Thurston County Fire Protection District 8
DISTRICT POLICY MANUAL

PoLicY TINE: Procurement, Expenditures and Audit General
Guidelines

POLICY NUMBER: 1-03-PO-00

REVISION: 9

DATEISSUED/REVISED: DRAFT

BOARD APPROVAL

SIGNATURE:

‘ Procurement and payment of goods and services for the District shall follow procedures as
required by the laws, codes and regulations set forth for State of Washington political sub-
divisions, and by guidelines established in this Policy. It shall be the responsibility of the Board to
assure proper checks, balances and procedures are developed to provide guidance to District staff
in the execution of day-to-day business activities.

L _Purchasing Authorization: Purchasing of routine goods and services (including ongoing costs
such as utilities, maintenance & operations), conducting public works projects and contracting for
professional services must be in compliance with appropriate Washington State Statutes for fire
districts. Where competitive bidding for goods, services, public works or contracts are required,
the District Secretary shall ensure adequate documentatlon of bid solicitation is included in the
purchasmg ﬁle(s) e : > st "The current version

necessary for procurement of the following categories:.

a. Equlpmcnt Materlals and Sunplles:

The Board may delegate purchasing authority to the Fire Chief, who in turn may sub-delegate
purchasing authority to District staff; specific sub-delegations are documented in Procedure 1-03-
01 (current version).

Purchases for goods & services from any District fund up to $10,000 may be approved by the Fire
Chief. The Fire Chief shall ensure necessary funding in the current budget is in place and that
appropriate purchasing procedures are practiced. The Fire Chief shall report budget status, including
any overages, to the Board at their monthly regular meetings
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| HHIL Payment of Invoices: When a vendor or contractor invoices the District for any goods, services
or projects, the Fire Chief , or designee, shall act as the “Signing Officer" and shall obtain an original
copy of the invoice, review it for accuracy, initial and date it, and forward it to the District Secretary for
processing. In order to be authorized payment, the original invoice must contain the minimum
information including the name of the vendor, date of transaction, a complete description of the
| good/service/project provided and the total cost (including taxes).

IVIII.Auditing & Processing Warrants and Electronic Fund Transfers: As required by Statute and

Policy, all invoice payments shall be approved by the Board at open public meetings. Preparation for
warrants or electronic fund transfers are the responsibility of the District Secretary. These are presented
to the Board on summary approval sheets but may also be presented in an individual fashion.

The District Secretary (“Auditing Officer”) shall further—review invoices approved by the Signing
Officer for accuracy, then, a warrant or electronic fund transfer shall be prepared to pay the vendor or
contractor for the invoice. The Auditing Officer shall ensure each warrant or electronic fund transfer is
coded according to the Washington State Business Accounting & Reporting System (“BARS”) for fire
districts.
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Each svarrant-authorization for payment by warrant or electronic fund transfer shall bear the signature
of at least two (2) authorized individuals. Any standard expense claims, ineluding-(excluding payroll,

dollars ($10,000) may be approved by the Signing Officer and Auditing Officer. Any standard expense |

claim warrants_or electronic fund transfers in excess of Ten Thousand dollars £$10,00(D7111gs/t/be/[ Formatted: Highlight

approved by the Chair of the Board and either the Signing Officer or the Auditing Officer. If either the
Signing Officer or Auditing Officer is not available, the Chair of the Board shall sign as the second
signature. If the Chair of the Board is not available, the Vice Chair shall sign warrant(s) or electronic
fund transfers. If both the Chair of the Board and the Vice Chair are not available, another Board
member shall sign warrant(s) or approve electronic fund transfers.

As specified in Statute, the primary Signing Officer and Auditing Officer shall be bonded. The District
provides a five-hundred thousand dollars (§500,000) bond for the primary Signing Officer and Auditing
Officer to assure the faithful discharge of their duties. Proof of such bonding can be provided by the
District Secretary uponrequest.

The Board shall review and approve the claims paid. The District Secretary shall prepare and the Board
shall approve ene-a general certificate directing the Thurston County Treasurer’s bank to pay—process
all authorized warrants_and eleetronieatbyelectronic fund transfers. The general certificate must specify

the identification number, date, amount, and funds used for payment of each warrant. If the Board
disapproves any claim, the Signing Officer and Auditing Officer will recognize the claim as a
receivable of the District and will pursue collection diligently until the amount is either collected or the
Board is satisfied and approves the claim.

MIIV.Cash Control: The District Secretary has authority to receive and accept cash donations,
payments for permits, sale of copies or other cash transactions that may arise from time to time. The
Fire Chief also has authority to accept cash if the District Secretary is not available. A pre-numbered
duplicate receipt book shall be used and a receipt issued for each transaction. Funds will be promptly
deposited in the District's account with the Thurston County Treasury.
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