
 

 

 

 

 

 

Board of Commissioners Meeting 

May 1, 2018 

5:00 PM    

63 Four Corners Rd. Jefferson County Transit 

 

PUD REGULAR BOARD MEETING 

1. CALL TO ORDER 

2. INTRODUCTION OF NEW GENERAL MANAGER: LARRY DUNBAR 

3. AGENDA APPROVAL 

4. GENERAL PUBLIC COMMENT: This public comment period is for any items not 

specifically listed on the current Agenda or for items listed on the Consent Agenda. The Chair 

will also permit public comments on the other agenda items as they come up during the meeting. 

The Chair may place time limits on public comments to allow the meeting to be conducted in an 

efficient and orderly manner. 

5. APPROVAL AND ADOPTION OF THE CONSENT AGENDA: Items listed below 

have been distributed to the Commissioners in advance for study and will be enacted by 

one motion.  If separate discussion is desired on an item, that item may be removed from 

the Consent Agenda and placed on the Regular Agenda, at a specific time, at the request 

of any of the Commissioners. 

4.1   APPROVAL OF MINUTES 

 

4.2 CFO REPORT AND APPROVAL OF VOUCHERS 

4.2.1 Voucher Certification form with supporting warrant register and payroll 

4.2.2 BOC Approval of Voucher approval form 

4.3 RESOLUTIONS 

 

 

 

4.4 ACTION ITEMS 

   4.5.1 Various Human Resources policies 

   4.5.2  Travel Policy 

  

  

4.5 STAFF REPORTS not requiring Board action 

 

4.6 PUD Calendar of upcoming meetings – not requiring Board action 

 

4.7 CORRESPONDENCE not requiring Board action  

  

 

END OF CONSENT AGENDA 

 

      5.0     COMMISSIONER REPORTS 

 



6.0     MANAGER REPORT 

    

 

7.0     CAB UPDATE (next meeting) 

           

 

8.0  ACTION ITEMS REQUIRING BOARD DISCUSSION 

  

 

 

9.0 FUTURE ITEMS  

9.1 Sewer Rates update 

9.2 Broadband line extension  

 

        

               

 

10.0 SIGNING OF DOCUMENTS 

 

        

 

11.0  ADJOURNMENT 
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PUBLIC UTILITY DISTRICT NO. 1 
of Jefferson County 

 

April 11, 2018 
 

 Draft Minutes 

 

Special Board Meeting 

Kala Point 
 

The Special Meeting of Public Utility District No.1 of Jefferson County (PUD) Board of 
Commissioners was called to order by the Vice President of the Board of 
Commissioners at 11:00 a.m. at the Kala Point Clubhouse, Kala Point, Port Townsend, 
Washington, 98368. Present: 

 
Commissioner Wayne King, Vice President  
Commissioner Kenneth Collins, Secretary 

 
Kevin Streett, Assistant General Manager 
Will O’Donnell, Communications Manager 

Tammy Lehman, Interim Chief Financial Officer 
Randy Calkins, Wastewater Manager 

Eric Storey, _____________ 
Lori Rae, Operations Administrator 

 
Cammy Brown, Recorder 

CALL TO ORDER 

 

The meeting was called to order by Commissioner Wayne King at 11:00 a.m.  Bill Kaune, a 

resident of Kala Point Community made introductions and gave an overview of the purpose of 

the meeting. Voluntary introductions were given. 
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Draft Minutes 

Tammy Lehman, Interim Chief Financial Officer, gave a powerpoint presentation. 

 

Randy Calkins, Wastewater Manager, gave a presentation on the Kala Point Septic Systems. 

 

There were questions for the commissioners and the public.  There was considerable discussion. 

There were two handouts:  

 

 Handout No. 1:   Costs of Servicing Kala Point Septic Systems. 

 Handout No. 2:  Spreadsheet of costs – Individual Gravity Systems. 

 

ADJOURNMENT: 

 

MOTION: Commissioner Wayne King moved and Commissioner Kenneth Collins seconded the 

motion to adjourn the April 11, 2018, Special Meeting of the Jefferson County Public Utility 

District.  Motion carried unanimously.  There was no action taken at this meeting. 

 

Meeting was adjourned at 12:23 p.m. 

 

Minutes prepared by Cammy Brown, Recorder 

 

Approved: 

 

______________________________                                _______________ 

Commissioner Kenneth Collins, Secretary                         Date 

 

 

Attest: 

 

_________________________________           ________________ 

Commissioner Wayne King, Vice President           Date 

 

 

Please note PUD Board of Commissioner meetings are audio recorded and posted to the PUD 

website at www.jeffpud.org, usually within 1-2 business days of each meeting. If you experience 

any difficulty accessing a particular recording, you may call 360.385.5800 for assistance. 

Jefferson PUD provides reasonable accommodations to persons with disabilities. We invite any 

person with special needs to contact our staff at 360.385.8351 at least 24 hours before the 

meeting to discuss any special accommodations. 

 

http://www.jeffpud.org/
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PUBLIC UTILITY DISTRICT NO. 1 

of Jefferson County 

 

April 17, 2018 

  

Board of Commissioners 

Regular Meeting 

 

Draft Minutes 
 
The Regular Meeting of the Public Utility District No. 1 of Jefferson County (PUD) Board of 

Commissioners was called to order by the President of the Board of Commissioners (Board) at 

5:00 p.m. at the Jefferson County Transit Administration office at 63 Four Corners Road, Port 

Townsend, Washington, 98368.  Present:  

 

Commissioner Jeff Randall, President 

Commissioner Wayne King, Vice President  

Commissioner Kenneth Collins, Secretary  

 

Kevin Streett, Assistant General Manager 

Joel Paisner, General Counsel 

Debbie Lund, Human Resources Manager 

Bill Graham, Resource and Conservation Manager 

Will O’Donnell, Communications Manager 

Annette Johnson, Executive Assistant and Records Administrator 

Russell Miller, Staking Engineer 

Jim Scarborough, Senior Electrical Engineer 

Don McDaniel, Consultant 

 

1.   CALL TO ORDER: 

 

The meeting was called to order by Commissioner Jeff Randall at 5:00 p.m. 

  

There were voluntary introductions of the Board of Commissioners and staff of the Jefferson 

County Public Utility District. 

 

Commissioner Jeff Randall paid tribute to Robert Wayne Phillips, an employee of the Jefferson 
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County PUD, who passed away. There were several comments made by the commissioners and 

employees of the PUD.     

 

2.   AGENDA APPROVAL:  

Kenneth Collins proposed to add discussion of the Community Connect Grant which relates to 

expanding broadband services in the county. Added under Action Items 8.7. 

MOTION:  Commissioner Kenneth Collins made a motion to approve the agenda as modified. 

The motion was seconded by Commissioner Wayne King. Motion carried unanimously.  

3. GENERAL PUBLIC COMMENT:  Commissioner Jeff Randall explained the public 

comment process. This is the public comment period for things not on the agenda or, on the 

consent agenda. 

There were no public comments. 

4. APPROVAL AND ADOPTION OF THE CONSENT AGENDA:   

 4.5.2 Various Human Resource Policies. Assistant General Manager requested this item 

be removed. This will appear in the May 1, 2018 agenda. 

MOTION:  Commissioner Kenneth Collins moved to approve the Consent Agenda as modified. 

Motion was seconded by Commissioner Wayne King.  Motion carried unanimously. 

 4.1  APPROVAL OF MINUTES 

  4.1 Minutes of 4/3/18, Regular Meeting of the PUD. 

   Minutes of 4/10/18, Special Board Meeting - Broadband 

 

 4.2 CFO REPORT AND APPROVAL OF VOUCHERS 

  4.2.1   Voucher Certification form with supporting warrant register  

                                   and payroll.   

  4.2.2   BOC Approval of Voucher approval form.  

  4.2.3 PUD Monthly Financial Statement 

 

VOUCHER CLAIM FORMS FOR INVOICES PAID: 

 

 Warrants         Amount  Date 

Accounts Payable:    # 116890  to  # 116938  $   253,046.31  3/29/2018 
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Accounts Payable:    # 116939  to  # 116983    $   286,404.54    4/5/2018 

Payroll Checks:        #   70436  to  #   70440  $       8,606.28    4/6/2018 

Payroll Direct Deposit:    $     89,388.15    4/6/2018 

TOTAL INVOICES PAID   $   637,445.28 

 

WIRE TRANSFERS PAID   AMOUNT  DATE 

 

USDA/RUS Loan    $1,525,946.53  3/30/2018 

 GRAND TOTAL     $2,163,391.81 

Voided Warrants:  80 warrants voided per Resolution No. 2016-007 and 2018-009. 

 

 4.3 RESOLUTIONS: None. 

 

 4.4 Water Rates Resolution 2018-012  

   

 4.5 ACTION ITEMS: 

  4.5.1 Credit Card Amendment 

  4.5.2 Various Human Resources Policies – removed from agenda. 

  4.5.3 Attorney Contract 

  4.5.4 Write-Off Accounts Summary 

 

 4.6 STAFF REPORTS not requiring Board action: 

  

  4.5.1 HR Report 

  4.6.2 Operations Work Order Report 

 

  

4.7 PUD Calendar of upcoming meetings – not requiring Board action. 

 4.8 CORRESPONDENCE – not requiring Board action. 

  4.8.1  BPA Letter 

5. COMMISSIONERS’ REPORTS:  Each commissioner gave a report. 

6. ASSISTANT MANAGER’S REPORT: Assistant General Manager Kevin Street gave a 

brief report.   
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7. CAB UPDATE: Don McDaniel gave a brief report. Commissioner Kenneth Collins will 

attend the May CAB meeting and Commissioner Jeff Randall will attend the June CAB meeting. 

 

8. ACTION ITEMS REQUIRING BOARD DISCUSSION: 

 

 8.1 Dana Roberts’ Resolution 2018-011. Commissioner Kenneth Collins noted a 

few typos in the Resolution – Paragraphs 3 and 4 – the apostrophe is in the wrong place – should 

be Roberts’ not Robert’s.  

 

MOTION:  Commissioner Kenneth Collins moved to approve the Dana Roberts’ Resolution 

2018-011 with corrections. Commissioner Wayne King seconded the motion.  Motion carried 

unanimously. 

 

 8.2 Solar Update/Options. Will O’Donnell, Communications Manager. gave a brief 

report on what the celebration is going to look like in the dedication of the Dana Roberts’ 

memorial Community Solar project at the Dana Roberts’ substation. This will take place this 

summer. There was some discussion and comment on the options. Commissioners gave direction 

to staff to proceed. Assistant General Manager Kevin Streett mentioned that the staff of the PUD 

supported this project. 

 

MOTION:  Commissioner Jeff Randall made a motion directing staff to proceed with this 

project and authorized staff to sign the Memorandum of Understanding with the Bonneville 

Environmental Foundation. Motion was seconded by Commissioner Kenneth Collins. Motion 

carried unanimously. 

 

 8.3 Telecom Rates Update Resolution 2018-013. Assistant General Manager gave a 

brief report on the resolution. There were some changes made from the original resolution. There 

was considerable discussion among the staff, commissioners and public. 

 

MOTION:  Commissioner Kenneth Collins made a motion to approve Resolution 2018-013 

establishing revised rates for the PUD telecommunications network and approving a pilot 

program. Motion was seconded by Commissioner Wayne King. Motion carried unanimously. 

   

 8.4 Public Meetings Act update. Commissioner Wayne King made the suggestion to 

have a workshop on Jurassic Parliament. The commissioners directed the staff to research the 

possibility of scheduling a workshop.  

 

 8.5 Travel Policy changes. Debbie Lund, Human Resources Manager, gave a report 

on the proposed changes. No action taken. 

  

 8.6 Crown West Contributors. Commissioner Wayne King gave a brief report. 
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MOTION:  Commissioner Kenneth Collins made a motion that the Jefferson County PUD make 

a contribution to the legal defense of the Jefferson County Public Utility District and other public  

utility districts in this particular case, because it is in the interest of the public utility district’s 

customer base that its water rights not be compromised. Commissioner Jeff Randall 

seconded the motion. Motion carried unanimously. 

 

 8.7 Community Connect Grant.  Commissioner Kenneth Collins gave a brief 

description of the grant. The commissioners directed the staff move forward on the grant and 

report back to them.  

  

9.  FUTURE ITEMS:  

 

 Sewer rates recommendation. 

 CFO update. 

 Surplus property sales. 

 

10.   SIGNING OF DOCUMENTS: Documents were signed by the commissioners during 

the public meeting. 

11.    ADJOURNMENT:   

MOTION:  Commissioner Wayne King made a motion to adjourn the April 17, 2018, Regular 

Meeting of the Jefferson County PUD and Commissioner Kenneth Collins seconded the motion. 

Motion carried unanimously.   

 

Meeting was adjourned at _________. 

 

   --------------------------------------------------------- 

Minutes prepared by 

Cammy Brown, PUD Recorder 
Approved: 
 
__________________________________  _________________   

Commissioner Kenneth Collins, Secretary  Date 
 
 
Attest: 
 
___________________________________  _________________ 
 
Commissioner Jeff Randall, President  Date 
 
 
___________________________________  _________________ 
Commissioner Wayne King, Vice President  Date 
 
Please note PUD Citizen Advisory Board meetings are audio recorded and posted to the PUD 
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website at www.jeffpud.org, usually within 1-2 business days of each meeting. If you experience 

any difficulty accessing a particular recording, you may call 360.385.5800 for assistance. 

Jefferson PUD provides reasonable accommodations to persons with disabilities. We invite any 

person with special needs to contact our staff at 360.385.8351 at least 24 hours before the 

meeting to discuss any special accommodations. 

http://www.jeffpud.org/




Page 104/25/2018 9:19:28 AM
Revision: 92859

Accounts Payable
Check Register

JEFFERSON COUNTY PUD NO 1

04/11/2018 To 04/24/2018
Bank Account:   1 - 1ST SECURITY - AP

Check /
Tran Date

Pmt
Type AmountVendor NameVendor Reference

DD13 04/12/2018 10271 WESCO RECEIVABLES CORP SOLID CUTOUT BLADE-LOADBREAK QTY10 843.66
GUY GUARD 521.02
SADDLE D 75.67
SIDEBY 154.51
LAG SCREW 168.95
FUJIKURA 70S+ FUSION SPLICE KIT 12,846.74
GUY STRAIN INSULATOR FIBERGLASS 24" 185.30
FUSION SLICER -14,865.70
CLEVIS SPOOL BRACKET-"SADDLE D" QTY12 69.85

Total for Check/Tran - 13: 0.00

CHK116984 04/12/2018 10041 CDW GOVERNMENT WIRELESS ACCESS POINT CISCO MERAKI MR20 404.46
LICENSE FOR 5YRS FOR MERAKI CLOUD CONTRO 296.60
WIRELESS ACCESS POINT CISCO MERAKI MR33 376.36
LICENSE FOR 5YRS MERAKI CLOUD CONTROL 246.18
WIRELESS ACCESS POINT CISCO MERAKI MR33 77.08
LICENSE FOR 5YRS MERAKI CLOUD CONTROL 50.42
ADOBE PHOTOSHOP CC L1 7MO - 1YR SUBSCR 487.99

Total for Check/Tran - 116984: 1,939.09

CHK116985 04/12/2018 10052 CITY OF PORT TOWNSEND 1ST QTR 2018 - 6% CITY TAX FROM CUSTOMRS 214,781.35

CHK116986 04/12/2018 10346 CLALLAM COUNTY PUD RADIO ANTENNA INSTALL AT OPERATIONS 391.96

CHK116987 04/12/2018 10612 COON PLUMBING LLC WATERMAIN REPAIR# 18040 8,563.01

CHK116988 04/12/2018 10057 CORRECT EQUIPMENT SERVICE CALL - SEWER BECKETT POINT NORTH 55.00
REPLACED PUMP W/ D200 AT BECKETT PT N 2,566.95

Total for Check/Tran - 116988: 2,621.95

CHK116989 04/12/2018 10551 DAY WIRELESS SYSTEMS 18 BUNDLED RADIOS/AIRTIME FOR APR 2018 897.95
MOBILE RADIO EQUIPMENT 10,098.98
MOBILE RADIO INSTALLATION & MATERIALS 15,898.38

Total for Check/Tran - 116989: 26,895.31

/pro/rpttemplate/acct/2.41.1/ap/AP_CHK_REGISTER.xml.rpt51224
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Accounts Payable
Check Register

JEFFERSON COUNTY PUD NO 1

04/11/2018 To 04/24/2018
Bank Account:   1 - 1ST SECURITY - AP

Check /
Tran Date

Pmt
Type AmountVendor NameVendor Reference

CHK116990 04/12/2018 10065 DEPT OF LABOR & INDUSTRIES WORKERS COMP ELEC - 1ST QTR 2018 6,297.64
WORKERS COMP OFFICE - 1ST QTR 2018 1,673.32
WORKERS COMP WATER - 1ST QTR 2018 2,054.02

Total for Check/Tran - 116990: 10,024.98

CHK116991 04/12/2018 10069 DM DISPOSAL CO INC DISPOSAL 4CRNRS MAR-18 38.37
DISPOSAL 4CRNRS MAR-18 38.37

Total for Check/Tran - 116991: 76.74

CHK116992 04/12/2018 10609 DOUBLE D ELECTRICAL, INC DURANT 6-Y-41611-406-SEU 120 VOLT 5.0 VO 96.21

CHK116993 04/12/2018 10654 DWAYNE LANE'S CHRYSLER JEEP DOD VOID2018 RAM PROMASTER CARGO VAN# 125 29,378.80

CHK116994 04/12/2018 10074 EMPLOYMENT SECURITY SUTA - 1ST QUARTER 2018 4,445.00
SUTA - 1ST QUARTER 2018 0.11

Total for Check/Tran - 116994: 4,445.11

CHK116995 04/12/2018 10085 FASTENAL LOCKING CABLE TIE & HEX CAP SCREW 14.82
O2 CALIBRATION GAS 327.86

Total for Check/Tran - 116995: 342.68

CHK116996 04/12/2018 10086 FERGUSON ENTERPRISES, INC NW METER BOX LIDS, 10"&14" PIPE WRENCH&PVCS 118.31
METER BOX LIDS, 10"&14" PIPE WRENCH&PVCS 204.20

Total for Check/Tran - 116996: 322.51

CHK116997 04/12/2018 10673 FRUITION DESIGN LOGO DESIGN FOR THE PUD 72.00
LOGO DESIGN FOR THE PUD 8.00

Total for Check/Tran - 116997: 80.00

CHK116998 04/12/2018 9998 MICHAEL  GUDGEL Credit Balance Refund 294.98

CHK116999 04/12/2018 10103 H D FOWLER WATER METER BOXES & LIDS 1,756.27
TRAFFIC REPAIR KIT FOR US PIPE 114.99
WATER METER BOXES & LIDS 704.91
RETURNED INCORRECT WATER METER: I4776935 -951.89

Total for Check/Tran - 116999: 1,624.28

/pro/rpttemplate/acct/2.41.1/ap/AP_CHK_REGISTER.xml.rpt51224
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Check /
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CHK117000 04/12/2018 10113 HRA VEBA TRUST CONTRIBUTIONS VEBA BENEFIT MAR 2018 1,175.00
VEBA DEDUCTION MAR 2018 375.00

Total for Check/Tran - 117000: 1,550.00

CHK117001 04/12/2018 10114 IBEW LOCAL UNION NO 77 UNION DUES IBEW - MAR 2018 1,812.50

CHK117002 04/12/2018 10666 INTERWEST CONSTRUCTION, INC. DISCOVERY RD CROSSING-CONDUIT INSTALL 18,820.69

CHK117003 04/12/2018 10128 JEFFERSON COUNTY TREASURER PROPERTY TAXES 2018 - NOXIOUS WEED ASMT 257.70
PROPERTY TAXES 2018 - 310 FOUR CRNRS 47.61
PROPERTY TAXES 2018 - 310 FOUR CRNRS 5.29
PROPERTY TAXES 2018 - ONSITE SEPTIC GARD 35.00
PROPERTY TAXES 2018 - FIRE PATROL ASMT P 67.35
PROPERTY TAXES 2018 - NOXIOUS WEED ASMT 4.30
PROPERTY TAXES 2018 - ONSITE SEPTIC 230C 31.50
PROPERTY TAXES 2018 - ONSITE SEPTIC 230C 3.50
PROPERTY TAXES 2018 - ONSITE SEPTIC 21 K 35.00
PROPERTY TAXES 2018 - ONSITE SEPTIC SPAR 35.00
PROPERTY TAXES 2018 - ONSITE SEPTIC 73 K 35.00

Total for Check/Tran - 117003: 557.25

CHK117004 04/12/2018 10519 JEFFERSON COUNTY-NOXIOUS WEED B CONTROLLING NOXIOUS WEEDS AGREEMENT 25,000.00

CHK117005 04/12/2018 10320 ANNETTE  JOHNSON ARMA GREATNO CONF 4/04-4/05/18 TRAVELEXP 311.80
ARMA GREATNO CONF 4/04-4/05/18 TRAVELEXP 77.95

Total for Check/Tran - 117005: 389.75

CHK117006 04/12/2018 10602 SHARON  KANIA APR 2018 RENT - 4/16-5/15/2018 1,440.00
APR 2018 RENT - 4/16-5/15/2018 160.00

Total for Check/Tran - 117006: 1,600.00

CHK117007 04/12/2018 10134 LE MAY MOBILE SHREDDING SHRED 230 CHIMACUM MAR-18 112.88
SHRED 230 CHIMACUM MAR-18 23.12
SHRED 4CRNR MAR-18 107.24
SHRED 4CRNR MAR-18 21.96

/pro/rpttemplate/acct/2.41.1/ap/AP_CHK_REGISTER.xml.rpt51224
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Total for Check/Tran - 117007: 265.20

CHK117008 04/12/2018 10136 LES SCHWAB TIRES 4 TIRES FOR VEH #206 845.52

CHK117009 04/12/2018 10333 MOSS ADAMS LLP PROF SVC - GASB 68 PENSION CALC 2,740.50
PROF SVC - GASB 68 PENSION CALC 304.50

Total for Check/Tran - 117009: 3,045.00

CHK117010 04/12/2018 10624 MYCOFF, FRY & PROUSE LLC TRAVEL REIMBURSEMENT FOR GM INTERVIEWS 1,538.12
TRAVEL REIMBURSEMENT FOR GM INTERVIEWS 1,555.31

Total for Check/Tran - 117010: 3,093.43

CHK117011 04/12/2018 10418 N&L LINE EQUIPMENT ANNUAL HOTSTICK TEST DELIVERED 3/15/18 224.00

CHK117012 04/12/2018 10667 NORTHWEST OPEN ACCESS NETWORK NRC: 100MBS INTERNET ACCESS TO COLDWELL 100.00

CHK117013 04/12/2018 10164 NW LABORERS 252 (DUES) UNION DUES LABORERS - MAR 2018 624.00

CHK117014 04/12/2018 10631 WILL  O'DONNELL NORTHWEST ENERGY EFFICIENCY CONF 5/15/18 156.00
NORTHWEST ENERGY EFFICIENCY CONF 5/15/18 39.00
PUD'S 5TH ANNIVERSARY EVENT - EXPENSES 99.50
PUD'S 5TH ANNIVERSARY EVENT - EXPENSES 24.87

Total for Check/Tran - 117014: 319.37

CHK117015 04/12/2018 10168 OLDCASTLE PRECAST 444, 575 & 644 VAULTS/LIDS & 57DOUBLEDR 24,361.50

CHK117016 04/12/2018 10193 PORT TOWNSEND LEADER EMPL SVC AD SUMMER INTERN 39.43
MAGAZINE 2016 IRE 1/4PG 147.74
EMPL SVC AD SUMMER INTERN 8.07
MAGAZINE 2016 IRE 1/4PG 30.26

Total for Check/Tran - 117016: 225.50

CHK117017 04/12/2018 10203 PURMS JOINT SELF INSURANCE FUND PROPERTY POLICIES&EXCESS 3/31/18-3/30/19 40,544.50

CHK117018 04/12/2018 10210 RICOH USA, INC PRINTING IMAGES 4 CRNRS MAR-18 182.84
PRINTING IMAGES 4 CRNRS MAR-18 37.45
PRINTING IMAGES 230 CHIMACUM RD MAR-18 297.11
PRINTING IMAGES 230 CHIMACUM RD MAR-18 60.85

/pro/rpttemplate/acct/2.41.1/ap/AP_CHK_REGISTER.xml.rpt51224
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PRINTING IMAGES ANNEX MAR-18 125.04
PRINTING IMAGES ANNEX MAR-18 25.61
PRINTING IMAGES 4CRNRS(MODULAR) MAR-18 37.08
PRINTING IMAGES 4CRNRS(MODULAR) MAR-18 7.60

Total for Check/Tran - 117018: 773.58

CHK117019 04/12/2018 10665 SERVICEMASTER OF THE OLYMPIC PE SEWAGE MITIGATION INSPECTION FEE WO18040 207.10
SEWAGE MITIGATION SVC PROVIDED WO18040 701.42

Total for Check/Tran - 117019: 908.52

CHK117020 04/12/2018 10564 SOUTHEASTERN SECURITY CONSULTA BACKGROUND CHECK FOR MAR 2018 18.50
BACKGROUND CHECK FOR MAR 2018 15.36
BACKGROUND CHECK FOR MAR 2018 3.14

Total for Check/Tran - 117020: 37.00

CHK117021 04/12/2018 10331 ST VINCENT DE PAUL PWRBST/ST VINCENT DE PAUL MAR 2018 1,258.77

CHK117022 04/12/2018 10649 TACOMA DODGE CHRYSLER JEEP RAM TRANSMISSION REPAIRS VEH# 102 12,252.16

CHK117023 04/12/2018 10244 TEREX UTILITIES, INC REPLACEMENT HANDLE & KNOB- TRUCK 100 64.70

CHK117024 04/12/2018 10672 TOWNSEND HOMES CONSTRUCTION REFUND FOR WO# 16397 - PROJECT CANCELED 255.00

CHK117025 04/12/2018 10255 USA BLUEBOOK 2-1/2" REPLACEMENT GASKET FOR NST THRD 71.16
GASKET CUTTER UP TO 24' DIA 119.24
GASKET MATERIAL 36'X36' 45.18
PSI TRANSMITTER 154.21

Total for Check/Tran - 117025: 389.79

CHK117026 04/12/2018 10486 UTILIBIZ SOLUTIONS PROF SVC 3/01-3/31/18 T.LEHMAN 27,308.16
PROF SVC 3/01-3/31/18 T.LEHMAN 3,034.24

Total for Check/Tran - 117026: 30,342.40

CHK117027 04/12/2018 9998 ANTONIE C VELTKAMP Credit Balance Refund 109.10

CHK117028 04/12/2018 10265 WA STATE DEPT OF RETIREMENT SYST RETIREMENT/REPORT #8828 MAR 2018 65,253.69

CHK117029 04/12/2018 10653 WILDFLOWER LANDSCAPING CLEAN UP AT PORT HADLOCK 723.76

/pro/rpttemplate/acct/2.41.1/ap/AP_CHK_REGISTER.xml.rpt51224
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LANDSCAPING CLEAN UP AT PORT HADLOCK 148.24
LANDSCAPING CLEAN UP AT 310 FOUR CRNRS 723.76
LANDSCAPING CLEAN UP AT 310 FOUR CRNRS 148.24

Total for Check/Tran - 117029: 1,744.00

CHK117030 04/12/2018 10654 DWAYNE LANE'S CHRYSLER JEEP DOD CREDIT FOR PAYING NET 20 VAN# 125 -250.00
2018 RAM PROMASTER CARGO VAN# 125 29,378.80

Total for Check/Tran - 117030: 29,128.80

CHK117031 04/19/2018 10016 ASPLUNDH TREE EXPERT CO TREE TRIMMING W/E 3/24/18 5,928.00
TREE TRIMMING W/E 3/31/18 72JEFCO 7,763.86

Total for Check/Tran - 117031: 13,691.86

CHK117032 04/19/2018 10043 CENTRAL WELDING SUPPLY 255CF NITROGEN 29.84

CHK117033 04/19/2018 10045 CENTURY LINK-S CHOICE BUSINESS 4/04-5/03 87.35
CHOICE BUSINESS 4/04-5/03 21.84
FIRE ALARMS 4 CRNRS CHOICE BUS 4/05-5/04 29.33
FIRE ALARMS 4 CRNRS CHOICE BUS 4/05-5/04 12.75
FIRE ALARMS 4 CRNRS CHOICE BUS 4/05-5/04 34.43
FIRE ALARMS 4 CRNRS CHOICE BUS 4/05-5/04 51.02
CHOICE BUSINESS&INTERNET SVC 4/05-5/04 52.68
CHOICE BUSINESS&INTERNET SVC 4/05-5/04 22.90
CHOICE BUSINESS&INTERNET SVC 4/05-5/04 61.84
CHOICE BUSINESS&INTERNET SVC 4/05-5/04 91.61
CHOICE BUSINESS&INTERNET SVC 4/05-5/04 10.18
CHOICE BUSINESS&INTERNET SVC 4/05-5/04 15.26
BUSINESS LINE 4/05-5/04 39.17
BUSINESS LINE 4/05-5/04 9.79
DIRECT INWARD DIALING 4/05-5/04 21.55
DIRECT INWARD DIALING 4/05-5/04 9.37
DIRECT INWARD DIALING 4/05-5/04 25.30
DIRECT INWARD DIALING 4/05-5/04 37.39
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DIRECT INWARD DIALING 4/05-5/04 4.16
DIRECT INWARD DIALING 4/05-5/04 6.24
DIRECT INWARD DIALING 4/05-5/04 22.72
DIRECT INWARD DIALING 4/05-5/04 9.88
DIRECT INWARD DIALING 4/05-5/04 26.67
DIRECT INWARD DIALING 4/05-5/04 39.53
DIRECT INWARD DIALING 4/05-5/04 4.39
DIRECT INWARD DIALING 4/05-5/04 6.58

Total for Check/Tran - 117033: 753.93

CHK117034 04/19/2018 10046 CENTURYLINK LOW SPD DATA & 2WIRE APR-18 183.27
LOW SPD DATA & 2WIRE APR-18 45.82
LOW SPD DATA & 2WIRE APR-18 31.14
LOW SPD DATA & 2WIRE APR-18 7.79

Total for Check/Tran - 117034: 268.02

CHK117035 04/19/2018 10052 CITY OF PORT TOWNSEND PERMIT TYPE:PRE-APP LAWRENCE & KEARNEY 228.00

CHK117036 04/19/2018 10659 EVERGREEN FINANCIAL SERVICES, IN PL GARNISHMENT 4/20/18 450.96

CHK117037 04/19/2018 10085 FASTENAL WYPALL , HYDROKNIT WIPER, HEX SCREW, ETC 129.86
HEX CAP SCREW, LOCK&FLAT WASHER& HEX NUT 60.21

Total for Check/Tran - 117037: 190.07

CHK117038 04/19/2018 10528 FIRE SOLUTIONS NW LLC FIRE HYDRANT FLOW TEST-KALA PT 196.00

CHK117039 04/19/2018 10094 GENERAL PACIFIC, INC TRAN 3P PAD 300KVA 120/208 8,255.66

CHK117040 04/19/2018 10582 HADLOCK BLOCK PARTY ASSOCIATIO HADLOCK DAYS (BLOCK PARTY) BOOTH 8/04/18 200.00
HADLOCK DAYS (BLOCK PARTY) BOOTH 8/04/18 50.00

Total for Check/Tran - 117040: 250.00

CHK117041 04/19/2018 10104 HADLOCK BUILDING SUPPLY, INC. STOCK WORLEY/ELIAS- LKINGCHAIN CLAMP,ETC 87.42
SHOP - SHOVEL, BYPASS LOPPER & TROWEL 51.20
SCREW EXTRACTOR #3-5/32 4.35
BO'S CREW - 3/8" KEYLESS CHUCK, 32BIT 49.89
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WO#18026  - PLYWOOD CDX 1/2"  QTY4 123.44
RETURN - 3/8" KEYLESS CHUCK -7.63
RETURN - JACOBS 3/8" CHUCK & KEY -20.70
GARDINER SCADA - 25PK 22-18AWG TERMINAL 18.51
WO#29001 - GENERAL SALE HARDWARE 11.68
UPS - RECALL FOR ITRON 24.07
GARDINER SCADA - PRESS GAUGE, ETC. 90.72
DBR DISCOVERY RIDGE - PHOTO BATTERY 3V C 9.80
STEP LADDER 34.87
SUPER GLUE 5.22
STEP LADDER 8.72
SUPER GLUE 1.31

Total for Check/Tran - 117041: 492.87

CHK117042 04/19/2018 10110 HENERY HARDWARE GARDINER SCADA -PIPE CLAMP & LOCKNUT 5.20
WD 40 QTY4 17.31
1-1/2 PT STORAGE CONTAINER 5.44
1-1/2 PT STORAGE CONTAINER 5.44
WOOD FOLDING RULE 8.71
WOOD FOLDING RULE 8.72

Total for Check/Tran - 117042: 50.82

CHK117043 04/19/2018 9998 SL MARGARET N IURO Credit Balance Refund 44.30

CHK117044 04/19/2018 10518 J HARLEN COMPANY SWIVEL, 5000# BALL BEARING -18.32
SWIVEL, 5000# BALL BEARING 221.85

Total for Check/Tran - 117044: 203.53

CHK117045 04/19/2018 10118 JCI JONES CHEMICALS, INC. HYPOCHLORITE SOLUTION, SS150 BULK 463.04

CHK117046 04/19/2018 10281 JEFFCO EFTPS 941 PAYROLL TAX FOR PR 4/20/18 MEDICARE 4,443.66
941 PAYROLL TAX FOR PR 4/20/18 FICA 19,000.02
941 PAYROLL TAX FOR PR 4/20/18 FEDERAL 15,706.12

Total for Check/Tran - 117046: 39,149.80
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CHK117047 04/19/2018 10126 JEFFERSON COUNTY PUBLIC WORKS ANNUAL UTILITY PERMIT - 2018 192.00
ANNUAL UTILITY PERMIT - 2018 192.00

Total for Check/Tran - 117047: 384.00

CHK117048 04/19/2018 10532 JEFFERSON COUNTY PUD PAYROLL AC PAYROLL DEPOSIT FOR 4/20/2018 CHECKS 8,662.36
PAYROLL DEPOSIT FOR 4/20/2018 DIR DEP 91,675.30

Total for Check/Tran - 117048: 100,337.66

CHK117049 04/19/2018 10128 JEFFERSON COUNTY TREASURER B&O TAX MAR 2018 158,094.69

CHK117050 04/19/2018 10144 MCFARLAND CASCADE 30', 35', 40' & 45' POLES 20,897.48

CHK117051 04/19/2018 10309 NISC RECURRING INVOICE MAR 2018 1,078.51
RECURRING INVOICE MAR 2018 1,655.28
RECURRING INVOICE MAR 2018 487.18
RECURRING INVOICE MAR 2018 487.18
RECURRING INVOICE MAR 2018 8,794.08
RECURRING INVOICE MAR 2018 566.79
RECURRING INVOICE MAR 2018 53.34
RECURRING INVOICE MAR 2018 1,519.41
RECURRING INVOICE MAR 2018 171.66
RECURRING INVOICE MAR 2018 10.16
AMS INVOICE MAR 2018 2,485.43
AMS INVOICE MAR 2018 5,308.71
AMS INVOICE MAR 2018 854.48
AMS INVOICE MAR 2018 922.33
AMS INVOICE MAR 2018 509.07
AMS INVOICE MAR 2018 1,087.33
AMS INVOICE MAR 2018 175.01

Total for Check/Tran - 117051: 26,165.95

CHK117052 04/19/2018 10163 NOR'WEST CUSTODIAL SERVICES, INC. CUSTODIAL SVC - MAR 2018 889.00
CUSTODIAL SVC - MAR 2018 632.80
CUSTODIAL SVC - MAR 2018 158.20
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Total for Check/Tran - 117052: 1,680.00

CHK117053 04/19/2018 10166 NWPPA MANAGING ANGRY CUSTS ONLINE CLASS 4/17 264.00
MANAGING ANGRY CUSTS ONLINE CLASS 4/17 66.00
ANNUAL MTG 955.1 YOUR BOARD'SCULTR 5/21 336.00
ANNUAL MTG 955.1 YOUR BOARD'SCULTR 5/21 84.00

Total for Check/Tran - 117053: 750.00

CHK117054 04/19/2018 10169 OLYCAP RATE REDCTN PRGM:LIHEAP MAR-18 954.00
RATE REDCTN PRGM:NONLIHEAP MAR-18 420.00
RATE REDCTN PRGM:LIHEAP MAR-18 66.00
RATE REDCTN PRGM:NONLIHEAP MAR-18 30.00
PWRBST/OLYCAP MAR 2018 1,258.76

Total for Check/Tran - 117054: 2,728.76

CHK117055 04/19/2018 10170 OLYMPIC EQUIPMENT RENTALS DUAL FOOT AIR - CHUCK KEY LEE.B 3.26
FLOOR MATS FOR TRUCK #209 108.99
SHOP - YELLOW TOOL & RED TOOL 17.34

Total for Check/Tran - 117055: 129.59

CHK117056 04/19/2018 10534 ONEPATH SYSTEMS, LLC WEB HOSTING - SUPPORT APR 2018 264.00
WEB HOSTING - SUPPORT APR 2018 66.00

Total for Check/Tran - 117056: 330.00

CHK117057 04/19/2018 10642 PBS ENGINEERING AND ENVIRONMEN LIMITED ASBESTOS/LEAD INVESTIGATION 2,469.78
LIMITED ASBESTOS/LEAD INVESTIGATION 505.86

Total for Check/Tran - 117057: 2,975.64

CHK117058 04/19/2018 10185 PITNEY BOWES GLOBAL DM100I RED INK CART 1BOX 222.34
DM100I RED INK CART 1BOX 55.58

Total for Check/Tran - 117058: 277.92

CHK117059 04/19/2018 10360 RHODODENDRON FESTIVAL ASSOCIAT RHODY GRAND PARADE ENTRY FEE - 2018 80.00
RHODY GRAND PARADE ENTRY FEE - 2018 20.00

Total for Check/Tran - 117059: 100.00
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CHK117060 04/19/2018 9998 LYDIA  ROSEN Credit Balance Refund 478.89

CHK117061 04/19/2018 10214 SEL SCHWEITZER ENGINEERING LABS COLUMBIA RIVER SEMINAR REGISTRATION APR 600.00

CHK117062 04/19/2018 10542 SHORT STOP TRUCK REPAIR LLC TRANSMISSION INSPECT# 103 766.08

CHK117063 04/19/2018 10475 SMARSH INC ARCHIVING - MAR 2018 508.58
ARCHIVING - MAR 2018 104.17

Total for Check/Tran - 117063: 612.75

CHK117064 04/19/2018 10249 SPECTRA LABORATORIES-KITSAP LLC TESTING: COLI/ECOLI QUIMPER MO 3/07/18 266.80
TESTING: NITRATE-N QUILCENE 3/28/18 25.76

Total for Check/Tran - 117064: 292.56

CHK117065 04/19/2018 10221 THE STATION SIGNS & SCREEN PRINTI VEHICLE GRAPHICS - LOGO ON TRUCK # 125 163.50

CHK117066 04/19/2018 10260 WA STATE DEFERRED COMPENSATION PL DEFERRED COMP EE 4/20/18 7,850.48
PL DEFERRED COMP ER 4/20/18 3,180.26

Total for Check/Tran - 117066: 11,030.74

CHK117067 04/19/2018 10267 WA STATE SUPPORT REGISTRY PL CHILD SUPPORT EE 4/20/18 976.99

CHK117068 04/19/2018 10269 WAVE BROADBAND INTERNET SVC 4/21-5/20/18 66.45
INTERNET SVC 4/12-5/11/18 66.40

Total for Check/Tran - 117068: 132.85

CHK117069 04/19/2018 10569 WAYNE D. ENTERPRISES, INC. PPE-JACKET & BIBS-EISELE -26.84
PPE-BIBS-EISELE 132.99
PPE-JACKET-EISELE 192.06
SWEATSHIRTS, VEST, HOODIE -58.66
PPE CLOTHING 710.42
DRAGONWEAR NAVY FLAK JACKET -20.38
PPE CLOTHING 246.84

Total for Check/Tran - 117069: 1,176.43

CHK117070 04/19/2018 10496 WELLS FARGO VENDOR FIN SERV COPIER RENTAL 4 CRNRS 4/26-5/25/18 226.72
COPIER RENTAL 4 CRNRS 4/26-5/25/18 56.68
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COPIER RENTAL 230 CHIMACUM APR-18 314.79
COPIER RENTAL 230 CHIMACUM APR-18 78.70

Total for Check/Tran - 117070: 676.89

CHK117071 04/19/2018 10271 WESCO RECEIVABLES CORP FUSION SLICER -1,348.30
1/0 & 4/0 PRIMARY WIRE 43,706.05
J-BOX TRAFFIC PROOF 24X36X36-POLY-FIBER 2,151.66
J-BOX GREEN 20"X33" & COLD SHRINK SPLICE 2,332.60
COLD SHRINK 876.36

Total for Check/Tran - 117071: 47,718.37

Total Payments for Bank Account - 1 : (88) 982,592.32
Total Voids for Bank Account - 1 : (1) 29,378.80

Total for Bank Account - 1 : (89) 1,011,971.12

Grand Total for Payments : (88) 982,592.32
Grand Total for Voids : (1) 29,378.80

Grand Total : 1,011,971.12(89)
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Empl Position Check # Date Amount

3032 CUSTOMER SERVICE REP 70443 04/20/2018 1,010.65        

2000 WATER DISTRIBUTION MANAGER II 70441 04/20/2018 1,740.70        

2001 WATER DISTRIBUTION MANAGER II 70442 04/20/2018 1,721.10        

2003 WATER TREATMENT PLANT OPERATOR III 70444 04/20/2018 1,857.39        

2004 WATER TREATMENT PLANT OPERATOR III 70445 04/20/2018 2,332.52        

8,662.36$      

JEFFERSON COUNTY PUD NO 1

ISSUED PAYROLL CHECKS

PAY DATE: 4/20/2018



Empl Position Pay Date Net Pay

3029 ACCOUNTING TECH II 04/20/2018 1,446.66          

4006 COMMISSIONER DIST 1 04/20/2018 889.74             

4004 COMMISSIONER DIST 2 04/20/2018 920.21             

4002 COMMISSIONER DIST 3 04/20/2018 841.85             

3034 COMMUNICATIONS MANAGER 04/20/2018 1,849.97          

3020 CUSTOMER SERVICE COORDINATOR 04/20/2018 1,432.20          

3002 CUSTOMER SERVICE REP 04/20/2018 1,005.49          

3014 CUSTOMER SERVICE REP 04/20/2018 1,204.61          

3022 CUSTOMER SERVICE REP 04/20/2018 1,192.22          

1011 ELECTRIC OPERATIONS SUPT./ASSIST GENERAL MGR 04/20/2018 3,686.19          

3005 EXECUTIVE ASSISTANT/PUBLIC RECORDS OFFICER 04/20/2018 2,011.86          

3033 FINANCIAL SERVICES MANAGER 04/20/2018 2,317.38          

1008 FOREMAN LINEMAN 04/20/2018 3,345.04          

1012 FOREMAN LINEMAN 04/20/2018 5,718.79          

1004 GIS SPECIALIST 04/20/2018 2,941.30          

1017 HEAD STOREKEEPER 04/20/2018 2,296.13          

3026 HUMAN RESOURCES MANAGER 04/20/2018 2,509.09          

3008 INFORMATION TECHNOLOGY MANAGER 04/20/2018 2,733.01          

3028 IT SUPPORT TECHNICIAN 04/20/2018 1,778.41          

1000 LINEMAN 04/20/2018 4,640.60          

1013 LINEMAN 04/20/2018 2,405.33          

1016 LINEMAN 04/20/2018 4,228.72          

1019 LINEMAN 04/20/2018 4,061.00          

1020 LINEMAN 04/20/2018 2,499.70          

1028 LINEMAN 04/20/2018 1,831.91          

1034 LINEMAN 04/20/2018 4,290.33          

1018 METER READER 04/20/2018 1,156.55          

2005 METER READER/OIT1 04/20/2018 776.76             

1026 OPERATIONS ASSISTANT 04/20/2018 1,533.66          

3004 RESOURCE MANAGER 04/20/2018 2,162.79          

1015 SCADA TECH/APPRENTICE 04/20/2018 1,423.49          

1003 SCADA TECHNICIAN APPRENTICE 04/20/2018 2,881.13          

1027 SENIOR ELECTRICAL ENGINEER 04/20/2018 2,611.14          

1031 STAKING ENGINEER 04/20/2018 1,877.71          

1032 STAKING ENGINEER 04/20/2018 1,684.36          

1014 STOREKEEPER 04/20/2018 1,352.87          

1033 SUBSTATION AND METERING TECHNICIAN 04/20/2018 2,831.24          

3013 UTILITY ACCOUNTANT II 04/20/2018 1,539.80          

3003 UTILITY BILLING CLERK 04/20/2018 1,311.96          

3027 UTILITY BILLING CLERK 04/20/2018 1,302.30          

3000 UTILITY BILLING COORDINATOR 04/20/2018 1,485.07          

2002 WATER DISTRIBUTION MANAGER II 04/20/2018 1,666.73          

TOTAL 91,675.30$      

JEFFERSON COUNTY PUD NO 1

DIRECT DEPOSIT PAYROLL

PAY DATE: 04/20/2018



;

# #

# #

# #

VOIDED WARRANTS

Payroll Direct Deposit: 91,675.30$                

TOTAL INVOICES PAID

of Jefferson County hereby approve pending payments for transactions greater than $100,000,

 if any. The following transactions are approved from the General Fund in the amount of

$2,997,334.98 on this 1ST day of MAY 2018

117071 444,196.44$              

WARRANTS AMOUNT

4/20/2018

Jeff Randall Kenneth CollinsWayne G. King

President SecretaryVice President

PAYMENTS TO BE APPROVED:

NONE

to 117030 538,395.88$              

VOUCHER APPROVAL FORM

We, the undersigned Board of Commissioners of Public Utility District No. 1 

PENDING INVOICES OVER $100,000 TO BE APPROVED:

DATE

4/19/2018

4/12/2018Accounts Payable: 116984

Accounts Payable: 117031 to

4/11/2018

AMOUNT DATE

4/20/2018

$1,082,929.98

WIRE TRANSFERS PAID

BPA 1,914,405.00$           

29,378.80$                116993

GRAND TOTAL $2,997,334.98

Payroll Checks: 70441 to 70445 8,662.36$                   
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April 24, 2018 
 
MEMO FOR BOC 
 
SUBJECT:  Various Human Resources policy additions and updates 
 

1. Purpose: As part of the ongoing project to update and consolidate human resources 
policies, revisions to various policies are recommended as noted below. 
 

2. Facts. 
a. HR3.15. Reimbursement of Candidate Travel Expenses. This is a new policy. 

This will allow the General manager flexibility in authorizing candidate 
interview expenses when the need arises.  

b. HR 4.13. Whistleblower. New Policy. Required by RCW. Also required to be 
posted. 

c. HR 5.02. Hours of Work. Addition to current policy. To allow something 
other than five 8-hour days for non-represented staff.  

Please note: Minor changes to this policy have been made since your first 
review. Language has been added to clarify that alternative work 
schedules must be requested annually and that the requests must come on 
a District request form.  

d. HR 7.02. Overtime and Compensatory Time. Revision to current policy. To 
change overtime to hours in excess of 40 in a workweek to permit alternative 
schedules which result in days longer than 8 hours.  Also removes reference to 
“bookkeeper” (a title not currently utilized) 

e. HR 7.04. On-Call Pay. New policy to formalize current practice. 
f. HR 7.09. Supplemental Retirement Benefit. Currently exists in non-

represented benefit resolution. Proposing to move to policy for ease of access.  
 

3. Assumptions. 
a. For administrative simplicity, some language is being moved from resolution 

into the policy manual.  
b. The District wishes to continue current practices covered by these policies.  

 
  

Board of Commissioners: 
 
Jeff Randall, District 1 
Kenneth Collins, District 2 
Wayne G. King, District 3 
 
Larry Dunbar, General Manager 
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4. Discussion.  
a. These policies have been reviewed internally, by legal counsel, and were 

provided to both unions on February 20, 2018.  
b. Internal and counsel recommendations have been incorporated. To date, no 

feedback or questions have been received from either union.  
c. The Board of Commissioners had an opportunity to review this policy at their 

March 20, 2018. Typo corrections are made with the attached version.   
d. HR 4.05, Use of PUD vehicles, was previously reviewed by the Commission. 

That policy has been removed from this packet of proposals for further staff 
research and discussion.  

 
5. Recommendation.  

a. Adopt the revised policies as presented.  
 

6. POC for this memo is Debbie Lund. 
 
 
 
Larry Dunbar 
General Manager 



 
HR3.15 Reimbursement of Candidate Travel Expenses Permitted 

The General Manager is authorized by the Board to approve payment 
of employment interview expenses allowed under RCW 54.16.092. 
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HR4.13 Whistleblower (Chapter 42.41 RCW) 
District employees shall be encouraged to disclose, to the extent not 
expressly prohibited by law, improper governmental actions of local 
government officials, and employees, without fear of retaliation. 
 
“Improper governmental action” means any action by officer or 
employee that is undertaken in the performance of the officer’s or 
employee’s official duties, whether or not the action is within the 
scope of the employee’s employment, which is in violation of any 
federal, state, or local law or rule, is an abuse of authority, is of 
substantial and specific danger to the public health or safety, or is a 
gross waste of public funds. 
 
“Improper governmental action” does not include personnel actions 
including, but not limited to, employee grievances, complaints, 
appointments, promotions, transfers, assignments, reassignments, 
reinstatement, restorations, reemployments, performance 
evaluations, reductions in pay, dismissals, suspensions, demotions, 
violations of the local government collective bargaining, alleged 
labor agreement violations, reprimands, or any action that may be 
taken under Chapter 41.56 RCW and RCW 54.04.170 and 
54.04.180. 
 
Procedures for Reporting 

1. Employee submits a written report to the supervisor stating 
in detail the basis for the employee’s belief that an 
improper action has occurred. 

2. If the employee feels that the improper action involves his 
or her supervisor, the employee may raise the issue directly 
with the next person above the supervisor in the chain of 
command, or may raise the issue directly with the General 
Manager. 

3. In the case of an emergency, where the employee believes 
that damage to persons or property may result if action is 
not taken immediately, the employee may report the 
improper governmental action directly to the appropriate 
government agency with responsibility for investigating the 
improper action. 

4. The supervisor in receipt of the report shall promptly turn 
it over to the General Manager. 

5. The General Manager shall promptly investigate the 
matter. The name shall be kept confidential to the extent 
possible under the law, unless the employee authorizes the 
disclosure in writing. 

http://www.codepublishing.com/cgi-bin/rcw.pl?cite=41.56
http://www.codepublishing.com/cgi-bin/rcw.pl?cite=54.04.170
http://www.codepublishing.com/cgi-bin/rcw.pl?cite=54.04.180
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6. After the investigation, the employee shall be advised of a 
summary of the result of the investigation, except that 
personnel actions taken as a result of the investigation may 
be kept confidential. 

7. District  employees may report information about improper 
governmental action directly to the appropriate government 
agency with responsibility for investigating the improper 
action if the employee reasonably believes that an adequate 
investigation was not undertaken by the District to 
determine whether an improper governmental action 
occurred, or that insufficient action has been taken to 
address the improper governmental action or that for other 
reasons the improper governmental action is likely to recur.  

 
Protection Against Retaliatory Actions 

1. No employee who in good faith reports a violation shall 
suffer harassment, retaliation or adverse employment 
consequence. An employee who retaliates against someone 
who has reported a violation in good faith is subject to 
discipline up to and including termination of employment. 
The whistleblower policy is intended to encourage and 
enable employees and others to raise serious concerns with 
the District prior to seeking resolution outside the District.  

2. District employees who fail to make a good-faith attempt to 
follow the District's procedures in reporting improper 
governmental action shall not receive the protections 
provided by the District in these procedures.  

 
 List of Agencies 

Following is a list of agencies responsible for enforcing federal, 
state and local laws and investigating other issues involving 
improper governmental action. Employees having questions about 
these agencies or the procedures for reporting improper 
governmental action are encouraged to contact the Human 
Resources Manager.  
 

 JEFFERSON COUNTY 
 
Jefferson County Prosecutor 
P.O. Box 1220 
Port Townsend, WA  98368 
(360) 385-9180 
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 STATE OF WASHINGTON 
 
Attorney General's Office  
1125 Washington Street SE 
PO Box 40100  
Olympia, WA 98504-0100 
(360) 753-6200 
 
State Auditor's Office  
Insurance Building 
Capitol Campus 
302 Sid Snyder Avenue SW 
Olympia, WA 98504-0021 
(360) 902-0370  
 
State Department of 
Ecology  
P.O. Box 47600 
Olympia, WA 98504-7600 
(360) 407-6000  
 
Human Rights Commission  
711 South Capitol Way,  
Suite 402 
Olympia, WA 98504  
(800) 233-3247 
 
State Department of 
Health  
111 Israel Road SE 
Tumwater, WA   98501  
(800) 525-0127  
 
Dept. of Labor & 
Industries  
PO Box 44000 
Olympia, WA  
98504-4000 
(360) 902-5800 

 

State Liquor and Cannabis 
Board  
3000 Pacific Avenue SE 
Olympia, WA 98504 
(360) 664-1600 
 
Dept. of Natural Resources  
P.O. Box 47000  
Olympia, WA 98504 
(360) 902-1000 
 
Dept. of Social & Health 
Services  
Box 45131 
Olympia, WA   98504-45131  
(800) 865-7801 
 
UNITED STATES  
Department of Agriculture  
Office of Inspector General  
Room 117-W Jamie Whitten 
Bldg. 
1400 Independence Ave. SW 
Washington, DC   20250 
(202) 720-8001  
 
Rural Utilities Service 
STOP 1510, Rm 5135 
1400 Independence Ave., SW 
Washington, DC 20250-1510 
(202) 720-9540 
 
Bureau of Alcohol, 
Tobacco  
& Firearms  
Seattle Field Division  
915 Second Avenue, Room 790 
Seattle, WA 98174 
(206) 204-3205 
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 Department of Commerce  
Office of Inspector General  
915 Second Avenue 
Room 3062  
Seattle, WA  98174  
(206) 220-7970  
 
Consumer Product Safety 
Commission  
4330 East-West Highway 
Bethesda, MD   20814 
(800) 638-2772 
 
U.S. Customs and Border 
Protection  
Office of Enforcement  
100 Second Avenue  
Suite 2200 
Seattle, WA  98104 
(206) 370-3800 
 
U.S. Department of 
Education  
915 Second Avenue,  
Room 3310  
Seattle, WA  98174-1099  
(206) 607-1600  
 
Environmental Protection 
Agency  
Region 10 
1200 Sixth Avenue  
Seattle, WA  98101 
(206) 553-1200  
 
Equal Employment 
Opportunity Commission  
909 First Avenue, Suite 400  
Seattle, WA  98101-1061 
1-800-669-4000  

Federal Emergency 
Management Agency  
130 228th Street SW  
Bothell, WA  98021 
(425) 487-4600  
 
Federal Trade Commission  
915 Second Avenue #2896 
Seattle, WA  98104  
(206) 220-6350 
 
General Services 
Administration  
915 2nd Avenue 
Seattle, WA   98174 
(206) 220-5050 
 
Department of Health & 
Human Services  
700 Fifth Avenue,  
Seattle, WA  98104 
(206) 615-2010 
 
Department of Housing 
and Urban Development  
909 First Avenue, Suite 200 
Seattle, WA  98104-1000 
(206) 220 5101 
 
Department of Interior  
1849 C Street, N.W. 
Washington, DC   20240 
(202) 208-3100  
 
Department of Justice  
Drug Enforcement 
Administration  
300 5th Avenue, Suite 1300 
Seattle, WA  98104  
(206) 553-5443  
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 Department of Labor  
Occupational Safety & Health 
(OSHA)  
300 Fifth Avenue, Suite 1280  
Seattle, WA 98104 
(206) 757-6700  
 
Office of Inspector General 
Audits 
200 Constitution Avenue, NW 
Room S-5512 
Washington, DC  20210 
(800) 347-3756 
 
Office of Women's Bureau  
200 Constitution Avenue, NW 
Room S-3002 
Washington, DC  20210 
(800) 827-5335 
 
Mine Safety & Health 
Administration  
201 12th Street South,  
Suite 401 
Arlington, VA   22202-5450 
(202) 693-9400  
 
Nuclear Regulatory 
Commission  
Region IV 
1600 East Lamar Boulevard 
Arlington, TX  76011-4511 
1-800-952-9677  
 
Securities and Exchange 
Commission 
Pacific Regional District 
Office 
44 Montgomery Street,  
Suite 2800 
San Francisco, CA  94104 
(415) 705-2500 
 

Social Security 
Administration 
138 W 1st St, #113 
Port Angeles, WA   98362 
1-800-772-1213 
 
Department of 
Transportation  
1200 New Jersey Ave., SE 
Washington, DC   20590 
(202) 366-4000 
 

Department of Treasury  
Internal Revenue Service  
1500 Pennsylvania Ave, NW 
Washington, DC   20220 
(202) 622-2000 
 
Department of Veterans 
Affairs  
4916 Center Street, Suite E 
Tacoma, WA  98409  
(253) 565-7038 
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HR5.02 Hours of Work 
All employees shall work a schedule as approved by the Manager or 
his/her designee. A temporary employee's work week should not 
normally exceed the regular work week of other employees in the 
department to which he/she is assigned.  
 
Alternate work schedules such as four 10-hour days (4 10’s) may be 
requested and approved annually by the Manager or his/her designee 
for employees not represented by a bargaining unit at the request of 
the Department Head. Requests will be made using the District’s 
alternative work schedule request form. Department Heads will 
consider requests for alternate schedules in a nondiscriminatory 
manner based on the business needs and interests of the District. The 
District shall not incur any additional expense if an alternate work 
schedule is implemented. Alternate work schedules must always start 
at the beginning of a work week and end at the end of a workweek and 
must be established on a schedule that provides for the same work 
days (i.e. Monday-Thursday or Tuesday-Friday) each week. 
 
If a holiday falls on a non-working day of an employee’s alternate 
schedule, the Department Head will ensure that the employee takes 
another working day off within the same work week. If the employee’s 
regularly scheduled day is longer than what the employee would get 
paid for a holiday on a non-alternate work schedule, the employee 
must use his/her PTO, comp time or other available paid time off to 
make up the scheduled hours. PTO accrues at the regular rate while 
on the alternative schedule. PTO or other paid time off must be used 
for any scheduled hours in a day that the employee does not work. For 
example, an employee taking PTO for an entire day must use 10 hours 
of PTO if working a 4-10 schedule. 
 
The Department Head or the Manager have the right to end the 
approval of an alternative work schedule by giving the employee two 
weeks’ notice. Department Heads are responsible to ensure that their 
units have coverage during the hours the District advertises it is open 
to the public, including the lunch period. 
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HR7.02 Overtime and Compensatory Time 
This policy is being adopted in consideration of the extension of the 
provisions of the Fair Labor Standards Act to this municipal 
corporation by the action of the United States Supreme Court. 
Except in emergencies, overtime shall be approved by the 
Department Head or, in his/her absence, the individual in charge of 
the Department at the time the need for overtime becomes 
apparent. In order to permit employees some flexibility in the use of 
the benefits which they earn through their overtime service, the 
following policies are adopted: 
 

1. These policies shall apply only to those employees of the 
District which are subject to the Fair Labor Standards Act and 
whose services are rendered on the basis of a 168 hour (7 day) 
work week. This policy shall not apply to professional, 
administrative or executive employees who are exempt from 
the provisions of the Fair Labor Standards Act. Exempt 
employees shall receive no overtime and may take 
compensatory time only as provided for in these policies. 
 

2. Overtime shall refer to services rendered by an employee in 
accordance with hours worked. Non-exempt employees shall 
receive overtime compensation at a rate of one and one-half  
(1 ½) times their regular rate of pay per hour worked in excess 
of eight (8) hours in one day or in excess of 40 hours in one 
week. Overtime shall also be paid at this rate for hours worked 
on a Saturday and Sunday if they are not a scheduled work 
day and on holidays identified in Section 5 of this manual.  
 

3. Employees may request compensating time off in lieu of the 
payment of overtime. All such requests shall be subject to the 
approval of the Manager and shall be granted at the sole 
discretion of the District. Compensatory time will accrue at 
one and one-half (1 ½) times the hours of overtime worked. 
The maximum accrual of compensatory time is 40 hours. Use 
of compensatory time shall be taken within reasonable time 
from the date earned, not to exceed six months. All scheduling 
of compensatory time shall be mutually agreed upon by the 
employee and his/her Department Head. 
 

4. The Bookkeeper is directed to Finance Department will keep 
records of the overtime earned, the compensating time 
requested and used. 
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HR7.04 On-Call Pay 
To compensate non-represented, non-exempt employees who have 
been assigned to accept on call duty for telephone and other non-
field support during call out situations, the employee will receive, 
for each day of on-call status, a flat dollar amount equivalent to 
$25.00 per day. This amount will increase by the cost of living 
adjustment (COLA) provided to non-represented employees on the 
same date that the COLA is applied to non-represented employee 
wages.  
 

 

 

HR7.09 Supplemental Retirement Benefit 
District employees may participate in the Washington State 
Deferred Compensation Program (DCP), an IRC Section 457 plan.  
 
Non-represented employee contributions up to 6% of his/her gross 
wages (with the exception of reimbursements, moving allowance 
and cash outs) are eligible for PUD match. The PUD will match at a 
rate of $0.50 for each dollar the employee contributes up to a 
maximum of 3%. Any amount contributed by the employee beyond 
the maximum of 6% will not be matched. The total annual 
contribution under the 457 deferred compensation program, 
including PUD match, will be limited by the IRS and DCP 
regulations.  
 

 

 

 



Ph (360) 385-5800           Fx (360) 385-5945          310 Four Corners Road, Port Townsend, WA 98368 
Public Utility District No. 1 of Jefferson County is an Equal Opportunity Provider and Employer 

 
 
April 24, 2018 
 
MEMO FOR BOC 
 
SUBJECT:  Proposed Changes to HR10 – Travel and Procurement manual 6.3 
 

1. Purpose: In response to recent Board training and discussion regarding the current 
travel policy, changes are being recommended.  
 

2. Facts. 
a. Interim CFO Tammy Lehman led the Board through training and a discussion 

of the PUD’s current travel policy.  
b. As a result of the discussion at the Board meeting and subsequent staff 

training sessions, recommendations are being made to revise the policy.  
c. Both HR policies and the PUD Procurement Manual currently contain 

language regarding travel.  
 

3. Assumptions. 
a. Clarity was desired in portions of the policy for better reader understanding. 
b. Board desires simplicity due to the extent the Commissioners travel for PUD 

business.  
c. De minimis reimbursements without a receipt are acceptable in some cases 

where a receipt is not practical.  
d. A lengthened period of time to submit receipts was requested.  
e. Not all scenarios can be covered by any policy, therefore some language for 

granting of exceptions is proposed.  
f. The Procurement Manual contains some language that is better suited for the 

HR policy.  
 

4. Discussion.  
a. Is the Board comfortable with the travel authorization language as proposed as 

it pertains to Commissioner travel?  
b. Are the other recommendations for changes agreeable to the Board?  
c. The Board of Commissioners had an opportunity to review this policy at their 

April 17 meeting.  No changes were requested.  
d. These draft policies were provided to both unions and non-union employees 

on March 19, 2018. To date, no changes have been requested.  
  

Board of Commissioners: 
 
Jeff Randall, District 1 
Kenneth Collins, District 2 
Wayne G. King, District 3 
 
Larry Dunbar, General Manager 



2 
 

e. The Board had initially requested to lengthen some timeframes for turning in 
expenses. Interim CFO Lehman recommends maintaining the current 
established timeframes and commends the Board for their diligence in turning 
in their reports in a timely manner. In addition, Interim CFO Lehman 
discovered that RCW 42.24.115 requires expenses charged on a District credit 
card to be submitted within 30 days of the credit card billing date.  

 
5. Recommendation.  

a. Pass the policy revisions as presented.  
 

6. POC for this memo is Debbie Lund. 
 
 
 
Larry Dunbar 
General Manager 
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Jefferson County PUD #1 
 

Human Resources Policies 
Section HR-10: Travel  

 
 
HR10.01 Purpose 
HR10.02 In General 
HR10.03 Travel Authorization 
HR10.04 Meal Per Diem Rates 
HR10.05 Meals Included in Registration Fees 
HR10.06 Lodging Rates 
HR10.07 Automobile Use 
HR10.08 Non-employee passengers 
HR10.09 Volunteers 
HR10.10 Reimbursement Procedure 
HR10.11 Extending a trip for personal reasons 
HR10.12 Traveler’s responsibility 
HR10.13 Modification of Policy 

 
HR10.01 Purpose 

This policy provides guidance concerning travel while JPUD 
Commissioners, employees, and volunteers are conducting official 
District business. 
 

HR10.02 In General 
A. Travelers are required to take steps to minimize 

travel expenses to the extent practical. 
B. The departure point for travel will be either 310 

Four Corners Road, Port Townsend; or 230 
Chimacum Road, Port Hadlock, Washington; or 
the traveler’s residence, whichever is closer to 
the travel destination. 

C. The return point for travel will be either 310 
Four Corners Road, Port Townsend; 230 
Chimacum Road, Port Hadlock, Washington; or 
the traveler’s residence, whichever is closer to 
the travel destination. 

D. No reimbursement will be made without detailed 
receipts, with the exception of per diem. The 
General Manager, or designee, will make the sole 
determination whether the documentation 
provided is reasonable, except where the General 
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Manager is the traveler, the Board President will 
make such determination. 

E. When the General Manager is the traveler any 
required authorization will come from the Board 
President. When a Board member is the traveler, 
any required authorization will come from the 
Board acting as the JPUD Governing Body. 

 
HR10.03 Travel Authorization 

When the General Manager is the traveler any required 
authorization will come from the Board President. When 
a Board member is the traveler, any required 
authorization will come from the Board acting as the 
JPUD Governing Body. 
 
Any travel requests that allow for reimbursement to the 
traveler must be pre-approved on the attached JPUD 
travel request form, with the exception of the PUD Board 
of Commissioners.   
 
Commissioners do not need to request pre-approval for 
travel within the State of Washington or to the Portland, 
Oregon, metropolitan area.who, because of their meeting 
schedule, may submit requests within 30 days after 
completion of travel. Regular meetings that Board 
members attend related to their duties as Board members 
do not require approval. Commissioners wishing to travel 
somewhere requiring pre-approval will request approval 
from the other Commissioners by placing the request on a 
board meeting agenda prior to traveling.  
 

HR10.04 Meal Per Diem Rates 
JPUD uses the rates set by the U.S. General Services 
Administration. To determine the rate for individual 
meals, the following calculations rounded to the nearest 
dollar apply: 
 

Breakfast:   25% of the daily GSA amount 
Lunch:         30% of the daily GSA amount 
Dinner:        45% of the daily GSA amount 

 
Travelers are required to accept per diem rather than 
reimbursement, unless such would be impractical or not 

Moved this to 
“authorizations
” below  

New language 
for Board only.  
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in JPUD’s best interest as determined by the General 
Manager, or designee, or the Board President where the 
General Manager is the traveler, or the Board where a 
Board member is the traveler.  
 

HR10.05 Meals Included in Registration Fees or as Part of 
Lodging 
If meals are provided at an event and are included in the 
registration fee for that event or are provided as part of 
the cost of lodging, the traveler is not eligible for meal per 
diem for that meal. Continental meals or light 
refreshments do not count as a meal.  
 

HR10.06 Lodging Rates 
Travelers will be reimbursed for actual costs, as 
evidenced by a receipt. Travelers may also use a JPUD 
credit card if authorized and available. Travelers should 
attempt to reserve lodging at the lowest available rate. 
Lodging is not authorized when the destination is under 
50 miles away absent unusual circumstances as 
determined by the General Manager or designee, or by 
the Board President where the General Manager is the 
traveler, or the Board where a Board member is the 
traveler. 
 
Final Day of JPUD Business: Payment for lodging 
expenses related to the night of the traveler’s final day of 
business may be authorized under the following 
circumstances: 

A. When the overnight stay is more economical to 
JPUD (such as the increased cost of travel the 
final day of business being greater than an extra 
night’s lodging and travelling the following day.) 

B.  When the health or safety of the traveler is at 
unreasonable risk. 

C.  In exceptional circumstances approved by the 
General Manager, Board President, or Board, as 
appropriate. 

 
If a family member or guest accompanies the traveler, the traveler 
shall pay any additional costs incurred as a result of the additional 
guest.  
 

Some hotels 
(Enzian Inn at 
Leavenworth) 
provide a full 
breakfast.  

Suggested addition 
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HR10.07 Automobile use 

JPUD vehicles will be used for JPUD business, unless a 
JPUD vehicle is not available, or where use of a non-
JPUD vehicle is determined to be impractical by the 
General Manager or designee, Board President, or Board, 
as appropriate. Where use of a non-JPUD vehicle is 
approved, mileage reimbursement usage will be at the 
then-current Internal Revenue Servicemileage rate as 
published by GSA. When JPUD vehicles are unavailable, 
travelers will make reasonable efforts to use as few non-
JPUD vehicles as possible. 
 
Mileage reimbursement for use of a privately-owned 
vehicle will differ depending on the situation. The current 
mileage rates for private vehicles when a PUD vehicle is 
available, when a PUD vehicle is not available and 
personal motorcycles will be shown on the PUD 
reimbursement form.  
 
If no JPUD vehicle is available:  $0.54 per mile. 
If JPUD vehicle is available: $0.19 per mile. 
Use of privately-owned motorcycle: $0.51 per mile. 
 
Note: The per-mile reimbursement will change when the 
GSA reimbursement rates change. 
 
Board members are not required to try to use a JPUD 
vehicle and may receive mileage reimbursement at the 
“no JPUD vehicle” rate when using their personal vehicle.  
 
Employees are encouraged to discuss the pros and cons of 
using a JPUD vehicle with their supervisor when getting 
pre-approval for the travel.  
 
Tolls, parking fees and other associated costs related to 
vehicle use are eligible for reimbursement. Actual fuel 
costs are paid only for rental cars.  
 

HR10.08 Non-employee passengers in JPUD vehicles 
Non-JPUD adult passengers may accompany JPUD 
employees or Board members in a JPUD vehicle used for 
a conference, seminar, meeting, or similar activity, 

Suggested 
language to 
keep 
outdated 
rates out of 
the policy 

Allow full 
mileage 
reimbursement 
to 
Commissioners 
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provided JPUD’s insurance coverage is not adversely 
affected, there is no increased cost to JPUD, the 
passenger does not drive the JPUD vehicle at any time 
absent a health emergency or immediate risk of safety, 
and the use of the JPUD vehicle continues to be strictly 
business related. 
 

HR10.09 Volunteers 
Volunteers conducting approved District business, 
including members of Advisory Boards, may be 
reimbursed for travel under this policy.  Reimbursement 
of travel costs for volunteers must be approved by the 
General Manager or Board of Directors. Travel by JPUD 
Citizens Advisory Board members to and from Advisory 
Board meetings is not reimbursable.  
 

HR10.10 Reimbursement Procedure 
For expenses not covered by per diem, aA travel expense 
reimbursement form must be completed that includes a 
detailed explanation of the items purchased and 
itemization of the amounts where appropriate, along with 
a description that clearly evidences the business purpose 
of the expense. No receipts are required for per diem 
meals. JPUD will not reimburse for: 

A. Travel or meals paid by any other organization. 
B. Alcoholic beverages. 
C. Valet services unless no other reasonable option 

existed. 
D. Expenses incurred by anyone other than the 

employee or Board member. 
E. Fees for sightseeing tours or other activities with 

no direct relationship to District business, and 
entertainment expenses. 

F. Mileage when traveling as a passenger. 
G. Any other expenditure for personal purposes. 

 
In cases where a receipt is not practical (such as parking 
meters or cash only parking lots), and the expenditure is 
less than $10, a written explanation from the employee or 
Board member will serve as a receipt.  
 
When an employee or a Board member uses a District 
credit card, detailed receipts shall be retained and turned 

Suggested 
language for 
clarity 

Suggested de 
minimis 
language 
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in to Accounts Payable in accordance with the District’s 
credit card program policy and procedures. Each receipt 
must clearly identify the type of expense (e.g. air fare, 
hotel room, etc.). 
 
An employee or Board member will use the District’s 
expense report form for reimbursable expenses not 
charged on a District credit card. The form must be 
submitted to Accounts Payable within thirty (30) days of 
the earliest expense item shown on the voucher. 
Reimbursements less than $25 may be requested from 
petty cash.   
 

HR10.11 Extending a trip for personal reasons 
A business trip may be extended for personal reasons, 
such as a vacation, provided JPUD does not incur any 
additional expense. If additional expense is incurred, 
JPUD will reimburse only up to the expense that would 
have been incurred had the trip not been extended. The 
same expense calculation will be made if the traveler 
chooses to take a spouse, domestic partner, or other 
family member on a trip. 
 

HR10.12 Traveler’s responsibility to abide by travel policy 
It is the traveler’s responsibility to understand and abide 
by this policy at all times. Claiming a misunderstanding 
of this policy will not be grounds for reimbursement that 
would otherwise not be authorized. Travelers should 
clarify any reimbursement issues before they incur any 
expense for which they intend to seek reimbursement. 
 

HR10.13 Modification of Policy 
If at any time the General Manager determines 
administration of any part of this policy is not in the best 
interest of JPUD, he/she may modify or suspend the part 
in question pending consideration and final action by the 
Board. 
 

HR10.14 Exceptions to Policy 
The General Manager, Board President, or the Board as 
appropriate, is authorized to make exceptions to this 
policy for health, dietary, or religious reasons or when 
circumstances warrant special consideration. Examples 

Language from 
Procurement 
Manual put in 
HR policy.  

Reference to 
Credit Card 
policy added.  

To address 
some of the 
“exceptions” 
that might be 
needed.  
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include but are not limited to: an overnight stay for the 
safety of the traveler, lodging at a hotel other than the 
cheapest available for security or practicality, or a meal 
per diem where the meal otherwise did not accommodate 
a traveler’s dietary restrictions. 
 

HR10.15 Direct Payment of Travel Expenditures 
Travelers may request direct payment of lodging and 
airfare costs by using the established procedure for 
requesting a purchase order or using the JPUD credit 
card for payment.    
 

 

To address 
Laborers 
Union 
concern 





PUD Procurement Manual 
 
 
6.3  DISTRICT TRAVEL  

 
6.3.1  Employees may be paid in advance of travel for meals and miscellaneous 

expenses on a per diem rate by requesting a per diem warrant from 
Accounts Payable. The request must be submitted at least two weeks 
prior to the travel. Advance travel per diem warrants will not be issued 
when requests are made less than two weeks prior to the travel.  

 
6.3.2  When employees use a District credit card, 

detailed receipts shall be retained, attached to an 
expense claim voucher, and turned in to Accounts 
Payable within five working days of returning from 
the travel. Each receipt must clearly identify the type of expense (e.g., air 
fair, hotel room, etc).  

 
6.3.3  An expense claim voucher for reimbursable 

expenses not charged on a District credit card must 
be submitted to Accounts Payable within thirty days 
of the earliest expense item shown on the voucher. 
Reimbursements less than $25 may be requested 
from petty cash. The General Manager may 
approve other exceptions for employees when the 
requirement of this provision is not met and 
circumstances warrant special consideration.  

 

6.3.4  When Commissioners use a credit card, the same 

procedures apply as above. 

6.3.6 2  Approvals & Signatures  
 Employee  
 Department Supervisor  
 General Manager  
 Commission Approval 

 

 

 

Please note: There was no section 6.3.5. 

Language included in HR 
10.10 

Language included in HR 
10.10 
 
Removing exception 
language. See new 
language in HR policy 
10.14. 

Language included in HR 
10.10 



May 1, 2018 

PUD CALENDAR 

 

 

 

May 15  BOC Regular Meeting 5:00 p.m. Transit Center 

 

May 14-20 Port Townsend Rhody week – Parade May 19 

 

May 16  Employee Wellness luncheon 
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