PUBLIC UTILITY DISTRICT NO. 1 OF SKAGIT COUNTY
COMMISSIONERS’ MEETING
DRAFT AGENDA
July 23, 2019
4:30 PM
PLEDGE OF ALLEGIANCE
CONSENT AGENDA
1. Approval of Agenda 07/23/19
2. Approval of Minutes 06/25/19 Commission Meeting
3. Approval of Minutes 07/02/14 Work Session
4. Ratification of Vouchers 07/02/19, 07/09/19, 07/16/19
5. Approval of Vouchers 07/23/19
6. Project Acceptance
Skagit Valley Farms Pulver Road (Burlington)
Skagit Valley Farms Cooling Facility Pulver Road (Burlington)
Parkside Village Multi-Family 309 E Hazel (Mount Vernon)
Decommissioning of Underground Storage Tank at Raw Water Pump Station (Clear Lake)
TREASURER’S REPORT

June 2019
st

STATUS OF BUDGET – 1 Quarter
AUDIENCE COMMENTS
OLD BUSINESS
7. Accent Business Services Document Management System Presentation
Enterprise Document Management System Project-Phase 2 - Action
8. Manager’s Report
9. Strategic Plan Implementation Update 2019/2020 - Action
NEW BUSINESS
10. Resolution No. 2262-19 Redefining Policy Regarding Preparation, Filing and Adoption
of the Annual Budget - Discussion and Potential Action
11. Resolution No. 2263-19 Waiver of Normal Purchasing Procedures - Action
12. Surplus Property - Josh Wilson Tank Property Sale Recommendation - Action
13. Bid Award Recommendation - Ranney Well Decommission - Action
14. Safety Practice & Procedure (SP&P) #3001 - Ratification
15. Policy #1014 Damage Claims - Discussion
MISCELLANEOUS
COMMISSIONER COMMENTS
ADJOURNMENT
JUDY RESERVOIR ELEVATION

Agenda Item #2
MINUTES OF THE REGULAR MEETING OF THE COMMISSION
PUBLIC UTILITY DISTRICT NO. 1 OF SKAGIT COUNTY, WASHINGTON
June 25, 2019
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
June 25, 2019.
The meeting was called to order at 4:30 PM. Those Commissioners in attendance were:
Eron Berg, President; Al Littlefield, Vice President and Joe Lindquist, Secretary. Also in
attendance were: George Sidhu, General Manager; Peter Gilbert, Attorney, Sally Saxton,
Treasurer, and Kim Carpenter, Clerk of the Board; Audience: Judy Littlefield, Dale
Ragan, and Tom Bates; District Employees: Mark Semrau, Kevin Tate, Bill Trueman,
Luis Gonzalez, Brian Henshaw, and Jay Sedivy
Commissioner Berg led the Pledge of Allegiance.
Commissioner Lindquist moved to approve the Consent Agenda for May 28, 2019
• Approval of Agenda 06/25/19
Manager Sidhu indicated that two additional Project Acceptance letters had been
added to the Agenda after posting and Item #16 for purchase of materials from
Northwest Pipe.
• Approval of Minutes 05/28/19 Commission Meeting
• Approval of Minutes 06/04/14 Work Session
• Ratification of Vouchers 06/04/19; 06/11/19*; 06/18/19

•

No. 2863-Voucher Nos. 15618-15671 ($154,752.28)
No. 2864-Voucher Nos. 15672-15728, Payroll Check Nos. 26733-26815 ($904,918.97) *
No. 2865-Voucher Nos. 15729 ($24,282.34) *
No. 2866-Voucher Nos. 15730-15777 ($1,576,269.28)

Approval of Vouchers 06/25/19
No. 2867-Voucher Nos. 15778-15841, Payroll Check Nos. 26816-26897 ($788,141.79)

•

•

Project Approval
Township Street Apartments (Sedro-Woolley)
SRD Pump Station, Pump and Motor Refurbishment (Sedro-Woolley)
Rowland Road Watermain Extension (Mount Vernon)
Hillcrest Village Short Plat (Mount Vernon)
CDW Server Hardware Upgrades-Phase 3

The motion passed unanimously.
Finance Manager Henshaw presented the Treasurer’s Report for the month of May 2019.
Under Audience Comments, Tom Bates, President of Cedar Hills Homeowners
Association, commented concern regarding a potential leak with the asbestos cement
water main at the top of the development; Commissioner Berg thanked Mr. Bates for his
comments and indicated that staff would follow up once the maintenance crew has an
opportunity to look at the situation.
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Under Old Business:
8. Manager Sidhu reported on the following items:
• Informational letter delivered to Little Mountain Road property owners with
questions and answers regarding the Little Mountain Road Pipeline Project. He
stated a community meeting will be held later this summer. Paperwork has been
received from the Department of Commerce and a consultant has been selected
for design. The District is looking at installing pipe to bridge the gap in the
distribution system between Eaglemont and Blackburn Road to improve
hydraulics for the project.
•

The document management consultant has completed staff interviews and is
planning to make a presentation to the Commission at the July 23 meeting.

•

The District is pursuing grant opportunities from the State Drought Declaration
and will request additional funds for the fill station in Sedro-Woolley. There are
numerous projects under staff review that could be considered for funding.

•

Manager Sidhu stated he would be out for the next Commission meeting on July 9
and stay in touch with Commissioner Berg regarding whether it is worth having a
meeting and if so Community Relations Manager Tate will be available.

•

A Commission work session with FCS Group as a follow up to their original
presentation is proposed for Tuesday, July 2. Discussion ensued, and the
Commission agreed to meet from 5:00-7:00 PM for the work session.
Manager Sidhu also presented the draft budget schedule for 2020 and a brief
discussion ensued regarding proposed work sessions and budget hearing.

•

Transmission line leaks occurred on June 10 & 11 on the Judy to Mount Vernon
line. It was unprecedented to have breaks one after another, but repairs went well
thanks to a knowledgeable and experienced crew. Manager Sidhu shared
photographs of the breaks and repair progress. He stated that the District received
positive feedback regarding communication during the leaks and repair.
Discussion ensued regarding various aspects of the breaks and repairs, including
staff time/labor, part replenishment, areas to improve and how the Digby and
Division Project was instrumental to be able to push water from Eaglemont back
up to the area below the break. The Commission indicated that none of them had
received any customer comments from the public during the outage.
Manager Sidhu stated that he is planning to bring forward a demonstration for a
communication tool to let property owners know the status of a repair and when
work is complete. He has also been in contact with a vendor to test the remainder
of the transmission line while it is in service and will provide the Commissioner
with a quote and recommendation whether to proceed or not.

9. Quarterly Report – Safety
Safety/Risk Coordinator Sedivy presented the quarterly report for safety and risk
management, including updates regarding confined space assessment, training,
BBP & PPE policies, site visits, private property claims, fall protection solution
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for Eagle’s Nest standpipe, photographs of site safety assistance during the
transmission line breaks, facility security and future work.
10. PUD Campus Location Assessment – Discussion
Manager Sidhu reported that a site being considered off Hodgin Road in SedroWoolley is not viable and no additional information has been gained nor has there
been any response from the City of Mount Vernon regarding Mount Vernon
School District properties. An executive session is scheduled after this meeting to
discuss the value of this property. Manager Sidhu stated that he hopes a decision
can be made as to whether to remain on this site or move, which would narrow
the discussion with the architect. Discussion ensued regarding pros and cons with
the general consensus being the Commission is good with staying on this site and
remodeling and leaving an option open to build on the back portion of the
property to give the architect flexibility to give options for design without
interruption of staff and service. Manager Sidhu indicated that if the focus can be
turned to this site, the architect can get to work. He stated there was no point to
an Executive Session today regarding value.
11. Strategic Plan Implementation Update and 2019-20 Goals – Discussion
Manager Sidhu stated that an implementation plan was created for the Strategic
Plan with a focus on 2018/2019. He stated that the information provided to the
Commission is a review of the progress made for the past year with an additional
column added as a focus for 2019/2020. He requested that the Commission
review the information and provide feedback. Discussion ensued regarding
communication and telling the story of PUD, including the importance of the
Capital Improvement Program and rate impact, customer survey and
communication plan progress. Manager Sidhu indicated that the pieces
mentioned by Commission Berg are in place and a presentation was scheduled at
the Mount Vernon Library and no one from the public attended. A suggestion
was made to make presentations to the Chambers of Commerce, Kiwanis and
Rotary.
Under New Business:
12. Resolution No. 2261-19 Revolving Fund Maintenance – Action
Commissioner Lindquist moved to adopt Resolution No. 2261-19 as presented.
The motion passed unanimously.
13. SkagitNET LLC Resolution No. SN 19-02 Authorizing Membership with Enduris
– Action
Commissioner Littlefield moved to Adopt SkagitNET LLC Resolution No. SN
19-02 authorizing membership with Enduris for the provision of liability
insurance and property insurance. The motion passed unanimously.
14. Recommendation to Award - McLean Road, Best Road to Wall Street, Phase II
Daisy Lane Stream Crossing Project – Action
Commissioner Lindquist moved to authorize the General Manager to enter into a
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construction contract with SRV Construction Inc., in the amount of $1,690,225.75
for the McLean Road, Wall Street to Best Road, Phase II and the Daisy Lane
Stream Crossing Project. The motion passed unanimously.
15. Ratification of New Collective Bargaining Agreement (CBA) – Action
The Commission requested having a copy of the Agreement in hand prior to
ratification. The Commission moved forward with the remainder of the agenda
and will take a five-minute recess at the end of the meeting to obtain copies of the
CBA.
Under Miscellaneous, Manager Sidhu indicated that there are copies of various Skagit
Valley Herald articles concerning Governor Inslee touring the SkagitNET LLC fiber
project, water conservation and recent transmission line breaks.
16. Manager Sidhu stated that an additional item has been added to the Agenda for
action; Inventory of Concrete Cylinder Pipe Transition Fittings. He stated that the
fittings the District had on hand were used in the repair of recent pipe breaks and
it is necessary to replenish the inventory. The District sought a quote from
Northwest Pipe in the amount of $68,756. Manager Sidhu recommended that as
there will possibly be no meeting on July 9 and that the quote might change
slightly, that he be authorized to execute a purchase order not to exceed $80,000
plus sales tax. Commissioner Lindquist moved to authorize the General Manager
to execute a purchase order not to exceed $80,000 plus sales tax for the purchase
of transition fittings for all sizes of concrete cylinder pipe (CCP) owned by the
District. The motion passed unanimously.
Under Commissioner Comments, Commissioner Lindquist reported on his attendance at
the recent Skagit Council of Governments (SCOG) and Transportation Committee
meetings.
Commissioner Littlefield reported he would be attending WA PUD Association
(WPUDA) meetings in Olympia.
Commissioner Berg requested correspondence regarding micro/hydro potential, as he
would like to take another look to see if there have been improvements in technology.
The 2011 report will be forwarded to the Commission. Commissioner Berg stated he is
interested in a Facebook Commissioner page and asked the Board’s opinion. Discussion
ensued regarding various aspects and Manager Sidhu requested additional details and will
add a follow-up on the agenda for the next meeting.
At this time, approximately 6:00 PM, President Berg recessed the regular meeting for
approximately five minutes for Manager Sidhu to retrieve copies of the CBA for the
Commission.
President Berg reconvened the regular meeting of the Commission at 6:10 PM.
15. Commissioner Lindquist moved to ratify the Collective Bargaining Agreement
01/01/19-12/31/21 with Teamsters Union No. 231. Commissioner Littlefield
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asked about the Cost of Living Adjustment (COLA) calculation; Manager Sidhu
replied it will be 90% of a 3-year rolling average based on the Consumer Price
Index (CPA) The motion passed unanimously. Commissioner Berg thanked the
team for their work on this long process.
Having no further business to come before the Board, Commissioner Littlefield moved to
adjourn the meeting of May 28, 2019 at 6:12 PM. The motion passed unanimously.
Respectfully submitted:

Kim Carpenter
Clerk of the Board
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MINUTES OF THE WORK SESSION OF THE COMMISSION
PUBLIC UTILITY DISTRICT NO. 1 OF SKAGIT COUNTY, WASHINGTON
July 2, 2019
The work session 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 July 2, 2019.
Commissioner Berg called the work session to order at 5:00 PM. Those Commissioners in
attendance were: Eron Berg, President; Al Littlefield, Vice President; and Joe Lindquist,
Secretary. Also, in attendance were: George Sidhu, General Manager; Peter Gilbert, Attorney;
Judy Littlefield, Bill Swanson, Brook Tacia and Gordon Wilson FCS Group; District Employees:
Mark Handzlik, Kevin Tate, Mike Fox, Brian Henshaw and Kathy White.
FCS Group Rate Analysis Presentation included:
1. Revenue Requirements
2. Cost of Service Allocation
3. Rate Design Options
Discussion ensued regarding various aspects of the presentation.
FCS presented six questions to be answered by the Board:
1. Shjould there be a low income rate?
2. Should the Capital Surcharge be eliminated as a line item and assumed in to the overall
cost of service?
3. Should there be a conservation rate for residential customers?
4. Shjould the commercial rates be uniform, regardless of the amount of consumption?
5. Should the gap between the current Tier 2 and Tier 3 rates be narrowed?
6. Should there simply be an across the board rate increase without any other adjustments to
the rate design?
FCS will return on August 29 to discuss the System Development Fee design and will need
answers to the above six questions at that time.
The District will plan to hold a formal Rate Design Hearing in September to agree on a 10-year
rate design model.
President Berg adjourned the work session of July 2, 2019 at 6:51 PM.
Respectfully submitted:

George Sidhu
General Manager
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PUBLIC UTILITY DISTRICT NO. 1 OF SKAGIT COUNTY
TREASURER REPORT
AS OF JUNE 30, 2019

Balance of District Funds
49%
14%
23%
7%
7%
100%

General Revenue Fund
Capital Project Construction Fund
System Development Fund
Debt Service Fund
Bond Reserve Fund
Total Funds

Investment of District Funds

$9,051,201
2,573,992
4,360,466
1,262,747
1,333,394
$18,581,800

%
$15,228,750 ###############
861,849 ###############
2,491,201 ###############

Local Govt Investment Pool
Cash
Govt Agencies/ Securities

Total Funds

$18,581,800 ###############

District Funds
General Revenue
Fund, 49%

Bond Reserve Fund,
7%

Debt Service Fund,
7%
Capital Project
Construction Fund,
14%
System Development
Fund, 23%

Investment of District Funds

Govt Agencies/
Securities
13%
Cash
5%

Local Govt
Investment Pool
82%

#

Rates of Investment Interest Received

FNMA

LGIP

RFC

Market Value vs. Face Value of Government Securities

FNMA

3

1,020,000

520,000

1,010,000

510,000

1,000,000

500,000

990,000

490,000

Interest Rate

2.5
2
1.5
1

980,000

480,000
Dec

0.5
0
Dec

Jan

Feb

Apr

May

Jun

Jan

Feb

Fed Natl Mtg Assn (mat 10/19)
Face Value
Face Value

Apr

May

Jun

Resolute. Funding Corp (mat 7/20)
Fed Natl Mtg Assn (mat 8/19) $500k

PUBLIC UTILITY DISTRICT NO. 1 OF SKAGIT COUNTY
TREASURER REPORT

For the month ending June 30, 2019
SYSTEM
CAPITAL
DEVELOPMENT
REVENUE FUND PROJECT FUND
FUND
Restricted

DEBT
SERVICE
FUND

PERCENT
CHANGE
Y-O-Y

COMBINED

2018

2017

2016

COMBINED

COMBINED

COMBINED

Resources:
External Revenue:
Water Customer Receipts
System Development Fees
Capital Contributions
Grants
LUD Assessments, Interest, Penalties
Investment Income
Non-Operating Revenues
Total External Revenue
Debt Proceeds:
Debt Proceeds - DWSRF Loan Draws
Debt Proceeds - Dept. of Ecology Loan
Debt Proceeds - Bonds
Total Debt Proceeds
Transfers from Other Funds
Total Revenue

Operating Expenditures:
Operations and Maintenance
Utility Taxes
Total Operating Expenditures
Capital Expenditures:
Capital Projects
Total Capital Expenditures
Debt Service Payments:
Federal Tax Credit for 2009B Bonds
Principal & Interest Payments
Total Debt Service Payments
Transfers to Other Funds
Total Expenditures
Increase (Decrease) in Fund Balance

Services sold:
ERU's
Services
Re-Activations (under 10 years)
Re-Activations (over 10 years)

2,440,442
178,750
118,719

14,944
69,475
2,643,580

6,398

8,575

11,264
5,431

6,398

187,325

16,695

2,440,442
178,750
118,719
0
11,264
35,348
69,475
2,853,998

32.43%
46.97%
-9.20%
-47.18%
54.29%
585.33%
32.77%

1,842,848
121,625
130,749
0
21,327
22,910
10,137
2,149,597

1,610,000
129,129
134,859
0
6,086
7,451
21,878
1,909,403

1,544,319
70,720
76,186
0
20,454
3,528
(13,702)
1,701,505

0
0
0
0

1,331,657
0
0
1,331,657

0
0
0
0

0

0

0

0

0

1,427,549

0

0

261,679

1,689,228

-48.28%

3,266,188

2,960,833

3,540,613

4,071,129

6,398

187,325

278,374

4,543,226

-16.11%

5,415,785

6,201,893

5,242,118

61.73%
34.62%
59.35%

884,032
85,240
969,272

946,012
68,226
1,014,238

856,935
(334)
856,601

1,429,743
114,750
1,544,493

0

0

0

1,429,743
114,750
1,544,493

438,867
438,867

539,781
539,781

0

978,647
978,647

53.61%

0

637,102
637,102

1,217,860
1,217,860

388,707
388,707

(30,039)
1,455,802
1,425,763

-4.94%
-39.70%
-40.16%

(31,601)
2,414,149
2,382,548

(33,058)
2,663,977
2,630,919

(33,093)
2,342,176
2,309,083

0
0
0

0

0

(30,039)
1,455,802
1,425,763

261,679

0

0

1,427,549

1,689,228

-48.28%

3,266,188

2,960,833

3,540,613

2,245,039

539,781

0

2,853,312

5,638,132
4,543,226
(1,094,906)

-22.29%

7,255,110

7,823,850

7,095,004

(1,839,325)

(1,621,957)

(1,852,886)

1,826,089.87

(533,383)

187,325 (2,574,938)

30
23
3
29

29
24
11
1

16
15
6
0

PUBLIC UTILITY DISTRICT NO. 1 OF SKAGIT COUNTY
TREASURER REPORT

For the five months ending June 30, 2019
SYSTEM
CAPITAL
DEVELOPMENT
REVENUE FUND PROJECT FUND
FUND
Restricted

0.50%

DEBT SERVICE
FUND
COMBINED
Connections:

ANNUAL
BUDGET

PERCENT OF
BUDGET
REALIZED

25,964

YTD 2018

YTD 2017

YTD 2016

COMBINED

COMBINED

COMBINED

25,718

25,536

25,253

8,479,150
729,365
871,107
30,000
66,988
108,831
38,642
10,324,083

7,856,413
604,394
609,655
0
138,846
45,374
64,769
9,319,451

6,791,350
612,838
545,514
71,767
85,493
14,336
61,326
8,182,624

1,962,141
0
0
1,962,141

824,664
0
6,300,000
7,124,664

Resources:
External Revenue:
Water Customer Receipts
System Development Fees
Capital Contributions
Grants
LUD Assessments, Interest, Penalties
Investment Income
Non-Operating Revenues
Total External Revenue

11,606,794
808,702
686,308

80,976
107,283
12,481,361

46,976

46,820

62,801
33,430

46,976

855,522

96,231

11,606,794
808,702
686,308

24,833,720
1,595,000
1,599,500

46.74%
50.70%
42.91%

62,801
208,201
107,283
13,480,089

238,000
170,200
269,774
28,706,194

26.39%
122.33%
39.77%
46.96%

1,112,100

0.00%

Debt Proceeds:
Debt Proceeds - DWSRF Loan Draws
Debt Proceeds - Dept. of Ecology Loan
Debt Proceeds - Bonds
Total Debt Proceeds

0

0

0

0

0

4,000,000
5,112,100

0.00%
0.00%

2,962,410
0
0
2,962,410

Transfers from Other Funds

0

0

0

1,761,538

1,761,538

5,279,400

33.37%

2,095,138

2,089,274

1,407,606

12,481,361

46,976

855,522

1,857,769

15,241,627

39,097,694

38.98%

15,381,631

13,370,866

16,714,894

12,674,367
1,190,000
13,864,367

52.05%
47.43%
51.66%

4,889,219
444,839
5,334,058

4,266,942
427,876
4,694,818

4,561,034
346,010
4,907,044

19,942,336
19,942,336

16.10%
16.10%

3,976,081
3,976,081

5,692,104
5,692,104

2,477,607
2,477,607

Total Revenue

Uses:
Operating Expenditures:
Operations and Maintenance
Utility Taxes
Total Operating Expenditures

6,597,534
564,418
7,161,952

0

0

0

6,597,534
564,418
7,161,952

Capital Expenditures:
Capital Projects
Total Capital Expenditures

1,117,187
1,117,187

2,093,101
2,093,101

0

0

3,210,288
3,210,288

Debt Service Payments:
Federal Tax Credit for 2009B Bonds
Principal & Interest Payments
Total Debt Service Payments

0

0

0

(30,039)
1,770,181
1,740,142

1,575,847

0

0

185,691

1,761,538

5,279,400

33.37%

2,095,138

2,089,274

1,407,606

Total Expenditures

9,854,985

2,093,101

0

1,925,833

13,873,919

42,421,033

32.71%

13,879,299

15,500,258

11,256,597

Increase (Decrease) in Fund Balance

2,626,376

(2,046,125)

1,502,332

(2,129,392)

5,458,297

Transfers to Other Funds

Services sold:
ERU's
Services
Re-Activations (under 10 years)
Re-Activations (over 10 years)

0

855,522

(68,064)

(30,039)
1,770,181
1,740,142

(64,048)
3,398,978
3,334,930

46.90%
52.08%
52.18%

(31,601)
2,505,623
2,474,022

(33,058)
3,057,120
3,024,062

(33,093)
2,497,433
2,464,340

1,367,708

113
95
20
0

78
86
34
3

87
78
38
2

SKAGIT PUD DEBT REPAYMENT AMOUNTS
AS OF JUNE 30, 2019
Senior Lien Bond Debt
2017
Parity
Issue

Year

Principal

Coupon Rates
2.7%* - 3.79%*
2.65% - 10.00%
2.65% - 10.00%

2009B BAB
2016 Revenue
2017 Revenue

Principal

Current Rate
3.66%
2.65%
2.65%

Interest

Mature Date
Jul 2029
Jul 2036
Jul 2037

Department of Ecology Loan Debt
Beg Bal
Interest Rates
$3,660,000 2018 Gilligan Cr Property
2.00%
$6,300,000
$4,200,000

Interest Rate Range

Principal

Interest

Mature Date
Oct 2038

Interest Rate

Public Works Trust Fund Loan Debt
Beg Bal
$1,156,612 2001 SRD
2002 WTP Controls
2012 Josh Wilson Rd

Principal

Interest Rates
0.50%
0.50%
0.25%

Interest

Mature Date
Jul 2021
Jul 2022
Jun 2031

Drinking Water State Revolving Fund Loan Debt
Beg Bal
$10,000,000 2000 Clearwell
$10,000,000 2000 SVV Distribution
$3,342,154 2000 SVV Controls
2001 Transmission Line
2001 WTP Controls
2015 Division St Tank Const
2018 Mountain View Consol

Interest Rate Range

Interest Rates
1.50%
1.50%
1.50%
1.50%
1.50%
1.50%
1.50%

Principal

Interest

Mature Date
Oct 2021
Oct 2021
Oct 2021
Oct 2022
Oct 2022
Oct 2037

Beg Bal
$1,803,360
$704,070
$64,619
$1,758,480
$77,520
$10,004,050
$1,224,221

Interest Rate

Total

*(after 35% tax credit)
2019
2020
2021
2022
2023
2024
2025
2026
2027
2028
2029
2030
2031
2032
2033
2034
2035
2036
2037
2038
2039

165,730
169,898
174,748
179,443
184,264
188,982
194,293
199,513
204,873
210,203
216,026
221,830
227,790
233,800
240,192
246,646
253,273
260,039
267,064

4,038,606

660,997
681,615
703,905
720,832
748,079
770,094
793,555
816,816
840,433
869,002
893,763
563,508
578,648
593,945
610,153
626,547
643,381
660,599
267,064

383,541
365,842
344,087
322,318
300,038
277,424
252,985
228,368
203,015
177,332
149,889
122,084
106,944
91,647
75,439
59,045
42,211
24,993
7,176

$13,042,935

$3,534,378

$ Change from previous month:

2.65%
2.65%
2.65%
2.65%
2.65%
2.65%
2.65%
2.65%
3.79%
3.79%
3.79%
10.00%
10.00%
10.00%
10.00%
10.00%
10.00%
10.00%
10.00%

3.72%
3.79%
3.79%
3.79%
3.79%
3.79%
3.79%
3.79%
10.00%
10.00%
10.00%

24,002
49,502
50,501
51,520
52,560
53,621
54,703
55,807
56,934
58,083
59,255
60,451
61,672
62,916
64,186
65,482
66,804
68,152
69,528
70,931

11,998
22,499
21,500
20,481
19,441
18,380
17,298
16,194
15,067
13,918
12,746
11,550
10,330
9,085
7,815
6,519
5,198
3,849
2,474
1,070

1,156,612

247,412

$182,012 PWTF loan payment

2.00%
2.00%
2.00%
2.00%
2.00%
2.00%
2.00%
2.00%
2.00%
2.00%
2.00%
2.00%
2.00%
2.00%
2.00%
2.00%
2.00%
2.00%
2.00%
2.00%

1,104,919
1,281,201
1,281,201
738,777
176,282
176,282
176,282
176,282
176,282
176,282
176,282
176,282
176,282

5,992,639

19,386
19,150
13,185
7,220
3,966
3,526
3,085
2,644
2,204
1,763
1,322
881
441

78,773

0.25%
0.25%
0.25%
0.25%
0.25%
0.25%
0.25%
0.25%
0.25%
0.25%
0.25%
0.25%
0.25%

0.50%
0.50%
0.50%
0.50%

766,224
766,225
766,224
615,909
500,202
500,203
500,203
500,202
500,203
500,203
500,203
500,203
500,202
500,202
500,203
500,203
500,202
500,203
500,202

$10,417,620
Total Principal Outstanding:
Total Interest Outstanding:
Total Debt Repayment:
2018 Weighted Interest Rate:

156,264
144,775
133,281
121,784
112,546
105,043
97,539
90,036
82,533
75,030
67,527
60,024
52,521
45,018
37,515
30,012
22,509
15,006
7,503

$1,456,468

1.50%
1.50%
1.50%
1.50%
1.50%
1.50%
1.50%
1.50%
1.50%
1.50%
1.50%
1.50%
1.50%
1.50%
1.50%
1.50%
1.50%
1.50%
1.50%

$3,127,333
$3,330,809
$3,313,884
$2,598,840
$1,913,116
$1,904,572
$1,895,650
$1,886,351
$1,876,671
$1,871,613
$1,860,988
$1,494,984
$1,487,040
$1,302,814
$1,295,311
$1,287,808
$1,280,305
$1,272,801
$853,946
$72,001
$0
$35,926,837
$30,609,807
5,317,031
$35,926,838
1.58%

PUBLIC UTILITIY DISTRICT NO. 1 OF SKAGIT COUNTY
OPERATING REVENUES AND EXPENSE (Unaudited)
AS OF JUNE 30, 2019
2018
YTD

Y-O-Y
Change

Budget
YTD

Budget to
Actual

$ 7,456,164 $ 8,186,414
2,651,716
2,863,463
45,387
50,871
201,741
240,843
10,355,008
11,341,591
222,762
265,203
$ 10,577,770 $ 11,606,794

10%
8%
12%
19%
10%
19%
10%

$ 8,089,501
2,876,292
39,744
159,597
11,165,134
255,879
$ 11,421,013

101%
100%
128%
151%
102%
104%
102%

$

208,201
5,921
88
63,556
34,796
312,562

53%
-60%
-99%
140%
130%
53%

$

245%
31%
2%

$

85,102
19,006
4,500
4,998
113,606

TOTAL REVENUE

$ 10,782,359 $ 11,919,356

11%

$ 11,534,619

103%

OPERATING EXPENSES
Salary/Wages/Benefits
Water purchased from others
Power for pumping
Chemicals
Health permits
Infrastructure repairs & maintenance
Equipment & fleet
Technology/SCADA/Support
Professional services
Training & prof development
Utilities
Purchased telecom services
Insurance
General supplies & services
Memberships
Postage & shipping
Advertising
Bad debts
Utility taxes
Transfers to construction in progress
TOTAL OPERATING EXPENSES

$ 4,069,290 $
79,678
131,145
226,299
34,010
310,659
(197,029)
240,323
140,368
43,504
97,859
19,737
183,756
160,875
38,792
31,227
14,867
21,038
552,512
(345,548)
$ 5,853,362 $

14%
-38%
70%
-22%
0%
14%
-89%
6%
3%
27%
5%
-63%
20%
-12%
21%
-4%
-33%
-76%
9%
-46%
18%

$ 4,714,396
99,998
265,000
261,691
35,365
476,780
(180,412)
293,460
290,246
92,418
117,764
8,151
266,000
183,548
43,709
41,558
35,716
21,002
599,285
(437,502)
$ 7,228,173

98%
49%
84%
68%
96%
74%
13%
87%
50%
60%
87%
89%
83%
77%
107%
72%
28%
25%
101%
42%
95%

OPERATING REVENUES
Residential & multiple
Commercial, industrial, & farms
Resale
Irrigation
TOTAL WATER SALES
Other Revenues
TOTAL OPERATING REVENUES
NON OPERATING REVENUE
Interest income
LUD interest and penalty income
Broadband, net of related costs
Gain (loss) sale of assets
Other non-operating revenues
TOTAL NON-OPERATING INCOME

$

135,883
14,821
12,270
26,519
15,096
204,589

2019
YTD

$

$

4,630,658
49,190
223,086
176,840
34,021
352,882
(22,648)
255,409
144,049
55,364
102,702
7,258
221,066
141,250
46,801
29,962
10,015
5,147
603,335
(185,914)
6,880,473

696%
275%

2018
YTD
NON OPERATING EXPENSES
Interest and related charges
Other non-operating expenses
TOTAL NON OPERATING EXPENSES
INCOME (LOSS) BEFORE CONTRIBUTIONS
CAPITAL CONTRIBUTIONS
Non-donated plant (WO)
Donated plant (Bill of Sales)
System development (SDF)
Services
Pipe replacement (Surcharge)
TOTAL CAPITAL CONTRIBUTIONS
INCOME (LOSS)

$

2019
YTD

Y-O-Y
Change

Budget
YTD

294,654
294,654

$

288,261

-2%

$

$

288,261

$ 4,634,343

$

$

$

$

Budget to
Actual
100%

-2%

$

286,975
286,975

4,750,622

3%

$ 4,019,471

118%

-26%
3%
-5%
-9%
1%
-4%

$

210,000
300,000
797,502
246,502
323,617
$ 1,877,621

74%
229%
101%
87%
97%
116%

0%

$ 5,897,092

118%

210,119
665,606
850,991
237,703
311,820
$ 2,276,239

$

155,434
685,540
808,702
215,588
315,286
2,180,550

$ 6,910,582

$

6,931,172

100%

PUD NO 1 OF SKAGIT COUNTY
OPERATING REVENUES AND EXPENSE (Unaudited)
AS OF JUNE 30, 2019

WATER SALES
JUDY SYSTEM
FIDALGO/SIMILK
CEDARGROVE
ROCKPORT
MOUNTAIN VIEW
ALGER/SAMISH
POTLATCH
SKAGIT VIEW VILLAGE
MARBLEMOUNT
TOTAL WATER SALES

2018
YTD
$ 10,230,969 $
214,666
47,185
16,619
4,422
13,487
24,208
19,171
7,042
$ 10,577,769 $

NON OPERATING REVENUE
INTEREST INCOME
LUD INTEREST & PENALTY INCOME
GAIN (LOSS) SALE OF ASSETS
OTHER NON OPERATING REVENUE
BROADBAND SERVICES, NET OF COSTS
TOTAL NON OPERATING REVENUE
TOTAL REVENUE
OPERATING EXPENSES
Salary/Wages/Benefits
Water purchased from others
Power for pumping
Chemicals
Health permits
Infrastructure repairs & maintenance
Equipment & fleet
Technology/SCADA/Support
Professional services
Training & prof development
Utilities
Purchased telecom services
Insurance
General supplies & services
Memberships
Postage & shipping
Advertising
Bad debts
Utility & other taxes
Transfers to construction in progress

135,883
14,821
26,519
15,096
12,270
204,589
$ 10,782,358 $

$

TOTAL OPERATING EXPENSES
NET OPERATING INCOME

$

NON OPERATING EXPENSES
INTEREST & RELATED EXPENSES
TOTAL NON OPERATING EXPENSES

$
$

INCOME (LOSS) BEFORE CONTRIBUTIONS

$

2019
YTD
11,202,549
235,182
52,163
15,269
5,134
39,926
26,303
22,349
7,919
11,606,794

Y-O-Y
Change
9%
10%
11%
-8%
16%
196%
9%
17%
12%
10%

208,201
5,921
63,556
34,796
88
312,562

53%
-60%
140%
130%
-99%
53%

11,919,356

11%

$

$

4,069,290 $
79,678
131,145
226,299
34,010
310,659
(197,029)
240,323
140,368
43,504
97,859
19,737
183,756
160,875
38,792
31,227
14,867
21,038
552,512
(345,548)

4,630,658
49,190
223,086
176,840
34,021
352,882
(22,648)
255,409
144,049
55,364
102,702
7,258
221,066
141,250
46,801
29,962
10,015
5,147
603,335
(185,914)

14%
-38%
70%
-22%
0%
14%
-89%
6%
3%
27%
5%
-63%
20%
-12%
21%
-4%
-33%
-76%
9%
-46%

5,853,362

6,880,473

18%

4,928,996 $

5,038,883

2%

$
$

288,261
288,261

4,634,342 $

4,750,622

294,654
294,654

Budget
Budget to
YTD
Actual
$ 11,023,238
102%
231,418
102%
51,328
102%
15,025
102%
5,052
102%
39,287
102%
25,882
102%
21,991
102%
7,792
102%
$ 11,421,013
102%

85,102
19,006
0
4,998
4,500
113,606

245%
31%
696%
2%
275%

11,534,619

103%

4,714,396
99,998
265,000
261,691
35,365
476,780
(180,412)
293,460
290,246
92,418
117,764
8,151
266,000
183,548
43,709
41,558
35,716
21,002
599,285
(437,502)

98%
49%
84%
68%
96%
74%
13%
87%
50%
60%
87%
89%
83%
77%
107%
72%
28%
25%
101%
42%

7,228,173

95%

$

4,306,446

117%

-2%
-2%

$
$

286,975
286,975

100%
100%

3%

$

4,019,471

118%
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1 Executive Summary
1.1

Analysis Project

Accent Business Services, Inc. (Accent) was engaged to assist Skagit Public Utility
District (Skagit PUD) with evaluation of solutions to address their records and document
management needs. For the initial phase of the project, Accent explored the current
environment – processes, policies, and systems – that support those business functions
at Skagit PUD. The primary purpose was to produce an Enterprise Document
Management System (EDMS) Roadmap - a recommended path forward to align Skagit
PUD efforts and resources.
In doing so, Accent performed the following research activities:
1. Analyzed how the current systems are used and noted strengths and
weaknesses.
2. Reviewed current business practices and potential opportunities to improve.
3. Reviewed functional and technical requirements of system users.
4. Considered strategic objectives, organization-wide focus, and information
technology.
Accent conducted research in collaboration with subject matter experts in all business
areas at Skagit PUD to serve as the foundation for this report.

1.2

Observations

The following summarizes key findings from Accent research and analysis. These
observations are described in greater detail throughout the report.
1. Skagit PUD lacks an established or well-communicated records management policy.
2. Skagit PUD has no sanctioned central repository for files.
3. Security and integrity protocol are insufficient as they relate to sensitive and
controlled files.
4. Existing EDMS tools provide incomplete functionality.
5. Leadership and attention to organizational culture are key to project success.

www.accent-inc.com
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Roadmap Overview

Accent breaks the recommendation roadmap into two primary activities: Prepare and
Procure. These activities can be performed in parallel.

1.3.1 Activity 1 - Prepare:
Given the very flexible and configurable nature of Enterprise Document Management
Systems, Skagit PUD should be very deliberate about preparation for implementation.
● Establish Policy: Skagit PUD must establish policy for controlled documents
and records. It must address retention, the scope of files to address, security,
and define a classification scheme.
● Inventory Records: Skagit PUD needs to understand what they have. This
involves an effort to create an inventory of existing record types and repositories.
● Establish Leadership: Skagit PUD should establish a level of governance that
ensures policy is managed on an on-going basis and that staff remain aligned
with that policy.

1.3.2 Activity 2 - Procure:
Accent recommends that Skagit PUD adopt a procurement approach that allows them
to evaluate solutions available on the Washington State master contract alongside other
off-the-shelf options. Key elements of the approach are noted below:


Publish an RFP to solicit proposals for EDMS placing emphasis on firms that
serve public organizations and utilities.



Evaluate responses as defined in the RFP including onsite software
demonstrations of solutions within the competitive range.



Request demonstrations of solutions available through the Washington State
master contract. These can be facilitated via the web but should consider the
same evaluation criteria as RFP respondents.



Determine which solution represents the best fit for Skagit PUD and initiate
contract negotiations. If that solution is on the master contract, suspend the RFP
and engage with the associated firm.

www.accent-inc.com
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2 Assessment Background and Objectives
2.1

Purpose of Document

As an element of Phase 1 of the software selection project, Accent reviewed Skagit
PUD’s current environment supporting document and record management in order to
produce a roadmap that considers its resources, staffing, and culture. The review
explored existing systems, business practices, and culture. This report communicates
Accent’s findings and provides recommended next steps.

2.2

Approach - Process and Methodology

The study involved a number of concurrent activities which are described below.

2.2.1 Project Initiation and Planning
Accent met with Skagit PUD sponsor, IT Manager Gary Chrysler to establish high-level
expectations, constraints and goals.

2.2.2 Onsite Interviews
Accent facilitated on-site interviews with Skagit PUD staff from various departments
whose business functions are dependent on the systems considered within the scope of
this assessment. The interviews were conducted over the course of three days.
The sessions addressed a number of topics pertaining to document management
practices, business processes, and existing enterprise software. The workshops were
well attended by Skagit PUD staff who actively and professionally participated.
Information gathered during the workshops provided significant input into our
assessment and assisted with the development of several additional deliverables.

2.2.3 Recommendation Development
Accent compiled all findings and prepared the EDMS Roadmap. Accent reviewed this
report and the summary presentation with the Project Sponsor and General Manager
and discussed the results of the analysis and next steps.

www.accent-inc.com
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3 Observations
Accent spent three days onsite interviewing Skagit PUD staff members across all
departments. Subsequent interviews were performed by phone to gather additional
information and for the sake of clarification.
A number of recurring themes emerged. These topics provided a valuable input that
significantly informed the resulting roadmap. Our interpretation of these themes is
provided below.

3.1

No Document or Records Management Policy

● Core policy elements of document and records management are missing.
Standards for file retention, storage, and security are undefined. Some
individuals and business areas have devised approaches to meet this need, but
the organization does not acknowledge them as official policy.

3.2

Lack of Centralized Storage

● With some exceptions, files are not organized proactively or with the perspective
of efficiently retrieving them at a later date.
● Several departments indicated that they depend upon Gary Chrysler (IT
Manager) to locate files for them - especially as related to responses to public
records requests.

3.3

Insufficient Security and Integrity

● Existing tools and policies do not provide adequate levels of security and
assurance of file integrity. Sensitive files are protected using file security for
Windows Server. As a workaround, individuals have the option of storing files in
a personal drive ("Nodeus") to limit access.
● There is no evidence of tools to manage access to specific documents, to
facilitate versioning, or to identify and protect controlled (final) versions of files.

3.4

Lack of Comprehensive Tools

● Skagit PUD has a handful of solutions that provide some elements of document
management functionality. None of them are broad enough to support the entire
organization; therefore, workarounds, off-system tools, and targeted specialty
software is used to fill in the gaps.
● Lacking a centralized solution, staff is uncertain which system to use in a given
situation. This results in software that is either not fully implemented or not
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universally adopted. As an example, Skagit PUD explored some tools available
with Office 365; however, there did not appear to be a strategy to vet them or
deploy consistently to the organization.

3.5

Culture and Leadership

● Staff adoption of existing tools and system-supported processes has been
uneven and staff often return to paper-based processes.
● Skagit PUD is without a recognized authority to define and implement document
management policy across the organization. In this vacuum, departments are left
to either define their own processes and policies or to work without them. For
example, Operations recognizes Department of Health (DOH) standards for
record retention, but there is no infrastructure to ensure compliance.
● Staff and leadership agree that EDMS will provide significant benefit to the
productivity and efficient administration of Skagit PUD.
● Previous implementation projects have produced inconsistent results. The core
solutions in place (Northstar, Cayenta, and CityWorks) are a good fit for Skagit;
however, factors such as personnel changes and unclear messaging from
leadership have hindered success.
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4 Activity 1 - Prepare
The nature of an EDMS implementation project requires thoughtful, proactive
preparation. Though the selected document management system will, to a certain
extent, direct the manner in which Skagit PUD manages records and documents, Skagit
should have a vision and/or preference for how these will be accomplished.
Accent recommends that Skagit PUD engage in the following activities in parallel with
the evaluation of enterprise document management systems.


Establish Policy



Inventory Records



Establish Leadership

The intention is to build the foundation on which the EDM’s system will be deployed.
Failing to perform these preparation activities can result in a protracted
implementation project, a lower quality final product, and/or escalating
implementation costs.

4.1

Establish Policy

Skagit PUD must establish a records and document management policy in order to
proceed with this project. It provides the foundation from which all other activities will
flow. As Skagit endeavors to inventory current documents and records, it will be
important to understand how to appropriately handle each according to the policy. For
example, staff must understand whether a given document should be scanned, in which
format, how it should be named, and where it should be stored. Without policy in place,
records may be mishandled and require additional effort to remedy.

4.1.1 Define Retention Schedules
The policy should align with federal, state, and local regulations for record retention.
This will define which records must be retained, for how long, and – at the end of the
term – whether they will be archived or destroyed. It will also indicate the appropriate
security processes associated with various record and document types. A great deal of
expertise is readily available to Skagit PUD as a public agency. For example, the
Washington State Archivist is an excellent source of information and training. Skagit
should leverage these resources throughout the Prepare phase.
As retention policies are considered, Accent strongly recommends that Skagit adopt a
judicious approach when determining what truly must be retained. Often, documents are
scanned, filed electronically, and with the original physical copy filed or placed in a
binder and onto a shelf. This practice is redundant, inefficient, and expensive. Staff are
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often unable to explain the necessity for these steps - it is simply what they were taught
when they were trained or they are not confident with existing records and document
management procedures.

4.1.2 Establish Scope
One key aspect of establishing policy is to determine the appropriate scope of the files
to address. While it is tempting attempt to address the full breadth of documents and
records, Skagit is more likely to be successful by starting with a narrower scope and
then expanding as it becomes more comfortable with the policy and adept at managing
it. For the sake of promoting buy-in, we suggest identifying a process that engages
multiple workgroups to involve staff across the organization. Due to the volume of
activity and its cross-functional nature, Accounts Payable is one potential candidate for
a pilot.
The initial scope should be selected thoughtfully. Skagit should consider areas of risk,
broad organizational impact, record volume, and severity of known issues. Note that it is
just as important to identify what is outside of scope as that which Is in scope.
Culture can also play a role in determining scope. During interviews, the topic of change
fatigue came up frequently. Staff members are wary of change and, though the need for
enterprise document management is broadly accepted, not all business areas are wellpositioned to lead the charge. Achieving an early win will lay the groundwork for the
expansion of scope as the project proceeds.

4.1.3 Develop Classification Scheme
A file classification scheme is a plan for the categorization, naming, and storage of
documents and records. It is usually a hierarchy based on the organization’s core
business activities – specifically those that generate records.
Development of a classification scheme can be rigorous and complex, so Accent
recommends Skagit begin with a pilot that includes business areas associated with the
initial scope. They will identify the categories of business activities performed and the
records that are generated and build a supporting scheme with the related elements
(naming convention, meta-data, organization, disposal, etc.).

4.2

Inventory Records

A major project effort will be to identify and understand the documents and records in
Skagit’s possession. Skagit must also identify all existing systems and repositories
where documents and records reside. In the current environment, files originate from
many sources (enterprise systems, paper, email, etc.) and are stored in many locations.

www.accent-inc.com

| Page 9

Agenda Item #7
Skagit PUD

EDMS Roadmap

The ultimate goal will be consolidation and standardization. To get to that point,
however, Skagit must understand what they have and where it is located.

4.3

Establish Leadership

This effort is unlikely to succeed without adequate sponsorship and investment of
resources from leadership.

4.3.1 Records Management Lead
Dedicate an individual to oversee and advocate records management at Skagit PUD.
The person need not be fully allocated to the position; however, their additional duties
must not distract or prevent them from carry out the responsibilities of this position.
Ideally, this individual would not be a manager, though they must be granted to
sufficient authority by leadership to be effective in the role.
Skagit should explore best practices when defining this role. Amongst other activities,
responsibilities would include the following:


Coordinate public records requests



Ensure compliance with internal records and document policies



Ensure compliance with federal, state, local regulations



Provide record and document management training to staff



Communicate new policies and changes to policy to staff

4.3.2 Establish a Policy Team
As indicated above, for this initiative to be successful, it is imperative that Skagit
establish policy. To do so, Accent recommends that Skagit form a Policy Team - a body
to define policy related to records and document management. This team is not specific
to the implementation of the EDMS system, we suggest it continue beyond the exist life
of project.
Team Members
The Policy Team should be composed of department leads with the most significant
stake in EDMS implementation project. The combined membership of this team should
have sufficient vision across the organization to broadly understand how policy
decisions potentially impact each business area.
Meetings
The Policy Team should meet on a regular basis – no less than quarterly - to review
questions and establish associated policies. During the Prepare phase of the project,
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the Policy Team should initially meet frequently - perhaps every other week. As the
volume of items lessens, the team may choose to reduce the frequency.
As each policy question is addressed, the Policy Team must also consider the manner
the policy will be implemented and administered. For example, determining the
systems/tools to be utilized and the review procedures to ensure compliance.
We recommend including a scribe to document decisions and associated rationale.
Team members must review and approve these minutes before decisions are circulated
to staff.
Communication
In order for the Policy Team to work effectively, staff will require some manner by which
policy questions can be submitted to this committee. We recommend utilizing the
Records Management Lead as this conduit. This individual can triage policy questions
to ensure they are not already addressed within a current policy. If determined that no
policy exists, the question will be added to the agenda for the next scheduled meeting.

4.3.3 Third-Party Oversight
Software implementations often struggle to gain traction when wholly dependent on
internal leadership. From a practical perspective, project management is seldom the
sole focus of an internal resource. Day-to-day duties usually take precedence leaving
little time to dedicate to the implementation. Few staff have the requisite training or
experience to be effective. Internal culture also plays a major role. Staff must work
within the parameters of organizational politics which can hinder authority, teambuilding, and efficiency.
Skagit PUD can mitigate many of these issues by investing in third-party project
management oversight. They recognize that these practical and cultural dynamics have
impacted success in past projects and have asked Accent to function in this role for the
EDMS project.
In addition to directing Activity 2 (“Procure”), Accent would assist with Activity 1
(“Prepare”) and associated research activities. We estimate this will entail eight (8)
hours weekly with travel to Mount Vernon twice monthly. This estimate is in addition to
the currently approved scope.
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5 Activity 2 - Procure
Accent recommends that Skagit PUD publish a Request for Proposals for an Enterprise
Document Management system and implementations services, placing emphasis on
identifying firms with a record of serving the public sector and utilities. Recognizing that
the Washington state master contract enables Skagit PUD to consider several off-theshelf solutions, we also encourage Skagit to explore these solutions in parallel with the
formal procurement process.
The proposed approach is represented in the following graphic:

Develop & Post RFP

Evaluate & Select
Short List

Request quotes from
State Contract

Scripted
Demonstration

Web Demonstrations

Apparent Finalist

Added Due Diligence

State Contract?

No

Contract Negotiation

Yes

Suspend RFP

Contract Preparation

Commission Approval

Implement
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The adoption of this approach affords Skagit a number of benefits:


Provides structure and objectivity to the evaluation of options.



Considers multiple facets of each solution: functionality, price, technology, future
support, company, and implementation.



Facilitates understanding of which solution provides the best value – the
intersection between cost and capability.



Exposes Skagit to several software solutions, their capabilities, and approaches
to document and records management.



Ensures the evaluation team understands the capabilities of the solutions on the
State contract and can consider them within the context of other proposed
solutions.



It promotes team-building and facilitates buy-in

The three solutions on the state contract (Laserfiche, OpenText, and Hyland Perceptive
Content) are well established enterprise document management solutions. More
information about these solutions and the details of the State master contract are
available On the Washington State Department of Enterprise Services website.
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Appendix 1: Cost Estimate and Cashflow
Accent performed a high-level cost analysis based on data collected from similar projects and engagement with vendors
The following graphic characterizes a ten-year investment in an EDMS. It assumes an on-premise deployment factors
software license, implementation services, and ongoing maintenance. It also provides a placeholder for other elements
typical to Enterprise Document Management projects: third-party services such as document storage, record destruction,
scanning, staff augmentation, and third-party project assurance.
The software selection process will provide greater clarity in terms of cost and scope of services required.
Year 1

Year 2

Year 3

Year 4

Year 5

Year 6

Year 7

Year 8

Year 9

Year 10

Legend

300,000

Other 3rd-Party
Maintenance

250,000

Labor
200,000

License

150,000
100,000
50,000

Expenses
License
Labor
Maintenance
Other 3rd-Party

Year 1

Year 2

Year 3

Year 4

Year 5

Year 6

Year 7

Year 8

Year 9

Year 10

Total

100,000

0

0

0

0

0

0

0

0

0

100,000

40,000

0

0

0

0

0

0

0

0

0

40,000

0

20,000

20,600

21,218

21,855

22,510

23,185

23,881

24,597

25,335

203,182

100,000

50,000

20,000

0

0

0

0

0

0

0

170,000
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Agenda Item #9
FOR REFERENCE: SUMMARY OF GOALS AND STRATEGIES

I. CUSTOMER-FOCUSED SERVICES
A. Water
1. Make prioritized and strategic capital infrastructure investments to maintain
existing assets and quality to serve the growing Skagit community.
2. Steward partnership-based efforts that advance the strategic regional use of
water resources.

B. Telecommunications
1. Invest in the telecommunications infrastructure necessary to securely and
efficiently manage our water system and facilitate the extension of broadband
infrastructure within Skagit County.
2. Stay current and decide whether we should enter the telecom industry as a retail
provider if public utility districts are given the authority to do so.

C. Sewer
1. Explore and understand the connection between sewage and reclaimed water.

II. COMMUNICATION WITH THE PUBLIC AND PARTNERS
1. Strengthen communications and engagements with our customers.
2. Seek opportunities to engage youth in water-related education.
3. Ensure our policy-setting and decision-making processes are transparent and
easily accessible.
4. Strengthen our provision of high-quality customer service.
5. Strengthen our relationships with our partners.

III. INTERNAL OPERATIONS, COMMUNICATION, AND
ORGANIZATIONAL DEVELOPMENT
1. Strengthen internal systems and the use of technology to create efficiencies.
2. Address our aging District headquarters facility.
3. Attract, retain, and develop a high-quality workforce.
4. Improve internal communications throughout the organization.
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Agenda Item #9
IMPLEMENTATION FOCUS FOR 2018/19
Goals (I.A; I.B; I.C, II., III.)
Strategies (1., 2., 3…)
Tactics (a., b., c… and bulleted items)

2019/20
Implementation Focus

JUNE 2019

2018/19
Implementation Focus

PROGRESS

I. CUSTOMER-FOCUSED SERVICES
A. Water
Statement of Intent. Skagit PUD’s core focus is providing water to residential, business, and agricultural customers. We make strategic and sustainable investments to ensure our
water rights, infrastructure, and other resources are managed for the benefit of our customers and for the long-term benefit of the region. The most significant contribution we can
make to environmental sustainability is by improving the efficiency of our system and by encouraging smart water use among our customers. By making strategic investments to
reduce wasted water, we will also diminish our need for finding additional water sources and for making large capital improvements in the future. The District will play a supportive
role in addressing the legal availability of water for agriculture and rural land owners.
1. Make prioritized and strategic capital infrastructure investments to maintain existing assets and serve the growing Skagit community.
a. Refine existing criteria for assessing, prioritizing, and
selecting capital projects and operational improvements.
 Implement and provide additional resources to our asset
management system, including development of an
economic risk model.
 Reduce equipment failure rates.
 Collect data from existing infrastructure at every
opportunity, especially main breaks, leak repairs, and low
pressure events.
 Perform regular and routine maintenance on
infrastructure to develop a database of information.

 Set Cityworks project selection criteria.



 Input resources into Cityworks in preparation for use
in the 2020 budget cycle.



 Research the background integration of SCADA
system with Cityworks.



b. Expand the inputs that inform our capital planning.
 Develop a GIS-based, extended-period, hydraulic model
to be used for water system planning, flushing program
development, and contaminant transport simulation.
 Update our Customer Buildout Capacity Analysis

 Updates to:
o Capital Plan
o 10-year CIP
o Financial Plan (by end of 2018)
o 5-year rate plan (by end of 2018)
o Cost of service analysis and compute new System
Development Fee (by February 2019)
o 20-year water demand projections
o Extended period simulation for hydraulic model
analysis and/or creation of a new hydraulic model
(new or updated model by July 2019)
o Water System Plan (by October 2019) – see Tactic
c, below.
o Maintenance Plan
o Facilities Plan












Leak reports added to Cityworks to be filled out in
field
Selection criteria to be used for 2020 small dia
pipe projects
Performing assessment of vaults and tanks for
risk; prioritizing safety improvements
Collecting pictures and GPS on main breaks and
leak repairs, including pipe assessment
In the process of developing maintenance tasks
and schedule for fire hydrants, valves, meters, etc.
Considering a network approach to SCADA rather
than integration with Cityworks



Completed CIP update for rate study
Currently working on rate study and cost of service
analysis
Completed system demand and WTP production
forecasts for next 20 years
Completed static hydraulic model of Fidalgo
system to evaluate CIP
Using GIS updates to update hydraulic model
Deferred Water System Plan Update to 2020 after
meeting with DOH
Draft Customer Buildout Analysis complete








Input resources into Cityworks to be used as
selection criteria for projects
Implement network approach for SCADA system
data retrieval

Complete Customer Buildout Analysis (by Dec
2019)
Develop Maintenance Plan to be used in budgeting
and planning of resources
Complete extended period simulations of satellite
systems

 Perform Customer Buildout Analysis (by June
2019).
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Agenda Item #9
Goals (I.A; I.B; I.C, II., III.)
Strategies (1., 2., 3…)
Tactics (a., b., c… and bulleted items)

JUNE 2019

2018/19
Implementation Focus

c. Update our Water System Plan and Capital Improvement
Program that:
 Identifies major capital facilities and components.
 Identifies maintenance procedures and replacement
criteria.
 Establishes a level of service for the system.
 Establishes goals for preventative maintenance.

 Obtain updated population figures from Skagit
County Growth Management Plan.

d. Implement SCADA systems to maintain security of our
infrastructure [see development of internally-focused fiber
network under B. Telecommunications].

To be continued on an annual basis:

 Updates to extend Water System plan from 6 to 10
year plan (extend current to 2022) to meet DOH
requirements.

 Equip staff with proper equipment in field to facilitate
data collection and leverage existing SCADA for
data mining.
 Ensure data is in proper format and build databases.
 Improve mainline metering.

2019/20
Implementation Focus

PROGRESS








Collected updated population figures from Skagit
County to use in Water System Plan update
Agreed to perform limited update to WSP to meet
10-yr plan goal



Using Office 365 Tools for better data collection
and accessibility
Purchased new mainline meter heads to allow for
better reading
Draft mainline meter plan for 560 zone
(Eaglemont) complete.
2020 Budgeting will be done using Programs

To be continued on an annual basis:

Use updated CIP, budget, and water demand and
population forecasts to perform limited update to
WSP by Dec 2020.

 Equip staff with proper equipment in field to facilitate
data collection and leverage existing SCADA for
data mining.
 Ensure data is in proper format and build databases.
 Improve mainline metering.
 Focus on Program Based Budgeting (i.e.
Pipe/Infrastructure, Security, SCADA).

 Focus on Program Based Budgeting (i.e.
Pipe/Infrastructure, Security, SCADA).
2. Steward partnership-based efforts that advance the strategic regional use of water resources.
a. Engage local partners and stakeholders in implementing
efficient solutions that meet the future water demands of
Skagit County communities by utilizing an updated
Coordinated Water System Plan.

 Routine communication with other municipal
partners on needs, population growth forecasts, etc.



Engaged in discussions with Anacortes about
regional water coordination



Routine communication with municipal partners on
regional water use

b. Foster outreach to partners to identify synergy projects and
community development programs [coordinate with efforts
under II.5].

 Coordinate projects with partners such as the
County.



Attending SCOG TAC, WSDOT, quarterly CIP
mtgs



Coordinate projects with partners

c. Reduce water waste by making strategic investments in
District technology and infrastructure and by increasing our
efforts to encourage smart water use among our customers.

 Budget in 2019 for additional system meters and
leak detection equipment.





Purchased additional leak detection equipment
560 metering study
Replaced older Sensus meters in Alger



d. Apply strategic resources to the issue of the legal availability
of water for agriculture and rural land owners by continuing to
advocate for a state level solution and exploring potential
regional solutions.

 Primary focus for Strategy 2 in 2018/19: Actively
participate in the statewide Water Supply Task
Force.



Received funding from the state for design of Little
Mountain Road pipeline extension



Apply for construction funding from the state for
the Little Mountain Road Project

 Make policy revisions.

B. Telecommunications
Statement of Intent. Investment in telecommunications infrastructure is necessary to the security and effective management of Skagit PUD’s water systems. Skagit PUD is
collaborating with the Port of Skagit County on the SkagitNet effort for development of telecommunications services to support the growth and prosperity of the Skagit County
community. In these efforts, Skagit PUD will favor the development of wholesale capacity over becoming a retail provider.
1. Invest in the telecommunications infrastructure necessary to securely and efficiently manage our water system and facilitate the extension of broadband
infrastructure within Skagit County.
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Goals (I.A; I.B; I.C, II., III.)
Strategies (1., 2., 3…)
Tactics (a., b., c… and bulleted items)
a. Develop a fiber and radio network focused on meeting
District needs.

JUNE 2019

2018/19
Implementation Focus
 Run to Sedro Woolley.
 CIP projections.

2019/20
Implementation Focus

PROGRESS



SW fiber project is designed (SkagitNet)
Consultant currently designing Burlington to PUD
Campus run



Complete SW project (SkagitNet) and Burlington to
PUD Campus project.



Exploring a Use Agreement to “transfer” assets to
SkagitNet



Complete Use Agreement with SkagitNet



N/A



Not actively pursued in 2018/19; opportunities will
be considered as they arise. We will stay current
and respond as necessary.



Education on the financial challenges of retail
(keep under review).

Develop understanding of current status of reuse
and recycle of consumed water.

 Implementation of a Fiber Optic Capital Program
budget to flex and fill gaps with the installation of
pipe projects.
 Leverage key network and SCADA infrastructure
already in place to build upon.
b. Continue our SkagitNet partnership with the Port of Skagit
County, seeking greater clarity in roles and responsibilities.

 Initiate a separate enterprise fund for
wholesale/retail fiber optic network.
 LLC, w/ market analysis and business plan.

c. Carefully consider additional opportunities to develop
broadband infrastructure, favoring partnerships and a focus
on the wholesale provision of backbone capacity.

 Not actively pursued in 2018/19; opportunities will
be considered as they arise. We will stay current
and respond as necessary.

2. Stay current and decide whether we should enter the telecom industry as a retail provider if public utility districts are given the authority to do so.
a. Monitor policy and market changes and review case studies,
lessons learned, and best practices from elsewhere in the
state or country.

 Education on the financial challenges of retail (keep
under review).



Ongoing

C. Sewer
Statement of Intent. While Skagit PUD has the legal authority to provide sewer services, we are not seeking to develop this service area. We would, however, be willing to meet
regional needs if directed to do so by state and local agencies. We will more actively pursue opportunities to use sewage as a method of increasing water availability and reducing
or deferring investment in our water system infrastructure through water reclamation and recycling.
1. Explore and understand the connection between sewage and reclaimed water.
a. Conduct an annual review of policy changes, technology
trends, and the state of the sewer field, particularly in
connection to water rights.

 Develop understanding of current status of reuse
and recycle of consumed water.



Ongoing



b. Attend industry conferences to maintain a sense of the sewer
industry and how it relates to water rights.

 Attend conference.



Mark H. attended water reuse conference in Boise



c. Develop a contingency plan for how we would provide sewer
services if mandated to do so

 Develop contingency strategies.



Asked to consider operation of local sewer system



Develop contingency strategies.

II. COMMUNICATION WITH THE PUBLIC AND PARTNERS
Statement of Intent. As a service provider and steward of public resources, it is incumbent on us to communicate effectively with our customers, members of the public, and
partners.
1. Strengthen communications and engagements with our customers.
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Goals (I.A; I.B; I.C, II., III.)
Strategies (1., 2., 3…)
Tactics (a., b., c… and bulleted items)
a. Develop an agency-wide Communications Plan that includes:
 Implementation of a focused and consistent missionbased message.
 Specific tactics for print, web, social media, public
relations, and broadcast channels.
 Strategies to implement online tools that provide easy
access to information for customers, generating
efficiencies for customers and District staff.
 Identification of value communications, such as pushing
out messages rather than keeping all resources available
on demand at all times.

2019/20
Implementation Focus

JUNE 2019

2018/19
Implementation Focus

PROGRESS

Phase I: Formative Research



 Step 1: Analyze Situation.



Phase I, II and III thru Step 7 drafted and under
review.
Board review on ???????



Implement Communications Plan by budgeting for
specific items and programs in 2020.

School tours completed for 2018-19



Burlington SD will send its entire 5th grade for tours
in 2019-20



Explore ways to enhance Story of Drinking Water
program, including partnering with school districts
and other agencies for supplemental activities.
Integrate Skagit PUD with countywide curriculum
used in all schools.

 Step 2: Analyze Organization.
 Step 3: Analyze Publics.
Phase II: Strategy
 Step 4: Establish Goals & Objectives.
 Step 5: Formulate Action & Response Strategies.
 Step 6: Using Effective Communication.
Phase III: Tactics
 Step 7: Communication Tactics.
 Step 8: Implement Strategic Communications Plan.

2. Seek opportunities to engage youth in water-related education.

a. Continue outreach to schools and tours of the Water
Treatment Plant and source water intakes.

 Explore ways to enhance Story of Drinking Water
program, including partnering with school districts
and other agencies for supplemental activities.





 Integrate Skagit PUD with countywide curriculum
used in all schools.
b. Explore opportunities to have a presence and offer
internships at regional higher educational institutions,
expanding our partnerships over time.

 Continue to explore internship programs in
coordination with BTC for WTP. Aim for at least 2
interns per year (Fall/Spring) beginning in Fall of
2018.

Looked at interns for WTP and Safety Dept, but
recognized that we need a more solid program and
clarity in our staff responsibilities before bringing
another intern on board.







Vouchers have been added to the meeting packets
Minutes now being taken and posted for work
sessions
Audio recordings are continuing



Reported quarterly to the Board.







Develop a more robust internship program with
roles and responsibilities more clearly defined.
Look at internships in different departments

 Work with treatment plan first, and then consider
other departments.
3. Ensure our policy-setting and decision-making processes are transparent and easily accessible.
a. Maintain current efforts for making commission meetings
accessible and transparent.

 Ensure meeting documents are uploaded to the
website and available to the public in a timely
manner.
 Continue audio recording for meetings.

b. Continue to assess public interest and calibrate our
investments in this area.

 Utilize Google Analytics to measure website traffic
behavior and content drilldown.






Ensure meeting documents are uploaded to the
website and available to the public in a timely
manner.
Continue audio recording for meetings.
Utilize Google Analytics to measure website traffic
behavior and content drilldown.

4. Strengthen our provision of high-quality customer service.
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Goals (I.A; I.B; I.C, II., III.)
Strategies (1., 2., 3…)
Tactics (a., b., c… and bulleted items)

2019/20
Implementation Focus

JUNE 2019

2018/19
Implementation Focus

PROGRESS


New signage at Driveway entrance installed.



On hold pending campus decision

 Research and assess scope of satisfaction survey.



Initial contact with potential vendor for pricing.



Complete customer satisfaction survey

 Develop promotional messaging as part of
communications plan.





Continue promotional messaging on payment
channels



Messaging included on website banner,
newsletter, and highlighted on statements.
New color statements and notices

 Coordinate with the County and share updates with
the public re who is doing what; schedule; and
planned disruptions.



Ongoing



Coordinate with the County and share updates
with the public re who is doing what; schedule; and
planned disruptions.




Continued outreach to agencies.
Completion and planning of Agency Driven
projects, particularly around grant-driven projects.



Align communication with partners to ensure grant
proposals and budgets are in alignment with Skagit
PUD project lists.

a. Improve wayfinding signage for the driveway and entrance to
the building.

 Conduct an environmental signage audit of facility.

b. Begin implementation of a regular customer satisfaction
survey.
c. Increase customer familiarity with payment channels.

 Balance improvements with the fact that we may
move facilities in the near future.

5. Strengthen our relationships with our partners.
a. Establish a prioritized plan for strengthening our relationship
with partners.

 Continued outreach to agencies.
 Completion and planning of Agency Driven projects,
particularly around grant-driven projects.
b. Assess our channels for communicating and sharing
information with partners and make strategic improvements
to key communication channels.

 Align communication with partners to ensure grant
proposals and budgets are in alignment with Skagit
PUD project lists.



Attending SCOG TAC mtgs, WSDOT quarterly
mtgs

III. INTERNAL OPERATIONS, COMMUNICATION, AND ORGANIZATIONAL DEVELOPMENT
Statement of Intent. To provide high-quality services for our customers, it is imperative that we have strong staff and supporting systems.
1. Strengthen internal systems and the use of technology to create efficiencies.
a. Identify needs and an appropriate solution for a document or
content management system to increase efficiencies for
contract approvals and other processes.

 Continue Board education on advantages of
document management system.



Consultant performing interviews of staff, with
Board presentation expected in July.



Continue Board education on advantages of
document management system.

b. Learn and implement the full capabilities of core software
systems.

 Develop 2019 budget using Cayenta.




2019 Budget is in Cayenta
Budget reports available to staff



Develop 2020 budget using Cayenta.




Improve ability of staff to use existing system.
Identify and address departmental needs.



Discussion regarding emergency response
expectations held with Board. Additional
information and options will be brought forward.



Coordinate with Anacortes to hire consultant to
complete EPA Risk and Resiliency report and
emergency response planning

 Improve ability of staff to use existing system.
 Identify and address departmental needs.

c. Establish security and emergency response plans, policies,
and procedures.

 Review internal capabilities and consider
consultants.
 Develop a level of service report to understand
impact of disruptive events study.

d. Evaluate the most effective and resource-efficient use of inhouse and contracted staffing and resources.

 Bargaining process.



Negotiated a new Collective Bargaining Agreement



Implement new Collective Bargaining Agreement

e. Revisit our Strategic Plan on an annual basis, tracking our
progress and ensuring it guides our budgeting and activities.

 Revisit Strategic Plan and Implementation
Framework.



Scheduled for June/July



Revisit Strategic Plan and Implementation
Framework.

2. Address our aging district headquarters facility.
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Goals (I.A; I.B; I.C, II., III.)
Strategies (1., 2., 3…)
Tactics (a., b., c… and bulleted items)

JUNE 2019

2018/19
Implementation Focus

PROGRESS


a. Complete the feasibility study and determine whether the
District headquarters should be housed in a new or existing
building and at our current site or in a new location.

 Complete feasibility study and make decision on
location of new facility.

b. Based on this plan, outline the scope, schedule, budget, and
funding/financing plan with consideration of the impact on
rate payers.

 Pending completion of a. above.

c. Make repairs to the current building as necessary, or use
temporary spaces until a permanent solution is in place.

 Make necessary repairs to current building.



a. Strengthen our ability to recruit highly capable employees.
 Stay current on staffing trends to develop and update our
hiring and recruitment practices, including compensation
trends, benefits, and what is desired by the workforce.
 Implement updates and best practices as appropriate
while maintaining a level of consistency with hiring
practices.

 Succession planning



 (1) Range placement adjustment determinations
and review of evaluations for 2019 merit
adjustments.



b. Anticipate and plan for pending retirements.
 Identify likely staffing needs for the next five years and
beyond considering anticipated retirements.
 Develop a succession plan based on identified needs,
which can be revised and updated as operations evolve
at the District. The succession plan should include
evaluation of current staff and opportunities to provide
development opportunities where appropriate.
 Continue to evaluate our needs when openings or
retirements occur, seeking efficient solutions as
conditions change.

 This will be on ongoing process for the next 5-10
years, and efforts to restructure depend heavily on
bargaining process this year and possibly next if
extended.

c. Strengthen and systematize our focus on staff development.
 Identify development opportunities by asking staff,
reviewing needs identified in the evaluation process, and
gathering input from management personnel.
 Establish a staff development process that benefits both
employees and the District.

 (1) Develop onboarding plan templates for new
staff/transitions to new positions.

 Find location for new facility.

2019/20
Implementation Focus



Make decision on location of new facility
If at same location, make decision on remodel or
new building



Enter into contract with Architect for completion of
Master Planning and design of new facility.

Repairs done as a reactive basis



Make necessary repairs to current building.

2019 range placements and merit adjustments
completed
Key positions were filled




Succession planning
Perform update of salary comps for nonrepresented employees

Evaluating needs as openings or retirements occur
Assessment of staff demographics show that our
staff are spread out well and there isn’t a large
group retiring in the near future.



Change focus and responsibility of positions as
openings or retirements occur.

Onboarding template has been distributed to staff
for comments
Survey was distributed for recent hires on how to
improve Onboarding process



Complete Onboarding Plan template for new
positions

Hired NVG to begin site assessment and property
search.
Driftmier architects prepared cost estimates for
options.




Pending

3. Attract, retain, and develop a high-quality workforce.

 (2) Fill key positions remaining within District
(Finance Manager, GIS Analyst, other as needed).




 (2) Staff survey by winter of 2018/2019, in
conjunction with review of all evaluations to
determine needs for staff development.




4. Improve internal communications throughout the organization.
a. Increase transparency of internal communication throughout
the District.

 Incorporate Mission-Vision-Values in internal
communications and all staff meetings.



Underway



Incorporate Mission-Vision-Values in internal
communications and all staff meetings.

b. Use the content of this Strategic Plan to structure internal
meetings and communications

 Update staff on progress of Strategic Plan Goals.



Underway




Update staff on progress of Strategic Plan Goals.
Updated staff on all department initiatives at all
staff meetings.

c. Continuing to gather input and suggestions from staff about
internal communications.

 Collect input and suggestions from staff.



Underway




Collect input and suggestions from staff.
Evaluate usefulness and quantity of information
transferred in meetings and team communications.

 Updated staff on all department initiatives at all staff
meetings.

 Evaluate usefulness and quantity of information
transferred in meetings and team communications.
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RESOLUTION NO. 2263-19
A RESOLUTION OF THE COMMISSION OF PUBLIC UTILITY DISTRICT NO. 1
OF

SKAGIT

COUNTY,

WASHINGTON,

PURSUANT

TO

RCW 54.04.070 AND RCW 39.04.280, AND DISTRICT RESOLUTION NO. 2167-10
REGARDING REPAIR

OF 24-INCH

DIAMETER

CONCRETE CYLINDER

TRANSMISSION MAIN LEAKS.
WHEREAS, between June 10 and June 14, 2019, the District’s 24-inch Concrete
Cylinder Pipe (CCP) transmission line that is the source of water for much of the
District’s service area, suffered two major failures; and
WHEREAS, during repair the District depleted its supply of specialized repair
fittings for CCP and after consulting with several partner municipalities to find a source
in the event of a break, no compatible parts were found to exist in the Pacific Northwest
region; and
WHEREAS, to minimize the likelihood of the repairs to the transmission line
resulting in other failures to the system the District sought to purchase parts from the
original manufacturer of the pipe and fittings; and
WHEREAS, the District determined that Ameron, the original manufacturer, has
since been acquired by Northwest Pipe Company; and
WHEREAS, the water supply through the transmission pipeline is vital to the
public safety of the cities of Mount Vernon, Burlington and Sedro-Woolley and to
adjacent rural areas; and
WHEREAS, the District pursued direct purchase of these materials from
Northwest Pipe Company through an expedited purchase.
NOW, THEREFORE, BE IT RESOLVED, that based on the foregoing facts, the
Board of Commissioners of Public Utility District No. 1 of Skagit County, Washington,
finds that it is in the public interest not to delay the purchase of replacement pipe and
fittings for said transmission mains, and therefore finds that the requirements defined in

Resolution No. 2263-19

1 of 2

RCW Chapter 54.04.070 and 39.04.280 and Section 1.1.5 of District Resolution No.
2167-10 with reference for such purchase are hereby waived.
ADOPTED by the Commission of Public Utility District No. 1 of Skagit County,
Washington, at a regular open public meeting thereof this 23rd day of July 2019.

Eron Berg, President

Al Littlefield, Vice President

ATTEST
Joe Lindquist, Secretary
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Personal Protective Equipment
Safety Practice & Procedure #3001
Purpose
This Safety Practice & Procedure (SP&P) outlines the District’s expectations and procedures
regarding the provision, use, care, training and selection of personal protective equipment (PPE).
Scope
This SP&P applies to all District employees and acts as a minimum requirement for contractors
under the District’s control.
Specific details regarding administration of hearing conservation, respiratory protection, fall
protection and confined space safety programs that compliment this SP&P are contained in their
own respective Policy, AP&P or SP&P.
Discussion
PPE is always the last line of defense between an employee and a hazard. Only after efforts to
eliminate hazards through engineering or administrative controls are determined impossible or
infeasible (not inconvenient) should PPE be selected as the method of mitigating a hazard.
Sometimes, District employees will work near other agencies or contractors who have differing
requirements regarding PPE based on their own hazard analysis or needs. District employees
must follow the most stringent PPE wear practice adopted on the work site.
PPE relies heavily on the choice of the employee to use it and on all employees to hold each
other accountable. PPE should be relevant to the hazards of the situation and setting.
References
• WAC 296-155-200, General requirements for personal protective equipment (Construction)
• WAC 296-800-160, Personal protective equipment (PPE) (General industry)
• WAC 296-817, Hearing loss prevention
• WAC 296-842, Respirators
• Manual for Uniform Traffic Control Devices (MUTCD)
• Current DOSH (Division of Occupational Safety and Health) Directive 5.15, Personal
protective equipment
• Manufacturer’s recommendations for equipment and tools
• Relevant safety data sheet (SDS) guidance
• Current Collective Bargaining Agreement, Skagit PUD and Teamsters Local #231
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Pre-task PPE Analysis
PPE must only be selected for use after an analysis of workplace hazards has taken place. WAC
296-800-16005 requires this analysis for each employee in every work situation.
1. The District requires every employee to assist the Safety office and their supervisors to
complete an analysis of routine work they accomplish to determine PPE needs. This
analysis will be completed on an annual basis or more often if there is a change to the
work. Documentation of this general PPE assessment will be maintained by the Safety
Coordinator for at least three years. An example of the annual PPE Hazard Assessment
form is attached as Appendix A.
2. A pre-job hazard analysis (tailgate safety meeting) for work involving powered tools,
motorized equipment, and hazards not encountered on a routine basis must be performed.
Typically, the lead on the job site is responsible for ensuring this task is completed before
the work begins. However, supervisors may delegate this task or conduct it themselves as
needed. The tailgate safety meeting must be documented completely and submitted along
with work order information on a daily basis. The documents shall be kept for at least
three years. An example of the tailgate safety meeting form is included as Appendix B.
At some District-controlled properties and facilities, there are signs and other warnings about
hazards that require personnel to use certain types of PPE. Examples include hearing protection
where noisy equipment may be operating, chemical feed rooms where eye protection is
appropriate, or in areas with falling object hazards requiring the use of a hard hat. District
employees must follow these written instructions.
PPE training
All District employees shall have a PPE Hazard Assessment completed upon hiring, when the
employee’s duties change, or on an annual basis. The employee shall be trained over the use of
all PPE identified in the assessment.
When it appears that there is a lack of understanding of the use of PPE by an individual, the
individual shall be re-trained in the use of the PPE items in question. Lack of understanding by
groups shall be re-trained in those groups.
Training can take the form of a brief discussion and demonstration before starting a task for
simpler PPE items, such as ear plugs or safety eyewear. Or, a more in-depth training may be
needed for more complex systems such as fall or respiratory protection.
Regardless of how PPE training is conducted, the training must be given by someone
experienced with the PPE and the hazards it is meant to protect a user from. The training must
also be documented, no matter how long the session is.
All documentation of PPE training must be submitted to the Safety Coordinator.
Workwear Requirements
All District employees must wear clothing that is appropriate to the environment they work in
and affords some measure of protection.
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Supervisors remain responsible for ensuring that safe and appropriate work attire are worn by
employees. Nothing in this policy should be construed as a limitation or expansion of the
District’s dress codes and other policies concerning work apparel.
At a minimum, employees who work in or are near construction and maintenance work sites,
shops, warehouses, treatment plants, pumphouses, booster stations, laboratories, chemical
handling areas and similar areas must wear:
• Long pants that do not allow the bottoms of the legs to become exposed. These pants
should be made of cotton duck or non-synthetic denim. Shorts, stretch pants, leggings,
and sweat pants must not be worn in such areas.
• Shirts with coverage of the torso, shoulders and upper arms. Tank tops, spaghetti straps,
halter tops, crop tops, sleeveless shirts and other tops that don’t provide coverage must
not be worn in such areas.
• Shoes that provide coverage against splashes. Open-toed shoes, sandals, or shoes
designed with perforations shall not be allowed in laboratory and chemical handling
areas.
Departments may consult management about providing workwear through a contracted provider.
Loose fitting clothing, jewelry, long hair, and other loose items shall not be worn where there is a
hazard of entanglement in machinery and other equipment.
The District does not maintain a policy prohibiting beards or certain hair styles. Facial hair and
hair must be kept in a manner that doesn’t interfere with the proper use of the PPE (example:
respirator face seal). Supervisors have wide discretion in accommodating employees so long as
operations are not adversely impacted.
PPE Provision
The District will ensure that enough variety of PPE is available to address hazards. All efforts
will be made to ensure PPE is practical, cost-effective, and provides the least amount of
encumbrance to the wearer as possible. District employees will be provided PPE at no cost and
shall include but not be limited to:
1. Hard hats and head protection
2. Protective non-prescription face shields, goggles, impact-resistant safety eyewear and
welding helmets and visors
3. Prescription safety eyewear, limited to a $100 per year reimbursement from the District
for employees who work in the field
4. Hearing protection
5. Gloves, gauntlets and aprons
6. Laboratory coats
7. ANSI-compliant specialty footwear, including rubber boots
8. ANSI compliant non-specialty safety boots, limited to a $250 per year reimbursement
from the District for union represented employees
9. Respiratory protection
10. Chemically impervious suits
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11. Welding PPE
12. Fall protection equipment
13. Confined space retrieval equipment
14. High visibility garments
The District will not provide workwear and equipment that has no specific safety function or for
a safety function already inherent to other provided PPE. Examples include sunglasses, regular
prescription eyewear, footwear inserts, and other similar items.
PPE Selection
Head protection
1. Head protection will be worn when work poses a threat to strike the head of an employee.
Head protection shall:
a. Be worn whenever equipment manufacturer’s instructions or safety data sheet (SDS)
information recommend head protection.
b. Be a hard hat constructed of plastic or fiberglass and suspended above the head by a
system that doesn’t allow the shell to touch the user’s head.
c. Meet the requirements of ANSI Z89.1, Safety Requirements for Industrial Head
Protection.
d. Not be altered by drilling and cutting.
e. Be worn, cared for and replaced in accordance with the manufacturer’s instructions.
2. Soft caps (leather or cloth), bump caps, and metal hard hats are not allowed for use on any
District-controlled work sites.
3. Hard hats shall be inspected before each use by the wearer, and damaged hard hats shall be
discarded and replaced immediately.
4. Markings, stickers, and other decorations on hard hats shall not be applied to the bottom inch
of the shell so damage to the shell is obscured during inspection.
5. Welders shall wear appropriate head protection, combined with the eye and face protection
typical of a welder’s helmet.
6. Equipment operators are not required to wear hard hats inside the fully enclosed cabs of
equipment.
Eye and face protection
1. Eye and face protection will be worn when work pose a physical or chemical threat to the
eyes and/or face of an employee. Eye and face protection shall:
a. Be worn whenever equipment manufacturer’s instructions or safety data sheet (SDS)
information recommend eye and face protection.
b. At a minimum, be impact-resistant safety glasses with integrated side shields that
meet the requirements of ANSI Z87.1, Practices for Occupational and Educational
Eye Protection.
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2. If prescription eyewear is needed for an employee to safely do their work, traditional
methods shall be tried and include goggles with straps or over-the-glasses safety shields
intended to cover the employee’s prescription glasses. If for any reason such methods are not
effective, create a hazard, or are infeasible, the District will assist employees with defraying
the cost of a set of prescription safety eyewear under the following restrictions and
limitations:
a. The benefit is limited to those whose work exposes them to various eye hazards on a
routine (more than 50%) basis – typically limited to those working in the field
environment
b. The benefit is limited to $100 per employee, per year for field employees
c. The employee is responsible for paying for the prescription and exam
d. The employee must request reimbursement by filling out a request for reimbursement
form for non-travel expenses, accompanied by an itemized invoice from the optical
lab, and routing it through their supervisor to the Safety Coordinator
e. Approval is at the discretion of the Safety Coordinator and General Manager
f. There is no provision for lost or damaged prescription safety glasses
g. This benefit does not replace any vision benefits that are provided in an employee’s
health and benefits plan, nor does it act in lieu of such benefits.
h. This benefit is non-transferable and cannot be used for anything other than
prescription safety eyewear, and the monetary limit cannot be transferred from one
employee to another.
i. This benefit is subject to the discretion of District management and can be
discontinued at any time for any reason.
3. Chemical splash goggles and/or face shields must be worn when there is a potential for
chemicals to splash into the eyes and/or face. SDS information on such chemicals shall be
consulted.
4. Welders and welder’s assistants shall wear filtered safety lenses to protect against welding
flash.
5. Equipment operators are not required to wear eye or face protection inside the fully enclosed
cabs of equipment.
Hearing protection
1. Single hearing protection shall be worn when employees are subjected to sound levels equal
to or exceeding 85 decibels.
a. If it is unclear if hazardous noise is present, employees must wear hearing protection
when they must raise their voice when speaking to another person who is 3 feet
(usually an arm’s length) or less away.
2. Double hearing protection shall be worn when employees are subjected to sound levels equal
or exceeding 115 decibels.
3. The District will purchase and provide a variety of ear muffs and disposable ear plugs with a
noise-reduction rating (NRR) of at least 20.
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Respiratory protection
1. When SDS data, manufacturer’s instructions or industrial hygiene survey data suggest
employees are exposed to levels of airborne contaminants above any permissible exposure
limit (PEL) those employees shall be protected by the District’s respiratory protection
program.
2. Employees subject to the requirements of the respiratory protection program shall wear
NIOSH-certified respiratory PPE when appropriate.
Fall protection and retrieval equipment
1. Employees exposed to fall hazards shall follow the District’s policies and practices regarding
fall prevention, fall restraint, and fall arrest. This includes wearing a proper fall arrest harness
when connected to active fall restraint (including ladder, fall arrest, and confined space
retrieval systems. Harnesses, lanyards and lifelines shall all be purpose built for the use and
possess a label attesting to the ANSI fall protection standard.
Hand protection
1. Employees performing tasks that can cut, abrade, burn, or pose a risk of infection or toxic
absorption through contact shall wear gloves that are suitable for protecting the hands.
2. Hand protection during construction and maintenance activities shall be dictated by the tasks
being completed. If the use of gloves increases potential for injury, they shall not be worn.
Supervisors must account for these situations in the pre-job hazard analysis.
3. Employees working with hot tar shall wear suitable cotton gloves along with either cotton
gauntlets, or (at the employee’s choice) a cotton long sleeved shirt that cover the cuff of the
cotton gloves worn on the hands. Unprotected skin on the hands, arms, and wrists of the
employee shall not be allowed while doing this work.
4. Caution must be taken to protect hands from chemical exposures by selecting a glove that is
resistant or impervious to the chemical being used. Refer to SDS for best choice in glove
material for the chemical in question.
Foot protection
1. When tasks present a potential hazard of slipping and falling; or cutting, burning, crushing,
puncturing or allowing environmental injury (cold) to the feet, employees shall wear
footwear designed to prevent injuries.
2. Safety footwear including boots, shoes, and metatarsal covers designed to protect against
punctures and crushing of the toes must be labeled and attest to meeting ANSI Z41 standards.
3. Employees working with wet concrete shall wear rubber boots.
4. Non-specialty ANSI-rated impact resistant footwear shall be purchased by the employee.
Union-represented employees are subject to a benefit that allows District reimbursement of
up to $250 per year for such footwear. Requests for reimbursement shall be routed for review
and approval to the supervisor and department manager.
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High visibility garments
1. In accordance with WAC 296-155-200, DOSH Directive 5.15 and the Manual for the
Uniform Traffic Control Devices (MUTCD), high visibility garments will be worn in the
following situations:
a. Performing any work or traversing in a roadway or transit right-of-way (sidewalks,
shoulders, curbed areas, medians, etc.).
b. Working in or traversing any property controlled by railroads, motor freight, and
aviation interests or agencies.
c. Working in a temporary traffic control zone.
d. Working in the District yard, parking lots, and other places vehicles may be present
and moving.
i. This does not include traversing a yard or lot with the sole purpose of accessing a
vehicle.
e. Working around moving machinery and equipment such as forklifts, excavators, or
cranes.
f. When performing flagging or traffic control duties.
g. During hours of darkness – defined as one-half hour before sunset to one-half hour
after sunrise.
h. Any time low visibility poses a hazard to employees due to inclement weather, low
light, or other similar situations.
2. High visibility garments must have a label that attests to the following requirements:
a. Designed in accordance with ANSI/ISEA 107-1999 Class 2 specifications for
daylight work described in the preceding section.
b. Designed in accordance with ANSI/ISEA 107-1999 Class 3 specification for work
during hours of darkness, inclement weather, and other low light situations.
Recordkeeping
1. All documentation of PPE training shall be kept in the Safety Coordinator’s electronic files
and in the employee’s file for the duration of their employment or 3 years, whichever period
is longer.
2. All documentation for respiratory protection, hearing protection, or bloodborne pathogen
protection shall be kept for the duration of employment plus 30 years, whichever period is
longer.
3. Documents that need to be kept should be comprehensive and include medical screenings (as
required), procurement records, training records, testing records and anything else that attests
to the consistency of all of those efforts to have a comprehensive and effective PPE program.
4. Any medical screening documents shall be kept in a confidential manner by securing them in
a locked cabinet or password protected electronic folder with access limited to the Safety
Coordinator, Human Resources Manager, and General Manager.
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5. All non-confidential records regarding the District’s PPE program are subject to release
under public information laws.
6. All confidential records are subject to release to the individual whose name appears on said
records.

Former Title/Policy #:
Effective Date:
Revision Date:
General Manager Signature:

N/A

Date:
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PPE HAZARD ASSESSMENT FORM

Date

Name of employee
Position Title
EYE HAZARDS
Check YES or NO
Chemical Exposure

⃝YES ⃝NO

High Heat/Cold

⃝YES ⃝NO

Dust/Flying Debris

⃝YES ⃝NO

Impact

⃝YES ⃝NO

UV/IR Radiation

⃝YES ⃝NO

Description of hazard(s)

Required PPE

Description of hazard(s)

Required PPE

Description of hazard(s)

Required PPE

⃝YES ⃝NO
Other:
HEAD/NECK/FACE HAZARDS
Check YES or NO
Chemical Exposure
Dust/Flying Debris

⃝YES ⃝NO
⃝YES ⃝NO

Impact
Electrical Shock
Other:
FOOT HAZARDS

⃝YES ⃝NO
⃝YES ⃝NO
⃝YES ⃝NO

Check YES or NO
Chemical Exposure

⃝YES ⃝NO

High Heat/Cold

⃝YES ⃝NO

Electrical

⃝YES ⃝NO

Puncture

⃝YES ⃝NO

Slippery/Wet Surfaces

⃝YES ⃝NO

Other:

⃝YES ⃝NO

Agenda Item #14
HAND HAZARDS
Check YES or NO
Chemical Exposure

⃝YES ⃝NO

High Heat/Cold

⃝YES ⃝NO

Electrical Shock

⃝YES ⃝NO

Puncture

⃝YES ⃝NO

Cuts/Abrasion
Other:
BODY HAZARDS

⃝YES ⃝NO
⃝YES ⃝NO

Check YES or NO
Chemical Exposure
High Heat/Cold
Impact/Compression
Electrical Shock
Cuts/Abrasion
Other:
FALL HAZARDS
Check YES or NO
Fall Hazards 4’ or more

Description of hazard(s)

Required PPE

Description of hazard(s)

Required PPE

Description of hazard(s)

Required PPE

Description of hazard(s)

Required PPE

Description of hazard(s)

Required PPE, including type of respirator and cartridge (as
applicable)

⃝YES ⃝NO
⃝YES
⃝YES
⃝YES
⃝YES

⃝NO
⃝NO
⃝NO
⃝NO

⃝YES ⃝NO

⃝YES ⃝NO

Fall Hazards 10’ or more ⃝YES ⃝NO
NOISE HAZARDS
Check YES or NO
Noise > 85dB

⃝YES ⃝NO

Noise > 105dB

⃝YES ⃝NO

RESPIRATORY HAZARDS
Check YES or NO
Particulates/dust

⃝YES ⃝NO

Vapors/gas

⃝YES ⃝NO

Other:

⃝YES ⃝NO
I certify that the above assessment was performed based on considering all known hazards on this date

Date

Signature

Printed Name
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PUD #1 OF SKAGIT COUNTY – TAILGATE MEETING
Competent Person:

Date:

Time:

Work order No.:

Service Order No.:

AM/PM

Work Location:
Work Description:

SPECIFIC JOB HAZARD REVIEW (see back for potential hazards)
Known and/or potential hazards are evaluated, and specific measures are identified below.
IDENTIFY HAZARD

HOW HAZARD WILL BE CONTROLLED

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
Locates called in? Yes

No

Date:

Time:

Ticket No.:
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PUD #1 OF SKAGIT COUNTY – TAILGATE MEETING
KNOWN OR POTENTIAL HAZARDS
1. Slips/Trips

2. Grinding/Cutting/Open Flame

3. Ladders/Scaffolds

4. Asbestos Pipe Work

5. Falls ≥ 4 feet

6. Lead Work

7. Excavation/Trenching

8. Chemical Hazards

9. Shoring/Trenching Box

10. Respiratory Hazards

11. Underground Utilities

12. Lock Out/Tag Out

13. Confined Space

14. Vehicle Traffic/Flagging

15. Overhead Utilities

16. Signs/Signals/Barricades

17. Heavy Equipment

18. Hazardous Road Conditions

19. Hoisting/Rigging

20. Noise

21. Pinch Points

22. High/Low Temperatures

23. Compressed Gas

24. Working Over Water

25. Hand/Power Tools

26. Heavy Manual Lifting
MINIMUM PPE REQUIREMENTS

Eye Protection

Foot Protection

Hand/Arm Protection

Respiratory Protection

Head Protection

Hearing Protection

Seasonal Clothing

High Visibility Garments

Face Protection

Other

REPORT ANY ACCIDENTS OR INJURIES, OR ANY UNANNOUNCED INSPECTIONS TO SAFETY
COORDINATOR AT (360) 848-4475.

CREW MEMBER’S NAME AND SIGNATURE
Printed Name

Signature
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Damage Claims
Policy #1014
A District Damage Claims Policy, as described below, is hereby established for Public
Utility District No.1 of Skagit County.
Purpose
To define the scope of responsibility and the relationship between the District and the
public regarding alleged losses occurring on property belonging to customers and
other property owners.
Claim Agent
District Resolution 1944-01 establishes the General Manager (or designee) as the
agent of receipt and record for all tortious acts, including property claims.
Currently, the Safety and Risk Coordinator is the agent of record for property damage
claims.
Forms
• Appendix A, Skagit PUD Release of Liability (revised 05/2019)
• Appendix B, Skagit PUD Claim Form (revised 05/2019)
Customer/Property Owner Responsibility
The customer and/or property owner is responsible for:
• The code-compliant installation and maintenance of the water systems on the
customer side of the water meter that services the home, property and processes on
the property they control.
• Ensuring the system has the suitable protective equipment such as backflow
prevention devices, pressure reduction and regulating devices, low inlet pressure
cutoff switches on pumps, and strainers to protect their privately-owned systems
from malfunctions of the public water system and vice versa.
• Ensuring that they (or their contractor) contact a utility one-call center (811) to
locate underground utilities prior to any excavating work on their property.
• Filing a claim in as timely a manner as possible of alleged damages occurring, but
not more than 90 days after the loss or damage occurred or is noted.
• Submitting itemized third-party invoices and receipts for equipment, materials, and
other goods and services related to the claim.
• Initiating reasonable actions to correct damages and to stop further damages from
occurring as much as is reasonably possible.
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•

•

To carry an insurance policy or other method intended to pay for comprehensive
damages to property; or to take financial responsibility for such damages in the
absence of such policies.
Keeping public rights-of-way and utility easements clear of encumbrances such as
buildings, fences, trees, ornamental plants, etc.

District Responsibility
The District is responsible for:
• On request, providing advice to customers and property owners regarding
equipment and/or actions needed to protect their systems from situations that may
cause damage – such as low inlet pressure cutoff switches, pressure reduction
valves installed on their privately-owned system, and other measures.
• Damages that result from negligence or failure to follow industry standards on the
part of the District or its employees.
• Damages resulting from:
1. Water system leak events
2. At-fault vehicle accidents
• Providing utility location services in accordance with RCW 19.122.
• Maintaining a responsive, fair, and reasonable damage claims process.
• Providing claim forms and instructions on how to submit a claim.
• Providing a timely, written notice of claim decision.
The District is not responsible for:
• Damages resulting from a customer or property owner not following codecompliance requirements or standards advice when installing their privately-owned
systems or process equipment, including improperly maintained easements or
drainage ways.
• Damages resulting from the failure to have utilities properly located; or from
beginning work before the District can attempt to locate its facilities or apprise the
property owner or contractor of the facility’s reasonably anticipated location.
• Guaranteeing an uninterrupted water supply or pressure to the public water system.
• Damages that occur due to customers and property owners not taking precautions
to protect their privately-owned systems and processes from a loss of water supply
or pressure.
• Damages that occur because a customer or property owner failed to take
reasonable actions to lessen subsequent damages.
• Fronting monetary payments, promising payments, or otherwise paying for
damages or actions intended to lessen damages before such actions or damages
have occurred.
• Acts of nature – floods, earthquakes, landslides, etc.
• Replacing any structures, vegetation or property damaged or destroyed in a utility
right-of-way or easement as a result of equipment failure and subsequent repair
activities.
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Unclear Conditions
If causation is not clear, or liability is in question, a mutual agreement between the
customer or property owner and the District’s claim agent must be pursued. Insurance
industry standards shall be followed to arrive at mutual claim adjustments and
agreements.
Claim Disbursements
The District will, upon reaching an agreement with a claimant:
• Ensure timely payment within 14 business days, concurrent with the claimant
signing a release of liability.
• Distribute reimbursements in the form of a check.
• Utilize the contracted liability insurance carrier for any claims that exceed the
current claims deductible, or complex cases with unclear potential claims costs.
• Disbursements must always be in the form of reimbursements for actual costs –
estimates and pre-payments cannot be made to claimants under any
circumstances.
Claim Submittals
The claimant must:
• Submit a completed claim form as provided by the claim agent within 90 days of
damage.
• Attach all pertinent receipts and invoices for goods and services related to the
damage claim(s).
• Seek notary services for claim submittals, as needed.
• Under normal circumstances, sign a release of all further liability upon receipt of
any reimbursement.
Recordkeeping
All claim notes, photographs, claim forms, releases from liability, related
correspondence and other materials shall be kept in accordance with the retention
schedules and guidance supplied by the Washington State Office of Financial
Management (OFM) as official public records. These records are subject to the
provisions of the Public Records Act (RCW 42.56).
Former Title/Policy #:
Board Approval Date:
Effective Date:
Revision Date:
General Manager Signature:

N/A

Date:
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RELEASE OF ALL CLAIMS - PROPERTY DAMAGE
For and in consideration of the payment to us at this time of the sum of Ten Thousand Six Hundred Forty-Seven
and 76/100 dollars ($10,647.76), receipt of which is hereby acknowledged, we being of lawful age, do hereby
release, acquit and forever discharge Skagit PUD #1 and their officers, employees, successors, heirs, and all
other persons, corporations, and entities of any kind (referred to below as Releasees) of and from any and all
actions, causes of action, claims and demands on account of, or in any way growing out of, any known or
unknown PROPERTY DAMAGE resulting or that may have resulted from an accident that occurred during a water
line installation on or about the 30th day of March, 2015 at or near 500 Main St., Mount Vernon, WA .
It is understood and agreed that this settlement is a compromise of a doubtful and disputed claim and that the
payment is not to be construed as an admission of liability by the party or parties released.
It is further understood and agreed that this release and payment pursuant thereto is not to be construed as a
waiver or estoppel of any party released to prosecute a claim or action for any damages sustained.
This release contains the ENTIRE AGREEMENT between the parties hereto, and the terms of this release are
contractual and not a mere recital.
We further state that we have carefully read the foregoing release and know the contents thereof, and I/we sign
name as my/our own free act.
THE UNDERSIGNED HAS READ THE FOREGOING AND FULLY UNDERSTANDS IT.

DATED this

day of

, 20

.

Releasee signature
X_____________________________________________
Signature of John A. Smith
Witness signature
I certify that I know or have satisfactory evidence that John A. Smith is the person who appeared
before me, and said person acknowledged that (he/she) signed this instrument and acknowledged it to
be (his/her) free and voluntary act for the uses and purposes mentioned in the instrument.
X_____________________________________________
Witness signature
_____________________________________________
Witness printed name and title
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INSTRUCTIONS FOR COMPLETING THE
CLAIM FOR DAMAGE FORM
Before filing a Claim for Damage please read these instructions and the Claim for Damage form in its entirety.
The Claim for Damage form must be signed and notarized. Type or print clearly in ink and sign the Claim for Damage form. If you
are incapacitated, a minor or a non resident of the state, a relative, attorney or agent may sign on your behalf.
Provide all requested information and any available documents or evidence supporting your claim, such as medical records or
bills for personal injuries, photographs, proof of ownership for property damages, receipts for property value, etc.
If the requested information cannot be supplied in the space provided, please use additional blank sheets so your claim can be
easily read and understood.
The following are examples on how to complete the Claim for Damage form:
(1)

Doe, John Conner, 12/01/1910

(2)

222 One Way Street, Apt. Z, Seattle, Washington 98178

(3)

Post Office Box 111, Seattle, Washington 98178

(4)

Same

(5)

(206) 555-5555

(6)

January 1, 2009, 8:00 a.m.

(7)

If the incident that caused the damages occurred over a period of time, please provide the beginning time and the ending
time in item (7).

(8)

Washington, Thurston, Tumwater, parking lot of XYZ Cleaners.

(9)

I-5, southbound, Milepost, near XYZ Exit.

(10) XYZ Barone Sanitation
(11) Fitzgerald III, Mortamer, 3287 Wonderful Lane, Seattle, Washington 98187, (360)111-1111; tow truck driver, XYZ Towing.
(12) Unknown
(13) List all other witnesses having knowledge of the incident in question, with their names, addresses, and telephone numbers
that are not listed within items (11) and (12). Also include a description of their knowledge. For example if your sister was
with you, when the alleged incident occurred, please include her name, address, telephone number, and indicate she
witnessed the incident.
(14) Please describe the incident that resulted in the injury or damages, specifically answering the questions who, what, where,
when and why.
(15) If you reported this incident to law enforcement, safety, or security personnel, please provide a copy of the report or contact
information to the person you spoke with.
(16) Please provide all of your medical providers with their names, address, telephone numbers, and the type of treatment. If
you were treated for a personal injury, please include medical records and bills.
(17) Attach documents which support the claim’s allegations.
(18) Please provide the dollar amount for your damages, including your time loss, medical costs, property damage loss etc. This
amount should represent your opinion of total compensation.
(19) If you were injured, please complete the Medicare Verification form (attached).
THE CLAIM FOR DAMAGE FORM MUST BE SIGNED AND NOTARIZED
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Mail or Deliver Original Claim to:
Agent to Receive Claim
District
Business Hours

Address

CLAIM FOR DAMAGE FORM
Under penalty of law, Enduris intends to prosecute all false claims.
CLAIMANT INFORMATION
(1) Claimant’s Name:
(Last Name)

(First)

(Middle)

,
(Date of Birth: mm/dd/yyyy)

(2) Current Residential Address:

,

(3) Mailing Address (if different):

,

(4) Residential Address for Six Months Prior to the Date of the Incident (if different from current address):

(5) Claimant’s Daytime Phone Numbers: Home Phone #
Claimant’s Email Address:

, Business/Cell #

,

INCIDENT INFORMATION
(6) Date of Incident:

a.m. p.m. (check one)

Time:
(mm/dd/yyyy)

(7) If the incident occurred over a period of time, date of first and last occurrences:
From:
Time:
a.m. p.m. (check one)
(mm/dd/yyyy)
To:
Time:
a.m. p.m. (check one)
(mm/dd/yyyy)
(8) Location of Incident:
(state and county)

(city if applicable)

(place where occurred)

(9) If the incident occurred on a street or highway:
(name of street/highway)

(mile post)

(at intersection with or
nearest intersecting street)

(10) District or agency alleged responsible for damage/injury:
(11) Names, address, and telephone numbers of all persons involved in or witness to this incident:

(12) Name, addresses, and telephone numbers of all district or agency employee having knowledge about this incident:

(13) Names, addresses, and telephone numbers of all individuals not already identified in (11) and (12) above that have
knowledge regarding the liability issues involved in this incident, or knowledge of the claimant’s resulting damages. Please
include a brief description as to the nature and extent of each person’s knowledge. Attach additional sheets if necessary.

(14) Describe the cause of the injury or damages. Explain the extent of property loss or medical, physical or mental injuries.
Attach additional sheets if necessary.
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Page 2 – Claim for Damage Form

(15) Has this incident been reported to law enforcement, safety or security personnel? If so, when and to whom?

(16) Names, addresses and telephone numbers of treating medical providers. Attach copies of all medical reports and billings.

(17) Please attach documents which support the claim’s allegations.
(18) I claim damages in the amount of $
(19) If you are injured, are you a Medicare beneficiary? Yes No (check one) If Yes, please complete the Medicare Verification
form.

**ADDITIONAL INFORMATION REQUIRED FOR AUTOMOBILE CLAIMS ONLY**
License Plate #

Driver License #

Type Auto:
(year)

(make)

DRIVER:

(model)

Address:

OWNER:
Address:

Phone #:

Phone #:

PASSENGERS:

Name:
Address:

Name:
Address:

The claimant must sign this claim form unless he or she is incapacitated, a minor, or a nonresident of the state, in which case it
may be signed on behalf of the claimant by any relative, attorney, or agent representing the claimant.
I declare under penalty of perjury under the laws of the state of Washington that the foregoing is true and correct.
NOTE: THIS FORM MUST BE SIGNED AND NOTARIZED
I,
, being first duly sworn, depose and say that I am the claimant for the above described;
that I have read the above claim, know the contents thereof and believe the same to be true.
X

X

Signature of Claimant(s)
Subscribed and sworn to before me this
NOTARY PUBLIC in and for the State of Washington

day of

, 20

.
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