
 

PUBLIC UTILITY DISTRICT NO. 1 OF SKAGIT COUNTY 
COMMISSIONERS’ MEETING 

 
DRAFT AGENDA 

May 23, 2017 

PLEDGE OF ALLEGIANCE 

CONSENT AGENDA 
1. Approval of Agenda 05/23/17 
2. Approval of Minutes 05/09/17 
3. Ratification of Vouchers 05/16/17 
4. Approval of Vouchers 05/23/17 
5. Recommendation to Award - Chuckanut Drive, Joe Leary Slough Crossing Project 

STATUS OF BUDGET/FINANCIAL SUMMARY – 1st Quarter 2017 

TREASURER’S REPORT – April 2017 

AUDIENCE COMMENTS 

OLD BUSINESS 

6. Manager’s Report 

7. Quarterly Report – Human Resources 

NEW BUSINESS 

8. Revisions to AP&P #2039 – Travel Expenses and Reimbursement - Review 

9. Surplus Equipment (Tandem Axle Trailer) - Action 
Motion for Removal of Capital Assets from Fixed Assets per Policy #1022 

10. Cancellation of June 13 Commission Meeting - Action 

MISCELLANEOUS 

COMMISSIONER COMMENTS 

EXECUTIVE SESSION  - Approximate Duration of 15-30 Minutes 
Per RCW 42.30.110 (1) (b) 

ADJOURNMENT 

JUDY RESERVOIR ELEVATION 
 



 

Commission Meeting 1 May 9, 2017 

MINUTES OF THE REGULAR MEETING OF THE COMMISSION 
PUBLIC UTILITY DISTRICT NO. 1 OF SKAGIT COUNTY, WASHINGTON 

 
May 9, 2017 

The regular meeting of the Commission of Public Utility District No. 1 was held in the 
Aqua Room of the utility located at 1415 Freeway Drive, Mount Vernon, Washington, on 
May 9, 2017. 

The meeting was called to order at 5:00 PM.  Those Commissioners in attendance were:  
Robbie Robertson, President, Eron Berg, Vice President; and Al Littlefield Secretary.  
Also in attendance were:  George Sidhu, General Manager; Mark Handzlik, Engineering 
Manager; Sally Saxton, Finance Manager/Treasurer; Peter Gilbert, Attorney; and Kim 
Carpenter, Clerk of the Board; Audience:  Judy Littlefield.  District Employees:  Mike 
Fox, Kathy White, Kevin Tate. 

Commissioner Littlefield led the Pledge of Allegiance.   

Commissioner Littlefield moved to approve the Consent Agenda for May 9, 2017: 
1. Approval of Agenda 05/09/17 
2. Approval of Minutes 04/25/17 
3. Ratification of Vouchers 05/02/17 

No. 2729 – Voucher Nos. 9207-9271, Payroll Check Nos. 18175-18254 ($777,892.43) 
4. Approval of Vouchers 05/09/17 

No. 2730 – Voucher Nos. 9272-9363 ($348,068.02) 

The motion passed. 

There were no audience comments.  

Under Old Business: Manager’s Report:  
5. Manager’s Report - Manager Sidhu reported on the following items: 

• Attendance with Commissioner Robertson for a portion of the Port of Skagit 
meeting with other government entities regarding community fiber infrastructure.  
IT Manager Chrysler stayed for the remainder of the Port meeting.  The interlocal 
with the Port that appears under New Business on today’s agenda was passed by 
the Port at their meeting earlier today.   

• Division Street Tank Project is progressing and Engineering Manager Handzlik 
gave a brief update regarding the project.  The Commission will tour the job site 
on Friday, May 12 at noon to see the tank construction in progress. 

6. Quarterly Report – Operations Department 
Operations Manager Fox presented a quarterly report for Operations and Maintenance 
that included updates regarding WTP operations, removal of BayView standpipe 
from service, Supervisory Control and Data Acquisition (SCADA), Skagit River 
Diversion pumps, staffing changes, fleet replacements, completion of new warehouse 
project, and request for assistance from Holiday Hideaway on Guemes Island for 
water system operation. 
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Under New Business: 

7. Resolution No. 2248-17 
Resolution Recognizing Drinking Water Week – Action 
Commissioner Berg moved to adopt Resolution No. 2248-17 as presented.  The 
motion passed. 

8. Surplus Equipment (Copier/Printers) - Action 
Motion for Removal of Capital Assets from Fixed Assets per Policy #1022 
Commissioner Berg moved to retire capital asset Nos. 391-2981 and 391-2984 as 
recommended.  The motion passed. 

9. Draft Interlocal Agreement with the Port of Skagit County for Joint Construction and 
Management of Fiber Optic Infrastructure in Skagit County - Potential Action 
Manager Sidhu addressed the proposed revisions to the draft interlocal.  Discussion 
ensued regarding the draft interlocal, proposed changes and various aspects of fiber 
infrastructure. 
Commissioner Berg moved to approve the Interlocal Agreement with the Port of 
Skagit County for Joint Construction and Management of Fiber Optic Infrastructure 
in Skagit County, excluding the second paragraph under Section “G”.  The motion 
passed. 

At this time, President Robertson recessed the regular meeting to go into executive 
session Per RCW 42.30.110 (1)(i)(ii) for an approximate duration of 15-30 minutes.  The 
meeting was recessed at 5:42 PM. 

The executive session convened at 5:44 PM 

President Robertson reconvened the regular meeting of the Commission at 5:59 PM. 

Commissioner Robertson read aloud a statement from District counsel regarding a 
settlement agreement with a former employee and moved to approve said settlement 
agreement.  The motion passed. 

Having no further business to come before the Board, Commissioner Littlefield moved 
for adjournment.  The motion passed and the meeting of May 9, 2017 was adjourned at 
6:00 PM. 
 
Respectfully submitted: 
 
 
    
Kim Carpenter 
Clerk of the Board 
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AP&P #2039 Page 1 of 4 

 
TRAVEL EXPENSES & REIMBURSEMENT 

ADMINISTRATIVE PRACTICE & PROCEDURE #2039 

Purpose: 
As outlined in District Travel Policy #1025, this Administrative Practice and Procedure sets forth the 
conditions of allowable travel, travel expenses, and reimbursement for persons on official District business 
after receiving approval for training or professional development. Travelers are expected to exercise 
prudence in incurring expenses. Approval of travel will be based on the overall benefit to the District, and 
unnecessary or excessive expenses will not be reimbursed. 

For information on getting approval for training and professional development travel, in addition to hours 
paid while on travel status, refer to Administrative Practice & Procedure #2009, Training & Professional 
Development. 

PER DIEM ALLOWANCE 
The District’s interests are served by using a per diem allowance for meals and incidental expenses (M&IE) 
instead of a reimbursement for actual expenses. The per diem allowance is based on the actual number of 
meals provided per day during the meal period and will be paid for at the current meal rate found at 
http://ofm.wa.gov/resources/travel.asp for travel within Washington State, and at 
https://www.gsa.gov/portal/category/26429 for out of state travel. Employees must be away from their 
official place of business and their residence in order to claim the allowance.  Employees are responsible 
for confirming the allowable expenses for each meal, and are encouraged to review the per diem allowance 
and this AP&P with their immediate supervisor prior to traveling. The per diem allowance includes all 
charges and services, and covers the following items: 

a. Meals   
 Meals will be reimbursed for employees in travel status on a per diem basis as established by the 
State of Washington Office of Financial Management (OFM) and the General Services Administration 
(GSA). Amounts over each individual meal allowance are at the employee’s expense. This rate does not 
apply when a meal is included in a conference registration package or as part of the cost of lodging 
(such as a free breakfast). An employee must leave prior to 6:30 AM in order to receive the breakfast 
allowance, and must return to their official place of business or their residence (whichever is closer) 
after 6:30 PM to receive the dinner allowance. 
  

b.   However, if the employee needs to travel to the conference and incurs meal expense prior to conference 
check in or after departure, the per meal allowance as established by OFM and GSA will apply.   
b. Incidental Expenses 

All tips and taxes are incidental to the meal and are included in the allowance. Alcoholic beverages, 
entertainment expenses and any expenses incurred for other persons are not reimbursable to employees. 

 
TRAVEL STATUS & TAXABLE BENEFITS 
An employee will enter travel status if the training or official business requires you to be away from your 
home and includes at least one overnight stay. Any expenses incurred while in travel status are not subject 
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to withholding taxes. In this case, the full per diem for meals and incidental expenses will apply with no 
reduction for the first or last day of travel. 
An employee is not considered to be in travel status if attending a training that will not require an overnight 
stay. In this case, the employee may opt to receive per diem allowances for meals/incidental expenses, and 
the per diem allowance will be considered a taxable benefit per the IRS. Conversely, the employee may 
provide actual receipts for any meals/incidental expenses, up to the per diem amount, and reimbursement 
for those expenses will not be taxable. 

REIMBURSABLE EXPENSES 
The District’s interests are served by allowing flexibility in travel modes and accommodations; therefore, 
reasonable and necessary expenses actually incurred by Commissioners and employees during authorized   
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District travel may be reimbursed by the District. The reimbursable expenses may include, but are not  
limited to: 

a. Mileage 

i) Private Vehicles 
Use of a private vehicle for District business requires pre-authorization of each trip by the General 
Manager or his/her designee. When a private vehicle is used for authorized District travel, mileage 
may be reimbursed for mileage incurred between departure point and destination. The departure 
point shall be the District office, unless starting from the employee’s primary residence provides for 
a shorter route, in which case the departure point will be the employee’s primary residence. For 
Commissioners, the departure point shall always be their primary residence.  Reimbursement will 
be at the current IRS mileage rate, which can be obtained from the Finance Department or by 
viewing the IRS website. 

ii) Coverage of a Private Vehicle 
Employees and Commissioners must carry adequate private auto insurance if using a private 
vehicle for District business, and they are responsible for confirming the adequacy of coverage.  If 
an employee’s or Commissioner’s vehicle is damaged while on District approved business travel, 
their private insurance carrier shall be the primary party responsible for repair, towing and other 
associated costs related to the damage.   

iii) Mileage/Train Limitation  
If a train or a private vehicle are utilized for transportation, the maximum amount which may be 
reimbursed will not exceed the comparable cost of the same trip (origin to destination and return) as 
if a direct, round trip, air coach mode of transportation were utilized. 

b. Commercial Transport   
Requests by an employee to travel by airplane or train must be submitted in advance to the General 
Manager for approval as part of the Training/Professional Development/Travel Request form. 
Transport tickets shall be purchased in advance to take advantage of discount fares. The cost of airline 
tickets may be submitted for reimbursement in advance (subject to the cancellation-revision provision 
listed below). 

c.b. Rental Car   
Authorization for an employee to utilize a rental car must be obtained in advance from the General 
Manager as part of the Training/Professional Development/Travel Request Form. All rental cars must 
be covered by collision insurance. The employee may include the insurance provided by the rental car 
agency in their rental contract, or the employee may utilize his/her own insurance. 

d.c. Lodging 
Employees are encouraged to travel the same day as the event if possible. However, if the employee is 
unable to reasonably travel to the meeting or event by leaving at 6:00 AM or later from the departure 
point, then overnight accommodations may be pre-arranged for the preceding night, upon the approval 
of the General Manager. 

If the employee is attending an extended event, the employee is not expected to drive back and forth 
each day unless the event is close enough that daily travel is feasible.  

Discount or government rates shall be obtained whenever possible, and will be reimbursed at a 
maximum of the single room rate. If a single room rate is not available, then evidence of this fact 
should be provided from the hotel/motel.  If bulk room rates are provided as part of a conference or 
other event, the employee must compare the difference between the bulk room rate and the discounted 
government rate, and must utilize the least expensive option.  If the bulk rooms are sold out and the 
employee has to obtain a higher room rate, pre-approval must be obtained from the General Manager. 
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e.d. Miscellaneous 
Receipts are required for miscellaneous expenses such as taxi fares, bridge or road tolls, buses, ferry 
fees, parking, and other costs and must be submitted with your request for reimbursement. Any such 
expenses submitted for reimbursement without a receipt will only be paid at the discretion of the 
District.  Taxi fares or other transportation costs to or from places of entertainment will not be 
reimbursed. 

Customary fees and tips given to porters, baggage carriers, hotel staff, taxi drivers and other services 
are considered a reimbursable expense, as long as they are not unreasonably high or questionable. 

REPORTING/REIMBURSEMENT OF EXPENSES 
Allowable meals, lodging, transportation, and other sundry expenses shall be reported in accordance with 
RCW 42.24.090, on an expense reimbursement form showing the date, amount, location and description of 
the requested reimbursement. Requests for reimbursement must be submitted within 30 days after 
travelling for District business.   

Receipts are not required for meals, but a conference registration agenda chart must be submitted with the 
expense reimbursement to confirm if any meals were included in the conference registration package. 
Receipts are required for all lodging and reimbursable transportation expenses, except mileage. Receipts 
shall show adequate detail for a complete review by an Auditor and all receipts shall be attached to the 
expense reimbursement form. All employee expenses require approval by the immediate supervisor prior to 
reimbursement. The District is not liable for any disallowed expenses. 

PLEASE NOTE: If an employee or Commissioner has been issued a District credit card and uses it for 
travel expenses, receipts for all expenses must be produced for auditing purposes. Those with District credit 
cards can opt to use their District credit card for travel expenses and produce receipts, or they may use 
another form of payment and will then be subject to the provisions of this AP&P. 

CANCELLATION/REVISION OF TRAVEL 
Employees are to immediately notify their supervisor and the General Manager if their travel arrangements 
are to be revised or cancelled. If an employee decides to cancel the trip due to personal or other reasons 
under their control, the employee will be required to reimburse the District for those expenses or portion of 
expenses not refundable to the District, unless the net effect provides a cost savings to the District. The 
travel expenses may include all or a portion of the registration fees, charges for hotel accommodations and 
cost of travel. 

TRAVEL ADVANCES   
Advances for authorized travel expenses are made in accordance with Resolution No. 1455-88, as 
amended. 

If applying for a travel advance, the employee must submit an Advance Travel Accounting form (before-
travel section) and a copy of the approved Training/Professional Development/Travel Request form. Travel 
advances for commercial transport and first night’s lodging, if requested, will be made before making 
arrangements, or to reimburse the employee for expenses paid before the travel is completed. Travel 
advances for meals, the remainder of lodging and other reimbursable expenses will be made no earlier than 
two (2) weeks prior to travel, and will be made in accordance with the provisions of this AP&P.   

OTHER PROVISIONS 
When two (2) or more officers or employees are traveling together, and an officer or employee is filing a 
reimbursement claim on behalf of other officers or employees, he or she must prepare a detailed account 
that includes the names of the other officers or employees who traveled, partook of meals, or otherwise 
incurred expenses. Documentation for expenses incurred shall be obtained by the employee and submitted 
with the reimbursement request. 
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If the Commission finds that a vacancy for a technical or managerial position requires special 
qualifications, or entails responsibilities and duties of such a nature that substantial benefits will accrue to 
the District from personal interviews of candidates for such a vacancy to be held in the District, the 
Commission may authorize by motion the payment of actual necessary travel and living expenses of such 
candidates incurred while in a travel status. 

PLEASE NOTE: If an employee requires a special exception for any of these procedures, they must obtain 
permission from the General Manager or his/her designee.  In addition, if any travel costs are determined to 
be unreasonably high or unsubstantiated, the District reserves the right to deny reimbursement for any or all 
charges. 
 
 
Former Title/AP&P #: Employee Handbook; Resolution Nos. 1663, 1687, 1713, 1756, 

1849, 1886, 1988, 2044, AP&P #2039 Travel Expenses & 
Reimbursement 

Effective Date:  04/26/17 
Revision Date:  12/30/14; 04/26/17 
 
General Manager Signature: Date: 
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