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TCD Board of Supervisors

C_les_ervptio_n Special Board Meeting
= ‘zfj:“f Monday March 5, 2017 (2:00 pm)
il ol 2918 Ferguson St SW, Suite A, Tumwater, WA 98512, 360.754.3588
No. Item Time Allotted
1. Welcome, Introductions, Audio Recording Announcement, 3 min

and Pledge of Allegiance

2, Public Comment — 3 minutes per person 15 min
3. Agenda Review 10 min
4. Policy 5.1: Travel Policy (Updated) — Action Item 30 min
8. Policy 1.2.1: Board Supervisor Remote Attendance (New) — Action Item 15 min
6. Policy 3.3.6: Tele-community and Off-site Work (New) — Action ltem 30 min
7. Executive Session: RCW 89.08.110 - To receive and evaluate 30 min

complaints or charges brought against a public officer or employee

8. Associate Supervisor - Action ltem 15 min
9. Determine Next Steps 30 min
10. Adjourn

Total meeting time: 178 minutes; 2.96 hours






5.1 Travel Policy
Effective Date: January 1, 2001
Updated: December 29, 2015
SUBCOMMITTEE REVISION PROPOSED: 2.15.18

Purpose: To minimize costs to the District and to establish basic guidelines governing the

Policy:

1.

2. Travel Status:

3.

—SIOO

reimbursement of District-related travel and business expenses incurred by District
Board Members and District employees.

Travel Reimbursement; The District will reimburse District employees and Board
Members for expenses that are reasonable and necessary to conduct TCD business.
Washington State travel rates for lodging, subsistence and mlleage will be used.
Actual expenses will be reimbursed for all other eligible expenses.- Expenses that
exceed the Washington State travel rates may be reimbursed for events when
employees or Board members are required to stay and/ordine at the event or where

lodging and sustenance are not available at the State xate.

The Executive Dir
determine when an employee is in travel status. Generally travel status will be '
granted when an employee is 1equued to- tﬁtiaygl beyond the time normally spent for 1
their daily job duties. - = = g

Travel Authorization: Th ,Executivé *Dil‘édtg‘ or_Acting Executive Director or |

Staff membé’l s' that w'flﬂ’b(_: traveling out of county. or out-of-state. and any portion of

| ‘unds, then it will need to_have approval in advance by
elther the E\ecutwe Dll’ectm or !Abllnﬂ F\ecutlve Dlrcctcn [ln consullatlon 'md*|

mcludmg any pass- -throug

it will need to be anploved in_writing bv the AED in consultation and
LOITllenlC'lthI‘l \Vlth the Board Auditor or the Board Chait, | | f', ¥

= ’, I

Anv board-r
pmlionmef hat tr avel expense is to bt: reimbursed by T CD or any pass-th:ough funds ,'
will need to have approval in advance by either the]Boald Auditor or the Board Lhan{
If the amount is over $200. it will need to be approved in writing. by the Board

Aud1to: or the BO&ld Chan Trhe District Treasurer is hereby authorized to keep funds .-

Travel Advances: An—employee—who—wants—a—travel-advance—must-obtain—written

7ct01' or the employee s managcllsupcw:sm will !

to_be rcimbursed by Thurston Conservation District. « /|

4

Comment [SM1]: Suggest putting Executive ?

Director

Comment [SM2]: Is this level of detailed daily
activity necessary to consult with Board? This does
not logistically make sense and could prohibit
District staff from fulfilling deliverables if not
addressed timely by their supervisor, | think this is
an appropriate duty of the ED. Concern over
perception of retaliation,

Comment [SM3]: All reimbursements require

written documentation and authorization by ED
regardless of amount.

Comment [SM4]: Approval by the whole Board,
not individual members to eliminate perceived
conflicts of interest.

Comment [SM5]: Reasonable should be defined.
What types of ‘travel” are usual and reasonable for
Board members? Alsoinclude a statement, ‘as
provided for in the approved annual budget’.

Comment [SM6]: While on travel status? There
should be some definition around circumstances
that are appropriate for mileage and per diem
reimbursement.

Comment [SM7]: The whole board should
define circumstances requiring reimbursementin
this policy and approve reimbursement requests to
increase transparency and reduce perceived
conflicts of interest. This should follow what has
been allocated in the approved annual budget.

Comment [SM8]: This should be authorized and
documented in writing regardless dollar amount.

——

Comment [SM9]: What does this mean? The
Board approves the annual budget and there should
be a line item related to this that clearly sets aside
funding for Board ‘travel’. As with other expenses,
use of these funds will need to managed accordingly
to cover the year's travel expenses for all Board
members, Each member should receive an equal
allocation.




travel-advaneereeeived: [No payments will be issued prior to an event. for any travel
or per diem. for staff or board lfor TCD authorized events) - 1 Comment [SM10]: What does this mean? This

statement reads that payments may be issued prior
for unauthorized events!

Government discounts, economy vehicles, moderate accommodations and meals, and

N
5. Travel Arrangements: Travel arrangements should minimize costs to the District. \\[
discount air fares must be used unless there is a bona fide reason for doing otherwise.

Comment [SM11]: Agree with overall intent to
not issue travel advances,

6. Transportation:

Private Vehicles: District vehicles are to be used whenever possible for official
District business travels. Employees are not eligible for reimbursement for mileage
for personal vehicles unless an appropriate district-vehicle is unavailable. Use of
private vehicles will be reimbursed at the current State of Washington authorized
mileage rate.  When multiple employees/board supervisors are traveling via motor
vehicle to the same destination, every effort shall be made to travel together.

No travel mileage will be reimbursed for staffpersonal vehieles. without approval of

the |AED |in_consultation and communication with_the Board Auditor or the Board __ - -{ Comment [SM12]: Executive Director )
Chair. kl Comment [SM13]: Grant mansgement and
money. budget implementation is a responsibility of the ED. |
2 This could prohibit fulfilling deliverables and present
= = == = = _ . \\ a perceived conflict of interest, What concerns can
Air Fare: Air travel willnot be reimbursed unless-authorized. Maximum payment for | we provide solutions for here?
air travel is “coach” or “¥” class fare. The District Administrator may authorize Comment [SM14]; This dossn't seam relevant —
“business” class air fare for round trips ever 5,000 miles, on a case by case basis. mostall travel is grant funded and included in the
= = = approved grant budget. Travel reimbursements are
= = - not granted, unless the qualifying circumstances |
Employees -are encouraged to take advantage of reduced airfare programs that meet the criteria above and are budgeted. |

minimize travel costs to the District.This includes non-refundable discount fares,

and travel over Saturday nights (if other per deim costs are less than the discounted |
fair). Where travel time is extended to use discount fares, the District will reimburse |
the additional meals and lodging if the total travel expense is less than had travel time |
not been extended. = —

5. Lodging:

The ﬁi_strict _will reimburse lodging at single occupancy or double rates (if two same
sex employees share a room). Employees are not required to share lodging.

The use of moderately priced lodging is required. Motel/Hotels that offer rooms at
government rates must be used, wherever available. Employees attending a seminar
or conference may use the host facility. Lodging that is located less than two hours
driving time from the employee’s residence will not be reimbursed. The Executive
Director/ Board Auditor has the discretion to make exceptions to accommodate carly
flight arrangements or attendance at a conference or seminar.

6. Subsistence:



Procedure:

Subsistence includes ail reasonable and necessary charges for breakfast, lunch, and
dianer, including tips.

Snacks and beverages apart from breakfast, lunch and dinner are not reimbursable,

The District will not reimburse discretionary expenditures such as video rentals or
hospitality bar charges. Alcoholic beverages will not be reimbursed. When
complimentary meals are provided in conjunction with a meeting, conference or
seminar, reimbursement will not be made for substitute (per diem) meals unless
unusual circumstances are explained to and approved by the employee’s supervisor in
advance.

Miscellaneous Expenses:

Costs associated with vehicles, such as parking fees and tolls, w111__;__£__ae reimbursed if
1easonai)le, necessaly, and aelated to Dlstnct ‘biisiness. istrict will not

hmousme services are ae1mbu1s
business.

Expenses directly related t6%i
inoculations, imbursable.

xecutive Director and the District Accountant/Treasurer will review each
expense reimbursement form and suppotting documentation for reasonableness,
compliz and approval in accordance with this policy. Additional explanations
must be supplied for any item that is not self-explanatory or is unusual.

The

All reimbursement of business expenses will be requested through the District’s
Travel Expense Voucher, All employee and volunteer reimbursement requests must
be submitted within two weeks of travel, or sooner, if tied to a grant that expives
within that time period. All board members reimbursement requests must be
submitted within 30 days of travel, unless otherwise arranged through the Executive
Director.




Receipts must support all expenses not included in the Washington State travel rates.
Incidental expenses (including parking lot or parking meier fees) without a receipt or
lost receipts may be reimbuised at the discretion of the supervisor,

Employees, board members, and volunicers attending the same meeting will generally
submit separate claims. Items for which reimbursement is sought must be itemized
by date and expense, i.e. meals, phone, facilities, etc, and include the purpose of the
trip.
Acceptable documentation includes cash requester receipt or credit card receipt. Detailed billing
information provided by the credit card company may be substituted foF cash register receipts.
Restaurant table receipts must document food and beverages consuth feals that are covered
under per diem rates do not submiital of receipts.




1.2.1 Board Supervisor Remote Attendance
PROPOSED DRAFT: 2.15.2018

Purpose: To establish a policy for remofe attendance of a Board Supetvisor at meetings.

Description: From time to time, it is not possible for a Board Supervisor to attend a Board of

Policy: Attendance by remote communication may o
1 '

Supervisors meeting and, in limited instances, Thurston Conservation District
would benefit from a Board Supervisor’s participation by means of remote
communication. Thurston Conservation District recognizes the benefits of fullest
practicable attendance and participation by its members, Attendance from remote
locations is intended to be an alternative and infréquently used method for
participation by Supervisors. '

A Superv1sc>1 may attend a meetmg via remot

when it is important for all Supervisors to-
unable to by physically present,
A Supervisor planning to atten
Executive Director at least 24
of the Supervisor’s intent to att

on must provide notice to the
ed meeting. The notice must advise

er Junct1011=.capabie of broadcastmg the
siently enough to be heard by those in
ow the commissioner to pose and answer

unication may partlmpate and vote during the
ically present at the meeting.
1ote communication shall comply with all rules and
ysically present at the meeting.
In the case of exe sions, the Board of Supervisors may permit participation from
remote location(s) on en the Supervisor on a case-by-case basis considers such
participation to be necessary and the Board of Supervisors is confident in the security of
such remote communications.

procedures as 1]







3.3.6 Tele-commuting and loff-site worl]
PROPOSED DRAFT: 2.15.18

Policy: All tele- commutmg and aﬂHoff site wmk{,

Comment [SM1]: Does this mean all necessary
responsibilities to carry out District business that
occur autside the office?

= ’[ Comment [SM2]: See above ]

[ comment [SM3]: This does not seem

appropriate. The day-to-day management of staff is
the responsibility of the Executive Director. It is not
efficient or necessary for the overall organizational
management of the District to consult individual
Board members on staff schedules. This would
provide tremendous unnecessary pracess for staff
and micromanagement responsibility at the Board
level.

Comment [SM4]: This doesn't seem relevant to

tele-commuting.




