Brinnon Parks & Recreation District
PO Box 643 Brinnon, WA. 98320
Phone: 360-796-7002 www.brinnonparksandrec.org

June 10, 2020 6:30pm

VI.

VIL.

Minutes for Regular and Annual Meeting

Brinnon School
46 Schoolhouse Rd. Brinnon, WA 98320

Call to Order: 6:48 for our annual meeting

Roll Call: Commissioners Graham, Beck, Barnet and Keitzman who joined us at 6:59
Approval of Agenda: Motion to approve by Beck and seconded by Barnet. Vote
unanimous

Public Comment (Limit 3 minutes): None
Approval of Minutes

a. May 13, 2020: Minutes approved as written by unanimous vote.
Consent Agenda

a. Treasurer Report: carried over to next month.

Unfinished Business

a. Update on Point Whitney Access Redevelopment Project (Boat Ramp): State will
submit and Parks and Rec will continue to support the project.

b. Review, discussion, and action on Cash Receipting Policy: After some clarifying
discussion we decided to continue our discussion at the next meeting.

c. Brinnon Parks and Rec Recreation Website Needs to Convert to New “Sites”
Platform: John Neurenberg will assist with this conversion.

d. Annual Reporting: All complete thanks to Belinda and Keith.

e. Discussion and possible action on impacts of Gov. Inslee’s Covid-19 Reopening
Phasing Plan to 2020 Programming see attached calendar: Reviewed programs and
activities.” Knitting will need to be on Zoom. * A flyer for the computer classes will
be printed by Keith and also on the Brinnon News page. *Need more information
about the swim classes so will revisit the next meeting.*Choose August 13 at the
Marina Pub with a different table configuration. Carol Danielson and Ruth Dunham
are willing to lead the group. Jennifer thought she could get a wine donation and
we will reach out for sponsors. September 10 Mushrooming Class with the library
was discussed. We did not think a virtual class outside of Brinnon was what we
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were willing to co-sponsor. We'll hope to postpone until 2021 and meet at our
community center.*In October we will participate in the Fall Festival at the school.

VIlIl.  New Business

a. Review Mission Statement, Goals, Bylaws, Operating Procedures, and Officers
positions: Approved the same Mission Statement and chose to keep the same
offices. We are in our third year goals and are doing well. Commissioners need to
read the Bylaws and Operating Procedures before our next meet so we can discuss
them.

b. Review, discuss and take possible action on email from Ms. Murdock regarding
organized swimming at Point Whitney beach. This is a possibility for 2021.

c. Discuss and take action on what to do with the District laptop: Commissioner
Barnet will use for secretarial duties

IX.  Public Comments (Limit 3 minutes)

X.  Comments from the Commissions/Items for next Agenda: Jennifer suggested Concerts in
the Park as a good activity to sponsor.

Xl.  Adjournment:8:01

Next meeting on: General Meeting - July 8, 2020
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Item V

Brinnon Parks & Recreation District
PO Box 643 Brinnon, WA. 98320
Phone: 360-796-7002 www.brinnonparksandrec.org

May 13, 2020 6:30pm

Regular Meeting Minutes
Zoom Video Meeting:
If you would like a link sent to you contact bgraham@brinnonparksandrec.org

. Call to Order at 6:30

Il Roll Call: Commissioners Graham, Coleman, Beck and Barnet. Jennifer Keitzman visitor

lll.  Approval of Agenda: Motion to move item #8a after Public Comment made and 2nd by
Beck and Coleman. Unanimous vote.

IV.  Public Comment (Limit 3 minutes)

V.  Approval of Minutes
a. April 8, 2020 Coleman moved to accept as written. Beck seconded. Unanimous
vote.

VI.  Consent Agenda

a. Treasurer Report: Beck reported that it was the same as last month $8,195.39.
Moved to accept as stated by Coleman 2nd Barnet passed 4/0.

VIl.  Unfinished Business

a. ShrimpFest 2020 -
i. Review, discussion, and action on Amended 2020 Rental Agreement to 2021
Rental Agreement; and authorize Commission Graham to make any
non-substantive changes with the proviso the Agreement is ratified by the
Board. Motion made and seconded by Barnet and Coleman to authorize
Graham as written above. Unanimous vote.

ii. Review, discussion, and action on Amendment #1 to the Memorandum of
Understanding By and Between Brinnon Parks and Recreation District and
Emerald Towns Alliance; and authorize Commission Graham to make any
non-substantive changes with the proviso the Agreement is ratified by the
Board. Discussed: 1. Check budget before we approve 2. Who carries the
losses when SF doesn’t happen? Seems like the loss should be split. 3.
ShrimpFest budget should be completed in July and approved by ETA in
August. Agreed to the rest of the Memorandum of Understanding. Will go to
ETA For their review. Authorized Graham unanimously to make
non-substantive changes which will be ratified by the board.
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b. Update on Point Whitney Access Redevelopment Project (Boat Ramp): The state
still has concerns and wants to go through the Army Corps of Engineers. If the
County and State do not have the same goals and then the funds will be lost if not
used.

c. Labor and Industries Update: Cost is $5.90 per volunteer. Jennifer will check on
the Volunteer’s information the state requires.

d. Review, discussion, and action on Purchasing Policy and Cash Receipting Policy:
Motion made by Barnet and 2nd Coleman, to accept the flow chart representing
purchasing policy as presented by Graham. Unanimous passage. Will cover cash
receipts at the next meeting.

e. Brinnon Parks and Rec Recreation Website Needs to Convert to New “Sites”
Platform: Waiting for John Neurenberg to return to Brinnon to discuss in more
detail. Keitzman may assist him.

f.  Annual Reporting

i. 2019 Audit Exit Letter: all minutes need to be approved/approval of vouchers
needs to be recorded/ Beck will include in the report at our next meeting

ii. Employee Compensation (Completed by Graham 3/2020)
iii. JLARC Public Records Data Collection (Completed by Barnet 4/2020)
iv. Annual Filing Tax Return (Coleman due June)Will complete 5/14/20

v. Annual State Audit (Beck due May): Will meet with Belinda on 5/15/20 to
answer questions.

VIlIl.  New Business

a. Discussion and action on letter of Interest from Jennifer Keitzman to fill Commissioner
Position 3: After presenting her motivation to apply, Jennifer Keitzman was appointed
through a motion and second by Beck and Coleman. All were in favor.

b. Discussion and action to fill Vice-chair position: Barnet moved and Colman seconded that
our new commissioner will fill this role. Passed 4/0

c. Discussion and action on Brinnon Booster Club Lifetime membership in the amount of
$100: Voted 4/0 after motion by Barnet and second by Coleman to donate $250 to the
Booster Club to support their Community Rec. programs.

d. Discussion and possible action on impacts of Gov. Inslee’s Covid-19 Reopening
Phasing Plan to 2020 Programming
i. Knitting Circle (Graham) Second Sunday of Monday 1:00pm - 3:00pm @
Brinnon Community Center (Via Zoom)
ii. Hiking Program (Graham) Thursday, May 7, 2020 6:00pm - 8:00pm @
Brinnon Community Center: On hold until March 2021.
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iv.
V.
Vi.
Vii.
viii.
iX.

Mushrooming Program - Thursday, September 10, 2020 6:00pm - 8pm @
Brinnon Community Center: No schedule changes yet as JC Library is the
lead on this program.

Hunting Program

Fishing Program

Summer Computer Class Brinnon Community Center (June/July): John
Neurenberg will teach and may change to July and August.

Art & Wine (August): Will use the house @ the marina on 18, 19 or 20.
Community Swim Days (July/August): Undecided

Fall Festival: Will participate in October.

IX.  Public Comments (Limit 3 minutes) none

X.  Comments from the Commissions/Items for next Agenda: send email to Rhonda Burell
about Tee and sweat shirts which have been ordered for Shrimpfest.

Xl.  Adjournment at 8:08

Next meeting on: General Meeting - June 10, 2020
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Item Vli(b)

-Draft-

Brinnon Parks and Recreations District
Policy - #002
Cash Receipting

The intent of the Policy is to establish a procedure for receiving funds (cash or checks) by the District and
depositing the funds with the Jefferson County Treasurer.

1. Deposits

1.1.  Every public officer and employee, whose duty it is to collect and receive payments should
deposit receipts with the treasurer of the local government at least once every 24 hours. The
treasurer of the local government may grant an exception where such daily transfers would
not be administratively practical or feasible (RCW 43.09.240). On March 9, 2016 the District
was granted an exception to deposit on a weekly basis.

1.2. Deposits must be made intact, meaning all payments received must be deposited without
substitution. This is evidenced by the composition of checks and cash listed on the deposit
slip matched to related receipt records.

1.3.  Checks must be restrictively endorsed For Deposit Only immediately upon receipt.

2. Receipt Forms

2.1.  Receipts should be pre-numbered and imprinted with the name of the local government.

2.2. Ifareceiptis voided, the original and any copies of that receipt must be retained.

2.3. Receipts must include the following information:

2.3.1.  Identification of payor

2.3.2.  Amount received

2.3.3.  Mode of payment (cash, check, credit card, other)

2.3.4. Purpose of payment

2.3.5. Identification of employee who prepares receipt.
3.  Internal Control

3.1.  Vice-Chair shall open mail and prepare list of cash and checks received on the remittance
list then deliver to the Treasurer for processing.

3.2.  Treasurer shall date and post (amount, recipient and purpose) all deposits upon receipt on a
cash flow spreadsheet to be reconciled with County’s journal entries monthly.

3.3.  Treasurer shall physically safeguard deposits using bank bags with locks or other
tamper-proof devices until deposited.

3.4.  Treasurer shall post deposit receipts in file for access by all Board member review.

4. Receiving Payment through Third Party Vendor
4.1.  This section will be completed if ever purtainent.

Approved on
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Item Vli(e)
2020 Program and Activities”
Updated June 4, 2020

January 12 - Knitting Circle Brinnon Community Center 1-3pm - Completed
January 22 - ShrimpFest Meeting Brinnon Community Center 6:30-8pm - Completed

February 9 - Knitting Circle Brinnon Community Center 1-3pm - Completed

March 8 - Knitting Circle Brinnon Community Center 1-3pm - Completed

April 12 - Knitting Circle Brinnon Community Center 1-3pm - Via Zoom

April 17/18 or 24/25 - Shrimp Process for ShrimpFest location will be noticed in April - Canceled
May 7 - Hiking Essential by Mountaineers Brinnon Community Center 6-8pm - Rescheduled to March
2021

May 10 - Knitting Circle Brinnon Community Center 1-8pm - Canceled

May 23/24 - ShrimpFest Hjelvik Field 10am-6pm - Canceled

June 14 - Knitting Circle Brinnon Community Center 1-3pm

July 6 - Window 10 Basic Brinnon Community Center 10am-12(noon)

July 9 - Window 10 Basic Brinnon Community Center 10am-12(noon)

July 12 - Knitting Circle Brinnon Community Center 1-3pm

July 13 - Window 10 File Management Brinnon Community Center 10am-12(noon)
July 15 - Community Swim Days Pleasant Harbor Marina 8am-12(noon)

July 16 - Window 10 File Management Brinnon Community Center 10am-12(noon)
Jul 20 - Facebook for Macs and PCs Brinnon Community Center 10am-12(noon)
July 22 - Community Swim Days Pleasant Harbor Marina 8am-12(noon)

July 23 - Facebook for Macs and PCs Brinnon Community Center 10am-12(noon)
July 27 - Facebook for Macs and PCs Brinnon Community Center 10am-12(noon)
July 29 - Community Swim Days Pleasant Harbor Marina 8am-12(noon)

August 5 - Community Swim Days Pleasant Harbor Marina 8am-12(noon)

August 9 - Knitting Circle Brinnon Community Center 1-3pm

August 12 - Community Swim Days Pleasant Harbor Marina 8am-12(noon)

August TBD - Art & Wine Fundraiser Pleasant Harbor Marina 4-6pm

September 10 - Mushrooming with Langdon Cook Brinnon Community Center 6:30-8:30pm

September 13 - Knitting Circle Brinnon Community Center 1-3pm

October 11 - Knitting Circle Brinnon Community Center 1-3pm
October TBD - Fall Festival/Trunk or Treat

November 15 - Knitting Circle Brinnon Community Center 1-3pm
December 13 - Knitting Circle Brinnon Community Center 1-3pm
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*Still to be scheduled Hunting and Fishing Program
Item VIli(a)

Mission Statement
For
Jefferson County Parks and Recreation District No. 2

aka. Brinnon Parks and Recreation District
1/9/19

The mission of Brinnon Parks and Recreation District shall be as a municipal corporation to
provide quality recreational and leisure activities in facilities designed to provide for said
activities; and in support of the community of Brinnon serve as advocates for community needs.
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Brinnon Parks and Recreation District
1, 3 and 5 Year Goals

At the March 28, 2018 Work Session commissioners discussed and updated 1, 3 and 5 year goals as
follows:

1 Year Goals:

TI=o T=o To T=e T=o T=o T=o To

EIN applied for

Stabilize Commissioners turnover

Meet consistently

Update operating documents (Bylaws, Mission Statement, etc)

Establish relationships/partnerships with other community organizations (School District, Chamber,
ETA, etc.) Develop list community organizations

Complete two events/program(s)
Apply for grants and participate in fundraisers
Submit all regulatory documents within deadlines

3 Year Goals:

T=e T=o T=o T=o T=o TSeo I I~ I

Continue meeting consistently

Continue developing relationships/partnerships with other community organizations (School District,
Chamber, ETA, etc.)

Establish 4 to 8 regular events/programs with budgets such as Swims Days, Recreational Programing,
and Concerts (grow slowly add a few events/programs a year)

Continue to apply for grants and participate in fundraisers
Establish fund development opportunities

Re-evaluate levy timing, budget, programming

Explore partnership with County on program delivery
Submit all regulatory documents within deadlines

Be advocates for community needs

5 Year Goals:

T=e T=o I=o T=o To I I~ T

Continue meeting consistently

Continue developing relationships/partnerships with other community organizations (School District,
Chamber, ETA, etc.)

Establish minimum of 12 regular events/programs with budgets such as Swims Days, Recreational
Programing, and Concerts (grow slowly add a few events/programs a year)

Continue to apply for grants and participate in fundraisers

Establish fund development strategic action plan

Submit all regulatory documents within deadlines

Continue being advocates for community needs

Explore partnership with County and Olycap to assist in operating facility and other opportunities
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A Stabilize revenues, manage expenditures, balanced budget, and build reserves

JEFFERSON COUNTY
PARKS AND RECREATION DISTRICT No. 2

BYLAWS
ARTICLE I: NAME AND PURPOSE

1.The name of this organization shall be “Jefferson County Parks and Recreation
District No. 2" and may also be referred to as “Brinnon Parks and Recreation
District™ (herein the “District™).

2.The District is a Special Purpose District and a Junior Tax District, distinct from
and located within the boundaries of Voting Precinct No. 204 of Jefferson County,
WAL (herein the “Brinnon Community™).

3.The District shall be govemned by the Open Public Meetings Act, the Appearance
of Faimness Act, the Conflict of Interest Doctrine, and all RCW's and WAC’s
pertaining to Junior Taxing Districts and Parks and Recreation Districts,

4. The purpose of the District is to provide an inclusive, accessible and safe
environment to fulfill the social, recreational and community needs by engaging
and strengthening the community through partnerships while retaining the rural
atmosphere and protecting the natural environment.

3.The District’s Board of Commissioners (herein the “Board™) shall be responsible
for the planning and the administration, operation, maintenance, repair,
improvement, and protection of District's assets in a manner representative of and
consistent with achieving the needs and desires of the Brinnon Community.

6. The district shall have such powers as are necessary to carry out the purpose for
which they are created (RCW 36.69.130).

ARTICLE II: COMMISSIONERS

1. Any elected, re-elected, or appointed Commissioner must be a registered voter of
Voter Precinct No. 204,

2.There shall be five (5) Commissioner Positions (RCW 36.69.070),

3.Each Commissioner position shall be staggered, and the term of any vacancy
filled by appoiniment shall be limited to the term of the successor (RCW
36.69.090).

4. The majority of seated commissioners shall constitute a quorum. While a quorum
shall be required to conduct the business of the Board, lack of quorum shall not
impede the public's opportunity to provide input to the Board during a regularly
scheduled meeting.
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3.Four absences by a commissioner within a year from Regular and/or Special
Meetings, shall be considered as a vacation of the position upon unanimous vote of
approval by the Board. The nature of such absences as “excused” or “unexcused”
shall be taken into account prior to the vote.

6.Commissioner resignations shall be presented in writing to the Secretary of the
Board.

7.Commissioners that have resigned or have vacated their positions shall return all
items and documents related to the Commissioner’s position.

8. Any vacancy shall be filled by unanimous approval of the Board and shall result
in the appointment of a new Commissioner by the Chairperson to complete the
term of the position.(RCW 36.69.100).

9. Mominations for vacated positions shall be made by any Commissioner or
resident of Brinnon following the Board's approval that the position has been
vacated.

10.The Board shall elect a Chairperson, Vice Chairperson, Secretary, and Treasurer
(herein collectively “Officers”) each year at the Annual Meeting (RCW 36.69.120).
Elections of specific positions may occur upon resignation of a Commissioner or if
a Commissioner is unable to fulfill the commitment.

11.Commissioners shall receive no compensation for their services but shall be
entitled to receive necessary expense for attending board meetings or when
otherwise engaged on district business (RCW 36.69.110). Compensation must be
included as part of the Annual Budget Plan and pre-approved by the Board.

ARTICLE I1I: MEETINGS

1. All District meetings shall be open to the public, and attendance by community
members shall be encouraged.

2.All correspondence related to District issues between any Commissioner and any
member of the public is subject to review by the Board and admission to the public
record. Such correspondence must include the originators name and address.
3.The Board shall schedule and announce monthly meetings (herein “Regularly
Scheduled Meetings™) and annual meetings (herein “Annual Meetings”). The
Board shall provide public notice of such meetings (RCW 36.69.120).

4.Special Meetings may be called by the Chairperson, or a majority of the Board in
attendance at a Regularly Scheduled meeting, or upon the request of 50% of
community members present at any Regularly Scheduled Meeting. The scheduling
of a Special Meeting shall be approved by majority vote of the Board. The Board
shall give public notice of such Special Meetings.

5.The Annual Meeting shall be held concurrently at the Regularly Scheduled
Meeting in June of each year unless otherwise rescheduled by the Board.
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6.The agenda for each Regularly Scheduled, Special, Work Session and Annual
Meeting shall be distributed to each Commissioner and posted at the meeting place
no later than three (3) days prior to upcoming meetings. Agenda’s shall clearly
denote allowances for public comments.

7.Emergency Meetings may be called by any Commissioner to address any
significant impediment to the security of our community or the District’s assets.

ARTICLE 1V: VOTING

1.All Board voting shall be done by voice.
2, Absent Commissioners may vote by proxy, as long as the vote is personally
signed and provided to the Secretary before the meeting.

ARTICLE V: COMMITTEES

1.The Board may form committees to conduct specific aspects of the District’s
business (herein “Committees™) and the Chairperson may appoint, following a
majority vote, Commissioners to serve on such Committees.

2. The Board shall, by majority vote, define such specific aspects of the District’s
business to be conducted by the Committee and delegate specific authority to the
appointed Commissionen(s).

3.Each Committee shall, prepare a business plan and budget which must be
approved by the Board and included in the Annual Budget Plan.

ARTICLE VI: FIDUCIARY RESPONSIBILITY

1.The Board shall practice due diligence to protect the District’s assets, property,
and financial integrity.

2.The Board shall administer the District's business and operate District facilities
in a financially responsible manner. The Board shall not, except in the event of an
Emergency, deplete funds so as to jeopardize Operating Expenses, as identified in
the Annual Budget (RCW36.69.160 & 170).

3.Expenditures made during an emergency situation shall be approved by a
majority vote of the Board at an Emergency Meeting or at the next Regularly
Scheduled Meeting.

4. An Annual Budget Plan shall be developed by the District’s Treasurer and
presented for review and approval by the Board before being submitted to the
County for review and approval.

5.MNo dues, other than levy taxes, shall be collected on behalf of the District or
collected on its behalf by the Jefferson County.
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6.The Board shall, by majority vote, hire and fix the compensation of any persons
necessary for the operation of the District’s business.

7.The Board shall pay District debts and obligations promptly with full public
disclosure of pertinent details and compliance with standard accounting practices.

ARTICLE VII: PARLIAMENTARY AUTHORITY AND
GOVERNING STANDARDS

1.The Board may use Robert's Rules of Order Newly Revised for Small
Assemblies to provide guidance on relevant procedures.

2. The Board may, by majority vote, request that a person vacate a meeting in the
event of disruptive behavior by that person.

3.The Board may, by majority vote, adjust the agenda of Regularly Scheduled
Meetings to include issues not included on the public notice published before the
meeting.

8.No Commissioner shall represent the Board or the District in any capacity to any
party without prior authorization; such prior authorization shall be established by
the Board’s majority vote.

9.No Commissioner shall act as an agent of the District or otherwise bind the
District in contract without prior authorization; such prior authorization shall be
established by the Board’s majority vote.

ARTICLE VIII: AMENDMENTS TO BYLAWS

1.The Bylaws shall be adopted only by majority vote of the Board.

2.The Bylaws shall be amended only by super majority vote of the Board.
3.Proposed amendments to the Bylaws shall be read aloud at the Regularly
Scheduled Meeting in which such amendments are proposed, and the Board shall
then explain the justification for and potential consequences of such proposed
amendments.

ARTICLE IX: DISSOLUTION

In the event of dissolution of the District, all District assets shall be liquidated and
the Board shall determine, by majority vote, the details of subsequent distribution
of the proceeds after satisfying all debts, which shall exclusively go to non-profit
organizations located in Jefferson County, whose endeavors are in accord with the
District’s purpose. Such distribution shall be executed exclusively on the public
record and in accordance with law.
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Adoption of these bylaws herewith presented for approval by the Commissioners
of the Jefferson County Parks and Recreation District No. 2 this 25th day of April,

2018.
Belinda J. Gjra-.am, Position Mo, 2, Chairperson

' — %?—M Bsirae h
Joy' L Baisch, Position No. 3, Vice Chairperson
N

Position No. 4, Secretary

olerhan,

Bud Schindleﬁusiﬁun Mo. 1, Treasurer

Open, Position No. 5
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BRINNON PARKS AND RECREATION DISTRICT

Operating Procedures

The following procedures are structured to support the District Bylaws by providing the details
necessary for day to day operations

ARTICLE I: COMMISSIONERS

1. The responsibilities of all district commissioners are as follows:

a
b.

EE o

Artend all meetings and when absent provide an explanation to the presiding officer.

Help to adopt policies governing transaction of board business. keeping of records, resolu-
tions, transactions, findings and determinations, which shall be of public record RCW
36.69.120 (3):

Initiate, direct and administer district park and recreation activities, and select and employ
such properly qualified employees as may deem necessary RCW 36.69.120 (4)

Inform presiding officer of any conflict of interest and if necessary recuse self from Board
discussions and voting on item/issue. The board will have to vote whether this is a conflict
of interest or not.

Serve in a stewardship manner for incoming directors / officers.

Seeck to fill open commissioner positions.

Be informed of and participate in District events/programs.

Respond to inguiries internally/externally with 48 hours.

2. The specific responsibilities of the Chairperson are as follows:

The Chairperson shall:

Provide leadership to the district and be the presiding officer on all meetings, and:

a.
b.

Coordinate an agenda with Secretary appropriate for each scheduled meeting,
Foster partnerships with outside public and private sector organizations both locally and
regionally.

¢. Lead fund development efforts
d.
e

Lead outreach and marketing efforts
Assist fellow Officers/commissioners to carry out their responsibilities, if requested.

3. The specific responsibilities of the Vice-Chairperson are as follows

The Viee-Chairperson shall:

a. Preside over all monthly and special district meetings in the absence or the vacancy of the

Chairperson and assist the Chairperson as called upon.

b. Schedule Board meeting room, unlock/lock room, ensure room is set-up for meeting.
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c. Assist in fostering partnerships with outside public and private organizations both locally
and regionally.

d. Assist in fund development efforts.

e. Assist in outreach and marketing efforts.

f.  Assist fellow Officers/commissioners to carry out their responsibilities, if requested.

4. The specific responsibilities of the Secretary are as follows:

The Secretary shall:

a. Prepare an agenda with Chairperson appropriate for each scheduled meeting.

b. Prepare and distribute the Minutes of Commission meetings.

c. Distribute Agenda and Minutes to each Commissioner and local community news outlet
(such as Brinnon Crier or Peninsula Daily News) via email and hard copy to Brinnon
Community Center 3 days prior to meeting.

d. Submit notices/announcement o local community news outlet (such as Brinnon Crier or
Peninsula Daily News) via email

e. Organize and saleguard the District’s files and records, archive material as required.

f.  When requested by the Treasurer, pick up mail regularly and attend to all mail, including
bills and correspondence, as necessary,

5. The specific responsibilities of the Treasurer are as follows:

The Treasurer shall:

a. Deliver the up-to-date Treasurer’s Report.
b. Collect and organize all financial documents:
i.  All bills, financial statements, and other financial documents from all district efforts
for the month.
il.  Maintain files of all statements received from Jefferson County.
¢. Process Financial Transactions:
i.  Process bills on time and resolve any billing problems.
i.  Maintain the petty cash, as needed
iii.  Deposit payments and donations to the Jefferson County Treasurer.
d. Maintain the financial records:
i.  Keep up-to-date petty cash records.
ii.  Maintain all records accounting for payments and donations to the Distriet.
1ii.  Record all expenditures of the District.
iv.  Prepare vouchers for Commissioners to sign at monthly meetings.
e. Notify the Jefferson County Treasurer of monthly expenses in a timely manner:
i.  Allow district funds to be transferred between accounts as necessary, and
ii.  All vouchers must be submitted with documentation to the board
f. Prepare the annual budget and amendment, if necessary, to submit to Jefferson County
following approval by the Board
i. Include all anticipated expenditures,
ii.  Include the appropriate budget resolutions.
iii.  Submit the budget annually to the Jefferson County Treasurer by November of each
vear,
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iv.  Inform the Board of any changes in financial responsibilities affecting the district by
the County
g. Pick up mail regularly and attend to all mail, including bills and correspondence as
necessary
h. Provide thank you letters to donors over $25.00 in value:
i. Include tax deduction instruction if necessary

ii. Include the EIN.

i. Prepare annual reports to the State Auditor’s Office

For first term treasurer, attend the yearly instruction class at the Jefferson County Courthouse:

a. Leamn and review voucher policies and preparation.

ARTICLE 1I: MEETINGS

The following format shall generally apply to Regularly Scheduled Meetings:
I. Call to Order
I Roll Call
I Approval of Agenda
a, Motion that the Commission approve the agenda as presented or modified.
IV. Approval of Minutes (next meeting)
V.  Public Comment {Limit 3 mimutes)
a. Request from resident to look at maintenance of Point Whitney Boat Ram
VI.  Consent Agenda
a. Treasury Report - Commissioner Schindler
b. Commitiee Report - None
VII.  Unfinished Business
a. Consideration of Kayak Brinnon Agreement
b. Revised draft of Operating Procedures and Mission Statement
¢. Discuss District’s participation in 2019 Shrimpfest if requested by Emerald Towns
Alliance
VII. New Business
a. Schedule special meeting to discuss 2019 events.-‘programs
b. Recap of Art & Wine Fundraiser
IX. Public Comments - (Limit 3 minutes)
M.  Comments from the Commissions/Ttems for next Agenda
X1 Adjournment
Next meeting:

3. Notice of all special meetings must be sent to The Leader, managing editor, at The Leader
Office, news(@ptleader.com The address for written notification is: Newsroom, Port
Townsend & Jefferson County Leader, 226 Adam St., Port Townsend, WA 98368.

Motices of Special Meetings must be delivered and confirmed receipt verbally or via
email at least 24 hours before the time of such meetings as specified in the notice. The
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call notice shall specify the time and place of the special meeting and the business to be
transacted, pursuant to RCW 42,30.080.

ARTICLE III: VOTING

Each commissioner shall have one (1) vote,

A Majority vote shall constitute more than half the votes cast.

A Super Majority or a two thirds vote is required if the agenda is amended adding an item
to the agenda or moving an item to a later time during the same meeting. When postpon-
ing an item to a subsequent meeting only a majority vote is necessary.

A plurality vote is the largest number of votes when three or more choices are possible,
All amendments to the bylaws require a three quarters majority vote.

Unanimous is a vote by all commissioners,

A Conflict of Interest is a situation in which a person has a duty to more than one person
or organization, but cannot do justice to the actual or potentially adverse interests of both
parties. This includes when an individual's personal interests or concerns are inconsistent
with the best interests of a customer, or when a public official's personal interests are con-
trary to hisher loyalty to public business. An attorney, an accountant, a business adviser or
realtor cannot represent two parties in a dispute and must avoid even the appearance of
conflict. He/she may not join with a client in a business relationship without making full
disclosure of his’her potential conflicts, he/she must avoid commingling funds with the
client, and never, never take a position adverse to the customer. In situations where a
conflict of interest is apparent, the individual must recuse them self from all proceedings
related to the subject matter.

ARTICLE IV: COMMITTEES

Committees shall be established and function according to the bylaws (Article V). Additional de-
tails are as follows:
a. Two types of Committees may be necessary: A Standing Committee that provides a con-
tinuing function (e.g. Annual Planning Committee) and a Special Committee to carry out
a specific task (e.g. Shrimp Head Popping Commitiee).
b. They must provide a status report of progress at each meeting as called upon.
¢. The Chairperson shall assign committee members to be responsible as Vice-Chairperson,
Secretary and Treasurer. Depending on the size and purpose of the commitiee, these re-
sponsibilities can be assumed by one or more committee members.
d. Committee meetings need not be open to the public unless attended by a quorum of the
commissioners.

ARTICLE V: FIDUCIARY RESPONSIBILITY

ngp

&

m o6

1. Operating expenses shall include but may not be limited to the following:
a. Utility Services
b. Compensation for any service providers and employees of the District
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