
CITY COUNCIL MEETING  
TUESDAY, APRIL 7, 2020 

CITY HALL 
HELD REMOTELY  

7:00 P.M. 
  
 
City Council Members will be participating via Zoom. 
 
The public may participate via conference call by dialing 509-255-7596, then 
pressing #9 for the conference number, then entering 53569 for the conference 
pin.  
 
 
1. INVOCATION  
 
2. PLEDGE OF ALLEGIANCE   

 
3. CALL TO ORDER  
 
4. ROLL CALL  
 
5. AGENDA APPROVAL  
 
6. CITIZEN COMMENTS  
 
7. COVID-19  

• Update – Liberty Lake Police Chief, Brian Asmus 
• Financial Strategy – Finance Director, RJ Stevenson 

 
8. MAYOR AND CITY COUNCIL REPORTS & INQUIRIES 
 
9. CITY ADMINISTRATOR REPORT 

• Ameresco Energy Service Proposal – Operations & Maintenance Director 
• City Council Retreat – Discuss deferring  
• City Services & Communication 

 
10. ACTION ITEMS  

A. Consent Agenda 
i. Approve city council minutes for the March 17, 2020 special 

meeting and approve the city council minutes for the March 17, 
2020 regular meeting 

ii. Approve April 7, 2020 vouchers in the amount of $234,132.35 
 
 
 



10. ACTON ITEMS 
B. General Business 

i. Authorize the Mayor to sign the On Call Agreement with Greenleaf 
Landscape for certified arborist services in an amount up to 
$35,000 

ii. Authorize the Mayor to sign the On Call Agreement with Greenleaf 
Landscape for landscape maintenance services in an amount up to 
$35,000 

iii. Approve Harvest Parkway Roundabout repairs in the amount of 
$8,712, to be reimbursed by insured agency 
 

11. RESOLUTIONS 
 

a. Resolution No. 20-269 – Authorizing the adoption of the Spokane County 
Multi-Jurisdiction Hazard Mitigation Plan 

 
b. Resolution No. 20-270 – Surplusing items deemed no longer necessary 

 
c. Resolution No. 02-048E– Amending the City’s Financial Management 

Policy 
 

12. INTRODUCTION OF UPCOMING AGENDA ITEMS 
 
13. CITIZEN COMMENTS 
 
14. ADJOURNMENT 
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SPECIAL CITY COUNCIL MEETING  
TUESDAY, MARCH 17, 2020 

CITY HALL 
22710 E. COUNTRY VISTA DRIVE 

6:00 P.M. 
 
  

  
WORKSHOP DISCUSSION – Country Vista Corridor Study 
 
Mayor Brickner called the special meeting to order at 6:00 p.m.  
 
Members present were: Mayor Brickner, Mayor Pro Tem Kennedy, and Council 
Members Dunne, Folyer, Kaminskas, Severs, and Kurtz. Also present were the City 
Administrator, Finance Director, Director of Planning and Engineering, Liberty Lake 
Library Director, Liberty Lake Police Sergeant Morgan, Operations and Maintenance 
Director, and City Clerk.  
 
The Director of Planning & Engineering opened the workshop by announcing that facts 
and recommendations were going to be presented this evening as a precursor to the 
draft report. She then introduced Senior Engineer / Project Manager, K J Hanley, from 
Parametrix, who introduced Senior Traffic Engineer, Charles Allen, who remoted into 
the meeting from Salt Lake City. Mr. Allen gave a PowerPoint presentation that outlined: 
 

• Background context of the corridor 
• Existing conditions 
• Future development along the corridor  
• Recommendations 

 
Opportunities to ask questions in between each segment were provided.  
 
ADJOURNMENT 
 
There being no further business, the special city council meeting adjourned at 6:58 p.m. 

 
 These minutes were approved April 7, 2020. 
 
 
 

________________________________________ 
Shane Brickner, Mayor  

City of Liberty Lake  
 

___________________________________ 
Notes and Transcription by Ann Swenson, City Clerk. This Council meeting was also 
audio taped. Anyone desiring to listen to the recording may contact the City Clerk. 
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CITY COUNCIL MEETING  
TUESDAY, MARCH 17, 2020 

CITY HALL 
22710 E. COUNTRY VISTA DRIVE 

7:00 P.M. 
 
  

  
INVOCATION – Given by Mayor Brickner 
 
PLEDGE OF ALLEGIANCE – Led by Mayor Brickner, City Council, and City Staff 
 
CALL TO ORDER – Mayor Brickner called the meeting to order at 7:01 p.m. 
 
ROLL CALL  
Mayor Brickner     Katy Allen, City Administrator 
Council Member Dunne    Ann Swenson, City Clerk 
Council Member Folyer    RJ Stevenson, Finance Director 
Council Member Kaminskas   Darin Morgan, Police Sergeant   
Mayor Pro Tem Kennedy    Lisa Key, Director of Planning &  
Council Member Kurtz Engineering 
Council Member Langford (absent)  Jennifer Camp, Operations &  
Council Member Severs    Maintenance Director 
 
Mayor Pro Tem Kennedy moved to excuse Council Member Langford because he is out 
of town on family business. Council Member Severs seconded the motion, which carried 
unanimously. 
 
Mayor Pro Tem Kennedy moved to amend the agenda to remove the Smart Meter 
Deployment Presentation and the Open Public Meetings Training Act Presentation and 
to add a special presentation by Spokane Regional Health County Health Officer, Dr. 
Lutz, and to add Resolution No. 20-268. Council Member Dunne seconded the motion, 
which carried unanimously.  
 
CITIZEN COMMENTS 
 
The City Clerk read two comments into the record. 
 
The first was from Liberty Lake River District resident Tom Sahlberg. Mr. Sahlberg 
expressed his heartfelt thanks to the city for the open lines of communication and rapid 
factual responses to the issues involving the current COVID-19 global pandemic. He 
also spoke in support of the Winter Glow Spectacular and asked the council to approve 
the funding for the event. 
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The second was from Mark Saba, Malvern Road, Liberty Lake, who spoke in support of 
the Winter Glow Spectacular event. He too encouraged the council to consider 
approving the funding for the event.  
 
SPECIAL PRESENTATION – COVID-19 
 
Mayor Brickner then introduced Spokane Regional Health County Health Officer, Dr. 
Lutz, who gave a PowerPoint presentation regarding the current Coronavirus pandemic. 
 
At the conclusion of Dr. Lutz’s presentation, Mayor Brickner acknowledged that he is 
working together with Dr. Lutz and other regional community leaders to keep updated 
information available to the citizens. He announced that under his authority he placed 
the City of Liberty Lake under a state of emergency. This allows the city to be identified 
for funding that may be needed as the pandemic continues.  
 
REPORTS 
 
The Liberty Lake Municipal Library Director announced the Liberty Lake Municipal 
Library Board is conducting a work plan based on their recently updated strategic plan. 
She reported the fundraising efforts of the Friends of the Library have been lucrative 
and the Friends wish to donate to $16,000 to the library. The library is recommending 
the donation money be used to update to the children’s room. 
 
Next, the Director of Planning & Engineering gave an update on the Planning 
Commission’s continued work on revisions to the landscape ordinance. The commission 
also discussed potential docket items for the annual cycle. Additionally, they had a 
workshop on an ordinance to allow recreational vehicle sales and service in the C-1 
zone as a limited use.  
 
MAYOR AND CITY COUNCIL REPORTS & INQUIRIES 
 
Councilman Severs asked what the city can do to support small businesses. The 
Operations and Maintenance Director responded that the City has posted several 
helpful links, including the Department of Finance and Employment Security 
Department that address “what if” scenarios.  
 
Mayor Pro Tem Kennedy acknowledged that it was St. Patrick’s Day. He said everyone 
should feel good on St. Patrick’s Day and shared that things are good in this country. 
He said no matter what comes to us, we come together and make sure we get through 
it. He assured the citizens that the City of Liberty Lake is in good financial shape. He 
recognized that past and current leadership have been very conscientious about the 
city’s finances, which has put the city in a good financial position today.  
 
Mayor Brickner reported on his attendance at meetings regarding the current pandemic 
to ensure receipt of necessary information. He thanked the community of volunteers 
participating in Connecting Liberty Lake. He also encouraged citizens to participate in 
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getting the census form filled out, spoke about current citywide efforts to reduce the 
spread of the Coronavirus, and reported that staff is monitoring financials regarding 
sales tax revenues. 
 
CITY ADMINISTRATOR REPORT 
 
The City Administrator provided a status update on the contract with Staples Golf 
regarding Trailhead. She announced the news that the city’s transportation project for 
Henry and Harvard Road received funding from the legislature. The project has been 
given the green light to be removed from the pause list and will be moving forward for 
construction. She spoke about the city council’s retreat and asked for council’s feedback 
on the agenda. She announced the next report out for donations will be April 7th. She 
mentioned that Avista provided Smart Meter portfolios for the council’s review. Liberty 
Lake is in zone six and the new meters will be installed between May and July. She 
announced Waste Management (WM) will not change their garbage collection service. 
WM has made a major investment in new computer installation, which may delay 
responsiveness for residential service questions during the onboarding of the new 
computers. She followed up from the 3/3/20 City Council meeting regarding the A/V 
equipment for City Council meetings. She then turned the floor over to the directors, 
who gave updates on the Winter Glow Spectacular, library operations, and the financial 
dashboard, respectively. Mr. Richard Reilly from Winter Glow thanked the city for its 
support. He also spoke about the event and the sponsorships available. The City 
Administrator concluded her report with upcoming dates to remember.  
 
Mayor reported on his and the city administrator’s meeting with all staff members to 
keep them educated regarding the current pandemic.  
 
ACTION ITEMS  
 
Consent Agenda 
 
Mayor Pro Tem Kennedy moved to approve agenda item 11Ai, the approval of the 
March 3, 2020 special city council meeting minutes and approval of the March 3, 2020 
regular city council meeting minutes. Council Member Kaminskas seconded the motion, 
which carried unanimously.  
 
Mayor Pro Tem Kennedy moved to approve agenda item 11Aii, the approval of the 
March 17, 2020 vouchers in the amount of $562,705.20. Council Member Kaminskas 
seconded the motion, which carried unanimously.  
 
Payroll check number sequences were 29704 through 29709, totaling $8,157.58; EFTs 
totaled $346,862.79. A/P check number sequences were 29710 through 29787, totaling 
$182,812.26; EFTs totaled $24,872.57.  
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ACTION ITEMS 
 
General Business 
 
Mayor Pro Tem Kennedy moved to authorize payment of the invoice for the Winter 
Glow Spectacular in the amount of $10,000. Council Member Kaminskas seconded the 
motion, which carried unanimously.  
 
Mayor Pro Tem Kennedy moved to authorize the Mayor to sign the addendum with 
Palenque’s Restaurant for an extension of the current lease agreement. Council 
Member Kaminskas seconded the motion, which carried unanimously.   
 
Mayor Pro Tem Kennedy moved to authorize the Mayor to sign the Granicus contract 
and purchase all the components of the AV project. Council Member Kaminskas 
seconded the motion, which carried unanimously.   
 
RESOLUTIONS 
 
The City Clerk read, by title only, Resolution No. 20-267, declaring support of the 
Bigelow-Sullivan Corridor Freight Mobility and Safety Project. Mayor Pro Tem Kennedy 
moved to adopt Resolution No. 20-267. Council Member Dunne seconded the motion, 
which carried unanimously.   
 
The City Clerk read, by title only, Resolution No. 20-268, declaring an emergency 
relating to the existing COVID-19 conditions. Mayor Pro Tem Kennedy moved to adopt 
Resolution No. 20-268. Council Member Kaminskas seconded the motion, which carried 
unanimously.  
 
INTRODUCTION OF UPCOMING AGENDA ITEMS  
 
The City Administrator reviewed the upcoming agenda items for the April 7th City 
Council meeting. 
 
EXECUTIVE SESSION 
 
At 8:44 p.m. Mayor Brickner called adjournment into Executive Session as per RCW 
42.30.110(b) for 15 minutes to discuss real estate. At 8:58 p.m., the City Administrator 
announced a 15-minute extension. The Executive Session adjourned at 9:12 p.m. 
 
ADJOURNMENT 
 
Mayor Brickner called the regular meeting back to order at 9:12 p.m. There being no 
further business, the meeting immediately adjourned at 9:12 p.m. 
 
 These minutes were approved April 7, 2020. 
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________________________________________ 
Shane Brickner, Mayor  

City of Liberty Lake  
 
 

___________________________________ 
Notes and Transcription by Ann Swenson, City Clerk. This Council meeting was also 
audio taped. Anyone desiring to listen to the recording may contact the City Clerk. 



Payee Description Amount

See attached voucher report.

Total vouchers through April 7, 2020 234,132.35$  
 

TOTAL $234,132.35

RECOMMENDATION: Approve and Authorize for Payment

ATTACHMENTS:

SIGNATURES:

Council Member

City of Liberty Lake 

Consent Agenda for April 7, 2020
City Council Meeting

All original invoices are on file with the City Treasurer.

City Clerk Mayor 

Report from the Mayor for pending claims and payment of previously-approved obligations through April 7, 2020























 
 
  

AGENDA ITEM NO.:    
 

BUSINESS OF THE CITY COUNCIL, LIBERTY LAKE, WASHINGTON 

 
SUBJECT:       FOR THE AGENDA OF:   
Certified Arborist Services – On Call Agreement April 7, 2020 
     

DEPT. OF ORIGIN:      
       Operations and Maintenance  
EXHIBIT:       
-On Call Agreement     DEPT. HEAD APPROVAL:   
-Greenleaf Landscape RFQ    Katy Allen, City Administrator  
        
 

EXPENDITURE REQUIRED: Up to $35,000 
BUDGETED: Budgeted for 2020 

 
 
 
 
 

SUMMARY STATEMENT 

This agreement is for on call Certified Arborist services through Greenleaf Landscape for City parks, streets 
and open space.  Work specified in the agreement includes pruning of street trees, hazard tree 
assessment, tree health recommendation, priority pruning for street signs and safety.  This agreement will 
allow city staff to call out the contractor in a timely manner, without having to go through a bid process 
every single time.  The contract is annual, with the option to renew for up to two years. 

Seven requests for quotes were sent out through the MRSC Small Works Roster and two contractors 
responded.  Greenleaf provided the lowest responsible bid. 

 

RECOMMENDED ACTION 
 

1.  Authorize the Mayor to sign to On Call Agreement.   

aswenson
Typewritten Text
10Bi

aswenson
Typewritten Text



1 
 

ON CALL ARBORIST AGREEMENT 
 
THIS AGREEMENT ("AGREEMENT") IS MADE BY AND BETWEEN THE CITY OF LIBERTY LAKE, 
A CODE CITY OF THE STATE OF WASHINGTON,  HEREINAFTER “CITY” AND  _GREENLEAF 
LANDSCAPING, INC., HEREINAFTER “CONTRACTOR”, JOINTLY REFERRED TO AS “PARTIES”. 

 
IN CONSIDERATION of the terms and conditions contained herein the PARTIES covenant and agree 
as follows: 

 
1.  WORK TO BE PERFORMED. This Agreement allows the City to have flexibility in achieving 
short- and long-term goals in a timely manner. It avoids delays if services are immediately required. 

 
The Contractor shall furnish all equipment, labor and materials to install, repair, or maintain the 
following: tree pruning, vegetation management, stump grinding, brush removal, chipping, material 
disposal, tree planting, traffic control, and other work as requested by the Director of Operations & 
Maintenance (“Director”), or designee. 

 
The Director or designee shall administer and be the primary contact for Contractor. Contractor shall 
receive the Director's written authorization to proceed with the work. Upon notice from the Director, 
Contractor shall promptly commence work, timely complete the same and cure any failure in 
performance under this Agreement. 

 
All work shall be performed as directed by the Director and, if applicable, in conformance with City and 
State standards. Work shall be communicated to the Contractor through a) the attached Work Order 
form, b) by verbal communication, or c) by telephone. The intent shall be to keep a written record of 
all work assigned to the Contractor by the Director. 

 
The Contractor shall be available for emergency work during daytime and nighttime hours by 
telephone. The maximum response time from a call to the Contractor arriving on site shall be less than 
30 minutes unless otherwise arranged. Response time to make normal repairs shall be within 24 to 48 
hours of the request time by the City. 

 
2.  TERM OF AGREEMENT. This Agreement shall be in full force and effect upon execution of this 
Agreement and shall remain in effect until April 8, 2021. This Agreement may be renewed annually by 
mutual consent for up to two (2) additional years. 

 
Either party may terminate this Agreement (or any renewal) by providing at least sixty (60) days written 
notice to the other party. In the event of such termination, the City shall pay the Contractor for all work 
previously authorized and satisfactorily performed prior to the termination date. 

 
The total amount awarded through this Agreement per annum shall not be more than thirty-five 
thousand dollars ($35,000). 

 
The Contractor shall keep in force during the term of this Agreement Washington State Industrial and 
Unemployment insurance and shall provide the City with proof of such insurance prior to execution of 
this Agreement. Contractor shall keep such insurance in force and effective throughout the term of this 
Agreement or any renewal term thereof. 
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The Contractor shall file a Statement of Intent to pay Spokane County Prevailing Wage rates with 
Washington State Department of Labor and Industries prior to receiving the first payment under this 
Agreement and annually thereafter at the beginning of the calendar year during the term of this 
Agreement or any renewal term thereof. All labor under this Agreement shall be paid in accordance 
with state prevailing wage law as applicable to the work being performed. 

 
3.  COMPENSATION. The City agrees to pay the Contractor on a time and materials basis as set 
forth in the attached fee and cost schedule, which is incorporated herein. The percentage of mark up 
on materials shown on the bid form shall be the mark up used for all materials incorporated into the 
work assigned by the City. No additional compensation for the materials shall be made. Documentation 
of Contractor’s cost for materials shall be submitted to the City by written invoice(s). The fee and cost 
schedule shall be revised annually during the term of this Agreement to determine if the fee(s) and 
cost(s) for said time and materials are mutually acceptable to the PARTIES. If necessary, the PARTIES 
will revise the fee(s) and cost(s) at that time to reflect the PARTIES mutual agreement. 

 
4.  PAYMENT. The Contractor shall be paid monthly upon completion of the work. Applications for 
payment shall be sent to the City Treasurer at the below stated address. Retainage shall be withheld in 
accordance with state law. Payment will be made based on a combination of hours worked and 
materials incorporated into completed and accepted work plus markup on materials. 

 
The City will reimburse the Contractor for filing fees associated with the Affidavit of Wages Paid and 
Statement of Intent to Pay Prevailing Wage. 

 
The City reserves the right to withhold payment under this Agreement which is determined in the 
reasonable judgment of the Director of Operations & Maintenance to be noncompliant with the scope 
of work, City Standards, City ordinances and federal or state standards. 

 
 
5.  NOTICE. Notice shall be given in writing as follows: 

 

 TO THE CITY:  TO THE CONTRACTOR: 
 

Name:   Ann Swenson, City Clerk Name:   
Phone: (509) 755-6700 Phone:   
Address:  22710 E. Country Vista Dr. Mobile:   
Liberty Lake, WA 99019 Address:    

 
 

6.  APPLICABLE LAWS AND STANDARDS. The PARTIES, in the performance of this Agreement, 
agree to comply with all applicable Federal, State, Local laws, City ordinances, and regulations. 
Contractor shall exercise best efforts including the selection of high-quality materials so that all services 
performed shall be in compliance with current ANSI A300 standards. All pruning shall be supervised 
or performed by a ISA Certified Arborist. 

 
7.  RELATIONSHIP OF THE PARTIES. It is hereby understood, agreed and declared that the 
Contractor shall be an independent Contractor and not the agent or employee of the City, that the City is 
interested in only the results to be achieved and that the right to control the particular manner, method 
and means in which the services are performed is solely within the discretion of the Contractor. Any 
and all employees who provide services to the City under this Agreement shall be deemed employees 
solely of the Contractor. The Contractor shall be solely responsible for the conduct and actions of all 
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employees under this Agreement and any liability that may attach thereto. 
 
8.  CONTRACTOR TO BE LICENSED, BONDED AND INSURED. The Contractor shall be duly 
licensed and bonded by the State of Washington. Contractor shall purchase and maintain during the 
term of this Agreement a comprehensive general liability policy in the amount of $1,000,000.00 per 
occurrence, with a $1,000,000 rider, with the City named as an additional insured. A copy of the 
certificate of insurance evidencing such insurance shall be provided to the City prior to the execution 
of this Agreement. Notice of cancellation of such insurance shall be given to the City by Contractor’s 
insurer at least sixty (60) days prior to cancellation. 

 
All work performed under this Agreement shall have a warranty period of two (2) years from the time the 
Work is completed. 

 
9.  INDEMNIFICATION AND HOLD HARMLESS. Each party shall indemnify and hold the other, 
its officers, employees, agents and volunteers harmless from and against any and all claims, demands, 
orders, decrees or judgments for injuries, death or damage to any person or property arising or resulting 
from any act or omission on the part of said party or its agents, employees or volunteers in the 
performance of this Agreement, including but not limited to all reasonable attorney fees and costs. 

 
10.  WAIVER. No officer, employee, agent or other individual acting on behalf of either party has 
the power, right or authority to waive any of the conditions or provisions of this Agreement. No waiver 
in one instance shall be held to be waiver of any other subsequent breach or nonperformance. All 
remedies afforded in this Agreement or by law, shall be taken and construed as cumulative, and in 
addition to every other remedy provided herein or by law. Failure of either party to enforce at any time 
any of the provisions of this Agreement or to require at any time performance by the other party of any 
provision hereof shall in no way to be construed to be a waiver of such provisions nor shall it affect the 
validity of this Agreement or any part thereof. 

 
11.  ASSIGNMENT AND DELEGATION. Neither party shall assign, transfer or delegate any or all 
of the responsibilities of this Agreement or the benefits received hereunder without first obtaining the 
written consent of the other party. 

 
12.  JURISDICTION AND VENUE. This Agreement is entered into in Spokane County, Washington. 
Venue shall be in Spokane County, State of Washington. 

 
13.  COST AND ATTORNEY’S FEES. In the event a lawsuit is brought with respect to this 
Agreement, the prevailing party shall be awarded its costs and attorney’s fees in the amount to be 
determined by the Court as reasonable. Unless provided otherwise by statute, Contractor’s attorney 
fees payable by the City shall not exceed the lump sum amount of this Agreement. 

 
14.  ENTIRE AGREEMENT. This written Agreement constitutes the entire and complete Agreement 
between the PARTIES and supersedes any prior oral or written Agreements but shall also include the 
following, which are incorporated herein and made a material part of this Agreement. 

a. Contractor Performance Bond; 
b. Contractor Payment Bond; 
c. Addenda; and 
d. All Exhibits to this Agreement, including but not limited to the Contractor's Bid and related 

documents, Notice to Proceed, or Work Orders. 
 

This Agreement may not be changed, modified or altered except in writing signed by the 
PARTIES hereto. 
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15.  ANTI-KICKBACK. No officer or employee of the City, having the power or duty to perform an 
official act or action related to this Agreement shall have or acquire any interest in this Agreement, or 
have solicited, accepted or granted a present or future gift, favor, service or other thing of value from 
any person with an interest in this Agreement. 

 
IN WITNESS WHEREOF, the PARTIES have executed this Agreement this  day 
of  , 2020. 
 
 
CITY OF LIBERTY LAKE: CONTRACTOR: 

 
 
______________________________ _______________________________ 
Shane Brickner, Mayor Title: 

 
 
ATTEST: APPROVED AS TO FORM: 

 
 
______________________________                 _______________________________ 
Ann Swenson, City Clerk                                                    Sean P. Boutz, City Attorney 
 
 



City of Liberty Lake March 16, 2020

Director of Operations & Maintenance

22710 E. Country Vista Drive

Liberty Lake WA 99019

Jennifer,

Enclosed is Greenleaf Landscaping’s bid package (3) to be considered for the ‘On Call Landscape

Maintenance Services’ Contract. Please accept this cover letter as the required signature for the

package, there is no formal location on the packet that we could find for one.

Greenleaf Landscaping is excited for the potential of continuing to work with the City of Liberty Lake and

is hopeful we will be able to continue our relationship with the City.

With Gratitude,

Martin Bixby

Greenleaf Landscaping

ISA Certified Arborist



COVEL SN EEl

CompanyName:

MailingAddress: ‘o J_3L

So1Lo tJJC

Contact Name: ‘4- Office Phone No. 53

Cell PhoneNo._&’ 1O- t°lLs

Contractor Registration No. L -3C

Contractor Unified Business Identifier (UBI): OqjL

Subcontractor nfo, if applicable:

Subcontractor 1 Company Name: sd-I.. 3+r-

MailingAddress: p.O. Lr b19

Contact Name: Phone No. 509- 91 o9I

Contractor Registration No. ))4L15E JDS

Contractor Unified Business Identifier (UBI): Qj 1% L1

Subcontractor 2 Company Name:

_________________________

Mailing Address:

________________________________________

Contact Name:

_______________________________

Phone No.

Contractor Registration No.

______________________

Contractor Unified Business Identifier (UBI):

________
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UCENSES & CERTIHCATIONS

Please list Licensed Pesticide Applicators (with License Number) proposed to work on this contract
(please also include name of company & contract information if using a subcontractor):

Name: fli’14 WA Applicator License No.

_____________

Name: j WA Applicator License No.

____________________

Name:

_________________________

WAApplicatorLicenseNo. I3’2’7

For Subcontractor Only: Company Name & Info:

________________________________________________

Please list all Certified Flaggers (with Certification Number) proposed to work on this contract (please
also include name of company & contract information if using a subcontractor):

Name: U1(L 2D/Y2.

Name: 3(33L /Fq

For Subcontractor Only: Company Name & Info: tk&i— L P1&2C O

i4 flO/9 <‘id0fE
o\ o4L,cje.

Please attached copies of all certifications and licenses listed above.
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STATEMENT OF Q AL[FICATONS & ECENCES

QUALIRCATONS OF COMPANY: Please provide information regarding the qualifications of the firm,

including years in business, work experience of the firm, key customers and years served, demonstrating

that the firm meets the minimum qualifications detailed on page 2 of this Request for Quotes.

q

s1ot
—-

- S d / H ô
I

/ r

1’

REFERENCES: Please provide three (3) client references for the company, including at least two public

sector clients.

FIRM NAME: CONTACT PERSON:

______________________

FIRM ADDRESS: LL-iO f PHONE NO:

________________

FIRM NAME: — CONTACT PERSON: 1

FIRM ADDRESS: j’C) . PHONE NO: O9 9,?/ i:_

FIRM NAME: erur’ ?cr1,c 4-A CONTACT PERSON:

FIRMADDRESS: CCf PHONENO: — 1.
Wc
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QUOTATION FORM

Please provide the unit price and subtotal for line items 1 through 6. For line items 7 and 8, please

provide the percentage mark up under “Units”, and multiply that percentage by $5,000 to determine

the “Line Total”. The sum of all line totals (the “Grand Total”) will be used as the basis for determining

the lowest cost proposal.

1

2

3

4

5
6

7

8

Notes:

1) All rates forequipment are hourly and includeoperator

2) All rates will be reviewed by the City and Contractor annually

3) Prevailing wage law is applicable to this bid

4) Vehicles parked at City Hall or at other locations are not considered to be ‘in use’. Charges will only

accumulate while the operator is using the vehicle for assigned work.

5) These quantities are for bidding purposes only, actual payments will be based upon work performed.

6) Sales tax shall be applied in accordance with WAC 458-20-170 &171.

7) Items requested for install or repair by the City not listed on the bid tab shall be dealt with on a case by

case basis, an example of this would be significant traffic control.

8) The City has estimated that a Contractor could supply the City with at least $10,000 worth of materials

and labor over the course of a calendar year, as reflected in the calculations for Lines 7 & 8.

HR

BID ITEM UNIT OF
NUMBER MEASURE ITEM DESCRIPTION UNITS UNIT PRICE

j
LiNE

TOTAL

HR

DEBRIS HAULING W/TRUCK

HR
IRRIGATION SPRINKLER INSTALLER

HR
LANDSCAPE EUUIPMENT OPERATOR

HR

10

LANDSCAPING OR PLANTING LABOR

HR

10
&,

LICENSED PESTICIDE APPLICATOR

10

CERTIFIED FLAGGER

‘oo

P E RC E NT

10
G2

a5

PERCENT

CONTRACTOR MARKUP FOR
MATERIALS

2
-

f:Y

2

L’,L,
‘oD

CONTRACTOR MARKUP FOR LABOR

Lo’)

no

$5,000.00
/3o

33

‘i

GRANDTOTAL

$5,000.00
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PTCDA
RESULTS

If you have questions on this license record, contact Pesticide Licensing toll free at 1

(877) 301-4555 or by email at licenseagr.wa.gov.

Remember to alvvays request picture ID to confirm identity!

Data base updated: 3/4/2020

LICENSEE NAME:

Bixby, Martin

COUNTY (STATE):

SPOKANE (WA)

LICENSE NUMBER:

98289

View recertification credit report by clicking on license type below.

RECERTI FICATION
LICENSES STATUS EXPIRES

CYCLE

Commercial Renewed® 12/31/2020 2020-2024

Operator®

This license requires that a person be employed by a commercial applicator (CA) in a

current expiration period with current insurance.

This person is not employed by any company. commercial Applicators must report

employees on the Supplemental commercial Applicator Pesticide License Application.

CATEGORIES (1)



CATEGORIES (‘I)

Ornamental Weed ®

[ START NEW SEARCH

Copyright ©201 9 Washington State Department of Agriculture. All rights reserved.



WSD

PESTCDE AND PH UCNSN AC ESULT

If you have questions on this license record, contact Pesticide Licensing toll free at 1(877) 301-4555 or by email atjjpgEg2gQt

Remember to aIways request picture ID to confirm identity!

Database updated: 1/20)2020

LICENSES NAME:

Richardson, Michaelj

COUNTY (STATS):

SPOKANE (WA)

LICENSE NUMI3IER:

70375

View recertification credit report by clicking on license type below,

LICENSES STATUS EXPIRES RECERTIFICATION CYCLE

Commercial Operator® Renewed® 12/31/2020 2016-2020

This license requires that a person be employed by a commercial applicator (CA) in a current expiration period with current insurance. This licensee is listed

with the following company:
Greenleaf Landscaping

CATEGORIES (3)

Ornamental Insect and Disease®

Ornamental Weed ®

Rights-of-Way Weed ®

STARTNEWSEARCH J

Copyright 02019 Washington State Department of Agriculture. All rights reserved.



jJSDA;

PTCD AND SP LCN EAPC SULTS

If you have questions on this license record, contact Pesticide Licensing toll free at 1 (877)301-4555 or by email atin@.g.6a.g22.

Remember to always request picture ID to confirm identity!

Database updated: 1/29/2020

UCCNSSE NAI’i15:

Hill, David G

C0JNTY (STAT8):

SPOKANE (WA)

LICENSE NUN9ER:

82662

View recertification credit report by clicking on license ipe below.

LICENSES STATUS EXPI RES RECERTIFICATION CYCLE

Commercial Operator Renewed ® 12131/2020 2017- 2021

This license requires that a person be employed by a commercial applicator (CA) in a current expiration period with current insurance. This licensee

is listed with the following company

Greenleaf IaidscapJg

CATEGORIES (2)

Ornamental Insect and Disease tE

Ornamental Weed

T START NEWSEARCH

Copyright 02019 Washington State Department of Agriculture. All rights reserved.
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orthwest Laborers-Employers Training Trast

27055 Ohio Ave. Kingston WA98346
- (800) 240-9112

as,s Date: 10/31/2016 Class Hours: 8

ertjfration: B1G1129553520

ires: 1013112020
ist:ruc•tor: ROBIN SMITH

A Labor And Management Partnership



Autrized’Print Name)

Registry No.

ard certifies the h.oider has corneted the course requirements as provided by a currently
Dnzed MEDIC Firs;: Aid Instructor. Certification does not guarantee future performance, or imply
re or credentialing. Course content assists in satisfying the information and training requirements

je US. Departmen of Labor (OSHA 29 CFR 1910,1030). Certification period may not exceed 12
Ths from class compeon.

.—_---_-.-- —
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w—w.__ -

Class Corn. Date

3o 2?? iof

9

Training Center Phone No, Training Center ID.

Expiration Date
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The certified instructor identified below confirms that the flagger whose
name appears on the front of this card has met the requirements and
Ies.ting to be recognized as a certified flagger. This person has
completed the Evergreen Safety Council Flagger Training Course, whici
has been accepted by the appropriate aUthoriies as sufficient to meet
lob expectatióñs and performance.

‘0
:RONNiE OCONNELL 02351

INSTR UCTOR CER TIFIC4 TION

Start Date: 12/1812018 State of Issue: WA
EVERGREEN

This carc$ may be verified by calling the
EvergreenfSafety Council at:

I -800521 O778 Serving the Greater Northwest

SAFETY COUNCIl.



Authorized Instructor (Print Name)

Expiration Date

Training Center LD.

.ard cerUfies the above named individual has successfully completed the required objectivesands-on skin evatuatons to the satisfaction of a currently authorized MEDIC First Aid Instructor.
conforms to the 2015 AHA Guidelines Update for CPR and ECC and the 2015 AHA and‘3uidelThes Update for First Aid. Expiration date may not exceed two years from month of classJeuon.

LL 12Jf-

——s-

Registry No.

Class Competion Date

Training Center Phone No.

/8 40



429
Registry No.

rtifies the above named individual has successfully compieted the required objectives
on skW evaiuations to the satisfaction of a currently authorized MEDiC First Aid Instructor,
n conforms to the 2075 AHA Guidelines Update for CPR and ECC and the 2015 AHA and
7nes Update for FirstAid, Exration date ma’.’ not exceed two years from month of class

nng Center Ph:ne No

Expirat on Date

—

Training Center LD.
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AGENDA ITEM NO.:   

BUSINESS OF THE CITY COUNCIL, LIBERTY LAKE, WASHINGTON 

SUBJECT:  FOR THE AGENDA OF:  April 7, 2020 
Landscape Maintenance Services – On Call 
Agreement  

DEPT. OF ORIGIN:     
Operations and Maintenance 

EXHIBIT: 
-On Call Agreement  DEPT. HEAD APPROVAL:   
-Greenleaf Landscape RFQ Katy Allen, City Administrator 

EXPENDITURE REQUIRED: Up to $35,000 
BUDGETED: Budgeted for 2020 

SUMMARY STATEMENT 

This agreement is for on call landscape maintenance services through Greenleaf Landscape for City parks, 
roadsides and open space.   At times it is necessary for maintenance staff to call out for assistance from an 
outside contractor to help with irrigation, pesticide applications, backflow testing, etc.  This agreement will 
allow city staff to call out the contractor in a timely manner, without having to go through a bid process for 
each task.  

Five RFQ’s were sent out to contractors utilizing the MRSC Small Works Roster.  Greenleaf was the only 
contractor who submitted. 

RECOMMENDED ACTION 

1. Authorize the Mayor to sign to On Call Agreement.

aswenson
Typewritten Text
10Bii
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ON CALL LANDSCAPE MAINTENANCE AGREEMENT 
 
THIS AGREEMENT ("AGREEMENT") IS MADE BY AND BETWEEN THE CITY OF LIBERTY LAKE, 
A CODE CITY OF THE STATE OF WASHINGTON,  HEREINAFTER “CITY” AND  GREENLEAF 
LANDSCAPING, INC., HEREINAFTER “CONTRACTOR”, JOINTLY REFERRED TO AS “PARTIES”. 

 
IN CONSIDERATION of the terms and conditions contained herein the PARTIES covenant and agree 
as follows: 

 
1.  WORK TO BE PERFORMED. This Agreement allows the City to have flexibility in achieving 
short- and long-term goals in a timely manner. It avoids delays if services are immediately required. 

 
The Contractor shall furnish all equipment, labor and materials to perform landscape maintenance on 
City-owned facility and parks, landscape medians and public rights-of-way, including trimming and 
pruning, nutrition management, pesticide management, debris and brush removal, fall/spring 
landscape bed cleanup, and all aspects of irrigation system maintenance and repair, and other work as 
requested by the Director of Operations & Maintenance (“Director”), or designee. 

 
The Director or designee shall administer and be the primary contact for Contractor. Contractor shall 
receive the Director's written authorization to proceed with the work. Upon notice from the Director, 
Contractor shall promptly commence work, timely complete the same and cure any failure in 
performance under this Agreement. 

 
All work shall be performed as directed by the Director and, if applicable, in conformance with City and 
State standards. Work shall be communicated to the Contractor through a) the attached Work Order 
form, b) by verbal communication, or c) by telephone. The intent shall be to keep a written record of 
all work assigned to the Contractor by the Director. 

 
The Contractor shall be available for emergency work during daytime and nighttime hours by 
telephone. The maximum response time from a call to the Contractor arriving on site shall be less than 
24 hours, unless otherwise arranged. Response time to make normal repairs shall be within 96 hours 
of the request time by the City. 

 
2.  TERM OF AGREEMENT. This Agreement shall be in full force and effect upon execution of this 
Agreement and shall remain in effect until April 8, 2021. This Agreement may be renewed annually by 
mutual consent for up to two (2) additional years. 

 
Either party may terminate this Agreement (or any renewal) by providing at least sixty (60) days written 
notice to the other party. In the event of such termination, the City shall pay the Contractor for all work 
previously authorized and satisfactorily performed prior to the termination date. 

 
The total amount awarded through this Agreement per annum shall not be more than thirty five 
thousand dollars ($35,000). 

 
The Contractor shall keep in force during the term of this Agreement Washington State Industrial and 
Unemployment insurance and shall provide the City with proof of such insurance prior to execution of 
this Agreement. Contractor shall keep such insurance in force and effective throughout the term of this 
Agreement or any renewal term thereof. 
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The Contractor shall file a Statement of Intent to pay Spokane County Prevailing Wage rates with 
Washington State Department of Labor and Industries prior to receiving the first payment under this 
Agreement and annually thereafter at the beginning of the calendar year during the term of this 
Agreement or any renewal term thereof. All labor under this Agreement shall be paid in accordance 
with state prevailing wage law as applicable to the work being performed. 

 
3.  COMPENSATION. The City agrees to pay the Contractor on a time and materials basis as set 
forth in the attached fee and cost schedule, which is incorporated herein. The percentage of mark up 
on materials shown on the bid form shall be the mark up used for all materials incorporated into the 
work assigned by the City. No additional compensation for the materials shall be made. Documentation 
of Contractor’s cost for materials shall be submitted to the City by written invoice(s). The fee and cost 
schedule shall be revised annually during the term of this Agreement to determine if the fee(s) and 
cost(s) for said time and materials are mutually acceptable to the PARTIES. If necessary, the PARTIES 
will revise the fee(s) and cost(s) at that time to reflect the PARTIES mutual agreement. 

 
4.  PAYMENT. The Contractor shall be paid monthly upon completion of the work. Applications for 
payment shall be sent to the City Treasurer at the below stated address. Retainage shall be withheld in 
accordance with state law. Payment will be made based on a combination of hours worked and 
materials incorporated into completed and accepted work plus markup on materials. 

 
The City will reimburse the Contractor for filing fees associated with the Affidavit of Wages Paid and 
Statement of Intent to Pay Prevailing Wage. 

 
The City reserves the right to withhold payment under this Agreement which is determined in the 
reasonable judgment of the Director of Operations & Maintenance to be noncompliant with the scope 
of work, City Standards, City ordinances and federal or state standards. 

 
 
5.  NOTICE. Notice shall be given in writing as follows: 

 

 TO THE CITY:  TO THE CONTRACTOR: 
 

Name:   Ann Swenson, City Clerk Name:   
Phone: (509) 755-6700 Phone:   
Address:  22710 E. Country Vista Dr. Mobile:   
Liberty Lake, WA 99019 Address:    

 
 

6.  APPLICABLE LAWS AND STANDARDS. The PARTIES, in the performance of this Agreement, 
agree to comply with all applicable Federal, State, Local laws, City ordinances, and regulations. 
Contractor shall exercise best efforts including the selection of high-quality materials so that all services 
performed shall be in compliance with current ANSI A300 standards.  
 
7.  RELATIONSHIP OF THE PARTIES. It is hereby understood, agreed and declared that the 
Contractor shall be an independent Contractor and not the agent or employee of the City, that the City is 
interested in only the results to be achieved and that the right to control the particular manner, method 
and means in which the services are performed is solely within the discretion of the Contractor. Any 
and all employees who provide services to the City under this Agreement shall be deemed employees 
solely of the Contractor. The Contractor shall be solely responsible for the conduct and actions of all 
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employees under this Agreement and any liability that may attach thereto. 
 
8.  CONTRACTOR TO BE LICENSED, BONDED AND INSURED. The Contractor shall be duly 
licensed and bonded by the State of Washington. Contractor shall purchase and maintain during the 
term of this Agreement a comprehensive general liability policy in the amount of $1,000,000.00 per 
occurrence, with a $1,000,000 rider, with the City named as an additional insured. A copy of the 
certificate of insurance evidencing such insurance shall be provided to the City prior to the execution 
of this Agreement. Notice of cancellation of such insurance shall be given to the City by Contractor’s 
insurer at least sixty (60) days prior to cancellation. 

 
All work performed under this Agreement shall have a warranty period of two (2) years from the time the 
Work is completed. 

 
9.  INDEMNIFICATION AND HOLD HARMLESS. Each party shall indemnify and hold the other, 
its officers, employees, agents and volunteers harmless from and against any and all claims, demands, 
orders, decrees or judgments for injuries, death or damage to any person or property arising or resulting 
from any act or omission on the part of said party or its agents, employees or volunteers in the 
performance of this Agreement, including but not limited to all reasonable attorney fees and costs. 

 
10.  WAIVER. No officer, employee, agent or other individual acting on behalf of either party has 
the power, right or authority to waive any of the conditions or provisions of this Agreement. No waiver 
in one instance shall be held to be waiver of any other subsequent breach or nonperformance. All 
remedies afforded in this Agreement or by law, shall be taken and construed as cumulative, and in 
addition to every other remedy provided herein or by law. Failure of either party to enforce at any time 
any of the provisions of this Agreement or to require at any time performance by the other party of any 
provision hereof shall in no way to be construed to be a waiver of such provisions nor shall it affect the 
validity of this Agreement or any part thereof. 

 
11.  ASSIGNMENT AND DELEGATION. Neither party shall assign, transfer or delegate any or all 
of the responsibilities of this Agreement or the benefits received hereunder without first obtaining the 
written consent of the other party. 

 
12.  JURISDICTION AND VENUE. This Agreement is entered into in Spokane County, Washington. 
Venue shall be in Spokane County, State of Washington. 

 
13.  COST AND ATTORNEY’S FEES. In the event a lawsuit is brought with respect to this 
Agreement, the prevailing party shall be awarded its costs and attorney’s fees in the amount to be 
determined by the Court as reasonable. Unless provided otherwise by statute, Contractor’s attorney 
fees payable by the City shall not exceed the lump sum amount of this Agreement. 

 
14.  ENTIRE AGREEMENT. This written Agreement constitutes the entire and complete Agreement 
between the PARTIES and supersedes any prior oral or written Agreements but shall also include the 
following, which are incorporated herein and made a material part of this Agreement. 

a. Contractor Performance Bond; 
b. Contractor Payment Bond; 
c. Addenda; and 
d. All Exhibits to this Agreement, including but not limited to the Contractor's Bid and related 

documents, Notice to Proceed, or Work Orders. 
 

This Agreement may not be changed, modified or altered except in writing signed by the 
PARTIES hereto. 
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15.  ANTI-KICKBACK. No officer or employee of the City, having the power or duty to perform an 
official act or action related to this Agreement shall have or acquire any interest in this Agreement, or 
have solicited, accepted or granted a present or future gift, favor, service or other thing of value from 
any person with an interest in this Agreement. 

 
IN WITNESS WHEREOF, the PARTIES have executed this Agreement this  day 
of  , 2020. 
 
 
CITY OF LIBERTY LAKE: CONTRACTOR: 

 
 
______________________________ _______________________________ 
Shane Brickner, Mayor Title: 

 
 
ATTEST: APPROVED AS TO FORM: 

 
 
______________________________                 _______________________________ 
Ann Swenson, City Clerk                                                    Sean P. Boutz, City Attorney 
 
 



City of Liberty Lake March 16, 2020

Director of Operations & Maintenance

22710 E. Country Vista Drive

Liberty Lake WA 99019

Jennifer,

Enclosed is Greenleaf Landscaping’s bid package (3) to be considered for the ‘On Call Landscape

Maintenance Services’ Contract. Please accept this cover letter as the required signature for the

package, there is no formal location on the packet that we could find for one.

Greenleaf Landscaping is excited for the potential of continuing to work with the City of Liberty Lake and

is hopeful we will be able to continue our relationship with the City.

With Gratitude,

Martin Bixby

Greenleaf Landscaping

ISA Certified Arborist



COVEL SN EEl

CompanyName:

MailingAddress: ‘o J_3L

So1Lo tJJC

Contact Name: ‘4- Office Phone No. 53

Cell PhoneNo._&’ 1O- t°lLs

Contractor Registration No. L -3C

Contractor Unified Business Identifier (UBI): OqjL

Subcontractor nfo, if applicable:

Subcontractor 1 Company Name: sd-I.. 3+r-

MailingAddress: p.O. Lr b19

Contact Name: Phone No. 509- 91 o9I

Contractor Registration No. ))4L15E JDS

Contractor Unified Business Identifier (UBI): Qj 1% L1

Subcontractor 2 Company Name:

_________________________

Mailing Address:

________________________________________

Contact Name:

_______________________________

Phone No.

Contractor Registration No.

______________________

Contractor Unified Business Identifier (UBI):

________

7



UCENSES & CERTIHCATIONS

Please list Licensed Pesticide Applicators (with License Number) proposed to work on this contract
(please also include name of company & contract information if using a subcontractor):

Name: fli’14 WA Applicator License No.

_____________

Name: j WA Applicator License No.

____________________

Name:

_________________________

WAApplicatorLicenseNo. I3’2’7

For Subcontractor Only: Company Name & Info:

________________________________________________

Please list all Certified Flaggers (with Certification Number) proposed to work on this contract (please
also include name of company & contract information if using a subcontractor):

Name: U1(L 2D/Y2.

Name: 3(33L /Fq

For Subcontractor Only: Company Name & Info: tk&i— L P1&2C O

i4 flO/9 <‘id0fE
o\ o4L,cje.

Please attached copies of all certifications and licenses listed above.

8



STATEMENT OF Q AL[FICATONS & ECENCES

QUALIRCATONS OF COMPANY: Please provide information regarding the qualifications of the firm,

including years in business, work experience of the firm, key customers and years served, demonstrating

that the firm meets the minimum qualifications detailed on page 2 of this Request for Quotes.

q

s1ot
—-

- S d / H ô
I

/ r

1’

REFERENCES: Please provide three (3) client references for the company, including at least two public

sector clients.

FIRM NAME: CONTACT PERSON:

______________________

FIRM ADDRESS: LL-iO f PHONE NO:

________________

FIRM NAME: — CONTACT PERSON: 1

FIRM ADDRESS: j’C) . PHONE NO: O9 9,?/ i:_

FIRM NAME: erur’ ?cr1,c 4-A CONTACT PERSON:

FIRMADDRESS: CCf PHONENO: — 1.
Wc

9



QUOTATION FORM

Please provide the unit price and subtotal for line items 1 through 6. For line items 7 and 8, please

provide the percentage mark up under “Units”, and multiply that percentage by $5,000 to determine

the “Line Total”. The sum of all line totals (the “Grand Total”) will be used as the basis for determining

the lowest cost proposal.

1

2

3

4

5
6

7

8

Notes:

1) All rates forequipment are hourly and includeoperator

2) All rates will be reviewed by the City and Contractor annually

3) Prevailing wage law is applicable to this bid

4) Vehicles parked at City Hall or at other locations are not considered to be ‘in use’. Charges will only

accumulate while the operator is using the vehicle for assigned work.

5) These quantities are for bidding purposes only, actual payments will be based upon work performed.

6) Sales tax shall be applied in accordance with WAC 458-20-170 &171.

7) Items requested for install or repair by the City not listed on the bid tab shall be dealt with on a case by

case basis, an example of this would be significant traffic control.

8) The City has estimated that a Contractor could supply the City with at least $10,000 worth of materials

and labor over the course of a calendar year, as reflected in the calculations for Lines 7 & 8.

HR

BID ITEM UNIT OF
NUMBER MEASURE ITEM DESCRIPTION UNITS UNIT PRICE

j
LiNE

TOTAL

HR

DEBRIS HAULING W/TRUCK

HR
IRRIGATION SPRINKLER INSTALLER

HR
LANDSCAPE EUUIPMENT OPERATOR

HR

10

LANDSCAPING OR PLANTING LABOR

HR

10
&,

LICENSED PESTICIDE APPLICATOR

10

CERTIFIED FLAGGER

‘oo

P E RC E NT

10
G2

a5

PERCENT

CONTRACTOR MARKUP FOR
MATERIALS

2
-

f:Y

2

L’,L,
‘oD

CONTRACTOR MARKUP FOR LABOR

Lo’)

no

$5,000.00
/3o

33

‘i

GRANDTOTAL

$5,000.00
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PTCDA
RESULTS

If you have questions on this license record, contact Pesticide Licensing toll free at 1

(877) 301-4555 or by email at licenseagr.wa.gov.

Remember to alvvays request picture ID to confirm identity!

Data base updated: 3/4/2020

LICENSEE NAME:

Bixby, Martin

COUNTY (STATE):

SPOKANE (WA)

LICENSE NUMBER:

98289

View recertification credit report by clicking on license type below.

RECERTI FICATION
LICENSES STATUS EXPIRES

CYCLE

Commercial Renewed® 12/31/2020 2020-2024

Operator®

This license requires that a person be employed by a commercial applicator (CA) in a

current expiration period with current insurance.

This person is not employed by any company. commercial Applicators must report

employees on the Supplemental commercial Applicator Pesticide License Application.

CATEGORIES (1)



CATEGORIES (‘I)

Ornamental Weed ®

[ START NEW SEARCH

Copyright ©201 9 Washington State Department of Agriculture. All rights reserved.



WSD

PESTCDE AND PH UCNSN AC ESULT

If you have questions on this license record, contact Pesticide Licensing toll free at 1(877) 301-4555 or by email atjjpgEg2gQt

Remember to aIways request picture ID to confirm identity!

Database updated: 1/20)2020

LICENSES NAME:

Richardson, Michaelj

COUNTY (STATS):

SPOKANE (WA)

LICENSE NUMI3IER:

70375

View recertification credit report by clicking on license type below,

LICENSES STATUS EXPIRES RECERTIFICATION CYCLE

Commercial Operator® Renewed® 12/31/2020 2016-2020

This license requires that a person be employed by a commercial applicator (CA) in a current expiration period with current insurance. This licensee is listed

with the following company:
Greenleaf Landscaping

CATEGORIES (3)

Ornamental Insect and Disease®

Ornamental Weed ®

Rights-of-Way Weed ®

STARTNEWSEARCH J

Copyright 02019 Washington State Department of Agriculture. All rights reserved.



jJSDA;

PTCD AND SP LCN EAPC SULTS

If you have questions on this license record, contact Pesticide Licensing toll free at 1 (877)301-4555 or by email atin@.g.6a.g22.

Remember to always request picture ID to confirm identity!

Database updated: 1/29/2020

UCCNSSE NAI’i15:

Hill, David G

C0JNTY (STAT8):

SPOKANE (WA)

LICENSE NUN9ER:

82662

View recertification credit report by clicking on license ipe below.

LICENSES STATUS EXPI RES RECERTIFICATION CYCLE

Commercial Operator Renewed ® 12131/2020 2017- 2021

This license requires that a person be employed by a commercial applicator (CA) in a current expiration period with current insurance. This licensee

is listed with the following company

Greenleaf IaidscapJg

CATEGORIES (2)

Ornamental Insect and Disease tE

Ornamental Weed

T START NEWSEARCH

Copyright 02019 Washington State Department of Agriculture. All rights reserved.
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Registry No.

ard certifies the h.oider has corneted the course requirements as provided by a currently
Dnzed MEDIC Firs;: Aid Instructor. Certification does not guarantee future performance, or imply
re or credentialing. Course content assists in satisfying the information and training requirements

je US. Departmen of Labor (OSHA 29 CFR 1910,1030). Certification period may not exceed 12
Ths from class compeon.
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The certified instructor identified below confirms that the flagger whose
name appears on the front of this card has met the requirements and
Ies.ting to be recognized as a certified flagger. This person has
completed the Evergreen Safety Council Flagger Training Course, whici
has been accepted by the appropriate aUthoriies as sufficient to meet
lob expectatióñs and performance.

‘0
:RONNiE OCONNELL 02351

INSTR UCTOR CER TIFIC4 TION

Start Date: 12/1812018 State of Issue: WA
EVERGREEN

This carc$ may be verified by calling the
EvergreenfSafety Council at:

I -800521 O778 Serving the Greater Northwest

SAFETY COUNCIl.



Authorized Instructor (Print Name)

Expiration Date

Training Center LD.

.ard cerUfies the above named individual has successfully completed the required objectivesands-on skin evatuatons to the satisfaction of a currently authorized MEDIC First Aid Instructor.
conforms to the 2015 AHA Guidelines Update for CPR and ECC and the 2015 AHA and‘3uidelThes Update for First Aid. Expiration date may not exceed two years from month of classJeuon.

LL 12Jf-

——s-

Registry No.

Class Competion Date

Training Center Phone No.

/8 40



429
Registry No.

rtifies the above named individual has successfully compieted the required objectives
on skW evaiuations to the satisfaction of a currently authorized MEDiC First Aid Instructor,
n conforms to the 2075 AHA Guidelines Update for CPR and ECC and the 2015 AHA and
7nes Update for FirstAid, Exration date ma’.’ not exceed two years from month of class

nng Center Ph:ne No

Expirat on Date

—

Training Center LD.
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AGENDA ITEM NO.:    
 

BUSINESS OF THE CITY COUNCIL, LIBERTY LAKE, WASHINGTON 

 
SUBJECT:       FOR THE AGENDA OF:  April 7, 2020 
Harvest Parkway Roundabout Repairs 
       DEPT. OF ORIGIN:   Administrative Services   
 
EXHIBIT:       
Quote from Bacon Concrete 
       DEPT. HEAD APPROVAL:  RJ Stevenson 
 

EXPENDITURE REQUIRED: Yes - $8,712 including sales tax – Reimbursed by Insured Agency 
BUDGETED: NA  

 
 
 

SUMMARY STATEMENT 
 

On October 8, 2019, the Harvest Parkway Roundabout was damaged.   
 
Bacon Concrete, Inc was the only contractor that responded to repair the concrete wall.   
 
On December 17, 2019, the City Council accepted the bid for $19,740.00 from R&R Masonry to 
prepare the bricks that will be needed to complete those repairs.   
 
Because this damage was done by another party, the City has contacted the party’s insurance 
agency and will be reimbursed for the damages to the roundabout.   
. 
 
 
 

RECOMMENDED ACTION 
 

1. Accept the Quote from Bacon Concrete for Harvest Parkway Roundabout repairs.     
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Typewritten Text
10Biii

aswenson
Typewritten Text

aswenson
Typewritten Text



Date

12/19/2019

Estimate #

3317

Name / Address

City of Liberty Lake
22710 E Country Vista Dr
Liberty Lake, WA   99019-7592

BACON CONCRETE, INC.
16510 N Brannon Lane
Spokane, WA 99208-8750

Project

Mission & Harvest Parkway

Thank You!  Greg Bacon

(509) 924-3900
greg@baconconcrete.com

Total

Subtotal

Sales Tax (0.0%)

ESTIMATE

DescriptionBid Item Qty UnitUnit Price Total

REPAIR CONCRETE WALL 8,000.00 8,000.00

_____________________________________

$8,000.00

$8,000.00

$0.00



 

 

 

 

 

 

 

 

 

 

RESOLUTION(S) 



 
 
  

AGENDA ITEM NO.:    
 

BUSINESS OF THE CITY COUNCIL, LIBERTY LAKE, WASHINGTON 

 
SUBJECT:   Resolution 20-269 Mitigation Plan   FOR THE AGENDA OF:     April 7, 2020 
 
       DEPT. OF ORIGIN:        Police 
 
EXHIBIT:  Resolution 20-269    DEPT. HEAD APPROVAL:   Chief Brian Asmus 
 
       
 

EXPENDITURE REQUIRED: No 
BUDGETED: N/A 

 
 

SUMMARY STATEMENT 
 
Liberty Lake is a partner agency in the development of the Multi-Jurisdiction Mitigation Plan.  Representatives from 
LLPD participated in numerous planning sessions with our regional partners on updating the plan and providing 
information for the Liberty Lake Annex that is included as a part of this regional plan. Input was received from our 
city administration and the PEBS department.  The plan was submitted to FEMA and they approved the plan and all 
annexes.  The next step is to have each participating jurisdiction take action through a resolution to approve the 
plan.  The proposed plan is for 5 years.  If the resolution is passed, the resolution will be sent to our local emergency 
management office who will then send it to FEMA.  The resolution has been reviewed by the city attorney. 
  
 

RECOMMENDED ACTION 
 
Approve Resolution 20-269 The Multi-Jurisdiction Hazard Mitigation Plan and City of Liberty Lake Annex 
 
 

aswenson
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RESOLUTION NO. 20-269 
CITY OF LIBERTY LAKE 

SPOKANE COUNTY, WASHINGTON 
 

A RESOLUTION OF THE CITY OF LIBERTY LAKE, WASHINGTON 
AUTHORIZING THE ADOPTION OF THE 

SPOKANE COUNTY MULTI-JURISDICTION HAZARD MITIGATION PLAN 
 
WHEREAS, all of Spokane County has exposure to natural hazards that increase the risk to life, 
property, environment and the County’s economy; and 
 
WHEREAS, pro-active mitigation of known hazards before a disaster event can reduce or 
eliminate long-term risk to life and property; and 
 
WHEREAS, The Disaster Mitigation Act of 2000 (Public Law 106-390) established requirements 
for pre and post disaster hazard mitigation programs requiring that “local and tribal government 
applicants for sub-grants must have an approved local mitigation plan in accordance with 44 CFR 
201.6 prior to receipt of a Hazard Mitigation Grant Program sub-grant funding.”  The purpose of 
such local mitigation plan is to represent the Multi-Jurisdiction’s commitment to reduce risks from 
natural and man-made hazards; and 
 
WHEREAS, pursuant to 44 CFR 201.6, a coalition of Spokane County stakeholders with like-
planning objectives was formed to pool resources and create consistent mitigation strategies to be 
implemented within each partner’s identified capabilities within the Spokane County Planning 
Area; and 
 
WHEREAS, the coalition has completed a planning process that engages the public, assesses the 
risk and vulnerability to the impacts of natural hazards, develops a mitigation strategy consistent 
with a set of uniform goals and objectives, and creates a plan for implementing, evaluating and 
revising this strategy; and 
 
WHEREAS, pursuant to 44 CFR 201.6 and 44 CFR 201.7, the Spokane County Multi-Jurisdiction 
Hazard Mitigation Plan has been reviewed and found to meet the regulatory criteria, and following 
adoption by participating jurisdictions, will be approved by FEMA, making all adopting 
jurisdictions eligible for mitigation project grants. 
 
THEREFORE, THE CITY COUNCIL OF THE CITY OF LIBERTY LAKE, WASHINGTON, 
DOES RESOLVE AS FOLLOWS: 
 

The Spokane County Multi-Jurisdiction Hazard Mitigation Plan is hereby adopted in its 
entirety, including the City of Liberty Lake Jurisdictional Annex, which represents each planning 
partner’s commitment to reduce risks from natural and man-made hazards. 
 

Passed by the City Council this 7th day of April 2020. 
 
 



        
              
       Shane Brickner, Mayor 
       City of Liberty Lake 
 
ATTEST: 
 
 
      
Ann Swenson, City Clerk 
 
 
APPROVED AS TO FORM: 
 
 
      
Sean P. Boutz, City Attorney 
  



 
 
  

AGENDA ITEM NO.:    
 

BUSINESS OF THE CITY COUNCIL, LIBERTY LAKE, WASHINGTON 

 
SUBJECT:       FOR THE AGENDA OF:  April 7, 2020 
Surplus Resolution 
       DEPT. OF ORIGIN:   Operations and Maintenance  
  
EXHIBIT:      DEPT. HEAD APPROVAL:  Katy Allen 
Resolution  
        
 
 

EXPENDITURE REQUIRED: No 
BUDGETED: No 

 
 

SUMMARY STATEMENT 
 

The City desires to dispose of the surplus items by selling what we can and discarding what we cannot; in a manner 
that minimizes the use of City resources. Recommended action is to pass the Resolution and authorize staff to sell or 
otherwise dispose of surplus items in a manner deemed to be in the best interest of the City.  
 
 
 

RECOMMENDED ACTION 
 
Approve Resolution 20-270 declaring as surplus, certain personal property of the City. 
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1 
 

RESOLUTION NO. 20-270 
CITY OF LIBERTY LAKE 

SPOKANE COUNTY, WASHINGTON 
 
 

A RESOLUTION PROVIDING FOR THE DISPOSAL OF CERTAIN INVENTORY 
ITEMS DEEMED TO BE SURPLUS TO THE REASONABLY FORESEEABLE NEEDS 

OF THE CITY OF LIBERTY LAKE, WASHINGTON 
 

 WHEREAS, certain items of equipment belonging to the City of Liberty Lake are 
obsolete and no longer utilized by the City;  
 
 WHEREAS, the City would like to dispose of these items that are unneeded or not useful 
to the City; and  

 
WHEREAS, the City has followed its financial policies and procedures for the surplus of 

equipment and is now desirous of formally declaring the items as surplus and disposing of them 
pursuant to the City’s Municipal Code; 

 
NOW, THEREFORE, be it resolved by the City Council of the City of Liberty Lake, 

Washington, as follows: 
 
 The items belonging to the City of Liberty Lake as shown in Exhibit A are declared to be 
surplus to the foreseeable needs of the City and it is deemed to be for the common benefit of the 
residents of the City to dispose of said items. The Mayor is authorized to dispose of the items 
listed in this Resolution in a manner that will be to the best advantage of the City of Liberty 
Lake. 
 
 

Approved by the City Council this 7th day of April, 2020. 
 
 
   
            
      Mayor, Shane Brickner 

 
 
 
Attest:       Approved as to Form: 

 
 

______________________________  __________________________ 
Ann Swenson, City Clerk     Sean P. Boutz, City Attorney 
 



DEPARTMENT ITEM DESCRIPTION Value LL Property # or Serial # # Location

Police Dell PP08L Laptop Computer $0.00 365 PD
Police Dell Keyboard Dell Keyboard $0.00 380 PD
Police Canon Powershot Digital Camera Digital Camera $0.00 386 PD
Police Nikon Coolpix Digital Camera Digital Camera $0.00 30467582 PD
Police Canon Powershot Digital Camera Digital Camera $0.00 52 PD
Police HP Photosmart Digital Camera Digital Camera $0.00 cn61D1318W PD
Police Casio Verizon Flip Phone Cell Phone $0.00 2184899 PD
Police Olympus Digital Voice Recorder Digital Recorder $0.00 N4123 PD
Police Olympus Digital Voice Recorder Digital Recorder $0.00 N4123 PD
Police Olympus Digital Voice Recorder Digital Recorder $0.00 N4123 PD
Police  Canon PC1900 Digital Camera Digital Camera $0.00 1022355 PD
Police Verizon USB Air Cards USB Air Cards $0.00 QTY (7) PD
Police Polycaom SoundStation Polycom $0.00 71 PD
Police Panasonic Micro Cassette Rec Microcassette Recorder $100.00 358 PD
Police Dell Vostro 230 Desktop Comp Dell Vostro Desktop Computer $0.00 573/cnk19p1 PD
Police Dell Optiplex 3020 Dell Optiplex Desktop $0.00 72150 PD
Police Dell Monitor Dell Monitor $0.00 379 PD
Police Motorola HT750 Radio Motorola Radio $0.00 327 PD
Police Nikon Coolpix Digital Camera Digital Camera $0.00 95473 PD
Police Axon Body Camera 1 Axon $0.00 QTY (11) PD
Police 2008 FORD CVPI Vehicle Ford CVPI (145K Miles) $890.00 2FAFP71V28X1002895 PD
Police 2013 FORD PI Sedan Ford PI Sedan (127K Miles) $5,185.00 1FAHP2M83DG134675 PD

Library HP Laserjet 4300tn
Printer (needs replacement 
parts) CNGY304901 Server rm

Library Epson WF-2530 Inkjet printer - not working QJZY057400
Server 
rm.

Library 3 HHP Scanner stands Hand-held scanner stands N/A
Server 
rm.

Library Acer K202HQL Monitor Monitor w/broken base 01487
Server 
rm.

Exhibit A - Inventory List for Surplus Action 2020



Library Tub of Legos Big tub of Legos At least $100 N/A
Server 
rm.

Library HP Office Jet 4500 and ink Inkjet printer CN165F44WB
Server 
rm.

Library 2 HHP Scanner hand-held item scanners
Y-11010640
X-52-06570

Server 
rm.

Library 8 Wall Pockets Clear acrylic N/A
Server 
rm.

Library 2 Tao scanners Item scanners
ZZZZG065
ZZZZG02N

Server 
rm.

Library Leap Motion Controller Leap Motion Controllers appx. $100 N/A
Server 
rm.

Library Computer TBD TBD

Executec
h (being 
wiped)

Library Vosro 200 Desktop computer 00509
Server 
rm.

Library Dell AS501 Monitor Monitor with cords 00507
Server 
rm.

Library Sylvania VHS/DVD player VHS/DVD player U34485109
Server 
rm.

Library Speakers (1 broken) Ceiling mount speakers N/A
Server 
rm.

Library 100 Movable Shelf Label Holders

Made of high-impact 
polystyrene, 3/16"H x 5"W x 5-
1/4"D appx. $300 N/A

Server 
rm.

Library 3-tiered display unit w/glass shelves N/A
Jocelyn's 
office

Library Computer
Computer, not branded - not 
working 01464

Executec
h (being 
wiped)

Library Tactronics scanner stand 1 server room

Library no name scanner stand 2 server room

Library HHP IT 3800scanner 2 server room

Library WASP WCS 3950 S/N A0025848 1 server room

Library Metrologic MS 9535 1 server room

Library Hard Drives not solid state 10 server room

Library Silver metal tablet stands 2 server room

Library Black metal tablet stands 2 server room



Library Epson EX71 Projector working condition unknown S/N M57F011691L 1 server room

Library Assorted multi-media cases empty 16 server room

Library Clear plastic label holders 2 server room

Library Mesh stacking sorter 1 server room

Library Schoolmate Headphones Model H45 5 server room

Library Highsmith Headphones H20810 6 server room

Library Valinks Network Mike computer microphone 1 server room

Library Black metal stand 1 server room

Library Black metal mount 1 server room

Library Jet Tech tablet #01500 1 server room

Library Asus tablet #1498 1 server room

Library Asus tablet #01497 1 server room

Library Ipad #01499 1 server room

Library Laser toner cartridge 101011003109 2 server room

Library Box assorted hard drives 1 server room

Library TP-Link Broadband Router Model # TL-R470T 1 server room

Library Linksys Dual Band Access Point AC1200 LAPAC1200 1 server room

Library Shoe stands
Server 
rm.

OPS&MAINT CPU Monitor Dell Monitor LL #00435 1 Break RM
OPS&MAINT CPU Monitor Dell Monitor LL #00616 1 Break RM
OPS&MAINT CPU Monitor Dell Monitor CN-OM2771-48220-4W-0144 1 Break RM
OPS&MAINT CPU Monitor Dell Monitor CN-OF5035-64180-48V-2LKU 1 Break RM
OPS&MAINT CPU Monitor Dell Monitor CN-OTW956-64180-7BD-3LKU 1 Break RM
OPS&MAINT CPU Monitor Lenevo Moniotor V6-94776 1 Break RM
OPS&MAINT CPU Keyboard HP Keyboard BBXAFOBvB1T1VO 1 Break RM
OPS&MAINT CPU Keyboard Logitech Keyboard SY849UK 1 Break RM
OPS&MAINT CPU Keyboard Dell Keyboard CN-ORKROM-71616-599 1 Break RM
OPS&MAINT Television Samsung TV 24NS3CUDC03023L 1 Break RM
PEBS Computer HP Desk Top Computer unknown Inspector1-2013 1 Mailroom
PEBS Computer HP Desk Top Computer unknown Inspector2-2013 1 Mailroom
PEBS Computer Monitor Acer Monitor unknown N/A 1 Mailroom
PEBS Computer Mouse HP Computer Mouse unknown N/A 2 Mailroom
PEBS Computer Keyboard HP Computer Keyboard unknown N/A 2 Mailroom

Previously surplused items that need to be picked up



 
 
  

AGENDA ITEM NO.:    
 

BUSINESS OF THE CITY COUNCIL, LIBERTY LAKE, WASHINGTON 

 
SUBJECT:       FOR THE AGENDA OF:  April 7, 2020 
Financial Management Policy     

DEPT. OF ORIGIN:   Administrative Services   
 
EXHIBIT:       
Proposed Financial Policy 1335    DEPT. HEAD APPROVAL:  RJS 
Resolution 02-048E – with edits 
 
 

EXPENDITURE REQUIRED: No 
BUDGETED: NA 

 
 
 

SUMMARY STATEMENT 
 

The City desires to update its Financial Policy to include a monthly vehicle allowance for the Mayor.  City staff 
analyzed the mileage and parking reimbursements for the Mayor over the last two years.  Average month of 
reimbursement is $140.00.   
 
 
 
 
 
 

RECOMMENDED ACTION 
 

1. Adopt the Resolution 02-048E 
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Proposed Financial Policy: 

 

POLICY 1335 - MONTHLY VEHICLE ALLOWANCE POLICY 

 

The City provides a monthly vehicle allowance for the Mayor.   

In consideration for the use of a personal vehicle, the City will provide a monthly vehicle allowance of 
$140.00. The $140.00 is based on historical mileage and parking expenses within Spokane County. This 
monthly vehicle allowance is provided in lieu of a reimbursement for expenses incurred or expected to 
be incurred for using a personal vehicle for City business related travel, including insurance and 
deductibles in the case of an accident.  A Mayor that receives a monthly vehicle allowance will not be 
provided with a City vehicle or mileage reimbursement. 

The monthly vehicle allowance may be reviewed by the City Council and the Mayor shall be notified at 
least sixty (60) days in advance of any changes to the policy or monthly vehicle allowance amount. The 
City Council reserves the right to make changes to this policy at any time it deems reasonable, including 
the monthly vehicle allowance amount.   

The monthly vehicle allowance paid will be prorated as appropriate. The monthly vehicle allowance will 
be paid through the City’s payroll system.   

Personal cellphones or other electronic devices may not be used while driving any vehicle related to City 
business or travel, unless utilizing a hands-free device.  The Mayor is required to maintain 1) a valid 
driver’s license to operate a motor vehicle, and 2) personal vehicle insurance, which must be in force 
and effective at all times while utilizing said personal vehicle for City business related travel.  The 
personal vehicle used for City business related travel must be maintained in a safe working condition, 
have a current license registration, and meet all vehicle requirements for the State of Washington.  

This policy does not apply to any travel outside of Spokane County and any travel outside of Spokane 
County will follow the City Travel Policy 1315.  

 

 

 

 

  



CITY OF LIBERTY LAKE 
SPOKANE COUNTY, WASHINGTON 

RESOLUTION NO. 02-048E 
 

A RESOLUTION OF THE CITY OF LIBERTY LAKE, WASHINGTON AMENDING 
RESOLUTION NO. 02-048D PASSED BY THE CITY COUNCIL ON NOVEMBER 20, 

2018, ENTITLED “A RESOLUTION ADOPTING A FINANCIAL MANAGEMENT 
POLICY FOR THE CITY OF LIBERTY LAKE, WASHINGTON”. 

 
 
 WHEREAS, the stewardship of public funds is one of the most important 
responsibilities vested upon public officials; 
 
 WHEREAS, the establishment and maintenance of prudent financial policies 
enables public officials to protect the public’s interest and ensure the public’s trust; 
 
 WHEREAS, the City’s Administrative Services Department has recommended a 
certain proposed amendment to the Financial Management Policy;  
 

WHEREAS, the proposed amendments to the Financial Management Policy 
establish guidelines for sound and efficient financial planning and management, reflect 
current requirements and laws that apply to the City’s financial activities, and have the 
following objectives for the City’s fiscal performance: to set forth operating principals 
that minimize financial risk; to employ balanced and fair revenue policies that provide 
adequate funding for desired programs; to maintain appropriate financial capacity for 
present and future needs; to promote sound financial management by providing 
accurate and timely information on the City’s financial condition; and to ensure the legal 
use of financial resources through an effective system of internal controls. 

 
WHEREAS, the City Council wishes to adopt these amendments to the City’s 

Financial Management Policy in pursuit of its objective of sound and efficient financial 
planning and management. 

 
NOW, THEREFORE, be it resolved by the City Council of the City of Liberty 

Lake, Washington as follows: 
 
Section 1.  Financial Management Policy Amendments Adopted.  The Council 

hereby adopts the amendment to the City’s Financial Management Policy now entitled 
“City of Liberty Lake Financial Management Policies” attached hereto as Exhibit “A” and 
incorporated herein by this reference. 

 
Section 2.  Inclusion of Amendments.  The amendments to the Financial 

Management Policies adopted by the passage of this Resolution shall be included as 
part of said Policies, and those Policies shall hereafter remain in effect until the same 
are amended or repealed by subsequent action of the City Council.  

 



Section 3.  Severability.  If any section, sentence, clause or phrase of this 
Resolution shall be found to be invalid by a court of competent jurisdiction, such 
invalidity shall not affect the remainder of said Resolution. 

 
Section 4.  Effective Date.  This Resolution shall become effective immediately 

upon passage by the Liberty Lake City Council. 
 
Adopted April 7, 2020. 
 
 

   

             

       Mayor, Shane Brickner 

 

 

Attest:        Approved as to Form: 

 

 

_______________________________   __________________________ 

Ann Swenson, City Clerk      Sean Boutz, City Attorney 
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City of Liberty Lake 

Comprehensive Financial Management Policies 

Introduction 

PURPOSE 
   
This manual establishes and provides written documentation of the policies used by the City of 
Liberty Lake employees and elected officials in conducting the fiscal affairs of the City. 
 
The City of Liberty Lake is accountable to its citizens for the use of public dollars.  Municipal 
resources must be wisely used to ensure adequate funding for the services, public facilities, and 
infrastructure necessary to meet the community’s present and future needs.  These policies 
safeguard the fiscal stability required to achieve the City’s goals and objectives. 
 
The Policy Manual is the responsibility of Administrative Services. It includes policies for the 
operation of Administrative Services and for interaction with other departments in financial 
matters.   
 
OBJECTIVES 
 
In order to achieve its purpose, the Comprehensive Financial Management Policy has the 
following objectives for the City’s fiscal performance. 
 

A. To guide City Council and management policy decisions that have significant 
fiscal impact. 

B. To set forth-operating principles that minimizes the cost of government and 
financial risk. 

C. To employ balanced and fair revenue policies that provides adequate funding for 
desired programs. 

D. To maintain appropriate financial capacity for present and future needs. 
E. To promote sound financial management by providing accurate and timely 

information on the City’s financial condition. 
F. To protect the City’s credit rating and provide for adequate resources to meet the 

provisions of the City’s debt obligations on all municipal debt. 
G. To ensure the legal use of financial resources through an effective system of 

internal controls. 
H. To promote cooperation and coordination with other governments and the private 

sector in the financing and delivery of services. 
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SECTION 1000 – BUDGET 
 
POLICY 1010 – Financial Planning 
 
The City shall develop and maintain a 6-year Financial Forecast that estimates resources and 
expenditure behavior for the three years beyond the current budget period.  This Forecast will 
provide the City’s decision-makers with an indication of the long-term fiscal impact of current 
policies and decisions.  This planning tool must recognize the effects of economic cycles on the 
demand for services and the City’s resources.  To this end, the Forecast should differentiate 
between revenue associated with one-time economic activities and revenues derived as a result 
of base economic growth.  City financial planning should ensure the delivery of needed services 
by assuring adequate reliance on ongoing resources in order to support continued City services 
during economic downturns. 
 
 
POLICY 1015 – General Budget Policies 
 
The budget is the central financial planning document which embodies all operating revenue and 
expenditure decisions. It establishes the level of services to be provided by each department and 
embodies the City Council’s collective prioritization of service delivery options. To this end, the 
City has established the following general budget guidelines:  

Operating Deficits – Current revenues will be sufficient to support current expenditures. 
Revenue estimates will be realistic and debt financing will not be used to support current 
operating expenses.  

Resources Greater than Budgeted Expenditures – Resources (fund balances) greater than 
budgeted expenditures in any fund shall be considered “one-time” resources and shall not be 
used to fund ongoing service delivery programs. 

Budget Adoption Level – Budget adoption by the City Council shall be at the fund level. Any 
changes in appropriations at the fund level shall require City Council approval. 

Current Service Levels – To aid in the prudent management of City affairs, City service levels 
will be established, monitored, and reviewed so a determination of required resources (both 
personnel and non-personnel) can be made for the ensuing budget year. 

Expenditures that Delay Future Cost Increases – When practical, resources should be allocated 
for selective expenditures whose purpose is to avoid even larger costs in the future. 

Commitments that Can Reasonably be Maintained Over the Long Term – Funding for new 
programs and services should be limited to the extent that they can be funded over the near-to-
long-term given the current revenue stream. 
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Overhead and Full Cost Allocation – Department and Fund budgets shall be prepared in a 
manner that reflects the full cost of providing services. 

Future Fiscal Effect of Programs or Personnel – Whenever programs or personnel are proposed, 
the current and future fiscal impact (as reflected in the 4-year financial forecast) shall be 
determined and reported to the City Council to aid in their deliberations. 

Distinguished Budget Presentation – The City will seek to comply with the suggested criteria of 
the Government Finance Officers Association in producing a budget document that meets the 
Distinguished Budget Presentation program. 

Formulation and Approval of Budgets 

State law designates the timeline for budget formulation and adoption. The City of Liberty Lake 
will adhere to these guidelines while striving to complete the budget adoption process prior to 
the December 31 deadline.  

 
1. Budget Preparation:  Department directors have the primary responsibility for 

formulating budget proposals in line with Mayor, City Council, and Mayor’s Designee 
priority direction, and for implementing them once they are approved. 

 
Administrative Services is responsible for coordinating the overall preparation and 
administration of the City’s annual budget and Capital Investment Program (CIP) Plan.  
This function is fulfilled in compliance with applicable State of Washington statutes 
governing local government budgeting practices. 
 
Administrative Services assists department staff in identifying budget problems, 
formulating solutions and alternatives, and implementing any necessary corrective 
actions. 
 
The schedule for adoption of the annual budget will be as specified in RCW 35A.33. 
 

2. Public Hearings:  The City Council will hold three public hearings on the budget.  The 
first will be held sufficiently early in the process to allow citizens to influence budget 
decisions and to allow the Council to indicate special priorities before City staff develops 
a preliminary budget recommendation.   The second public hearing will be held shortly 
after the preliminary budget’s initial presentation to the Council and third (final) public 
hearing will be prior to budget approval. 

 
3. Overhead and Full Cost Allocation:  Department budgets should be prepared in a manner 

to reflect the full cost of providing services.  
 

4. Examination of Existing Base Budget:  During each annual budget development process, 
the existing base budget will be thoroughly examined to assure removal or reduction of 
any services that could be eliminated or reduced in cost. 
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5. Services to Keep Pace with Needs of Community:   The City will strive to ensure that 

City service priorities keep pace with the dynamic needs of the community by 
incorporating a service needs review as part of the budget process. 
 

6. Maintenance of Quality Service Programs:   Quality service programs will be offered by 
the City of Liberty Lake.  If expenditure reductions are necessary, service elimination is 
preferable to poor or marginal quality programs. 
 

7. Maintenance of Existing Services Versus Additional or Enhanced Service Needs:  
Significant annual resource allocations needed to maintain existing service quality will 
compete directly with investment proposals during the budget evaluation process.  
Inflation adjustments will be provided for all operating budgets.  
 

8. Budget Monitoring:  Administrative Services will maintain a system for monitoring the 
City’s budget performance.  This system will provide the City Council with monthly and 
quarterly information in a timely manner on fund level resource collections and 
department level expenditures.   
 

9. Performance Budgeting:  Performance measures will be utilized and reported in 
department budgets.  The City will prepare trends, comparisons to other cities, and other 
financial management tools to monitor and improve service delivery in City programs.   
 

10. Program Budget Presentation Format:  The focus of the budget presentation is directed to 
displaying the City’s services plan in a Council and constituent-friendly format.  The 
Budget will be presented in a way that clearly communicates the budget to members of 
the public.   
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POLICY 1020 – Budget Adjustments and Transfers 
 
This policy applies to adjustments and budget transfers for current budget years.  This policy is 
approved by the Mayor and Council by motion. 
 
Amending the City budget occurs whenever the requested changes will cause the existing 
appropriation levels for the fund to change. This situation generally occurs when the City 
Council authorizes additional appropriation throughout the year. Budget amendments are 
completed through an ordinance that amends the original budget and states the sources of 
funding for the incremental appropriations. 

It is the policy of the City of Liberty Lake to bring to the attention of the City Council, as they 
become apparent, any and all expenditures that are deemed necessary but not included in the 
original budget. In those instances, City staff will inform the Council if the additional 
expenditures can be accomplished within the existing budgetary authority of the fund or if a 
budget amendment is necessary. 
 

1. Budget Adjustments Requiring City Council Approval by Ordinance Amending the 
Original Budget. 

A. An increase in expenditures through the realization of additional revenues 
or use of fund balance (RCW 35.33.121). 

B. To adjust budgets involving the increase/decrease of employee positions, 
salaries, or benefits. 

C. An increase or decrease of capital budget expenditures. 
 

2. Final Budget Adjustments at Year-end. 
 
Estimates of expenditures through the current year end are generally, made during the 
budget process to determine the carry over for the next year; however, the estimates need 
to be kept updated to determine if an amendment to the budget will be necessary. Budget 
amendments must be made no later than mid-December so that they may become 
effective on or before December 31st. 
 

3. Budget Transfers. 
 

Transfers between individual appropriations within any one fund may be made during the 
current fiscal year by order of the Mayor or designee.  Transfers may be made within the 
same fund regardless of the various offices, departments or divisions of the city which 
may be affected.  Budget transfers will be reviewed by the Finance Committee.   
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SECTION 1100 – ACCOUNTING AND FINANCIAL REPORTING POLICY 
 
POLICY – 1110 Accounting and Financial Reporting  
  
The City of Liberty Lake recognizes the need for ensuring accountability for the collection, 
management, and expenditure of all public funds under its jurisdiction. To this end, a basic City 
accounting system and policy has evolved with a number of critical objectives including:  
 

• Accountability for money and property under control of the City 
• Compliance with governing laws, ordinances, and procedures 
• Providing timely and accurate information on the financial status of the City 
• Maintaining financial systems to monitor expenditures, revenues, and performance of all 

municipal programs 
• Reporting and providing information to City officials, City Council, and taxpayers. 

 
To further these objectives, the following policies are adopted: 
 

1. The City of Liberty Lake will establish and maintain a high standard of accounting 
practices. The City uses the cash basis of accounting which is a departure from Generally 
Accepted Accounting Principles (GAAP).  
 

2. The City will maintain expenditure categories according to state statute and 
administrative regulation. The City will use the Budgeting, Accounting and Reporting 
System (BARS) prescribed by the State Auditor for its revenues and expenditure 
classification.  
 

3. A comprehensive accounting system will be maintained to provide all financial 
information necessary to effectively operate the City. 
 

4. The City will meet the financial reporting standards set by the Governmental Accounting 
Standards Board (GASB). 

 
5. Full disclosure will be provided in all City financial reports and bond representations.  

 
6. The Annual Financial Report will be prepared and submitted to the State Auditor’s Office 

no later than 150 days from the end of the preceding fiscal year. The Annual Financial 
Report will be prepared on the basis of accounting that demonstrates compliance with 
Washington State statutes and the BARS manual prescribed by the State Auditor, which 
is a comprehensive basis of accounting other than Generally Accepted Accounting 
Principles. The report will provide full disclosure of all financial activities and related 
matters. 

 
7. An annual audit will be performed by the State Auditor’s Office to include the issuance 

of a financial opinion. 
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8. Quarterly budget reports showing the current revenues and expenditures will be prepared 
and distributed to appropriate legislative, staff and management personnel in a timely 
manner made available for public inspection. 
 

9. Monthly financial updates will be presented to the City Council 
 
 
Section 1200 REVENUES & RECEIVABLES 
 
POLICY 1210 – General Revenue Policies 
 

1. The City will strive to maintain a diversified and stable revenue system to shelter it from 
short-run fluctuations in any one revenue source. The revenue mix should combine 
elastic and inelastic revenue sources to minimize the effect of an economic downturn. 

 
2. Because revenues, especially those of the General Fund, are sensitive to both local and 

regional economic activities, revenue estimates provided to the City Council shall be 
conservative. 

 
3. The City will estimate its annual revenues by an objective, analytical process using best 

practices as defined by the Government Finance Officers Association. 
 

4. Administrative Services will project revenues for the next four years and will update this 
projection annually. Administrative Services will annually review and make available to 
the City Council an analysis of each potential major revenue source. 

 
5. The City will charge user fees for various services when it is appropriate and permitted 

by law. Unless set by RCW, user fees and charges will be established and maintained at 
the discretion of the City Council. It is the policy of the City Council that fees will 
generally be set at a level related to the cost of providing the services. The City will 
review user fees at least every two years to adjust for the effects of inflation and other 
factors as appropriate. 
 

6. The City will set fees and user charges for each enterprise fund, such as the Golf Course, 
at a level that fully supports the total direct and indirect cost of the activity. The proposed 
rates shall also take into account debt service coverage commitments made by the City 
for the particular enterprise fund. 
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POLICY 1215 – Cash Receipting 
 
This policy applies to all cash collected.  “Cash” includes checks, money orders, currency, and 
coin. 
 

1. Cash Receipting Duties Will Be Adequately Segregated. 
Whenever possible, the person who collects cash, issues receipts, or performs the 
daily reconciliation of cash receipts should not be the same person who deposits cash, 
records cash in the departmental accounting records, or reconciles the monthly 
depository bank statement. 
 

2. All Cash Collected By Departments Will Be Appropriately Recorded. 
All cash collected at city departments will be recorded by cash register. 
 

3. Cash Collected Will Be Reconciled Daily To Tapes. 
The Finance Director or designee will reconcile cash collections daily with the cash 
register tapes.  Overages and shortages will be recorded in a separate account from 
other cash receipts.  BARS revenue source code 369.81 will be used to record the 
overages and shortages on the Cash Receipt Form. 

 
4. All Cash Receipts Will Be Deposited Intact Daily. 

Within 24 hours of receipt, all cash received will be deposited the City’s bank 
depository account.  (Exception:  If total accumulated receipts amounts to less than 
$200, whichever comes first.) 
 
All daily receipts should be deposited together in the order received.  All cash 
collected must be deposited.  Cash collected may not be used as petty cash for making 
minor purchases or issuing refunds. 

 
5. Cash Collections Will Be Adequately Safeguarded. 

All Cash Receipt Reports submitted with cash deposits and transmittals will be filled 
out to show proper distributions of cash received. 
 

A. All cash received by departments as revenue will be recorded using the 
appropriate BARS revenue source code number. 

B. All cashier overages and shortages will be recorded using the BARS revenue 
source code No. 369.81. 

C. Cash received by departments because of refunds from vendors will also be 
recorded in the accounting system. 

D. Refunds received during the same accounting period (fiscal year) in which the 
original expenditure was made will be recorded as a reduction of expenditure. 

 
6. Cash Refunds from Vendors. 

Cash refunds from vendors will be classified as payments received for returned 
goods; for services paid for, but not used; or for overpayments.  Payments received by 
any department as reimbursements for the sale of goods or services are not refunds 
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and should be recorded as revenue, not as a reduction of expenditures.  If the refund is 
received after the end of the accounting period in which the original expenditure was 
made, and the dollar amount of the refund is not material, BARS revenue source code 
369.90 will be credited for the amount of the refund. 
 
If the refund is received after the end of the accounting period in which the original 
expenditure was made, and the dollar amount of the refund is material, BARS 
revenue source code 388.80 will be credited for the amount of the refund. 
 
A refund will be considered material if the improper classification of it might distort 
the results of the fund’s financial operations or if it might improperly influence a 
decision of management; whether or not such a refund is material will be determined 
by the City Treasurer. 
 

7. Receipt of Cash For Refunds Will Be Properly Documented. 
Adequate documentation will be attached to Treasurer’s Cash Receipt Forms that 
record refunds.  Documentation must be in sufficient detail for the Treasurer to 
approve the Cash receipt distribution. The documentation required for the approval of 
the Cash Receipt distribution will be determined by the Treasurer.  

 
8. Accounts Receivable/Refund Approval. 

Any Treasurer’s Cash Receipt Form that records a payment on Accounts Receivable 
or the refunds must be approved by the City Treasurer. 

 
9. Depository Accounts Will Be Established By the Finance Director. 

New depository bank accounts will be established by the Finance Director. 
 
 9.   Internal Cash Drawer Audits 

      Cash drawer audits will be performed at random by the Finance Director’s 
      designee.  The audit will include, but not limited to: cash, checks, credit  
      cards, gift certificates.   
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POLICY 1220 – Departmental Refunds of Cash Receipts 
 
This policy applies to refunds made at the department level of receipts/revenues which have 
previously been deposited with the City Treasurer. 
 

1. Department Refunds Will Be Made Through The Voucher Process. 
Refunds of department revenues will be made by checks.  A payment voucher will be 
prepared and submitted to the City Treasurer. The revenue account to which the 
original receipt was credited, will be charged to reduce revenues by the amount of the 
refund.  Refunds of prior period revenues will be recorded in the current period unless 
material.  If the refund is material, contact the City Treasurer. 

 
2. Refunds Will Be Properly Approved and Documented. 

All refunds will be approved and certified by the department head or other person 
authorized to certify payment vouchers.  A copy of the original receipt for which the 
refunds is being made, along with an explanation of why the refund is necessary, will 
be attached to the payment voucher.  
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POLICY 1225 – Bank Returned (NSF) Checks 
 
This policy applies to all checks made payable to the City, which are returned by the bank.  The 
checks may be returned because of insufficient funds, closed account, invalid signature, stop 
payment, or any other condition making the check invalid.  They are often called NSF checks 
(non sufficient funds). 
 

1. City Will Not Accept Checks From Those Issuing Returned Checks. 
The City will accept only the following as payment for a bank returned check:  cash, 
money order, cashier’s or other bank check.  City departments will maintain lists of 
persons who have had checks returned by the bank.  No checks will be accepted from 
these customers for a period of one year from the date of the returned check.  
 

2. City Will Stop Service or Revoke License/Permit for Returned Checks. 
When a check issued in payment of goods or services is returned by the bank, it will 
be deemed that no payment has been received for the goods or services. 
 
When appropriate the service will be stopped, the license or permit revoked, the 
action voided, or other suitable action taken.  No new goods or services will be 
provided until payment is received for the prior goods or services.  The department 
will adequately document the action taken in their files and records. 

 
3. City Will Take Appropriate Legal Action On Returned Checks. 

Uncollected bank returned checks will be treated as delinquent accounts of the City.  
Interest or penalties will be charged as appropriate.  The accounts will be sent out for 
collection service.  Other legal action will be taken as appropriate.   
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POLICY 1230 – Departmental Billings and Payments 
 
This policy applies to intergovernmental or customer billings made by city departments for 
charges for services (excluding those of the public works department done by Accounting 
Services staff). 
 
The City maintains a cash basis accounting system which does not provide for formal double 
entry accounting for accounts receivable.  However it may become necessary that the City bill 
for various city services.  The following outlines procedures for maintaining a subsidiary 
receivable tracking system. 
 

1. Departments Will Prepare Invoices. 
The departments will prepare invoices for billing private customers and other 
governments.  City invoices must contain adequate billing and accounting information 
and be approved by the City Treasurer or Finance Director. 
 
All invoices issued will include a remittance copy of the invoice for transmittal with 
payment. 

 
2. Departments Will Send Billing Information To Administrative Services. 

A copy of the invoice or a summary of invoices sent will be transmitted to Administrative 
Services at least monthly. Minimum information to be transmitted will be invoice date, 
individual or organization billed, invoice number, amount and the seller’s revenue 
account distribution. Formats used for the summary of invoices shall be approved by the 
City Treasurer or Finance Director. 
 
When sending billing information to Administrative Services, the departments will 
segregate billings to private customers, other governments, and other funds.  Department 
records should be adequate to provide this segregation. 

 
3. Departments Will Maintain Subsidiary Accounts Receivable Ledgers 

The departments will maintain subsidiary ledgers recording all accounts receivable 
transactions.  The ledgers will contain, at a minimum, customer name, address, date, 
amount; and invoice number for billings; date, amount and cash receipt number for cash 
receipts; and outstanding account balance, if applicable.  Formats used for the subsidiary 
ledgers shall be approved by the City Treasurer or Finance Director. 

 
4. Accounts Receivable Control Accounts Will Be Maintained 

An accounts receivable control account will be maintained for all accounts receivable.  A 
control account summarizes the information contained in the subsidiary accounts.  It 
contains a total outstanding receivables balance which is updated periodically with batch 
receipts (daily, weekly, etc.) and batch billings. 
 
Departments maintaining an accounts receivable control account will reconcile to the 
subsidiary ledgers monthly.  The City Treasurer shall review departmental reconciliations 
quarterly. 
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5. Payments on Accounts Receivable Will Be Recorded on Cash Receipt Forms. 

When payments are received on accounts receivable the department will process the 
payment by recording the revenue on the receipt and closing the account receivable in the 
secondary ledger.  The receipt number will be noted in the receivable subsidiary ledger. 
 

6. New Accounts Will Be Properly Authorized And Documented. 
All new accounts will be properly authorized.  New accounts will be supported with the 
appropriate source documents; contracts, agreements, notes, court orders, citations, credit 
applications, etc. 

 
 
POLICY 1235 – Delinquent and Uncollectible Accounts Receivable 
 
This policy applies to all private customer or intergovernmental accounts receivable which are 
delinquent or uncollectible, except as noted below. 
 

1. City Will Age Accounts Receivable. 
Departments will age the individual accounts in the accounts receivable subsidiary 
ledger monthly.  The aged accounts will show accounts which are 30 days, 60 days, 
and 90 days overdue, at a minimum. 

 
2. City Will Send Past Due Notices For Overdue Accounts. 

Outstanding receivables will be reviewed on a regular basis for past due accounts.  
Past due notices will be sent out for all accounts that are 30 days in arrears. 
 
Past due notices for all customer accounts receivable will include a statement that the 
account will be referred to a collection agency if not paid in a timely manner. 

 
3. City Will Collect Interest and Penalties As Appropriate. 

Interest and penalties will be charged on all accounts as authorized by state statutes. 
 

4. Departments Will Not Provide Services To Delinquent Accounts. 
When applicable, a city department will no longer provide services to a private 
customer or other government when the individual or organization has a delinquent 
account balance, unless the service is required by some legal criteria. 
 

5. City Will Send Past Due Accounts Out For Collection. 
Departments will send delinquent private customer accounts to a collection agency in 
accordance with City contract(s) for collection services.  The accounts will be sent no 
later than 120 days after they become delinquent.  Any exceptions must be authorized 
by the City Treasurer.  The customer must have had 30 days notice prior to sending 
the account to the collection agency. 

  
6. Council Will Approve Write-offs of Uncollectible Accounts. 
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All write-offs of uncollectible accounts will be authorized by council resolution.  The 
City Treasurer will prepare a resolution annually, detailing the uncollectible accounts. 

 
 
POLICY 1240 - Cash Management and Investment Policies 
 
Careful financial control of the City’s daily operations is an important part of the City’s overall 
fiscal management program. Achieving adequate cash management and investment control 
requires sound financial planning to ensure that sufficient revenues are available to meet the 
current expenditures of any one operating period. Once steps are taken to ensure that the City 
maintains a protected cash position in its daily operations, it is to the municipality’s advantage to 
prudently invest idle funds until such time as they are required to make expenditures. 
 

• The City’s idle cash will be invested on a continuous basis in accordance with the City’s 
adopted investment policies (see Resolution 02-046 defining the City’s formal investment 
policy). 
 

• The City will invest all funds (in excess of current requirements) based upon the 
following order of priority: 1) Safety; 2) Liquidity; and 3) Return on Investment.  
 

• The City will review investments on a monthly basis. 
 

• Investments shall not be made for the purposes of speculation. 
 

• The City is prohibited from investing in derivative financial instruments. 
 
All investments of the City of Liberty Lake must be made in compliance with Federal and State 
law and in accordance with applicable legal interpretations. Funds of the City will be invested in 
accordance with the current version of the Revised Code of Washington (RCW), the BARS 
manual, these policies and written administrative procedures. The City of Liberty Lake is 
empowered to invest in certain types of securities as detailed in RCW 35A.40.050 and RCW 
35.39.030. Among the authorized investments are: 
 

1.   Non-negotiable certificates of deposit and other collateralized evidence of deposits with 
qualified public depositories. 

2.   United States bonds and certificates of indebtedness. 
3.   Bonds or warrants of the State of Washington. 
4.   State of Washington Local Government Investment Pool. 
5.   Its own bonds or warrants of a local improvement district which are with the protection 

of the local improvement guaranty fund law. 

• Proper security measures will be taken to safeguard investments. The City’s designated 
banking institution will provide adequate collateral to insure City funds. 
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• The City will maintain written guidelines on cash handling, accounting, segregation of 
duties, and other financial matters. 

• Monthly reports will be prepared and distributed to all departments and the City Council 
showing cash position and year to date budgeted and actual expenditures. 

• The City will conduct annual reviews of its internal controls and cash handling 
procedures. 

• Internal controls will be tested on a quarterly basis at a minimum. 
 

• It is the policy of the City to diversify the investment portfolio to the extent necessary to 
maximize the return on investment while minimizing the risk of loss and to retain 
sufficient liquidity to meet cash flow obligations.  

 
• To the extent possible, the City will attempt to match its investments with anticipated 

cash flow requirements. Unless matched to a specific cash flow, the City will not directly 
invest in securities maturing more than four years from the date of purchase.   

 
• An analysis of the City’s cash position will be prepared at regular intervals throughout 

the fiscal year. 
 

• Administrative Services will routinely monitor the contents of the portfolio, the available 
markets, and the relative values of competing instruments. Securities will be bought and 
sold to obtain market yield through both transaction gains and interest earnings when the 
option is available.  

 
• The City Treasurer is the Investment Officer of the city and is authorized to invest city 

funds in accordance with Resolution No. 02-046. The City Treasurer may buy and sell 
investments between funds to meet monthly cash flow requirements. Earned interest on 
investments shall be credited to the fund holding ownership of the investment at the time 
the interest is earned. 

 
• The City Treasurer shall submit a monthly report of investment holdings to the Mayor 

and the Finance Committee. The City Council will be provided with quarterly reports on 
the City’s investment strategy and performance. 

 
• Sufficient cash shall be maintained to provide adequate funds for current operating 

expenditures.  
 

• The City of Liberty Lake will select its official banking institution through a formal 
bidding process in order to provide the City with the most comprehensive, flexible, and 
cost-effective banking services available. 
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SECTION 1300 – EXPENDITURES AND PAYABLES 
 
POLICY 1310 – General Expenditure Policies 
 
Identify priority services, establish appropriate service levels, and administer the expenditure of 
available resources to assure fiscal stability and the effective and efficient delivery of services. 
 

1. Expenditures approved by the City Council define the City’s spending limits for the 
upcoming fiscal year. The City will maintain an operating philosophy of cost control and 
responsible financial management.  
 

2. Budgeted annual expenditures will be maintained within the limitations of annual 
revenues. 
 

3. The City will maintain expenditure categories according to state statute and 
administrative regulation. 
 

4. Services will parallel and adjust to the City’s inelastic revenue sources in order to 
maintain the highest level of service. During periods of economic upturn, long-term 
expansion of core services will be limited to the anticipated increase of those sources. 
 

5. The City will take immediate corrective actions if at any time during the fiscal year 
expenditure and revenue re-estimates are such that an operating deficit is projected at 
year-end. Corrective actions can include a hiring freeze, expenditure reductions, or fee 
increases. The City Council may approve a short-term interfund loan or use of one-time 
revenue sources to address temporary gaps in cash flow, although this will be avoided if 
possible. 
 

6. Long-term debt or bond financing shall not be used to finance current operating 
expenditures. 
 

7. Emphasis will be placed on improving individual and work group productivity rather than 
adding to the work force. The City will invest in technology and other efficiency tools to 
maximize productivity. The City will hire additional staff only after the need for such 
positions has been demonstrated and documented. 
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8. All compensation planning and collective bargaining will focus on the total cost of 

compensation which includes direct salary, health care benefits, retirement contributions, 
and other benefits which are a cost to the City. 
 

9. Periodic comparisons of service delivery will be made to ensure that quality services are 
provided to the citizens of Liberty Lake at the most competitive and economical cost. 
Privatization and contracting with other governmental agencies will be evaluated as 
alternatives to service delivery where appropriate. After consultation with City Council, 
programs that are determined to be inefficient and/or ineffective by the Mayor may be 
reduced in scope or eliminated. 

 
POLICY 1315 – PROCEDURE FOR TRAVEL AUTHORIZATION AND 
REIMBURSEMENT  

 
This policy applies to establishing a procedure related to obtaining travel authorization, eligible 
expenditures, and reimbursing employees for expenses incurred in conduct of business of the 
City.  
 

1. Reimbursement of Travel Expenses Incurred in the Course of City Business. 
It is the policy of the City of Liberty Lake to reimburse City elected and appointed 
officials, employees, and members of boards and commissions for their reasonable 
expenses actually incurred in the conduct of their business for the City.  
Reimbursement for such necessary and reasonable expenses will be made subject to 
the rules herein by application and compliance with this policy and with Chapter 
42.24, Revised Code of Washington.  Such expenditures will be commensurate with 
the employee’s normal standard of living, but it is assumed and expected that 
expenses will be consistent with the best interests of the City and its desire to 
minimize travel costs. 
 
Any normal travel time in excess of one day each way, which is brought about by the 
employee’s choice of transportation, will be charged to the employee as vacation 
time.  Paid time for travel shall be clearly resolved in accordance with FLSA 
guidelines in advance of authorizing travel. 
 
City charge cards may be issued to elected officials and staff who will travel outside 
the City on City business. Elected officials and staff using a City issued credit card 
for travel expenses shall not purchase food, gas or other sundries for other persons, 
employees, or officials, except that if a meal is purchased by a user of a City credit 
card on behalf of other persons, the person purchasing the meal shall note on the 
receipt the persons in attendance. Elected officials and staff who use their personal 
automobile while on official travel shall not use a City credit card for gasoline. When 
renting an automobile while on official city travel, the City credit card may be used 
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for rental and gasoline/oil expenses. The cards are kept at City Hall or with the 
Department Head and must be signed out prior to departure and signed back in upon 
return. 

2. Authorization Procedure 
 
2.1 Authorization to Travel - Travel by city employees, Mayor, City Council, and 

board and commission members shall be specifically provided for in an approved 
budget and as provided below: 
 
2.1.1 Specific trip authorization shall be approved on Travel Authorization as 

provided in Section 2.5. 
2.1.2 Council Members  - Travel and attendance is authorized for Council 

workshops and all annual committee workshops or task force meetings 
scheduled by the Association of Washington Cities, National League of 
Cities, or special events that may require Council attendance. 

2.1.3 Board and commission members – Workshops, seminars, and conferences 
are normally included in budget requests. 

2.1.4 Unanticipated or special travel may be approved provided such approval is 
received as noted on the Travel Request and Authorization Form. 

2.1.5 All Travel Request and Authorization forms shall be submitted to the City 
Treasurer to be made available for review upon request. 

 
      2.2 Eligible Expenditures   

Generally, eligible expenditures include travel and living costs incurred by the 
employee while away from the City and expenses incurred within the City 
necessitated by City business.  In the Spokane County area, necessary expenses 
will be reimbursed only for an employee representing the City in his/her official 
capacity and in the discharge of his/her duties.  Such in-City expenses should be 
authorized as provided for in Section 2.5 below. 

 
2.2.1. Registration – Actual cost of registration of any employee at a meeting, 

conference, or convention for which he/she has received approval.  
Registration should be prepaid.  The City Treasurer is to be contacted in 
sufficient time to process the registration with regular accounts payable 
procedures.  If it is not possible to prepay registration fees, receipts must 
be submitted for reimbursement, or accompany the credit card billing 
statement. 

2.2.2 Transportation – Actual costs for bus travel, train travel, taxi, tolls, car 
rentals, parking fees and air travel are eligible, provided all air travel shall 
be by coach class, unless, only higher cost accommodations are available.  
Payment for air travel shall be at actual cost from Spokane International 
Airport to destination and return. 

 
 Employees using a personally owned auto to travel out of town on City 

business will be reimbursed at the Internal Revenue Service rate and 
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provided payment will not exceed coach class airfare to and from the same 
destination. 

 
2.2.3. Lodging – Actual cost of hotel or motel accommodations is eligible.  If a 

member or guest accompanies the employee, the employee shall pay for 
the amount over that of a single accommodation.  The single 
accommodation rate must be noted on the hotel/motel bill submitted. 

 
2.2.4. Meals – An individual shall be deemed on travel status where the travel 

includes reimbursable lodging. 
 
 Expenses for meals, where City business is conducted and that could 

reasonably occur during non-meal periods, are not eligible for 
reimbursement. 

 
 Meals for City Council, boards, commissions, and staff conducting formal 

City business during meal times are specifically authorized. 
 
 Non-travel status travel expense need not be pre-approved prior to being 

incurred unless the individual who would normally approve such 
expenditures after the fact has set a policy that requires such pre-approval.  
Where pre-approval has not been required and the person proposing to 
incur the expense has any question about the legitimacy of the expense, 
pre-approval should be obtained.  Individuals who incur non-travel status 
travel expense or authorization of the charge on a City credit card is not 
approved, the expense will be the individual’s personal obligation.   Travel 
expense incurred while on travel status requires the pre-approval as set 
forth in Section 2.5.  The act of obtaining a City credit card does not 
indicate pre-approval of expenses. 

 
 Eligible meal expense when not on travel status requires submission of the 

restaurant receipt (not the receipt which can be filled out by the individual) 
and shall be reimbursed or charged on city credit card approved at actual 
cost. 

 
 Individuals may be reimbursed for single non-travel status meal expense 

from the petty cash fund, provided proper documentation and approval is 
submitted. 

 
 Except for lodging where individuals share the same room and 

transportation conveyance (cab, rental car, etc.) each individual seeking 
reimbursement must incur his/her own expense and seek individual 
reimbursement.  The only exceptions are group meals arranged for 
working sessions or banquets arranged by a department. 
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 Individuals on travel status shall be reimbursed for meal expense using per 
diem rates. Meal and incidental expense (M&IE) per diem will be applied 
using IRS guidelines.  M&IE per diem will be reduced by the amount of 
any meal not related to the travel and the amount of any meal provided as 
part of the conference or training.  Incidental expenses can be pro-rated 
based upon the number of reimbursed meals. 

 
 
 
2.2.5. Laundry and Valet Services – Actual cost of laundry and/or valet service 

are allowable expenses when employees are required to be away from the 
City for more than six days at one time or the conditions under which they 
are required to work while away from the City create a more than normal 
need for such services. 

 
2.2.6. Telephone – Charges for telephone are eligible for reimbursement if City 

business requires such communication.  Employees staying outside of 
Spokane County on business are allowed one personal call per day at City 
expense.  Such calls shall not exceed 10 minutes in duration.  Any 
personal calls in excess of one per day are to be paid by the employee. 

 
  2.3 Ineligible Expenses – None of the following expenses shall be paid by the City:  

travel paid for by any other organization, alcoholic beverages, valet services 
(except as noted above), meals or lodging accommodations for family or guests, 
tour bus fees for sightseeing tours, mileage if traveling as a passenger in a 
privately owned car, trip insurance, hosting, or any other personal expenditures 
for entertainment or other purposes. 

 
2.4 Documentation of Expenses – All actual expenses shall be submitted to the City 

Treasurer for reimbursement on the Travel Authorization form with their 
Department Head’s signature.  In the case of lodging expense, a detailed 
statement of charges must be submitted.  Each employee is expected to submit 
his/her own travel expense voucher reflecting reimbursable expenses actually 
incurred. 

 
If lodging accommodations are shared between two or more employees, the 
lodging portion of the billing for all such employees may be submitted by the 
employee paying the bill. 
 
Claim of any charge which could reasonably raise a question should be 
accompanied with an explanation of such charge. 
 

2.5 Approvals – Travel and expense reimbursement or credit card payment 
authorization under this policy must be signed, approved and filed with the City 
Treasurer..  Travel requests should be preapproved for any travel expenses that 
are anticipated to be $500 or over.  Normally, claims for reimbursement and 
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credit card charge receipts are to be submitted no later than 5 days after the return 
from travel.  Ongoing approval responsibility for specific travel, reimbursement 
for expenditures and credit card charges shall be made, pursuant to normal 
purchase order duly verified by the claimant, and submitted for final approval as 
noted below: 
 
A. If Council or other commissions or boards – approval will be made by the 

Mayor. 
B. If the Mayor – approval will be made by the Mayor Pro Tem. 
C. If the Mayor’s Designee– by the Mayor, or if the Mayor is not available, the 

Mayor Pro-Tem. 
D. If the City Attorney – by the Mayor or Mayor’s Designee. 
E. If the Department Director – approval by the Mayor’s Designee. 
F. If other employees – by the direct supervisor and/or department director. 

 

POLICY 1320 – Credit Card Policy (Ordinance No. 84-A) 
 
Delegation of Authority 
 
The Mayor or designee is authorized to obtain City credit cards for the use of travel; procurement 
purchases (i.e. office supplies, library material, and other items). 
 
Employee and Elected Official Eligibility 
 
Credit cards will be issued to authorized City employees and elected officials. Department Heads 
are responsible for authorizing an employee to use a credit card. 
 
If the employee’s name appears on the card, only that employee may use the card as prescribed 
above. 
 
Department Head Procedures 
 
Department Heads may issue a non-individualized “department” card to eligible employees for 
use as described in section three. Department Heads are responsible for the issuance of each card 
and must keep a written log to ensure cards are checked in and out properly. 
 
Department Heads are responsible for the monthly statements including reconciliation and the 
issuance of purchase orders as prescribed in the City’s purchasing policy procedures. Statements 
must be returned to Administrative Services before the billing statement due date to allow for 
processing and Council approval. 
 
Purchasing Card Use 
 
The maximum monthly limit per card and the City’s aggregate monthly limit will be established 
by the banking institution. A Department Head may establish lower limits for department 
employees.  
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Use of the Credit Card does not relieve the employee/cardholder from complying with city and 
departmental policies and procedures. The Credit Card is not intended to replace effective 
procurement planning which can result in quantity discounts, reduced number of trips, and more 
efficient use of City resources. 
 
All employees are encouraged to use the invoicing and vouchering process when procuring 
goods or services from a vendor. The Credit Card shall be used on a limited basis if there is a 
cost savings to the City or use of the Credit Card is the only means available to purchase a 
product or service. 
 
Resolution of any merchandise returns and billing errors are the Cardholder and/or Department 
Head’s responsibility. All verifiable charges must be paid upon invoicing. 
 
The Cardholder will be responsible to report a lost or stolen card by contacting Administrative 
Services immediately. Administrative Services will confirm the loss in writing to the bank.  
 
The following conditions must be met when using the Credit Card: 
 
Each single purchase may be comprised of multiple items, but the total amount must not exceed 
the transaction limit. When a purchase exceeds the $500 transaction limit, the normal procedure 
of using purchase orders must be followed. Purchases must not be split to circumvent the 
transaction limit. The least expensive item that meets the needs of the department should be 
sought. 
 
Cardholders must follow their department’s administrative control of funds procedures to ensure 
that sufficient budgeted funds are available for the purchase. 
 
The cardholder must obtain an itemized receipt from the vendor and submit the receipt to their 
Department Head for processing. 
 
Card Restrictions 
 
The following list covers purchases for which the Credit Cards are specifically prohibited: 
 

• Cash advances or cash refunds; 
• Personal use of any kind or any non-city purpose; 
• Tuition and/or other reimbursable personal expenses; 
• Gas for personal vehicle; (if using personal vehicle, mileage must be claimed and 

processed on a City Travel Voucher); 
• Personal cellular phone bills; 
• Capital expenditures (unless approved by a Department Head); 
• Any work considered to be Public Works; 
• Goods or services on City contracts; unless payment by credit card was specifically 

contracted. 
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Misuse of the Credit Card 
 
If for any reason disallowed charges are not repaid by the cardholder before the card billing is 
due and payable, the city shall retain a prior lien against and a right to withhold any and all funds 
payable to the employee up to an amount of the disallowed charges and interest at the same rate 
as charged by the purchasing card holder. Consequences for misuse of the Purchasing Card can 
include: 
 

• Permanent revocation of Credit Card privileges; 
• Assignment of wages for repayment of discrepancies; 
• Notification to the Finance Director and the Internal Auditor to investigate the matter 

further; and  
• Disciplinary action. 

 
Credit Card Cancellation 
 
The Credit Card may be cancelled for any of the following reasons: 
 

• The card is lost or stolen; 
• If the card is used in a manner which is inconsistent with City Policy; 
• The employee retires, resigns or is otherwise terminated from city employment; 
• The authorizing Department Head requests cancellation for any reason; 
• The Mayor or designee requests cancellation.  

 
Administration 
 
The Credit Card policy is administered by the Administrative Services Department. The Mayor 
and City Council are responsible for ensuring that all policies and procedures are followed. 
  
POLICY 1330 – Cellular Telephones 
 
This policy applies to Cellular Telephones. 
 
 1. Director’s are responsible: 

Directors are responsible for the authorization and cost of all cellular telephones 
and other wireless devices issues to employees within their departments.  
Directors are also responsible for the administration of the City stipend for 
personal cellular telephone usage.   

 
 2. City Issuance of Cellular Telephone: 

The City may supply a cellular telephone when such loan or issuance is a benefit 
to the City and will not be construed as a privilege or benefit.  Use of a City 
cellular telephone may be of convenience to the employee or elected official, but 
convenience alone will not determine usage. 
 



 
Page 27 

Additionally, employees or elected officials from time to time, or on a regular 
basis, may be provided a city-owned cellular telephone for the use while on the 
job. 
 
Cellular telephones issued to an employee or elected official will remain the 
property of the City.   Should such property become damaged lost or stolen due 
to the negligence of the employee or elected official, such property will be 
replaced or repaired at the employee or elected official’s own expense.  
Obligation to replace or repair will not include “normal wear and tear”. 
 
The Director will monitor on a monthly basis, City issued cellular telephone 
bills.    
 
Cellular  telephones  will  not  be  used  when  more  cost  effective means of 
communication are readily available (i.e. two-way radio or land line 
telephones).   In an emergency, or if safety is a consideration, this provision does 
not apply. 
 
Prohibited Use: 
The following uses of the City telephones (including voice mail) 
are strictly prohibited: 
1. Using the phone system to pursue outside business ventures or political 

or religious causes. 
2. Sending offensive or improper voice mail message, including those 

of a racial or sexual nature. 
3. Using the phone system in a frivolous nature, such as for practical 

jokes. 
 
 
 

 
 3. City Stipend Program for use of Personal Cellular Phone: 

On behalf of the City, if a Director determines that an employee needs to carry a 
cellular telephone for City business the employee may, upon approval of the City 
Administrator, be eligible  to  receive  a  monthly  stipend  for  use  of  their  
personal cellular telephone.  The personal cellular telephone would replace the 
need to carry a city-owned cellular telephone.  The following is required to 
receive a City stipend for use of a personal cellular telephone: 
 
1. An employee must agree in writing (City’s Stipend Agreement) to have his or 

her personal cellular telephone accessible and available at all times during 
City business hours or while on call or standby or other times that an 
employee may be required to be available for City business. 
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The City Administrator shall have the sole discretion to determine what 
department employees are eligible to receive a stipend for use of a personal 
cellular telephone. 
 
The monthly stipend is paid through the payroll system, and the amount of the 
monthly stipend is based on one of the two plan options as determined appropriate 
by the City Administrator: 
  

A.  Phone & Data        $50.00 / month 
B.  Phone or Data Plan Only    $25.00 / month 

 

Policy 1335 -MONTHLY VEHICLE ALLOWANCE POLICY 

The City provides a monthly vehicle allowance for the Mayor.   

In consideration for the use of a personal vehicle, the City will provide a monthly vehicle allowance of 
$140.00. The $140.00 is based on historical mileage and parking expenses within Spokane County. This 
monthly vehicle allowance is provided in lieu of a reimbursement for expenses incurred or expected to 
be incurred for using a personal vehicle for City business related travel, including insurance and 
deductibles in the case of an accident.  A Mayor that receives a monthly vehicle allowance will not be 
provided with a City vehicle or mileage reimbursement. 

The monthly vehicle allowance may be reviewed by the City Council and the Mayor shall be notified at 
least sixty (60) days in advance of any changes to the policy or monthly vehicle allowance amount. The 
City Council reserves the right to make changes to this policy at any time it deems reasonable, including 
the monthly vehicle allowance amount.   

The monthly vehicle allowance paid will be prorated as appropriate. The monthly vehicle allowance will 
be paid through the City’s payroll system.   

Personal cellphones or other electronic devices may not be used while driving any vehicle related to City 
business or travel, unless utilizing a hands-free device.  The Mayor is required to maintain 1) a valid 
driver’s license to operate a motor vehicle, and 2) personal vehicle insurance, which must be in force 
and effective at all times while utilizing said personal vehicle for City business related travel.  The 
personal vehicle used for City business related travel must be maintained in a safe working condition, 
have a current license registration, and meet all vehicle requirements for the State of Washington.  

This policy does not apply to any travel outside of Spokane County and any travel outside of Spokane 
County will follow the City Travel Policy 1315. 

Policy  1340 Employee Recognition Program 

Purpose:  To provide recognition for exceptional employee performance and/or actions which 
represent a significant contribution to the City. 
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Policy:  Exceptional work performance and/or service to the community serves as a role model 
for other employees and often leads to improved morale and productivity among others in a work 
unit.  This in turn contributes to the overall success of the City in meeting the community’s goals 
and objectives.  The Mayor, City Council, and Department Managers appreciate and recognize 
the value of exceptional employee performance that contributes to improved service, quality, 
productivity, and/or actions that are beneficial to the community.  This program is established to 
provide a process for such employee recognition. 

At the discretion of the Mayor, employee recognition may include the presentation of an award 
based on the value of the performance. The value of all awards may not exceed $400 in a 
calendar year.   

The Mayor shall also encourage department directors to use a number of awards valued at under 
$50 to routinely recognize employees’ excellence in the performance of day-to-day duties.  The 
value of all awards may not exceed $200 in a calendar year.   

Procedures:  Informal employee recognition may take many forms, such as an in-person or 
written “thank you”, a commendation to the employee’s personnel file, assignment to a special 
project allowing an employee to present his/her work to others, recognizing the employee’s work 
at a staff meeting, additional training or professional development or other similar forms of 
recognition.  While Department Managers and supervisors frequently acknowledge and 
commend employees for good performance, and may with approval of the Mayor or his/her 
designee establish a written departmental employee award program, the following formal 
recognition programs will additionally be made for exceptional work performance and /or 
service to the community.  

Liberty Lake Public Service Awards:  Employees achieving twenty-five (25) years, twenty 
(20) years, fifteen (15) years, ten (10) years, and five (5) years of service with the City shall be 
honored and recognized by their Department Manager at a City Council Meeting.   

Liberty Lake Police Safety Achievement Awards: Recognizing achievements in Public Safety 
throughout the year.   

Are Awards Taxable:  As a general rule awards are taxable wages to the employee, however 
there are exceptions.  Awards are not taxable wages to the employee if they meet the following 
criteria:   

- Be given for length of service or safety achievement 
- Be tangible personal property, other than cash, gift certificates or equivalent items. 
- Be given under conditions and circumstances that do not create a significant 

likelihood of the payment of disguised compensation 
- Be given as part of a meaningful presentation 
- Be no more than the specified dollar limits  ($400) 
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SECTION 1400 – INTERFUND TRANSACTIONS 
 
POLICY – 1410 INTERFUND LOAN TRANSACTIONS 
 
This policy applies to all loans made between two city funds.  Interfund loans are temporary 
borrowings of cash or other assets. 
 

1. The City Council Will Authorize Interfund Loans. 
The Council will approve all interfund loan transactions by ordinance.  The ordinance 
will provide for the term of the loan as well as setting a reasonable rate of interest to 
be paid to the lending fund. 

2. Interest Will Be Paid On Interfund Loans. 
The lending fund will charge the borrowing fund a reasonable rate of interest, based 
on the external rate available to the City.  Interest is not required in the following 
circumstances, though may be charged: 

 
A. The borrowing fund has no independent source of revenue other than the lending 

fund. 
B. The borrowing fund is normally funded by the lending fund. 
C. The lending fund is the General Fund, which, being unrestricted, can loan interest 

fee, except to a proprietary fund. 
 

3. Loans May Be Made Only To Solvent Funds. 
The borrowing fund must anticipate sufficient revenues to be in a position over the 
period of the loan to make the specified principal and interest payments as required in 
the authorizing ordinance. 

 
4. Loans Must Be Of A Temporary Nature. 

The term of the loan will be for a period not in excess of three years.  No permanent 
diversion of the lending fund shall result from the failure of the borrowing fund to 
repay the loan. 

 
5. Interfund Loans Will Be Properly Accounted For. 

All inter-fund loans and repayments will be promptly recorded in the City’s 
accounting system.  Interfund loans receivable and interfund loans payable will be 
disclosed in the financial notes.  Interfund loans will be recorded as Non-revenues 
(380) and Non-expenditures (580). 
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POLICY 1415 – TRANSFERS OF PROPERTY BETWEEN FUNDS 
 
RCW 43.09.210 requires that, when property is transferred between funds of the same 
municipality, it should be paid for at its full value by the fund which receives it.  The following 
rules are intended to clarify the application of this statute. 
 

1. Transfer of Assets Between Governmental Funds. 
The transfer of capital assets between two governmental funds of the same entity 
should be accounted for merely as a change of location and/or custodian because the 
assets are not owned by the particular funds.  Such transfers are not subject to 
budgetary control, but the assets should be declared surplus (see Policy 2110) to the 
needs of the relinquishing fund and the transfer approved by the Mayor’s Designee. 

 
2. Transfer of Capital Assets to an Enterprise Fund. 

The transfer of capital assets to an enterprise fund should be budgeted and accounted 
for as a sale and purchase of property.  Proceeds of such sale should be deposited to 
the fund which originally paid for the item or to the general fund at the discretion of 
legislative body. 
 
The transfer of capital assets to an internal service fund must be approved by the 
entity’s legislative body. 

 
SECTION 1500 – DEBT MANAGEMENT 
 
Policy 1510 – Debt Management 
 
The amount of debt issued by the City is an important factor in measuring its financial 
performance and condition. Proper use and management of borrowing can yield significant 
advantages.  

The basic objectives of the City’s debt management policies are to: 

1. Achieve the lowest possible cost of borrowing. 

2. Ensure access to capital markets to adequately provide the long-term financial needs of 
the City. 

3. Be received by the markets as a strong and sound credit which has fully demonstrated its 
commitment to meet all obligations in a timely fashion. 

4. Monitor and control capital spending in such a way that capital market entry can be 
planned. 

5. Maintain a level and structure of outstanding indebtedness that does not lead to erratic 
and excessive debt service requirements, thereby avoiding unnecessary strain on the 
operating budgets. 
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6. To smooth the use of debt so that debt service payments will be predictable and a 
manageable part of the operating budget. 

7. Provide for the distribution of pertinent information to rating agencies. 

8. Apply and promote prudent fiscal practices. 

The following debt guidelines are established to provide needed capital equipment and 
infrastructure improvements while minimizing the impact of debt payments on current revenues: 

1. City Council approval is required prior to the issuance of debt. 

2. The City will use the services of certified and credible legal counsel and underwriting 
firms in the preparation of all long-term debt representations. 

3. The term of the debt shall never extend beyond the useful life of the improvements to be 
financed. 

4. The City will use the most prudent methods of acquiring capital outlay items, including 
the use of lease-purchase agreements. In no case will the City lease-purchase equipment 
whose useful life is less than the term of the lease. 

5. The City will not use long-term debt to pay for current operations. The use of bonds or 
certificates of participation will only be considered for significant capital and 
infrastructure improvements. 

6. Long-term borrowing will only be used for capital improvements that cannot be financed 
from current revenues. 

7.  Interest earnings on bond proceeds will be limited to 1) funding the improvements 
specified in the authorizing bond ordinance, or 2) payment of debt service on the bonds. 

8. The City will maintain its bond rating at the highest level fiscally prudent, so that future 
borrowing costs are minimized and access to the credit market is preserved.  The City 
will encourage and maintain good relations with financial bond rating agencies and will 
follow a policy of full and open disclosure. 

9. The City shall use refunding bonds in accordance with the Refunding Bond Act, RCW 
39.53.  Unless otherwise justified, the City will refinance debt to achieve true savings as 
market opportunities arise. Refunding debt shall never be used for the purpose of 
avoiding debt service obligations. A target 4% cost savings (discounted to its present 
value) over the remainder of the debt must be demonstrated for any “advance refunding”, 
unless otherwise justified.   

10. Short-term borrowing will only be used to meet the immediate financing needs of a 
project for which long-term financing has been secured but not yet received. 

http://app.leg.wa.gov/RCW/default.aspx?cite=39.53
http://app.leg.wa.gov/RCW/default.aspx?cite=39.53
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11. The City will comply with all statutory debt limitations imposed by the Revised Code of 
Washington (RCW). The City of Liberty Lake debt will not exceed an aggregated total of 
7.5% of the assessed valuation of the taxable property with the City. Compliance with 
state law and this policy shall be documented each year in the City’s Annual Report. 

The following individual percentages (as defined in state law) shall not be exceeded in 
any specific debt category: 

General Debt      2.5% of assessed valuation 
Utility Debt      2.5% of assessed valuation 
Open Space and Park Facilities   2.5% of assessed valuation 

Debt Policies 
Establish guidelines for debt financing that will provide needed capital equipment and 
infrastructure improvements while minimizing the impact of debt payments on current 
revenues. 

 

Purpose and Overview 

The Debt Policy for the City is established to help ensure that all debt is issued both prudently 
and cost effectively.  The Debt Policy sets forth comprehensive guidelines for the issuance and 
management of all financings of the City.  Adherence to the policy is essential to ensure that the 
City maintains a sound debt position and protects the credit quality of its obligations. 

 

Capital Planning: 

The City shall integrate its debt issuance with its Capital Improvement Program (CIP) spending 
to ensure that planned financing conforms to policy targets regarding the level and composition 
of outstanding debt.  This planning considers the long-term horizon, paying particular attention 
to financing priorities, capital outlays and competing projects.    Long term borrowing shall be 
confined to the acquisition and/or construction of capital improvements and shall not be used to 
fund operating or maintenance costs.   For all capital projects under consideration, the City shall 
set aside sufficient revenue from operations to fund ongoing normal maintenance needs and to 
provide reserves for periodic replacement and renewal. The issuance of debt to fund operating 
deficits is not permitted. 

 

Legal Governing Principles 

In the issuance and management of debt, the City shall comply with the state constitution and 
with all other legal requirements imposed by federal, state, and local rules and regulations, as 
applicable. 
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1. State Statutes – The City may contract indebtedness as provided for by State law, subject 
to the statutory and constitutional limitations on indebtedness.   

2. Federal Rules and Regulations – The City shall issue and manage debt in accordance 
with the limitations and constraints imposed by federal rules and regulations including the 
Internal Revenue Code of 1986, as amended; the Treasury Department regulations there 
under; and the Securities Acts of 1933 and 1934. 

3. Local Rules and Regulations – The City shall issue and manage debt in accordance with 
the limitations and constraints imposed by local rules, policies, and regulations. 

Roles & Responsibilities 

The City Council shall: 

o Approve indebtedness; 
o Approve appointment of the bond underwriter and bond counsel; 
o Approve the Financial Policy, including the section on the Debt Policy; 
o Approve budgets sufficient to provide for the timely payment of principal and interest on 

all debt; and 
The Finance Director in consultation with the City staff members such as Administrator, Finance 
Committee, the Mayor and full Council shall:  

 

1. Assume primary responsibility for debt management 
2. Provide for the issuance of debt at the lowest possible cost and risk; 
3. Determine the available debt capacity; 
4. Provide for the issuance of debt at appropriate intervals and in reasonable amounts as 

required to fund approved capital expenditures; 
5. Recommend to the City Council the manner of sale of debt; 
6. Monitor opportunities to refund debt and recommend such refunding as appropriate. 
7. Comply with all Internal Revenue Service (IRS), Securities and Exchange (SEC), and 

Municipal Securities Rulemaking Board (MSRB) rules and regulations governing the 
issuance of debt. 

8. Provide for the timely payment of principal and interest on all debt and ensure that the 
fiscal agent receives funds for payment of debt service on or before the payment date; 

9. Provide for and participate in the preparation and review of offering documents; 
10. Comply with all terms, conditions and disclosure required by the legal documents 

governing the debt issued; 
11. Submit to the City Council all recommendations to issue debt; 
12. Provide for the distribution of pertinent information to rating agencies;  
13. Comply with undertakings for ongoing disclosure pursuant to SEC Rule 15c2- 

http://www.irs.gov/taxpros/article/0%2C%2Cid%3D98137%2C00.html
http://www.sec.gov/about/laws/sa33.pdf
http://www.irs.gov/
http://www.sec.gov/
http://www.msrb.org/
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14. Apply and promote prudent fiscal practices. 
 

Ethical Standards Governing Conduct 

The members of the City staff will adhere to the standards of conduct as stipulated by the Public 
Disclosure Act, RCW 42.17 and Ethics in Public Service, RCW 42.52. 

 

Types of Debt Instruments: 

The City may utilize several types of municipal debt obligations to finance long-term capital 
projects.  Subject to the approval of City Council, the City is authorized to sell: 

1. Unlimited Tax General Obligation Bonds – The City shall use Unlimited Tax General 
Obligation Bonds (UTGO), also known as “Voted General Obligation Bonds” for the 
purpose of general purpose, open space and parks, and utility infrastructure. Voted issues 
are limited to capital purposes only. 
Every project proposed for financing through general obligation debt should be 
accompanied by a full analysis of the future operating and maintenance costs associated 
with the project. UTGO Bonds are payable from excess tax levies and are subject to the 
assent of 60% of the voters at an election to be held for that purpose, plus validation 
requirements. 

2. Limited Tax General Obligation Bonds – A Limited-Tax General Obligation debt 
(LTGO), also known as “Non-Voted General Obligation Debt”, requires the City to levy 
a property tax sufficient to meet its debt service obligations but only up to a statutory 
limit. The City shall use LTGO Bonds as permitted under State law for lawful purposes 
only. General Obligation debt is backed by the full faith and credit of the City and is 
payable from non-voter approved property taxes and other money lawfully available.    
LTGO Bonds will only be issued if: 

a. A project requires funding not available from alternative sources; 
b. Matching fund monies are available which may be lost if not applied for in a 

timely manner; or, 
c. Emergency conditions exist. 

3. Revenue Bonds – The City shall use Revenue Bonds as permitted under State law for the 
purpose of financing construction or improvements to facilities of enterprise (i.e., utility) 
systems operated by the City (if any) in accordance with the Capital Improvement Plan. 

4. Special Assessment/Local Improvement District Bonds – The City shall use Special 
Assessment Bonds as permitted under State law for the purpose of assuring the greatest 
degree of public equity in place of general obligation bond where possible.  Local 
Improvement District (LID) Bonds represent debt that is repaid by the property owners 
who specifically benefit from the capital improvements through annual assessments paid 
to the City.  LID’s are formed by the City Council after a majority of property owners 

http://app.leg.wa.gov/RCW/default.aspx?cite=42.17.190
http://app.leg.wa.gov/RCW/default.aspx?cite=42.52
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agree to the assessment. No taxing power or general fund pledge is provided as security, 
and LID Bonds are not subject to statutory debt limitations.  The debt is backed by the 
value of the property within the district and an LID Guaranty Fund, as required by State 
Law. 

5. Short Term Debt – The City shall use short term debt as permitted by State law for the 
purpose of meeting any lawful purpose of the municipal corporation, including the 
immediate financing needs of a project for which long term funding has been secured but 
not yet received. The City may use inter-fund loans rather than outside debt instruments 
to meet short-term cash flow needs for the project.  Inter-fund loans will be permitted only 
if an analysis of the affected fund indicates excess funds are available and the use of the 
funds will not impact the fund’s current operations.  All inter-fund loans will be subject 
to Council approval and will bear interest at prevailing rates. 

6. Leases – The City is authorized to enter into capital leases under State law, subject to the 
approval of City Council. 

7. Public Works Trust Fund Loans – The City shall use Public Works Trust Fund Loans 
(when available) as provided under State law for the purpose of repairing, replacing or 
creating domestic water systems, sanitary sewer systems, storm sewer systems, roads, 
streets, solid waste/recycling facilities and bridges. 
 

Policy 1515 – Communication Policy 
1. It is the policy of the City to remain as transparent as possible.  
2. The City shall manage relationships with the rating analysts assigned to the City’s credit, 

using both informal and formal methods to disseminate information. 
3. The City’s Basic Financial Statements and Notes shall be a vehicle for compliance with 

continuing disclosure requirements. The Notes to the Financial Statements may be 
supplemented with additional documentation as required.  Each year included in the Notes 
to the Financial Statements, the City will report its compliance with debt targets and the 
goals of the Debt Policies. 

4. The City shall seek to maintain and improve its current bond rating. 
 

 
Policy 1520 – Compliance Policy 
 
Investment of Proceeds 

The City shall comply with all applicable Federal, State and contractual restrictions regarding 
the investment of bond proceeds.  This includes compliance with restrictions on the types of 
investment securities allowed, restrictions on the allowable yield of invested funds as well as 
restrictions on the time period over which some of the proceeds may be invested. 

Legal Covenants 
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The City shall comply with all covenants and conditions contained in governing law and any 
legal documents entered into at the time of a bond offering. 

Periodic Policy Review 

At a minimum, the Debt Policy and the City’s Post Issuance Compliance Policy will be 
reviewed and updated every five years. 

 
 
 
 
 
 
 
SECTION 1600 – PURCHASING 
 
Purpose and Overview 

Purpose. This policy is intended to direct the purchase of goods and services at a reasonable cost, 
using an open, fair, documented and competitive process whenever reasonable and possible. The 
integrity, efficiency, and effectiveness of Liberty Lake's procurement functions are critical 
elements of sound government. 
 
POLICY 1610 – PURCHASING  
 
CHAPTER  TITLE       PAGE # 
 

I.      Purchases of Supplies, Materials, or Equipment   38 
Approval Authority 
Process – Purchases Between $0 and $1000 
  Purchases Between $1000.01 and $5,000 
  Purchases Between $5,000.01 and $7,500 
  Purchases Between $7,500.01 and $15,000 
  Purchases of $15,000.01 and above 

 
II.  Public Works Contracts      42 

  Approval Authority 
  Process 
 

III.  Architectural and Engineering Services Contracts   48 
  Approval Authority 
  Process 
 

IV.  Professional Services Contracts     49 
  Approval Authority 
  Process 
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V.  Sole Source Purchases      50 
   

VI.  Emergency Purchases       50 
 

VII.  Definitions                  50 
 
 
 
 
 
 
 
 
 
 
 

City of Liberty Lake Purchasing Procedures 

 

All employees must follow established policies and procedures for procurement of equipment, 
materials, and services. Adherence to policies and procedures will ensure that public purchases 
and contracts are open, fair, and at the best value to the public. Procedures are divided into six 
major areas: 1) Purchases of Supplies, Materials, and Equipment, 2) Public Works Contracts, 3) 
Architectural and Engineering Services 4) Professional Services, 5) Sole Source Purchases, and 
6) Emergency Purchases. 

Purchases may not be broken into multiple projects or purchases to avoid compliance with 
state statutes and City policies. 

 
I. PURCHASES OF SUPPLIES, MATERIALS, AND EQUIPMENT 
 
 A. APPROVAL AUTHORITY 
 

Amount Approval Authority Procedure 
$0-$500 - City Engineer 

- Planning and Building Services 
Manage 

No purchase order needed, 
invoice/receipts and packing 
slips given to the City 
Treasurer.    

$0 - $1,000 -Finance Director 
-Chief of Police 
-Library Director 
-Operations & Maintenance Director  

No purchase order needed, 
invoice/receipts and packing 
slips given to the City 
Treasurer.   

1,000.01 - $5,000 Mayor or Mayor’s Designee Obtain three quotes, P.O. 
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PROCESS 
 
Purchase Orders must be used for purchases over $1,000.  Direct bill accounts may be 
established and payment authorized by invoice only for purchases of $1,000 or less. 
 
The purchase order is a legal contract between the City and a vendor specifying the scope and 
cost of the equipment, materials, and supplies. 
 
1. The original copy is provided to the vendor, either prior to purchase or as a remittance 

copy. 
2. The second copy is provided to the City Treasurer at the time the purchase is made to 

encumber funds. 
3. The third copy is retained by the department making the purchase until the items 

purchased have been received.  After the items are received and determined to be 
satisfactory, the copy is attached to the invoice.  Signed by the authorized official 
attesting to the satisfactory receipt of items as ordered, and provided to the City Treasurer 
for preparation of vendor payment. 

4. The City Treasurer retains all copies of documentation for at least a seven-year period for 
audit by the State Auditor and for reference, should other questions arise. 

 
Purchases between $1,000.01 and $5,000: 
 
Three written quotes are required for purchases between $1,000.01 and $5,000.  Best practice 
purchasing will be used to ensure that the City obtains quality goods or services at reasonable 
prices.  Spreading purchases out over several months or making separate single purchases, when 
the total of the purchases is greater than $1,000, circumvents the policies set forth below and is 
not authorized. 
 
Purchases between $5,000.01 and $7,500: 
 
Three written quotes can be obtained for purchases between $5,000.01 and $7,500. The City’s 
Roster of Vendors for Materials, Supplies, and Equipment can also be used to obtain quotations 

needed, fill out P.O. on BIAS 
for approval, email P.O. 
notification to Mayor or 
designee for approval 

$5,000.01 - $7,500 City Council Written quotes,  Vendor List, 
or Competitive Bid 

$7,500.01 - $15,000  City Council Vendor List or Competitive 
Bid 

$15,000 or Over City Council Competitive Bid 
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from vendors. In the event sufficient qualified vendors cannot be found through either direct 
contact or through the City’s Roster of Vendors, formal competitive sealed bids are required. 
 
Purchases between $7,500.01 and $15,000 
 
Written quotations will be obtained from vendors who have requested to be listed on the City’s 
Roster of Vendors for Materials, Supplies, and Equipment. A purchase order or contract is 
required for payment to the lowest responsible bidder. 
 
In the event sufficient qualified vendors are not on the City’s Roster of Vendors, formal 
competitive sealed bids are required. 
 
At least every two months, the City using vendor lists to award contracts valued at more than 
$5,000, but not more than $15,000, must post a list of contracts awarded.  The list must contain 
the name of the vendor, the amount of the contract, a brief description of items purchased, and 
the date of the award. 
 
Purchases of $15,000.01 and above: 
 
Formal, competitive sealed bids are required pursuant to RCW 35.23.352. 
 
Advertisement of Request for Bid 
 
The department initiating a purchase shall prepare an Advertisement for Bid containing: 
 

a) Item(s) or services to be purchased. 
b) Delivery time requirements, including Point of Delivery. 
c) Bid bond requirements, if applicable. 
d) Terms of payment, if appropriate. 
e) Date and time of bid opening. 
f) The location where detailed specifications are available for public inspection and the cost 

to obtain a set of plans and specifications. 
g) Name and telephone number of City contact person. 
h) Notice that the City reserves the right to reject any and all bids. 
i) Notice that bids received after the scheduled bid opening will not be considered. 
j) Notice that all bid documents are a public record and subject to disclosure. 

 
The Advertisement for Bid must be posted in City Hall and published in the City’s official 
newspaper by the City Clerk once a week for two consecutive weeks with the last publication 
being at least 13 days prior to the last date upon which bids will be received. 
 
The Advertisement for Bid may be mailed to a listing of vendors from the City’s Roster of 
Vendors by the initiating department. 
 
If changes or clarifications to the specifications are issued during the bid period, the initiating 
department must send a notice to all prospective bidders and a copy filed with the City Clerk. 
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Request for Bid Log 
 
The initiating department must prepare a log and record containing the following information: 
(the log is a formal public record to be filed with the City Clerk after award of the contract or 
purchase order.) 
 

a) The name, address, and phone number of every vendor who received a copy of the 
Advertisement for Bid and Detailed Specifications. 

b) If communications with prospective bidders occur during the bid period, record the 
substance of the communication on the bid log. 

c) The date and time any changes or clarifications to the specifications are sent to bidders. 
 
Bid Opening 
 
The City Clerk, or his/her designee, shall be present at all bid openings to verify the date and 
time of bid opening; open each bid proposal; announce the bids of each submitter; record the unit 
prices, sales tax, delivery charge if applicable, and total cost of each bid proposal.  A tabulation 
of bid results will be prepared by the City Clerk and made available to the public following the 
formal bid opening. 
 
Bid Award 
 
The requesting department will evaluate the bids, determine, and document the lowest 
responsible bidder, prepare a purchase order or contract, and submit the documentation to the 
Mayor’s Designee for submission to the City Council.  If a contract is required, secure the City 
Attorney’s approval as to form.  Contract or purchase order documents are signed by the Mayor 
after Council approval. 
 
After the purchase order or contract is issued, a copy of the log should be submitted to the City 
Clerk with the encumbering copy of the purchase order/contract and the unsuccessful vendors 
should be notified. 
 
Public Record 
 
Immediately after opening of the bids, the original copy of every bid proposal and a copy of the 
bid log should be filed with the City Clerk for retention; the bids are a public record.  A copy of 
the proposal of the successful bidder should remain with the initiating department until 
completion of the purchase and /or service. 
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II. PUBLIC WORKS CONTRACTS 
 
A. Approval Authority 
 
When MRSC Small Works Roster is Not Used 
AMOUNT APPROVAL AUTHORITY PROCEDURE  

$0 - $1,000 Supervisor 
-Finance Director  
-Chief of Police 
-Library Director 
-Operations & Maintenance Director 

No Competitive Bids 
Required, Section Selects  
 

$1,000.01 - $5,000 Mayor or Mayor’s Designee  Three Quotes, Section makes 
recommendation and Mayor 
or designee approves 

$5,000.01 - $40,000 City Council Three Written Quotes 

Over $40,000.01 for 
One Craft or Trade, or 
Street Signalization or 
Street Lighting 

City Council Competitive Bid 

Over $65,000 for Two 
or More Crafts or Trades 

City Council Competitive Bid 

Over $300,000 City Council Competitive Bid  

 
 
When MRSC Small Works Roster is Used 
AMOUNT APPROVAL AUTHORITY PROCEDURE  

$0 - $1,000 -Finance Director  
-Chief of Police 
-Library Director 
-Operations & Maintenance Director 

Solicit quotations from a 
minimum of three contractors 
from the appropriate Small 
Works Roster and award the 
contract to the lowest 
responsible bidder as defined 
under RCW 39.04.010. 
 

$1,000.01 - $5,000 Mayor or Mayor’s Designee  Solicit quotations from a 
minimum of three contractors 
from the appropriate small 
works roster and award the 
contract to the lowest 
responsible bidder as defined 
under RCW 39.04.010 
 

$5,000.01 - $35,000 City Council Solicit quotations from a 
minimum of three contractors 



 
Page 44 

from the appropriate Small 
Works Roster and award the 
contract to the lowest 
responsible bidder as defined 
under RCW 39.04.010 

$35,000.01 - $150,000 City Council Quotations may be invited 
from all appropriate 
contractors on the small works 
roster or quotations may be 
invited from at least five 
contractors on the Small 
Works Roster who have 
indicated the capability of 
performing the kind of work 
being contracted, in a manner 
that will equitably distribute 
the opportunity among the 
contractors in the roster. 

$150,000.01 - $300,000 City Council City may choose to solicit bids 
from less than all the 
appropriate contractors on the 
appropriate small works roster 
but must notify the remaining 
contractors on the appropriate 
small works roster that 
quotations on the work are 
being sought. 

Over $300,000 City Council Competitive Bid (Small Works 
Roster Cannot Be Used for 
Public Works Projects over 
$300,000) 

B. Procedure 
 
Procedures When Not Using MRSC Small Works Roster 

 
Projects that will not exceed $40,000 and a single craft or trade is involved or it is a street 
signalization project and projects that will not exceed $65,000, and more than one craft or 
trade is involved. 
 
Competitive bids are not legally required for these public works contracts; however, best 
practice purchasing will be used to assure the City obtains quality services at reasonable 
prices. 
 
Contracts issued are to be reviewed for form by the City Attorney; payments to the 
contractor will be by purchase order and completion of the Request for Pay form. 
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Procedures When Using MRSC Small Works Roster 
 
Cost. The City need not comply with formal sealed bidding procedures for the 
construction, building, renovation, remodeling, alteration, repair, or improvement of real 
property where the estimated cost does not exceed Three Hundred Thousand Dollars 
($300,000.00), which includes the costs of labor, material, equipment and sales and/or 
use taxes as applicable. Instead, the City may use the Small Public Works Roster 
procedures for public works projects as set forth within the MRSC Small Public Works 
Roster contract. The breaking of any project into units or accomplishing any projects by 
phases is prohibited if it is done for the purpose of avoiding the maximum dollar amount 
of a contract. 
 
Publication. At least once a year, on behalf of the City, MRSC will publish in a 
newspaper of general circulation within the jurisdiction a notice of the existence of the 
roster or rosters and solicit the names of contractors for such roster or rosters.  
Responsible contractors shall be added to appropriate MRSC Roster(s) at any time that 
they submit a written request and necessary records.  The City may require master 
contracts to be signed that become effective when a specific award is made using a small 
works roster. 
 
Written Quotations. The City shall obtain written or electronic quotations for public 
works contracts from contractors on the appropriate Small Works Roster to assure that a 
competitive price is established and to award contracts to a contractor who meets the 
mandatory bidder responsibility criteria in RCW 39.04.350(1) and may establish 
supplementary bidder criteria under RCW 39.04.350(2)   
 

a)  A contract awarded from a small works roster need not be advertised.  Invitations 
for quotations shall include an estimate of the scope and nature of the work to be 
performed as well as materials and equipment to be furnished. However, detailed 
plans and specifications need not be included in the invitation.  

b)  Quotations may be invited from all appropriate contractors on the appropriate 
small works roster. As an alternative, quotations may be invited from at least five 
contractors on the appropriate small works roster who have indicated the capability of 
performing the kind of work being contracted, in a manner that will equitably 
distribute the opportunity among the contractors on the appropriate roster. "Equitably 
distribute" means that the City may not favor certain contractors on the appropriate 
small works roster over other contractors on the appropriate small works roster who 
perform similar services. 

If the estimated cost of the work is from one hundred and fifty thousand dollars 
($150,000) to three hundred thousand dollars ($300,000), the City may choose to 
solicit bids from less than all the appropriate contractors on the appropriate small 
works roster but must notify the remaining contractors on the appropriate small works 
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roster that quotations on the work are being sought.  The City has the sole option of 
determining whether this notice to the remaining contractors is made by:  

(i) publishing notice in a legal newspaper in general circulation in the area where 
the work is to be done;  
(ii) mailing a notice to these contractors; or  
(iii) sending a notice to these contractors by facsimile or email. 
 

d) At the time bids are solicited, the City representative shall not inform a contractor 
of the terms or amount of any other contractor's bid for the same project;  
e) A written record shall be made by the City’s representative of each contractor's 
bid on the project and of any conditions imposed on the bid.  Immediately after an 
award is made, the bid quotations obtained shall be recorded, open to public 
inspection, and available by telephone inquiry. 

 
Limited Public Works Process. If a work, construction, alteration, repair, or 
improvement project is estimated to cost less than thirty-five thousand dollars ($35,000), 
the City may award such a contract using the limited public works process provided 
under RCW 39.04.155 (3).  For a limited public works project, the City will solicit 
electronic or written quotations from a minimum of three contractors from the 
appropriate small works roster and shall award the contract to the lowest responsible 
bidder as defined under RCW 39.04.010. After an award is made, the quotations shall be 
open to public inspection and available by electronic request. 
 
For limited public works projects, the City may waive the payment and performance 
bond requirements of chapter 39.08 RCW and the retainage requirements of chapter 
60.28 RCW, thereby assuming the liability for the contractor's nonpayment of laborers, 
mechanics, subcontractors, materialmen, suppliers, and taxes imposed under Title 82 
RCW that may be due from the contractor for the limited public works project.  However, 
the City shall have the right of recovery against the contractor for any payments made on 
the contractor's behalf. 

The City shall maintain a list of the contractors contacted and the contracts awarded 
during the previous 24 months under the limited public works process, including the 
name of the contractor, the contractor's registration number, the amount of the contract, a 
brief description of the type of work performed, and the date the contract was awarded. 

Determining Lowest Responsible Bidder. The approval authority shall award the 
contract for the public works project to the lowest responsible bidder provided that, 
whenever there is a reason to believe that the lowest acceptable bid is not the best price 
obtainable, all bids may be rejected and the approval authority may call for new bids. A 
responsible bidder shall be a registered and/or licensed contractor who meets the 
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mandatory bidder responsibility criteria established by Chapter 133, Laws of 2007 (SHB 
2010) and who meets any supplementary bidder responsibly criteria established by the 
City. 

Award. All of the quotations shall be collected and presented at the same time to the 
approval authority for consideration, determination of the lowest responsible bidder, and 
award of the contract.  

The competitive bid process must be used for projects over $300,000. 
 
Advertisement for Bid of Public Works Project: 
 

The City Engineer or designee shall prepare an Advertisement for Bid of Public Works 
Project containing the following information: 
 

a. Brief description of the Public Works Project being bid. 
b. Notice of the requirement of a bid proposal deposit in the amount of 5% of the 

amount bid in the form of a cashier’s check, postal money order, or surety bond in 
favor of the City of Liberty Lake. 

c. Terms of payment, if appropriate. 
d. Date and time of bid opening. 
e. The location where detailed plans, specifications, and contract documents are 

available for public inspection and the cost to obtain a set of plans and 
specifications. 

f. The name and telephone number of the City contact person. 
g. Notice that the City reserves the right to reject any and all bids. 
h. Notice that the bids received after the scheduled bid opening will not be 

considered. 
i. Notice that all bid documents are public record and subject to disclosure. 

 
The Advertisement for Bid must be posted in City Hall and published in the 
City’s official newspaper by the City Clerk once a week for two consecutive 
weeks with the last publication being at least 13 days prior to the last date upon 
which bids will be received. 

 
Detailed Plans and Specifications: 
 

Detailed plans and specifications of public works project will be prepared at the direction 
of the City Engineer or designee, along with an estimate of the cost of such work.  The 
specifications will be approved by the City Engineer or designee and a certified copy 
filed with the City Clerk.  Copies will be provided to prospective bidders upon payment 
of a sum equal to the cost of having said documents prepared.  
 
Any changes or clarifications to the contract documents, specifications, or design 
drawings made after advertising and before the bid submittal and bid opening, should be 



 
Page 48 

issued to all document holders as numbered and dated addenda.  A copy of the change 
order clarification must be filed with the City Clerk. 
 
Request for Bid Log: 
 

The initiating department must prepare a log and record containing the following 
information (the log is a formal public record to be filed with the City Clerk after 
award of the contract): 

 
a. The name, address, and phone number of every contractor who received a 

copy of the Detailed Plans and Specifications for the project and the date 
and time specifications were provided. 

 
b. If communications with prospective bidders occur during the bid period, 

record the substance of the communication on the bid log. 
 
  

Bid Opening: 
 

The City Clerk, or his/her designee, shall be present at all bid openings to verify the date 
and time of bid opening; open each bid proposal; announce the bids of each submitter; 
record the unit process, sales tax, delivery charge if applicable, and total cost of each bid 
proposal.  A tabulation of bid results will be prepared by the City Clerk and is available 
to the public immediately following the formal bid opening. 
 
Bid Award: 
 
The requesting department will evaluate the bids, determine, and document the lowest 
responsible bidder, prepare a contract including review as to form by the City Attorney, 
and submit the documentation to the Mayor for approval and submission to the City 
Council. 
 
After the purchase order or contract is issued, a copy of the log should be submitted to the 
City Clerk with the encumbering copy of the purchase order/contract and the 
unsuccessful vendors should be notified. 
 
All bid proposals deposits must be returned to the unsuccessful bidders; the 5% bid bond 
of the successful bidder will be retained until a contract is entered into and a bond to 
perform the work is furnished, with surety satisfactory to the City Council.  If the bidder 
fails to enter into the contract in accordance with his or her bid and furnishes a bond 
within ten days from the date of being notified of the successful bid, the 5% bid bond will 
be forfeited to the City of Liberty Lake. 
 
Public Record: 
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Immediately after opening of the bids, the original copy of every bid proposal and a copy 
of the bid log should be filed with the City Clerk for retention; the bids are a public 
record.  A copy of the proposal of the successful bidder should remain with the initiating 
department until completion of the project. 
 

III. ARCHITECTURAL AND ENGINEERING SERVICES CONTRACTS 
 

A. Approval Authority 
 
 

AMOUNT APPROVAL AUTHORITY PROCEDURE 

$0-$5,000 Mayor Contract/Invoices 

Over $5,000 City Council Contract/Invoices 

 
 
 
 
 B. Process 
 

The initiating department shall prepare a Request for Qualifications and publish in 
advance of the department’s requirements for professional services.  The RFQ and 
its publication are intended to reach those potentially interested consultants that 
can provide the services required within the established time frame. 
 
Whether the RFQ is for a specific project or for a “category or type” of service, it 
should contain the following information: 
 
a. Project title and description. 
b. Scope of services desired. 
c. Submission deadline. 
d. Format of response. 
e. Criteria for selection. 
f. Number of copies desired. 
g. Name and telephone number of City contact person. 
h. Instructions for submittal of qualifications and deadline for response. 
i. Specific contract provisions, if applicable. 
j. Notice that all documents submitted are a public record and subject to 

disclosure. 
 
The responses received will be evaluated at the direction of the initiating 
department against established and consistently applied evaluation criteria.  In 
some cases, top finalists may be selected for an interview procedure for further 
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evaluation and rating.  Upon conclusion of the evaluation procedure, a 
recommendation will be presented to the appropriate budget authority for 
approval, or to the Mayor for submission to the City Council for approval. 
 
Contract negotiations proceed after selection of the most qualified firm at which 
time statute provides for negotiation on a “fair and reasonable price.” 
 
The contract is a legal contract between the City and a vendor and will specify the 
scope and costs of the services to be provided, as well as the terms of payment.  
All contracts must be reviewed and approved as to form by the City Attorney. 
 
The contract should be composed of two originals and two copies and is 
distributed as follows after execution: 
 
1. One original provided to the vendor prior to commencing work. 
2. One original provided to the City Clerk. 
3. One copy to the City Clerk. 
4. One copy to the department responsible for monitoring contract 

performance and authorizing progress and final payments. 
 

 
IV. PROFESSIONAL SERVICES CONTRACTS 
 
 A. Approval Authority 
 
AMOUNT APPROVAL AUTHORITY PROCEDURE 

$0 - $5,000 Mayor or designee P.O. for Amount Over $1,000 and Invoices 
(Discretionary Contract) 

Over $5,000 City Council Contract/Invoices 

 
 B. Process 

 
Contracts for professional services such as attorney services, computer 
programmers, financial consultants, planners bond counsel, accountants, etc., may 
be procured by direct negotiation with a selected firm or individual. 
 
Although formal competitive bids or Requests for Qualifications are not legally 
required, it is recommended the process described under Architectural and 
Engineering Services be followed. 
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V. SOLE SOURCE PURCHASES 
 

Compliance to the provisions of these purchasing policies and procedures may be waived 
upon approval of the City Mayor and by resolution of the City declaring that the purchase 
is clearly and legitimately limited to a single source or supply within the near vicinity, or 
the materials, supplies, equipment, or services are subject to special market conditions, 
and recites why this situation exists. 

 
VI. EMERGENCY PURCHASES 
 

Compliance to the provisions of these purchasing policies and procedures may be waived 
for certain public works projects or purchases in the event of an emergency in order to 
provide the ability to respond and so as not to compromise the health, safety, or welfare 
of the people. 
 
Within 48 hours of the initiating of the emergency contract or purchase, and declaration 
of the emergency by the Mayor or designee or budget authority, a purchase order will be 
prepared indicating the emergency for which issued. 
 
Additional justification, documentation, or other materials may be required by the Mayor 
or City Council. 
 
Within seven days after the commencement of an emergency public works project, the 
City must record and publish the description and cost estimate of the project.  Within two 
weeks of the finding that such an emergency existed, the City must adopt a resolution 
certifying the existence of the emergency situation. 

 
VII. DEFINITIONS 
 

Architectural and Engineering Services – Those services within the scope of practice 
of architecture, engineering, or land surveying. 
 
Best Practice Purchasing – Whenever formal written quotes/bids are not required, 
competitive relationships with vendors/suppliers/contactors will be shopped or negotiated 
to assure competitiveness and reasonableness in achieving low cost, good quality, and 
service. 
 
Budget Authority - Person(s) authorized to spend funds up to amounts as budgeted on 
behalf of the City. 
 
Competitive Sealed Bid – Notice to bidders is advertised and sealed bids are required.  
Usually, the bid document is very detailed and specific. 
 
Direct Bill Account – The City may negotiate direct bill accounts with local suppliers 
and authorized employees may purchase items on the City’s account with 
packing/shipping slips matched to invoices for payment. 
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Emergency – A situation which results from the occurrence of a disaster, such as, but not 
limited to, flood, hurricane, riot, power outage, disease, or a situation which may lead to 
the impairment of the health, safety, or welfare of the public, if not immediately attended 
to. 
 
Lowest Responsible Bidder – In addition to price, elements which may be considered 
when selecting the best bid/proposal, include, but not limited to: 
 
1. Tax revenue the City would receive by purchasing locally. 
2. The ability of the bidder to perform the work. 
3. The experience, efficiency, reputation, judgment, integrity, and character of the 

bidder. 
4. Ability to perform promptly and within time specified without delay or 

interference. 
5. Performance quality of previous contracts or services. 
6. Previous and/or existing compliance by the bidder with laws relating to contracts 

or services. 
7. Financial responsibility of the bidder to perform the contract or provide the 

service. 
8. Limitations of any license the bidder may be required to possess. 
9. The quality, availability, and/or adaptability of the product or service. 
10. Ability of the bidder to provide future maintenance and/or service. 
11. Life cycle maintenance and performance of the equipment or product. 
12. Compatibility and uniformity with existing equipment, services, and/or 

procedures. 
13. Other information as may be pertinent and having a bearing on the decision to 

award the contract. 
 
Proposal - The consultant’s proposal describing key personnel, technical approach, 

experience, and familiarity with the area, time schedules, work plan, and other 
information relating to the specific service being sought. 

 
Professional Services – An occupation wherein the labor and skill involved is 

predominately mental or intellectual rather than physical or manual.  
Professionals included in this category are:  Accountants, artists, attorneys, bond 
brokers, computer programmers/consultants, insurance brokers, economists, 
financial analysts, planners, real estate appraisers, and codification of municipal 
ordinances. 

 
Purchasing Agent – Person(s) responsible for purchasing in each department. 
 
Request for Proposal (RFP) – A solicitation sent to known vendors, usually prepared by 

a department head or designee, which includes in a general manner the work or 
type of service which the City desires to contract.  RFP’s generally solicit original 
ideas from experienced and knowledgeable workers. 
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Roster – Small Works – A listing of pre-qualified bidders for public works projects up 

to $300,000. 
 
Roster – Vendors for Supplies, Materials, and Equipment – A listing of vendors from 

which bids/quotations will be sought for purchases of supplies, materials, and 
equipment estimated to cost between $5,000.01 and $15,000. 

 
Statement of Qualifications – A form of proposal wherein the prospective 

consultant/contractor provides information relating to the proposer’s 
qualifications to perform the type(s) of work being sought, and may include 
brochures, resumes of key personnel, descriptions of work completed in other 
places, references, etc. 

 
Written Quotation – A written record of prices and other terms provided by prospective 

vendors in response to written solicitation sent to the prospective vendors by the 
City. 
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SECTION 1700 – GRANTS 

POLICY 1710 – INTERGOVENRMENTAL REVENUES 

Many service costs of the City are influenced by other governments, either because of service 
overlap or service mandates imposed by the county, state, or federal government.   The City 
should take advantage of opportunities to enhance service delivery through intergovernmental 
cooperation, shared revenues, and grants while aggressively opposing mandates that distort local 
service priorities. 

 
1. Grants Should Not Fund Ongoing Services. 

The City will refrain from using grants to meet ongoing service delivery needs.  
In the City’s financial planning, grants will be treated in the same manner as all 
other temporary and uncertain resources and will not be used to fund ongoing, 
basic service needs. 

 2. Grant Agreements Reviewed for Compliance with Regulations. 
All grant agreements will be reviewed by the appropriate City staff, including 
Administrative Services, City Attorney’s Office, and sponsoring department, to 
ensure compliance with state, federal, and City regulations. 

 3. Budgeting for Grant Expenditures. 
The City will budget expenditures for grant-funded programs only after grant 
award or letter of commitment, and only for the amount of grant award.  City 
overhead or indirect costs for grant-funded programs will be included in all grant 
proposals, where permitted. 

 4. Protecting the City’s Interests. 
The City will aggressively oppose state or federal actions that mandate 
expenditures that the City Council considers unnecessary.  The City will pursue 
intergovernmental funding to support the incremental cost of those mandates. 

 
POLICY 1715 – ACCOUNTING FOR GRANTS 
 
Grants will be accounted for according to standards listed in the manual for Budgeting, 
Accounting, and Reporting System (BARS) as issued by the Washington State Auditor’s Office. 
 
Grants will be reported according to standards for Schedule 16 – Expenditures of Federal 
Awards and State/Local Financial Assistance as detail in the manual for Budgeting, Accounting, 
and Reporting System (BARS) as issued by the Washington State Auditor’s Office. 
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SECTION 1800 – DISBURSEMENTS 
 
Policy 1810 – CLAIMS VOUCHERS 
 
This policy applies to all vouchers prepared for processing through the claims fund.  The 
following are authorized claims vouchers: 
 1. Payment Vouchers 
 2. Travel Expense Vouchers 
 3. Petty Cash Vouchers 
 
 1. City Claims Vouchers Will Be Adequately Documented 

Adequate documentation will be attached to city payment vouchers to assure that 
it supports a valid, legally authorized purchase.  Payments will be made only on 
original invoices.  Properly prepared and approved requisitions, purchase orders 
and receiving reports will be attached when applicable. 
 
If the original invoice has been lost, the preparer should write “Original lost” on 
the copy.  Voucher files should be examined to assure that the original has not 
been paid.  Claims for travel or other business expenses will be documented as 
detailed in Policy 1315. 

 
 2. Claim Vouchers Will Be Properly Approved, Certified and Audited. 

The City Clerk, in the absence of the Finance Director, will sign the check 
register, certifying that the “materials have been furnished, the services rendered 
or the labor performed…and that the claim is a just, due and unpaid obligation 
against the city…”   Claims for travel expenses will be certified by the individual 
incurring the travel expense, as well as the designated department official.  
Expense claims for department heads will be approved by the Mayor or Mayor’s 
designee. 
 
All claims vouchers will be audited by the City Clerk, in the absence of the 
Finance Director (see City Ordinance #5A) prior to payment and entry into the 
city’s financial system. 
 
All claims against the city will be certified by the Executive Officer or delegate.  
The certification will be made on a blanket voucher authorization indicating all 
voucher expenditures by fund, and supported by listings of the vouchers certified.  
The City executive will provide final approval of all city check issues.   

 
 3. Vouchers Will Be Processed Bi-Monthly. 

The City Treasurer or designee will process vouchers the Thursday before the bi-
monthly council meeting. Vouchers must be submitted to the City Treasurer by 
noon on Wednesday to be included in the current processing.  Claims checks will 
be issued after approval by Council. 

 
 4. Payment Vouchers May Not Be Used To Record Personnel Expenditures. 
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Payment vouchers will not be used to record expenditures for salaries or wages, 
overtime or extra help.  All personnel expenditures must be processed through the 
payroll system. 
Payment vouchers will be used to record professional services expenditures for 
individuals who are not employees of the City of Liberty Lake. 

 
POLICY 1815 – PETTY CASH AND REVOLVING FUNDS (Ordinance 04) 
 
This policy applies to all petty cash funds.  Petty cash funds include change funds, revolving 
funds, and stamp funds, or any sum of money or other resources set aside for the specific 
purpose of minor disbursements, making change, or other similar uses. 
 

1. The Mayor will Authorize Petty Cash Funds. 
Petty Cash funds will be authorized in writing by the Mayor or his/her 
representative.  In addition, all increases or decreases in petty cash amounts, or 
closeout of petty cash funds, will be authorized in writing by the Mayor or his/her 
representative.  The City Treasurer will maintain a master file of all petty cash 
funds authorized in the City. 
 

 2. The Mayor will Appoint a Custodian for the Petty Cash Fund. 
The Mayor will appoint a custodian for the fund. The custodian will prepare a 
petty cash fund authorization card to acknowledge receipt of the funds entrusted 
to him/her. The original authorization card will be filed with City Clerk with a 
copy being sent to the City Treasurer. 
 
If a new custodian is appointed, the revolving fund will be reconciled, 
replenished, and turned over to the new custodian intact.  A new authorization 
card will be prepared by the new custodian and transmitted to the City Clerk. 

 
 3. Petty Cash funds will be Established by Voucher and Check. 

New petty cash funds and increases in petty cash funds will be established by 
voucher and check.  The payment voucher will be approved in writing from the 
Mayor or his/her representative. 

 
 4. Closed-Out Funds will be Deposited with the Treasurer. 

Monies from petty cash funds which are closed out, for which the authorized 
amount is reduced, will be deposited with the City Treasurer. 

 
 5. Petty Cash will be kept in a locked box during the day.  

The custodian and department head or designee should be the only persons with 
access to the fund.  Petty cash should be stored in a safe at night, if available. 

  
 6. Petty Cash will be Reconciled and Replenished Regularly. 

Petty cash and revolving funds will be reconciled to the authorized amounts at 
least every 2 months or as needed.  Reimbursement requests will be prepared and 
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submitted to the City Treasurer with a payment voucher monthly or on an as-
needed basis. 
 
Reimbursement requests will be submitted for all petty cash funds at fiscal year 
end to assure that expenditures are recorded in the proper period. 

 
 7. Petty Cash Funds May Not Be Used for Personal Advances. 

Petty cash funds may not be used for personal cash advances, even if secured by 
check or other IOU’s. 

 
 8. Petty Cash Funds will be Properly Reported. 

The authorized amounts for all petty cash funds will be recorded in the City’s 
general ledger and reported in the City’s financial statements. 

 
 9. All Disbursements will have Adequate Documentation. 

All disbursements from petty cash funds will be supported by a voucher or petty 
cash receipt showing the date, recipient, purpose and amount and will be signed 
by the recipient of the funds when applicable.  The vendor’s original invoice or 
receipt will be attached to the voucher or petty cash receipt. 

 
 10. Petty Cash Funds will be Audited on a Surprise Basis. 

Fund accountants in charge of funds that include petty cash funds will audit the 
petty cash fund on a surprise basis. 
 

POLICY –1820– Vendor Refunds and Credit Memos 
 
This policy applies to cash refunds and credit memorandums received by city departments from 
vendors for returned goods; for services paid for, but not used; or for overpayments. 
 
 1. Receipt of Credit Memos Will Be Properly Documented. 

Adequate documentation will be attached to the credit memo. Documentation 
must be in sufficient detail for the City Treasurer to approve the distribution of the 
credit.  The City Treasurer will determine what constitutes adequate 
documentation.  
 
If no invoice is currently due to the vendor, the credit memo will remain in 
Budget System until a future invoice is paid to that vendor.  The system will 
automatically reduce the next voucher payment to the vendor by the amount of 
the credit memo, and the credit memo will be cleared from the records. 

 
2. Refunds Will Be Recorded in Accounting System. 

Refunds should be requested when a department does not expect to do further 
business with a vendor.  Refunds received from a vendor because of returned 
goods; services paid for, but not used; or for overpayments will be recorded in the 
accounting system.  (See Policy 1215.7) 
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If the refund is received during the same accounting period (fiscal year) as the 
original expenditure was made, the refund will be recorded in the accounting 
system as a reduction of expenditures, rather than a revenue.  The expenditure 
account to which the original payment was charged will be credited for the 
amount of the refund. 
 
If the refund is received after the end of the accounting period in which the 
original expenditure was made, and the dollar amount of the refund is not 
material, BARS revenue source code 369.90 will be credited for the amount of the 
refund. 
 
If the refund is received after the end of the accounting period in which the 
original expenditure was made, and the dollar amount of the refund is material, 
BARS revenue source code 388.80 will be credited for the amount of the refund. 

 
 5. City Treasurer Will Determine Materiality of Refunds. 

A refund received will be considered material if the improper classification of the 
refund might distort the results of the fund’s financial operations or might 
improperly influence a decision of management.  Whether or not such a refund is 
material will be determined by the City Treasurer. 

 
6. Department Will Notify Administrative Services When Cash Refunds Are 

Received For Amounts Previously Entered as Credit. 
 When a department receives a refund for an amount which has previously been 
entered as a credit memo on a payment voucher, the refund should be recorded as 
noted in the preceding paragraphs.  In addition, the department must contact the 
City Treasurer to reverse the credit memo.  The City Treasurer will prepare a 
modified payment voucher reversing the original credit memo entry. 
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POLICY 1825 – Claims Checks Issue, Cancellation, and Reconciliation 
 
This policy applies to all checks issued through the City’s accounting system. 
 
 1. Check Stock Will Be Controlled and Accounted For. 

All check stock will be pre-numbered.  A check log will be maintained to account 
for all document numbers of checks issued and checks not used due to spoilage or 
other reasons.  The automated disbursement system will assign a check number to 
all checks issued by the system.  This number will be the official check number. 

 
 2. Check Cancellations Will Be Adequately Documented. 

All check cancellation requests must be accompanied by the original check which 
is to be cancelled, or by an Affidavit of Lost/Destroyed Check. 

 
 3. Check Cancellations Will Be Properly Approved. 

All check cancellations will be approved by the Mayor’s designee. 
 
 4. Checks Reconciled Monthly. 

A monthly reconciliation by fund will be made of all checks issued, cancelled 
checks and checks outstanding.  Outstanding check balances will be reconciled to 
the ending cash balance. 

 
POLICY 1830 – Manual Checks 
 
This policy applies to all claims checks which are not produced through the automated accounts 
payable system. 
 
 1. Use of Manual Checks Will Be Restricted. 
    Manual Checks will be authorized only under the following circumstances: 
 

A. Events beyond the control of the requestor create an immediate need for 
the check, which if delayed would result in a fine, penalty or other costly 
impact on the City. 

B. If the immediate need for the check is caused by processing delays or 
errors originating in the Administrative Services itself. 

C. If the immediate need for the check results from a court order or other 
legal constraint. 

D. If the check is being issued from a segregated cash account. 
 

2. Manual Check Requests Will Be Properly Approved. 
Manual check requests will be approved by the department head or authorized 
delegate prior to submitting to Cash Operations and Payables. 
 
The City Clerk, in the absence of the Finance Director, will approve the 
preparation of the manual check after an audit of the voucher and supporting 
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documents has been completed and will approve as to fiscal period and 
accounting distribution. 

 
 3. Manual Checks Will Be Adequately Controlled and Safeguarded. 

Manual checks will be pre-numbered from the normal check stock.  Checks 
issued will be sequentially recorded in a check log. 

   
  
SECTION 1900 – RESERVE FUND POLICIES 

Adequate reserve levels are a necessary component of the City’s overall financial management 
strategy and a key factor in external agencies’ measurement of the City’s financial strength. 
Prudent use of reserve funds enable the City to defray future costs, take advantage of matching 
funds, and other beneficial (but limited) opportunities. Reserve funds provide the City with the 
ability to exercise flexible financial planning in developing future capital projects. Reserve funds 
are necessary to enable the City to deal with unforeseen emergencies. 

POLICY 1910 – Restricted Reserve  

Resolution 107-D provides for the management and use of the Restricted Reserve Fund. The 
balance of the Restricted Reserve Fund shall generally be maintained at fifteen percent (15%) of 
the General Fund’s projected or actual, if known, operating revenues for the fiscal year. 
Following the appropriation of money from the Fund, the City Council shall use best efforts to 
replenish the Fund from unencumbered and un-appropriated monies in the General Fund. At all 
times, the Restricted Reserve Fund shall be invested in permitted municipal investments for the 
purpose of earning interest on the fund balance. The Restricted Reserve Fund should not be used 
for current expenses of the City, except in unusual or emergency conditions. The procedures for 
appropriation and use of the Restricted Reserve are defined in Resolution 107-D. 

POLICY 1915 – General Fund 

The City’s goal shall be to maintain a General Fund ending balance of at least 20 percent of the 
budgeted General Fund operating revenues. 

These reserves shall be created and maintained to: 

1) Provide sufficient cash flow to meet daily financial needs. 
2) Sustain City services in the event of a catastrophic event such as a natural/manmade 

disaster or a major downturn in the economy. 
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POLICY 1917 – Other City Reserves 

The City also maintains other Reserve funds for Contingency, Capital, and Equipment 
Replacement, as detailed below: 

Contingency Reserve 

1. A Contingency account in an amount of 5 percent of the General Fund expenditure 
budget may be maintained annually in the City budget as City resources allow.  The 
Contingency account will be reestablished annually as part of the budget process 

2. The Contingency account will be maintained to meet any municipal expense, the 
necessity or extent of which could not have been reasonably foreseen at the time of 
adopting the annual budget.  The account provides some flexibility for unforeseen 
events without the necessity to appropriate additional funds from the City's reserves. 

3. All transfers from the Contingency account will require City Council approval. 
Capital Reserve 

1. A Capital account in an amount of 5 percent of the General Fund expenditure budget 
may be maintained annually in the City budget as City resources allow.  The Capital 
account will be reestablished annually as part of the budget process 

2. The Capital account will be maintained to meet any municipal expense, the necessity 
or extent of which could not have been reasonably foreseen at the time of adopting 
the annual budget.  The account provides some flexibility for unforeseen events 
without the necessity to appropriate additional funds from the City's reserves. 

3. All transfers from the Capital account will require City Council approval. 
 

Equipment Rental & Replacement Fund 

1. Sufficient reserves will be maintained to provide for the scheduled replacement of 
City vehicles and capital equipment at the end of their useful lives. 

2. Contributions will be made through assessments to the operating departments and 
maintained on a per asset basis. 

 

Additional Reserves 

Additional reserve accounts may be created by the City Council to be set aside 
for specific purposes or special projects, for known significant future 
expenditures, or as general operational reserves. 

POLICY 1920 – Other City Operating Funds 

The City’s goal shall be to maintain ending balances for other City operating funds of at least 5 
percent of the budgeted Fund’s operating revenues for emergency or unforeseen needs. 
 



 
Page 62 

 
 
SECTION 2000 – CAPITAL IMPROVEMENT PLAN (CIP) POLICIES  
 
POLICY 2010 – Capital Improvement Plan  
 
The City of Liberty Lake’s government is accountable for considerable investment in buildings, 
parks, roads, equipment, and other capital investments. The preservation, maintenance, and 
future improvement of these facilities are a primary responsibility of the City. Planning and 
implementing sound capital improvement policies and programs today will help the City avoid 
emergencies and major costs in the future.  

The Capital Improvement Plan (CIP) is a list of public improvement projects identified by the 
City. The list is updated annually and identifies all the capital projects the City could undertake 
given adequate revenues. Since the City’s revenue is limited, the City prioritizes the projects in 
the CIP and chooses a portion of those projects based on need and finances available. Those 
projects chosen are adopted into the Capital Facilities Plan. 

The City will make capital improvements in accordance with an adopted capital facilities plan. 
All municipal capital facility needs for existing and future development will continue to be 
assessed on an annual basis. Planning documents will be prepared describing, in detail, the 
capacity of facilities and the funding estimates for the proposed capital facility projects, 
including lists of proposed projects and their funding sources over the next six years.  

The Capital Improvement Plan addresses needed improvements which are of relatively large 
scale, are generally non re-occurring high cost projects, and may involve multi-year financing. 
They tend to cost more than $25,000, have a life expectancy of more than ten (10) years, and 
result in additions to municipal fixed assets and/or extend the life of existing capital 
infrastructure. Smaller scale capital improvement expenditures are addressed in the City’s annual 
budget process. 

SECTION 2100 – FIXED ASSETS 

POLICY 2110 – ACCOUNTABILITY OF FIXED AND ATTRACTIVE ASSETS 

General Fixed Assets are long-lived assets of the City as a whole and are recorded as 
expenditures when purchased.  Although no general fixed asset account group is established, it 
shall be the policy of the City to list and inventory fixed and attractive assets to ensure 
accountability and stewardship of the City’s assets. 
  

 1. Capitalization Level. 
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Assets costing more than $5,000 and having a useful life of more than one year 
will be accounted for by listing the item, date of purchase, cost, and responsible 
person.  When an asset is disposed of a notation of the method of disposal will be 
made in the listing. 
 

 2. Attractive and Sensitive Items. 
Attractive items such as cameras, televisions, DVD players, computers or similar 
items will be capitalized regardless of cost.  Sensitive items such as weapons, 
radar guns, or radios will also be capitalized regardless of cost. 
 

 3. Inventory of Items 
 All items will be inventoried at least once every two years.   

 
POLICY 2115 – DISPOSAL OF SURPLUS CITY ASSETS 
 
This policy applies to the disposal of surplus city property. 
 
 1. Council Determines Surplus: 

Assets of the City that are no longer useable, are no longer of value to the City, or 
are surplus to the City’s needs may not be removed from City ownership, sold, or 
in any other way disposed without a declaration by the City Council. 

 
 2. Reassignment of Assets. 

When a City department makes a determination that an asset is surplus to its 
needs, notification shall be made to the Mayor’s designee.  Prior to bringing the 
item to the City Council for a declaration of surplus, the first option will be 
reassign the asset within the City where it can be of use or value. 

 
 3. Minimum Requirements. 

If it is not possible to be reassigned, the Mayor’s designee shall prepare the asset 
for a determination by the City Council.  Each asset requiring a declaration of 
surplus must have a value assigned and a recommended method of disposal. 

 
 4. Methods of Disposal. 

Primary methods of disposal to the general public are recognized as direct sale, 
sealed bid, trade-in or auction.  Other methods of disposal to the general public 
must be clearly detailed in writing and must have the consent of the City Council.  
The City Council may transfer a surplus asset to another public agency upon 
written request and a determination that it is in the public interest to do so.  Such 
request shall specify the asset and the inability of the agency to otherwise afford 
to buy it.  The City Council may elect to trade assets, authorize the Mayor or 
designee to negotiate payment or transfer it without compensation. 

 
 5. Additional Requirements, Assets Over $50,000; Utility Assets. 

If the asset proposed as surplus is evidence released by the Court, seized assets or 
unclaimed property, the Mayor’s Designee shall review the appropriate statutes 
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prior to asking the City Council to declare it surplus.  If the value of the asset is 
estimated to be more than $50,000, and if the sale or conveyance is to another 
governmental entity, the provisions of Section 39.33.020 RCW shall apply.  This 
includes several requirements, including a public hearing and certain notice 
provisions.  If the asset was originally purchased for utility purposes, the 
provisions of Section 35.94.040 shall apply.  This includes several requirements, 
including a resolution and public hearing. 

 
 6. Final Determination of Value. 

When disposal is made to the general public through direct sale, sealed bid or 
auction, final determination of value shall be the highest responsible bid or offer. 

 
 7. Prohibited Benefit; Delegation of Authority. 

It is recognized that City Council members are prohibited by state law from 
benefiting from the disposal of public assets of the City.  The City Council may 
elect to delegate the task of declaring items surplus to the Mayor or Mayor’s 
Designee by amending or adding to this policy and identifying the conditions 
thereof within this policy. If such a delegation is made, the prohibition of 
benefiting from the disposal of public assets is extended to the Mayor, if the 
Mayor is delegated, or the Mayor and Mayor’s Designee if the Mayor’s Designee 
is delegated. 
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Attachment “A” 
 

Trailhead Cash Handling Procedures 
 
 

Administrative and Recreation Services staff has prepared this guide to develop cash handling 
procedures to ensure proper internal controls, segregation of duties, and adequate safeguards of 
City assets.  Trailhead staff is responsible for complying with cash handling policies and 
procedures outlined, and also for developing detailed written departmental operating procedures. 
Upon completion of the department's cash handling procedures documents, Administrative 
Services will review the procedure documents and make any appropriate recommendations.  
 
Internal controls are necessary to prevent mishandling of funds to safeguard against loss. Strong 
internal controls also protect employees from inappropriate charges of mishandling funds by 
defining responsibilities in the cash handling process.  
 
Segregation of duties is essential to prevent one individual from having responsibility for more 
than one component. Components of cash handling are collecting, depositing and reconciling.  
When developing these cash handling procedures we took into consideration the importance of 
internal controls and segregation of duties and implemented these two concepts into the 
procedures.  
 
The procedures include, but are not limited to the following guidelines. Cash is defined as coin, 
currency, checks, money orders and credit/debit card transactions.  We will also decide on a cut-
off time of when your business day will end.  
 

Receipt 
 

• For all transactions where funds are transferred face to face, an official cash receipt must 
be issued to the customer by the person receiving the funds.  

• Voids can only be processed by individuals with supervisor access after the transaction 
has been completed.  

• Endorse check immediately  
• Place cash in safekeeping  
• Voids prior to receipt can be made by users, but should be monitored by reconciler.  
• One person can open the mail, endorse, date stamp the check, and enter it into the till.  

The Z tape will produce a printable log of the checks received.   A second person will 
verify receipt of the funds, make deposit and secure until delivered to bank.  
 

 
 
Sales tax  
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• Taxable items will be marked as taxable.  
 
Checks  
 

• The Trailhead Golf Course will not accept personnel checks for payment for golf 
services, which includes green fees, driving range, and merchandise services. 

 
Protecting cash  
 

• During hours of operations, secure cash to restrict access.  The golf pro-shop (and till) 
should always be staffed to ensure cash security.  

• Staff who handles cash are properly trained. 
• Cash is ALWAYS to be kept in a locked secure place until deposited.  

1. Combinations should be changed periodically or when personnel changes occur  
2. Locks should be re-keyed periodically  

• Don’t leave checks or deposits sitting in the out box or on top of a desk or counter when 
you leave your area.  

• Keys to be kept on your person.  
• Two signature lines for people signing cash  
• When cash or cash bags are removed from safe it should be counted by two people and 

both people should sign the cash count sheet acknowledging that the recorded amount of 
cash was in the bag.  

• The person taking the cash should also take the signed copy of the cash record and keep it 
with the cash.  

• When cash is returned to the safe, it should again be double counted and the cash count 
sheet should be signed by both parties.  

Cash handling guidelines 

• Trailhead staff is not authorized to use collected funds for any purpose whatsoever other 
than for deposit.  

• Count cash between shifts.  Two staff are required to witness counting out the cash.  Any 
discrepancies will be reported immediately to Recreation Manager and City Treasurer.  
The goal is 100% accuracy for every deposit.   

• Balance cash to register/receipts/inventory daily  
• Separate the components of cash handling – collecting, depositing and reconciling  
• The controls (rules) that we will discuss are designed to protect both YOU and the cash 

you are handling.   
• Never make change from your personal cash! 

 
Deposit of funds:  
 

• Staff must ensure timely deposits  
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1. All deposits must be deposited daily  
   a. Nominal amounts of deposits are exempt  
   b. Must make deposits > $200 daily  
   c. < $200 every 3 business days regardless of amount  

• Overage/shortages must be reported and deposited.  
 
Internal controls 
 
Receipt monitoring  
 

• Ensure that voids are being handled properly  
 
Surprise cash counts  
 

• Recreation Manager and City Treasurer will audit employees work periodically, without 
notice.  

• They will also review and report on the nature and extent of daily overages and shortages.  
 
Limited access/segregation of duties 
 

• The person taking the cash should not be the same person making the deposit!  
• If using two registers ensure that only one person has access at any time.  

 
Reconciliations 
 

• Should be done daily, weekly and/or monthly  
• Reconciliations should be performed by City Treasurer and always by someone other 

than the person performing the activity.  
 
Record Retention 

• All cash receipts and related documents must be maintained in accordance with record 
retention schedules. Cash register tapes, deposit slips, credit card receipts, copies of 
manual cash receipts, etc. should be kept for six years.  
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