARD USERS 

Credit Card User Acknowledgement and Agreement 
The Elected Official or Appointed Department Director must sign a Pacific County Credit 
Card User Acknowledgement and Agreement which specifies responsibility for use of and/or 
loss of the card. The Elected Official and Appointed Department Director must abide by the 
terms of the Cardholder agreement. The terms of the acknowledgement authorizes a payroll 
deduction from the Elected Official or Appointed Department Director for inappropriate, 
unauthorized, or unsubstantiated purchases with the card or late fees, subject to restrictions of 
State law. 

Purchasing and Procurement 
The Elected Official and Appointed Department Director must have a working knowledge of 
all applicable travel, purchasing and procurement policies, rules, and guidelines, and be 
responsible for adherence to these controls and procedures. All purchases must be made 
following applicable Pacific County policies, resolutions, and ordinances, and State laws. 

Subject to the forgoing, the Elected Official and/or Appointed Department Director shall: 
a) Seek the best price available and utilize discounts available at the time of purchase. 
b) Resolve discrepancies with the supplier or financial institution. 
c) Obtain a supplier sales receipt for each transaction that clearly describes the items 

purchased, price, and any applicable shipping charges and sales tax. Maintain 
original itemized receipts, sales slips, supplier invoices, packing slips, and other 
related documentation. Obtain the necessary Board of County Commissioner 
approval and submit a voucher to the Auditor's Office within five business days of 
receipt of the statement. Any Elected Official or Appointed Department Director 
using or authorizing use of a card for travel and travel related expenses (other than 
meals) must submit a fully itemized travel expense voucher per county policy. 

d) Be personally responsible for payment of unauthorized purchases or purchases not 
supported by receipts, and any late fees associated with late submission to the 
Auditor's Office for payment. 

e) Safeguard cards from theft, loss, and misuse. 
f) Contact the financial institution and telephone the Auditor's Office immediately if the 

physical card is lost or stolen. Pursuant to law, failure to notify the financial 
institution of any card loss or theft within two business days after learning of the loss 
or theft may lead to liability to the card holder for any unauthorized transactions that 
occur after the loss or theft. 

g) Maintain strict security of card numbers. Card numbers shall only be disclosed when 
necessary to make an authorized purchase. 

h) Immediately discontinue using the card if any disallowed charges are outstanding. 

Pacific County Credit Card Policy Page5 
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Disputes 
In the event the Elected Official or Appointed Department Director does not recognize a 
charge that has been posted to the billing statement, or the charge is disputed with the 
supplier and cannot be resolved, the Elected Official or Appointed Department Director must 
contact the financial institution's customer service center immediately. 

The Elected Official or Appointed Department Director will be responsible for documenting 
the dispute according to the financial institution's instructions. The Elected Official or 
Appointed Department Director may forfeit certain protections by failing to notify the 
financial institution of the error within their required time limits. 

Credit Card User Responsibility 
Credit cards must be returned to the Auditor's Office when the Elected Official or Appointed 
Department Director terminates County employment. 

The Card must be surrendered if used in a manner that is inconsistent with County policy, if 
the reconciled statements and receipts are not sent to Accounts Payable in a timely manner, 
or if finance charges are incurred as a result of Elected Official or Appointed Department 
Director's or their staffs negligence. 

The Elected Official or Appointed Department Director is personally responsible for 
payment of unauthorized purchases and/or purchases not supported by itemized receipts, or 
any late fees resulting from late submission to the Auditor's Office for processing and 
payment. 

Misuse or abuse of County credit cards may result in a revocation of the card, and possible 
legal action. 

Internet Purchasing 
A credit card number should not be entered in a website to purchase items that is not using a 
method for encrypting the purchasing information. 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. 

The Elected Official or Appointed Department Director must print a legible, itemized receipt 
at point of purchase from internet site. 

MISUSE OF THE CREDIT CARD 

If for any reason disallowed charges are not repaid by the Elected Official or Appointed 
Department Director before the card billing is due and payable, the County shall retain a prior 
lien against and a right to withhold any and all funds payable to the Elected Official or 
Appointed Department Director up to an amount of the disallowed charges, late fees and interest 
at the same rate as charged by the credit card contractor. Consequences for misuse of the Credit 
Card can include permanent revocation of Credit Card privileges, assignment of wages for 
repayment of discrepancies, notification to the County Auditor and/or WA State Auditor's Office 
to investigate the matter further, and/or further legal action if warranted. 
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CARD CANCELLATION 

A Credit Card may be canceled for any of the following reasons: 
a. The card is lost or stolen; 
b. The Elected Official or Appointed Department Director retires, resigns, or 

otherwise leaves County employment; 
c. The authorizing Elected Official or Appointed Department requests cancellation 

for any reason; 
d. The Board of County Commissioners or the County Auditor requests cancellation. 

Pacific County Credit Card Policy 
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ATTACHl\1ENT A 

PACIFIC COUNTY CREDIT CARD POLICY 
USER ACKNOWLEDGEMENT AND AGREEEMENT 

My signature below indicates that I have received and reviewed the Pacific County Credit 
Card Policy (Resolution 2014- ) and the Credit Card Cardholder Instructions 
(Attachment B), and any questions have been answered to my satisfaction. 

My signature signifies that I have agreed to abide to all terms and conditions included in these 
documents and understand that I can be held personally liable for any misuse of the County's 
Credit Card that is issued to me or my Department or Office. 

Dated this ______ day of _____________ _ 

Signature 

Printed Name 

Title 

Pacific County Auditor's Office 

Signature 

Printed Name 

Title 

Pacific County Credit Card Policy Page 8 
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ATTACHMENTB 

PACIFIC COUNTY 
CREDIT CARD CARDHOLDER INSTRUCTIONS 

These instructions are divided into the following sections: 

SECTION 1 - INTRODUCTION 
SECTION 2 - CARDHOLDER RESPONSIBILITIES 
SECTION 3 - GENERAL INFORMATION 
SECTION 4 - MAKING A PURCHASE IN PERSON 
SECTION 5 - MAKING A TELEPHONE, MAIL, OR INTERNET PURCHASE OR PLACING 

A FAX ORDER 
SECTION 6 - PROCEDURES AFTER PURCHASE 
SECTION 7 - DISPUTE RESOLUTION PROCESS 
SECTION 8 - CARD SECURITY 

1. INTRODUCTION 

A. Pacific County has used various methods to accomplish the purchase of goods and 
services. Traditional payment methods such as purchase orders and cash payments have 
not always been accepted by merchants. The use of Credit Cards is a customary and 
economical business practice used to improve cash flow, reduce costs and increase 
efficiency. Therefore, the Board of County Commissioners has authorized the use of 
credit cards for expenses, other than meals, incident to travel, and for the purchase of low 
cost goods and services subject to established purchasing and procurement policies and 
procedures. 

B. Credit Cards issued by Pacific County to Elected Officials or Appointed Department 
Heads must be used in accordance with County policy and these procedures. Credit Cards 
issued by the County are for Official Government Use Only. County Credit Cards may 
not be used for personal purchases. The Credit Card Cardholder should become familiar 
with the policy, these instructions and is encouraged to review the provisions of the 
Ethics in Public Service Law (RCW 42.52). In addition, attention should be paid to RCW 
42.52.160 (Use of Persons, Money or Property for Private Gain) and WAC 292-110-010 
(Use of State Resources). Any Cardholder, who improperly uses the County Credit Card, 
may be subject to prosecution and penalties to the full extent provided for by law. 

C. A number of controls have been developed for the Credit Card program that does not 
exist in a traditional credit card environment. These controls ensure that the card will be 
used only for specific purchases and within specific dollar limits. In addition, the 
Cardholder is required to confirm all purchases, with verification performed by the 
Elected Official, Appointed Department Head or designee, before payment is authorized. 

The Auditor's Office will monitor program implementation to assure compliance with the 
County policy and these procedures and make quarterly reports to the Board of 
Commissioners concerning the Program. 
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Appointed Department Heads and Elected Officials should have a working knowledge of 
all applicable policies and procedures. Appointed Department Heads and Elected 
Officials may establish credit card controls for their individual offices and employees that 
will be in addition to, but not less restrictive than, the requirements of the County Credit 
Card Policy and these instructions. 

D. This document provides instructions on the proper day-to-day use of County Credit Cards 
as a supplement to purchase orders and vouchers. In the event there is a conflict between 
these instructions and State law or County policies, State law or the policies shall prevail. 
Pacific County has policies that guide methods for purchase (to comply with bid laws), 
methods to claim reimbursement specifying when receipts are required, and policies that 
limit or restrict amounts allowable for reimbursement for travel expenses. These 
guidelines should be read in conjunction with those policies; these guidelines do not 
supersede other County policies. 

2. CARDHOLDER RESPONSIBILITIES 

A. The Cardholder must ensure use of the Credit Card is for legitimate business purposes 
only. Misuse of the card will subject the Cardholder to disciplinary action, and possible 
legal action. The Cardholder must: 

B. Maintain the Credit Card in a secure location at all times. 

C. Adhere to the purchase limits and ensure that the total transaction(s) amount does not 
exceed the preset spending limits. 

D. Obtain a receipt with item price, shipping, and tax information for ALL transactions. 
Submit the receipt and packing slip if available to the appropriate office or departmental 
personnel for reconciliation and timely payment. 

E. Report erroneous declines, fraudulent or disputed charges to the Chief Accountant as 
soon as they are known. 

F. Not accept cash in lieu of a credit to the Credit Card account. 

G. Immediately report lost or stolen cards in accordance with these procedures. 

H. Surrender the Credit Card to the Auditor's Office upon separation from employment with 
Pacific County. 
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3. GENERAL INFORMATION 
Activation and use of Credit Card: 

A. If you have requested a credit card in your name the credit card that you receive will have 
your name embossed on it as well as your office or department name. No member of your 
staff, your family, or anyone else may use the County credit card issued to you. It has 
been specifically designed to avoid confusing it with your personal credit card. THIS 
CREDIT CARD MUST NOT BE USED FOR PERSONAL PURCHASES! 

B. If you have requested a credit card in your office or department's name the credit card 
that you receive will have your office or department name. You will be authorizing the 
use by staff members of the department card and be responsible for all terms and 
conditions outlined in this agreement. 

C. At the time you receive your Credit Card, you will also receive a copy of the Credit Card 
Cardholder Agreement that indicates the maximum dollar amount for each single 
purchase and a total for all purchases made with the Card within a given month. The 
County limit is $2,500.00 per single purchase and $5,000.00 within a given month. 

D. The cardholder agreement also includes other disclosures required by Federal law and 
terms governing the use of your Credit Card. You should read these and become familiar 
with the terms and conditions. 

E. You may use your Credit Card at any merchant that accepts credit cards for payment. 
(Except, see Credit Card Policy for specific :ase exclusions). 

F. The Chief Accountant will provide the Board of Commissioners with a biannual report 
detailing the number of cards issued, names of individuals holding cards, date issued, and 
card limits. 

4. MAKING A PURCHASE IN PERSON 

A. Obtain an itemized receipt for your purchase. Sometimes the vendor will give you a 
single receipt that includes the credit card transaction information as well as the itemized 
list of merchandise purchased. Some vendors may give two receipts; one for the credit 
card transaction and one for the merchandise. In either case, you must retain these 
documents for submission to the Auditor's Office to authorize payment. YOUR 
RECEIPTS MUST GIVE A DESCRIPTION OF EACH ITEM PURCHASED. 

B. The merchant will require you to sign the sales draft. Before you do, verify that the dollar 
amount is correct and that sales tax had been added. County purchases are taxable, so it is 
important that the merchant adds tax. Also, verify that the merchant business name is on 
the receipt. NOTE: if you are in a location that does not charge sales tax at the point of 
sale, compensating tax in lieu of sales tax will be remitted to the State of Washington by 
Pacific County at a later time. 

C. Make sure that the merchant returns your card to you. 
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D. Maintain receipts for completing your expense voucher or payment request. 

5. MAKING A TELEPHONE, MAIL, OR INTERNET PURCHASE OR 
PLACING A FAX ORDER 
Take proper precautions to safeguard your account information. 

A. When placing a telephone, mail, internet or fax order, you will be asked to provide your 
name, credit card number, expiration date on the card, and a billing address. Order forms 
that allow credit card payment will require your signature. 

B. Specify to the merchant that an itemized receipt must be shipped with the merchandise. 

C. When your order arrives, retain the receipt document(s) for submission to the Auditor's 
Office with your payment request. 

D. If a mail, telephone, internet or fax order transaction is posted to your statement before 
you actually receive the goods, note it on your payment request, and forward the receipt, 
with explanation, to the Auditor's Office as soon as possible. (A merchant cannot charge 
your account until an order has been shipped, so the delay time should only be the time it 
takes for shipping.) 

E. Internet (on-line) orders should only be placed with reputable merchants who provide a 
secure ordering site. A credit card number should not be entered in a website to purchase 
items if the site is not using a method for encrypting the purchasing information. 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 icon should 
be "locked". If the padlock is not "locked", the transaction information is not secure. 

6. PROCEDURES AFTER PURCHASE 
Submit timely payment requests to avoid late fees and finance charges. 

A. The Cardholder is required to submit a request for payment to the County Auditor's 
Office for the next appropriate billing cycle following receipt of the credit card statement. 
The payment instructions (voucher or travel expense voucher) must include the following 
information: 

• Cardholder' s name, office or department 
• Month/Year of the billing cycle being recorded 
• Date of transaction 
• Merchant Name 
• Complete item(s) description (Be specific. A description of "Misc. Parts" is not 

acceptable.) 
• Receipts, as required 
• Total amount charged for each transaction 
• Total charges for the billing cycle 
• Budget code for each transaction 

Pacific County Credit Card Policy 
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B. The County currently has weekly payment cycles. These cycles may or may not 
correspond to payment due dates for the credit card billings. Pay close attention to the 
due dates on statements received from the Credit Card Company. Submit payment 
requests to ensure timely payments. 

C. At the close of the Credit Card company's billing cycle; the Bank will mail a statement to 
each Cardholder. The statement will show all transactions posted to your account during 
the bank's billing cycle. Upon receipt of your credit card statement, submit for the 
appropriate County payment cycle by completing each of the actions below. 
Review the statement for accuracy. Compare each transaction to your own 
records. 

Attach all required receipts to the Voucher - for only those transactions shown on the 
credit card/bank statement. If you have any receipts for purchases that are not posted to 
the current statement, hold them over and record them on next month's Voucher. 

Total the current month's charges on your Voucher. It should match the total on the 
credit/bank statement. 

Obtain appropriate signatures on the Voucher, and submit to the Auditor's Office. 

D. If you have returned an item, attach the credit slip to the Voucher for the month in which 
the credit appears on your statement. It is the Cardholder' s responsibility to see that 
returns are properly credited. A return of goods purchased using your Credit Card must 
always result in a credit issued towards your Credit Card account. Cash in exchange for 
merchandise returned should never be accepted. If a merchant refuses to issue a credit, 
treat the situation as a dispute and follow the instructions in Section 7: Dispute 
Resolution Process. 

7. DISPUTE RESOLUTION PROCESS 
Cardholders may be liable for unauthorized use of the Credit Card unless specific steps are taken 
to notify the Card Provider and/or Bank of unauthorized use or disputed charges. 

A. If a charge shown on your statement is incorrect, or you do not recognize a transaction, 
call the Credit Card Security Department at the telephone number listed on your 
Disclosure Agreement. The Credit Card Security Department will help you place the item 
in dispute or stop use of the card. 

B. The Card Provider may send you a letter, requesting additional information concerning 
the disputed charges or unauthorized use. You must provide the required information 
within sixty (60) days of the date of the first statement on which the disputed charge 
occurred or within such other time as may be established by Card Provider. Keep a copy 
of written materials furnished to the Card Provider and attach another copy to Vouchers 
submitted for payment. 

Pacific County Credit Card Policy 
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C. The Bank and/or Card Provider will research the charge and make appropriate 
adjustments to the account. The disputed item will be noted on the following month's 
statement for reconciliation purposes. The disputed item will be reflected in the 
outstanding balance but will not be part of the total amount due. 

D. When a disputed item has been resolved, a line item credit will be added to the statement 
and reflect a note regarding the status of the credit. The outstanding balance will be 
adjusted by the credit amount to reflect the final settlement of the disputed item. 

E. You must cooperate in any investigation of disputed charges or alleged unauthorized use. 

8. CARD SECURITY 

A. Cards and the account number must be safeguarded against loss, theft and unauthorized 
use. The card shall be retained in a secure location. The security of card numbers must be 
maintained. In order to minimize liability for unauthorized purchases, the Cardholder 
must report lost or stolen cards immediately by calling the issuer's customer service 
center, the Auditor's Office and the appropriate personnel within the Cardholder's office 
or department. 

The County will not be responsible for any unauthorized or illegal charges resulting from 
inappropriate or misuse of the credit card by the Cardholder or their authorized user. The 
County has agreed to cooperate with the issuer in any investigation, litigation, or 
prosecution concerning alleged wrongdoing or suspected fraud or abuse arising from use 
of the Credit Card. If requested, the County will provide a statement by an appropriate 
official and/or employee, regarding reimbursements or disputed, authorized or 
unauthorized charges. 

An elected official, appointed department director or their authorized user who makes 
unauthorized purchases or carelessly uses the County Credit Card will be personally 
liable for the total amount of the unauthorized purchase. 

B. IMPORTANT IF YOUR CARD IS LOST OR STOLEN: Immediately notify the 
Auditor's Office and the Bank. The Sheriffs Office or Police should be notified 
depending upon the situation, i.e. robbery, burglary, etc. 

Provide the following information to the Auditor's Office: Your name, the date reported 
to the Sheriffs Office or police (if applicable), the date reported to the Bank or Card 
Provider, and any purchases made on the day the card was discovered lost or stolen. Your 
missing card will be canceled and a new card number may be issued to you. 

Pacific County Credit Card Policy 
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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; 

(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; 
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(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; 

(j) To consider, in the case of the state library commission or its advisory bodies, western library 
network prices, products, equipment, and services, when such discussion would be likely to 
adversely affect the network's ability to conduct business in a competitive economic climate. 
However, final action on these matters shall be taken in a meeting open to the public; 

(k) To consider, in the case of the state investment board, financial and commercial information 
when the information relates to the investment of public trust or retirement funds and when 
public knowledge regarding the discussion would result in loss to such funds or in private loss to 
the providers of this information; 

(l) To consider proprietary or confidential nonpublished information related to the development, 
acquisition, or implementation of state purchased health care services as provided in RCW 
41.05.026; 

(m) To consider in the case of the life sciences discovery fund authority, the substance of grant 
applications and grant awards when public knowledge regarding the discussion would 
reasonably be expected to result in private loss to the providers of this information; 

(n) To consider in the case of a health sciences and services authority, the substance of grant 
applications and grant awards when public knowledge regarding the discussion would 
reasonably be expected to result in private loss to the providers of this information; 

(o) To consider in the case of innovate Washington, the substance of grant or loan applications 
and grant or loan awards if public knowledge regarding the discussion would reasonably be 
expected to result in private loss to the providers of this information. 

(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. 

http://apps.leg.wa.gov/RCW/default.aspx?cite=41.05.026
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