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CONSTITUTION AND BYLAWS  
of the WASHINGTON STATE ASSOCIATION of COUNTY OFFICIALS 

 
206 10th Avenue SE Olympia, Washington 98501 

Originally adopted in King County on November 17, 1959.   
Current as amended October 2, 2019, in Pierce County. 

 
ARTICLE I – Name and Purpose 

 
Section 1.1. The operating name of this organization shall be the Washington 
Association of County Officials (WACO), herein referred to as “the Association.” The 
legal corporate name of this Association is the Washington State Association of County 
Officials.  
 
Section 1.2. The purpose of the Association is to support, as described in Article II of 
the Articles of Incorporation, each county official as he/she executes the constitutional 
and statutory duties and responsibilities of his/her office. The Board of Trustees shall be 
responsible for establishing a strategic plan to further identify the Association’s support 
of county officials. The Board of Trustees shall be responsible for updating the strategic 
plan, as necessary.  
 

ARTICLE II – Membership 
 

Section 2.1. The membership of the Association shall consist of the following county 
elected and/or appointed officials:  

Assessor,  
Auditor,  
Clerk,  
Coroner/Medical Examiner,  
Prosecuting Attorney,  
Sheriff, and  
Treasurer  

 
The Board of Trustees shall be responsible for establishing criteria to maintain 
membership in good standing.  
 
Section 2.2. In the event that a county shall have officials with similar responsibilities 
but with other titles or designations than those listed in Section 2.1 of this Article, then 
those officers, whether elected or appointed, shall be members in the Association.  
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Section 2.3. In case of any question of eligibility for membership or question of good 
standing, the Board of Trustees shall have the authority to determine the eligibility or 
standing.  
 

ARTICLE III – Government 
 

Section 3.1. The governing authority of the Association shall be vested in the 
membership thereof, except as otherwise provided herein.  
 
Section 3.2. The control and management of the property, finances, and general 
supervision of all of the affairs of the Association shall be under the supervision of the 
Board of Trustees answerable to the membership. The Board of Trustees shall be 
comprised of:  

(a) President,  
(b) Vice-President,  
(c)Second Vice-President,  
(d) Secretary-Treasurer,  
(e)Trustees, one for each affiliate group identified in Article IV, Section 4.2 of 

these Bylaws,  
(f)  Trustees-At-Large, one for each county category defined in Article IV, Section 

4.1 of these Bylaws, and 
(g) the two most recent Past Presidents.  

 
Section 3.3. No loans shall be made by the corporation to any Trustee or Officer.  
 

ARTICLE IV – Terms of Office 
 

Section 4.1. Six Trustees-at-Large shall be elected from each county category listed 
below:  

(a)    I – Counties with population above 1,000,000;  
(b)   II – Counties with population 500,001 through 1,000,000;  
(c)  III – Counties with population 100,001 through 500,000;  
(d) IV – Counties with population 50,001 through 100,000;  
(e)  V – Counties with population 20,000 through 50,000;  
(f)  VI – Counties with population less than 20,000.  
 

Each county’s designation to a county category is determined by the most recent 
population estimate by the state Office of Financial Management.  
 
The terms of office for the six Trustees-at-large shall be for two years and start on the 
date of their election to the Board of Trustees and continue until their successors have 
been elected or appointed. Trustees-at-Large representing counties in categories II, IV, 
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and VI shall be elected in odd numbered years; Trustees-at-Large representing counties 
in categories I, III, and V shall be elected in even numbered years.  
 
Section 4.2. Trustees. The Association recognizes the following affiliate groups:  

(a) The Washington State Association of County Assessors;  
(b) The Washington State Association of County Auditors;  
(c)The Washington State Association of County Clerks;  
(d) The Washington Association of Coroners and Medical Examiners;  
(e) The Washington Association of Prosecuting Attorneys;  
(f) The Washington State Sheriffs’ Association; and  
(g) The Washington State Association of County Treasurers.  

 
The Trustees selected to represent these affiliate groups will be elected or appointed in 
a manner determined by each respective affiliate group.  
 
Section 4.3. Executive Officers. 
The Executive Officers shall be:  

(a) President;  
(b) Vice President;  
(c) 2nd Vice-President;  
(d) Secretary/Treasurer; and  
(e) Immediate Past President.  

 
The terms of office for the Executive Officers shall be for one year, starting on the date 
of the election of those officers and continuing until their successors have been elected 
or appointed.  
 
All Executive Officers, Trustees-at-Large and Trustees will serve without compensation 
except for reimbursement of costs and travel expenses awarded pursuant Article VII, 
Section 7.2.  
 
Section 4.4. Delegation. If any Executive Officer is absent or unable to act and no other 
person is authorized to act in such Officer’s place by the provisions of these Bylaws, the 
Board of Trustees may from time-to-time delegate the powers or duties of such Officer 
to any other officer, Board member, or any other person it may select.  
 
Section 4.5. Removal. The Executive Officers and Trustees-At-Large may be removed 
at any time, with cause, by the affirmative vote of two-thirds (2/3) of the Board of 
Trustees. Affiliate Trustees are subject to removal by action of their respective affiliate 
organization in accordance with the rules of that organization.  
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Section 4.6. Vacancies. Vacancies for Trustees-At-Large and Executive Officers shall 
be filled by the Board of Trustees for the remainder of the term, except as otherwise 
provided herein. An appointment to fill a vacancy shall occur within 120 days from the 
position becoming vacant. 
 

Article V – Duties of the Executive Officers 
 

Section 5.1. The President shall:  
(a) Preside at all meetings of the Association;  
(b) Call special meetings of the Board of Trustees as needed;  
(c) Appoint and remove all standing and special committee members and name 

the chair thereof, except as otherwise provided herein; 
(d) Appoint and remove members of the Association to represent the Association 

on boards, commissions, committees, etc. convened outside the Association;  
(e) Preside at meetings of the Board of Trustees;  
(f)  Be an ex-officio member of all standing committees and special committees 

which he or she appoints, except for the Audit Committee as specified in 
Section 8.1; and,  

(g) Only cast a ballot to break a tie vote within the Association, Board or 
Committee. 

 
Section 5.2. The Vice President shall:  

(a) Perform the duties of the President in the absence of the President;  
(b) Automatically become President in the event of a vacancy in the office of 

President, unless the Board of Trustees, with the consent of the Vice 
President and the Immediate Past President, chooses to have the Immediate 
Past President fill the vacancy; and 

(c) Serve as co-chair of the WACO Legislative Committee. 
 

Section 5.3. The 2nd Vice President shall:  
(a) Perform the duties of the Vice President in the absence of the Vice President;  
(b) Automatically become Vice President in the event of a vacancy in the office of 

Vice President, and   
(c) In the event of vacancies in the offices of both the President and Vice 

President, shall automatically become the President.          
(d) Compose with the assistance of the other executive officers, the annual 

performance evaluation of the Executive Director. 
(e) Chair the Education Committee.    

 
Section 5.4. The Secretary-Treasurer shall:  

(a) Review for approval the minutes of the annual meeting and special meetings 
of the Association; 
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(b) Review for approval the minutes of all meetings of the Board of Trustees; and  
(c) Review for approval a record of the finances of the Association from the 

certification by the Executive Director, as provided in Article VI, Section 6.1, 
Subsection I;  

(d) Chair the Audit Committee;  
(e) Automatically become 2nd Vice President in the event of a vacancy in the 

office of 2nd Vice President; and 
(f)  In the event of vacancies in the offices of the President, Vice President, and 

2nd Vice President, shall automatically become the President.  

Section 5.5. The Immediate Past-President shall:  
(a) Chair the Legal Committee   

 
ARTICLE VI – Board of Trustees 

 
Section 6.1.  

(a) The Board of Trustees shall establish guidelines for regularly scheduled 
meetings of the Board;  

(b) Special meetings of the Board of Trustees may be held at any time upon the 
call of the President, or upon the request of a majority of the Board of 
Trustees; and  

(c) The attendance of 10 members of the Board of Trustees constitutes a 
quorum.  

All members of the Board of Trustees shall have the powers to vote in the Board of 
Trustees meetings except for the President, who shall vote only to break a tie.  
 
Section 6.2. The Board of Trustees shall:  

(a) Have general governance over the affairs of the Association and may 
formulate such policies as it determines necessary;  

(b) Appoint or terminate at any time, with or without cause, the Executive 
Director. The Board shall maintain a job description for the position of 
Executive Director;  

(c) Have the power to do any and all things necessary to accomplish the 
purposes of the Association;  

(d) Adopt an annual budget for the Association;  
(e) Establish a Strategic Plan as specified in Article 1; and  
(f) Approve any litigation or amicus brief. 

 
The membership may overturn any Board of Trustees’ decision at any special meeting 
or annual meeting with a majority vote where a quorum is present at such meeting.  
 
Section 6.3. The Executive Director shall:  
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(a) Act as secretary of the Board of Trustees, the Legislative Committee, and 
such other committees as the Board of Trustees may determine;  

(b) Represent the Association before any federal or state legislative body, or 
other body or hearing upon the direction of the Board of Trustees; 

(c) Prepare, or cause to be prepared, data and reports as required; 
(d) Have sole responsibility for direction and supervision over the office and 

employees of the Association, and shall have the power to hire, discipline, 
evaluate, and dismiss personnel at any time, with or without cause, consistent 
with any personnel policy adopted by the Board;  

(e) Take other actions which are necessary to the successful execution of his or 
her duties herein; and 

(f) Perform duties as assigned by the Board for the smooth operation of the 
Association.  

 
ARTICLE VII – Finances 

 
Section 7.1. The Board of Trustees shall establish a financial policy to ensure that all 
financial operations are conducted in an accurate, accountable, transparent, and 
efficient manner. The funds of the Association shall be handled as follows:  

(a) No financial obligation outside of the adopted budget may be incurred for the 
Association without the approval of the Board of Trustees; and  

(b) Not later than the fifteenth day of each month, the Executive Director shall 
make available to the Secretary-Treasurer a complete list of deposits and 
disbursements of the preceding month, and a duplicate copy of the preceding 
monthly bank statement.  

 
Section 7.2. The Board of Trustees and any member of the Association, while attending 
any authorized meeting other than the annual meeting of the Association membership, 
are eligible to be reimbursed for travel expenses, which may include lodging, meals, or 
other costs, consistent with a policy established by the Board of Trustees.  
 
Section 7.3. The Board of Trustees shall establish a formula to apportion the costs of 
reimbursement to the Association for professional services rendered to counties, and 
adopt an amount to be collected from counties in the annual Association budget. The 
Association shall prepare an invoice and submit the request for reimbursement to each 
county consistent with the adopted budget and the approved apportioned formula. 
Nothing in this section shall be interpreted to prohibit the Association from generating 
revenues in addition to reimbursements for professional services from counties.  
 
Section 7.4. The fiscal year of the Association shall start January 1 and end December 
31 of each year.  
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ARTICLE VIII – Committees 
 
Section 8.1. Member Selection  
It shall be the duty of the President to make appointments of all committees deemed 
necessary, and to name the chair or co-chair thereof.  The President shall be an ex 
officio member of all committees, except for the Audit Committee. The Board may adopt 
a policy or policies describing the specific duties and responsibilities of the standing or 
special committees as required. 
 
Section 8.2. Terms 
Duration of appointments to all committees shall extend past the appointing Presidents 
term up to the first quarterly association meeting following the annual meeting of the 
association. 
 
Section 8.3. Committee Types   
Standing committees shall be as follows: 

(a) Audit Committee 
(b) Budget Committee 
(c) Education Committee 
(d) Legal Committee 
(e) Legislative Committee 
(f) Nominating Committee 
(g) Personnel Committee 

 
Special Committees: The President, at their pleasure, may create additional special 
committees.  

ARTICLE IX – Elections 
 

Section 9.1. An election shall be held for President, Vice President, 2nd Vice President, 
Secretary-Treasurer and Trustees-at-Large at each annual meeting of the Association.  
 
Section 9.2. The Nominating Committee shall establish written policies and procedures 
approved by the Board of Trustees addressing the solicitation, nomination, and election 
of Association officers and Trustees-at-Large and arrange in advance for the immediate 
installation of the duly elected officers and Trustees-at-Large whose terms are specified 
herein.  
 
Section 9.3. Proxy voting is prohibited.  
 
Section 9.4. Membership voting by alternative means. Whenever matters are to be 
voted on by the membership, the Board may authorize that the vote may be taken be 
mail or electronic means as allowed in RCW 24.03.085.    

https://app.leg.wa.gov/RCW/default.aspx?cite=24.03.085
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ARTICLE X – Meetings of the Association Membership 

 
Section 10.1. The annual meeting of the Association shall be held each year at a time 
and location to be determined by the Association membership.  
 
Section 10.2. Special meetings of the Association may be called:  

(a) by the President,  
(b) upon the request of a majority of the Board of Trustees, or  
(c) by a minimum of four affiliate groups; provided, that sufficient notice is given 

to the members of the Association.  
 
Requests made under Section 10.2 (b) or (c) of this Article shall be made to the 
President and may be submitted in hard copy, electronic format or by any other means. 
Upon receipt of a request made under Section 10.2 (b) or (c) of this Article, the 
President must call a special meeting.  
 
Section 10.3. During any annual or special meeting of the Association, those members 
attending shall constitute a quorum.   If voting by alternate means is authorized under 
section 9.4, members voting by mail or electronic transmission are present for all 
purposes of quorum, count of votes, and percentages of total voting power present. 
 
Section 10.4. The meetings and special meetings of the Board of Trustees and the 
annual meeting of the Association shall meet all the requirements set forth in the Open 
Public Meetings Act. The Board may establish such rules and procedures as it deems 
necessary for conduct of such meeting, supplemented as necessary by reference to 
Robert’s Rules of Order.  
 
Section 10.5. Annually there shall be four scheduled meetings of the Board of Trustees 
and one meeting of the Association membership.  
 
Section 10.6. Meetings of the Board of Trustees. Unless otherwise deemed 
appropriate, and with proper notice, meetings of the Board of Trustees will be held at 
the WACO office, currently located at 206 10th Ave SE, Olympia, WA, except that one 
meeting shall be held at the location of, and in conjunction with, the annual meeting of 
the membership.  

 
ARTICLE XI – Amendments 

 
Section 11.1. Any and all amendments to this Constitution and Bylaws must be 
approved by majority vote of the general membership of the Association in attendance 
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at any annual meeting or properly called special meeting; provided, however, that 
sufficient notice is given to the membership of the Association.  
 
Section 11.2. The Board may adopt a policy describing the procedures for amending 
the Bylaws.       
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BYLAW AMENDMENT PROTOCOL 
 
AUTHORITY 

• The Washington Non-Profit Act (RCW 24.03.070) 
• WACO Constitution and Bylaws, Article X section 10.4 and Article XI, sections 

11.1 and 11.2 
• WACO Bylaw Amendment Protocol Policy adopted September 29, 2015, 

amended October 1, 2019 

POLICY 
The Washington Association of County Officials shall adopt procedures to amend 
Bylaws in accordance with the WACO Bylaws. 
 
PROCEDURE 
1) Amendment when a Bylaws Committee has been formed: 

a) The WACO President may appoint an ad-hoc Bylaws committee consisting of 
WACO members. The committee serves at the pleasure of the President. The 
President may ask the committee to review the Bylaws and suggest 
amendments, draft proposed amendments, or offer recommendations on 
amendments proposed by WACO members. 

b) When the WACO President has formed a Bylaws Committee, the committee may 
make such rules and procedures as it deems necessary to expeditiously 
complete the assigned tasks. 

c) The Bylaws Committee may, but is not required to, seek additional input from the 
WACO membership on proposed or requested changes. 

d) The Bylaws Committee is strongly encouraged to seek review from the WACO 
General Counsel prior to making its report. Counsel shall review for conflicts with 
other WACO governing documents and compliance with state and federal laws. 

e) The Bylaws Committee Report 
i) The Bylaws Committee should make its report to the Board of Trustees no 

later than 90 days prior to the Annual Meeting. 
ii) The report shall state whether any amendment is suggested along with the 

reasoning for such recommendation and proposed language. 
iii) If the Bylaws Committee received suggested amendments from the 

membership based on its request, the report shall include those requested 
amendments along with the committee’s recommended action. 

f) The Board of Trustees shall review the Bylaws Committee report and may submit 
the committee’s recommended changes to the membership for a vote. Such 
submission to the membership may be made with or without amendment, in 
whole or in part, and with or without recommendation. 

2) When a member requests a Bylaws change 
a) A WACO member may submit a request to amend the WACO Bylaws: 

https://app.leg.wa.gov/rcw/default.aspx?cite=24.03.070


 

WACO Policies and Standard Operating Procedures   11 | P a g e  
 

i) To the Board of Trustees; 
ii) To the Bylaws Committee in response to a request for suggestions; or 
iii) Directly to the membership. 

b) Submission requirements. A member’s request to amend the Bylaws whether 
made to the Board, Committee, or membership should include at a minimum: 
i) Requests must be made early enough to allow for notice to the membership 

as required by RCW 24.03.080 (no more than 50 days, but no less than 10 
days’ notice prior to meeting). 

ii) Requests must be in Writing. 
iii) A short explanation of the requested change including: 

(1) WHAT is the change intended to do; 
(2) WHY is the change being requested; 
(3) HOW will this change improve WACO 

iv) Proposed language for the amendment. 
c) When a member submits a Bylaws change to the Board of Trustees, the Board of 

Trustees may: 
i) Submit the proposal to the membership at the next Annual Meeting, with or 

without recommendation; 
ii) Refer the request to a Bylaws Committee; or 
iii) Return the proposal to the member who can submit the proposal directly to 

the membership.  
Nothing in this section precludes discussion with the member about the intent, 
language, or necessity of the proposal. 

d) When a member submits a Bylaws change to the Bylaws Committee, the Bylaws 
Committee: 
i) Shall include the member’s proposal in its report to the Board of Trustees. 
ii) The report may include the member’s original proposal or an amended 

proposal with the agreement of the member. 
iii) The Bylaws Committee may make such recommendations to the Board of 

Trustees as it deems appropriate. 
iv) The Board of Trustees may submit the Bylaws Committee’s recommended 

changes to the membership for a vote. Such submission to the membership – 
including any member submitted proposal – may be made with or without 
amendment, in whole or in part, and with or without recommendation. 

e) When a member submits a Bylaws change directly to the WACO membership for 
consideration at the Annual Meeting, or Special Meeting if called: 
i) The member should prepare the submission in compliance with section 2.b. 

of the Bylaws Amendment Protocol. 
ii) At the member’s request, WACO staff will assist with: 

(1) Drafting or review of the proposed amendment; and 
(2) Providing required notice to the WACO membership. 

https://app.leg.wa.gov/RCW/default.aspx?cite=24.03.080
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iii) The WACO Executive Director may decline to assist the member if the 
proposal is clearly vexatious or intended to harass or embarrass the 
organization or any member or to interfere with the orderly operations of 
WACO or the meeting. Such decision by the Executive Director may be 
appealed to the WACO Executive Officers. 

iv) The member is responsible for presenting their proposal to the membership at 
the Annual or Special Meeting unless other arrangements have been made 
with the WACO Executive Director. 
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CODE OF ETHICS 
 
AUTHORITY 

• WACO Code of Ethics adopted November 17, 1959, amended October 1, 2019 

POLICY 
1) It is the duty of every county official to at all times serve the public in a courteous 

and respectful manner, and it is the official’s responsibility to require a similar 
attitude by members of the staff. 

2) The county official should administer the duties of the office so that the maximum of 
service is provided the people of the county, and the official should continually strive 
for improved business methods to the end that the public will be better served. 

3) The county official should faithfully comply with the oath of office and should apply to 
everyone alike the laws pertaining to the office. 

4) The county official should refrain from any act that might bring disrepute to the 
officeholder, the office, or county government. 

5) The county official should serve without fear or favor and discharge the duties of the 
office without regard to partisan political considerations. Specifically, contributions to 
a political fund or service in a political campaign should not be required of any 
employee in the office. 

6) The county official has a responsibility to cooperate fully with members of the 
Washington Association of County Officials and other local, state, and federal 
officials in those matters relating to official duties and the administration of public 
business. 
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CONFLICT OF INTEREST 
 
PURPOSE 
To protect the Washington Association of County Officials when contemplating entering 
into a transaction or arrangement that might benefit the private interest of any WACO 
officer, trustee, or employee or might result in a possible excess benefit transaction. 
This policy is intended to supplement and not replace any applicable state or federal law 
governing conflict of interest applicable to non-profit organizations. 
 
AUTHORITY 

• WACO Conflict of Interest Policy was adopted October 1, 2013, amended March 
15, 2023 

POLICY 
1) In connection with any actual or possible conflict of interest, an interested person 

must disclose the existence of the financial interest and be given the opportunity to 
disclose all material facts to the Board of Trustees and/or members of committees 
considering the proposed transaction or arrangement. 

2) Interested Person is defined as any WACO officer, director, trustee, employee, or 
member of a committee with Board of Trustees delegated powers, where such 
person has a direct or indirect financial interest through business, investment, family 
by: 
a) An ownership or investment interest in any entity with which WACO has a 

transaction or agreement; 
b) A compensation arrangement with WACO or with any entity or individual with 

which WACO has a transaction or arrangement; or 
c) A potential ownership which WACO is negotiating a transaction or agreement. 

3) Compensation includes direct remuneration as well as gifts or favors. 
4) A financial interest is not necessarily a conflict of interest. 
5) After disclosure of the financial interest and all material facts, and any discussions 

with the interested person, the interested person shall leave the Board of Trustees or 
committee meeting while a determination of whether a conflict of interest exists is 
discussed, and if necessary, voted on. The remaining members of the Board of 
Trustees or committee shall determine whether a conflict of interest exists. 

PROCEDURES 
1) Addressing the conflict of interest 

a) An interested person may make a presentation regarding the potential conflict 
and material facts at the Board of Trustees or committee meeting, but after the 
presentation the interested person shall leave the meeting while a determination 
of whether a conflict of interest exists is discussed and, if necessary, voted on. 
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b) The chairperson of the Board of Trustees or committee may appoint a designee 
to investigate the material facts on the potential conflict, or to investigate 
alternatives to the proposed transaction or agreement. 

c) After exercising due diligence, the Board of Trustees or committee shall 
determine whether WACO can obtain with reasonable efforts a more 
advantageous transaction or arrangement from a person or entity that would not 
give rise to a conflict of interest. 

d) If a more advantageous transaction or arrangement is not reasonably possible 
under circumstances no producing a conflict of interest, the remaining members 
of the Board of Trustees or committee shall determine whether the transaction or 
arrangement is in WACO’s best interest and whether it is fair and reasonable. 

2) Restrictions on Voting 
a) A voting member of the Board of Trustees or a committee who receives 

compensation, directly or indirectly, from WACO for services is precluded from 
voting on matters related to that member’s compensation. 

b) A voting member of the Board of Trustees or a committee whose jurisdiction 
includes financial matters and who receives compensation, directly or indirectly, 
from WACO for services is precluded from voting on matters related to that 
member’s compensation. 

3) Violations of the Conflict of Interest Policy 
a) If the Board of Trustees or committee has reason to believe a member has failed 

to disclose actual or possible conflicts of interest, it shall inform the member of 
the basis for the belief and afford the member an opportunity to explain the 
alleged failure to disclose. 

b) If, after hearing the member’s response and a full investigation as is warranted 
by the circumstances, the Board of Trustees or committee determines the 
member has failed to disclose the actual or possible conflict of interest, it shall 
take appropriate corrective or disciplinary action. 
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BOARD OF TRUSTEES MEETINGS 
 
PURPOSE 
To provide scheduling, preparation, conduct and follow-up procedures for productive, 
transparent meetings of the WACO Board of Trustees meetings to conduct business of 
WACO. 
 
AUTHORITY 

• WACO Constitution and Bylaws Article VI, Section 6.1; Article V, Section 5.4 and 
5.4(b); Article X, Section 10.5 

• Board of Trustees Meetings adopted October 1, 2019, amended March 14, 2023.  

POLICY 
1) Board Meeting Rates 

a) Prudent Judgement 
i) The WACO Board of Trustees and staff are expected to exercise prudent 

judgement in incurring expenses related to official WACO business. 
Excessive or unnecessary expenses will not be approved. 

b) Meal and Lodging Rates (See Travel and Reimbursement policy) 
2) Attendance 

a) Board Member Designees 
i) A Board of Trustees affiliate representative member unable to attend a 

scheduled Board of Trustees meeting may have a designee assume their role 
at a Board of Trustees meeting.  
(1) Prior to a Board of Trustees meeting that a designee will participate in, the 

appropriate affiliate president will notify the WACO President in writing 
with the name and title of the designee.  

(2) The designee must be a current serving, elected or appointed, official of 
the same affiliate role as the member whose position on the Board they 
will assume for that meeting. 

ii) Executive Officers and Trustees at Large are not permitted to utilize a 
designee. 

3) Board Meeting Conduct 
a) Agenda development procedures – Executive Director will work with WACO 

President to identify agenda items for forthcoming year and each meeting and 
bring them to the Executive Officers for discussion and approval 

b) WACO Board meetings will comply with the provisions of Washington’s Open 
Meetings Act – RCW 42.30 

c) WACO President will conduct Board meetings according to recognized 
parliamentary procedures. 

d) WACO Board members will be recognized by the Chair prior to speaking. 
e) Standing agenda items include: 

https://app.leg.wa.gov/RCW/default.aspx?cite=42.30
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i) Education, Legislative, and Audit Committee reports at each meeting and 
Personnel and Budget and ad hoc committee reports as appropriate or 
outlined within their duties as specified in WACO policy 

ii) Executive Director report 
iii) Updates from WACO Board member affiliate representatives and trustees-at-

large 
iv) Approval of agenda and minutes 

f) Staff Role – WACO staff role is to support informed participation of WACO Board 
members in their meetings.  Staff will not engage in Board discussions but will be 
available to present information as requested and respond to questions posed them 
throughout the meetings.   

 
PROCEDURE 
Board of Trustees Meeting Timeline of Events 
Action Timeline 
 

Preparation / Planning: 
• Locations and dates for following year Board 

meetings approved by Board 
• Draft set of agenda items for each Board meeting 

identified and discussed  

During December Board 
meeting 
During December Board 
meeting 

• Contracts with Hotel Signed 3-6 months prior to 
meeting dates 

• Meeting Locations and Dates posted on WACO 
website 

December year prior 

• First Draft Agenda Items for Executive Officers 
webinar 2-3 months prior 

• Proposed Final Agenda and Packet Materials 
(including presentation materials) 

2 weeks prior 

Post Meeting: 
• Draft Minutes for Review by WACO 

Secretary/Treasurer 
2 weeks after meeting 

 
 
PROCESS ANALYTICS 
1) Board member satisfaction survey 
2) % of timeline target + dates are met 
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ALTERNATE VOTING MEANS 
 
PURPOSE 
To establish a policy and procedure for remote voting capabilities. 
 
AUTHORITY 

• RCW 24.03.085 
• WACO Constitution and Bylaws Article IX, Section 9.4 
• Bylaws Amendment Protocol Policy adopted September 29, 2015, amended 

October 1, 2019 
• Alternate Voting Means Policy adopted March 7, 2018, amended October 1, 

2019 

POLICY 
1) General Provisions 

a) WACO shall investigate, obtain, and maintain an online or electronic voting 
method to facilitate the elections authorized by this policy. Due consideration 
must be given to selecting a method which ensures anonymity to the greatest 
extent possible while minimizing the opportunity for duplicate or unauthorized 
voting. 

b) Prior to using any Alternate Election Means for an authorized election, the 
proposed election process must be reviewed by and approved for use by the 
WACO Executive Officers. 

c) In any election where Alternate Voting Means are authorized and used in 
conjunction with the annual meeting of the membership, WACO shall provide 
a voting station during the open period specified by the Nominating 
Committee Policy. 

d) Proxy voting is prohibited: per Article IX Section 9.3 of WACO Constitution 
and Bylaws 

e) Quorum: See Article X, Sec. 10.3 WACO Constitution and Bylaws. 
f) When multiple positions have only one candidate, voting may be for a slate of 

candidates by acclamation without a motion. 
2) Authorized Elections 

a) Election of WACO officers and trustees-at-large. 
b) Selection of WACO Legislative Priorities. 
c) Voting on proposed Bylaws Amendments.  
d) Any other action designated by the WACO Board or required by statute to be 

voted on by the WACO membership. 
 
PROCEDURE 
1) Election of WACO Officers and Trustees-at-Large. 

a) The Nominating Committee Policies and Procedures apply to election of 

https://app.leg.wa.gov/RCW/default.aspx?cite=24.03.085


 

WACO Policies and Standard Operating Procedures   19 | P a g e  
 

officers and trustees-at-large unless in conflict with this policy in which case 
this policy shall apply. 

b) Any election using Alternate Voting Means shall be open for a designated 
time period during the Annual WACO Conference. 

c) Notice of the election, along with a list of candidates and positions and voting 
instructions shall be emailed to the membership not less than 7 days prior to 
the opening of the election period. 

d) Any floor nominations shall be added to the approved ballot as soon as 
reasonably possible. 

2) Selection of WACO Legislative Priorities. 
a) Any election using Alternate Voting Means for selecting WACO Legislative 

Priorities shall be open for a designated time period during the Annual WACO 
Conference. 

b) Notice of the election, along with a list of affiliate proposals (or a link to such 
information) and voting instructions shall be emailed to the membership not 
less than 7 days prior to the opening of the election period. 

c) Any amendments or changes to the proposals shall be linked, added to, or 
noted on the approved ballot as soon as reasonably possible. 

3) Voting on proposed Bylaws Amendments. 
a) Any election using Alternate Voting Means for voting on a proposed Bylaws 

amendment shall be open for a designated time period during the Annual 
WACO Conference. 

b) Notice of the election, along with the proposed amendments and any 
additional information provided in compliance with the Bylaws Amendment 
Protocol (or a link to such information) and voting instructions shall be 
emailed to the membership not less than 7 days prior to the opening of the 
election period. 

c) Any amendments or changes to the proposals shall be linked, added to, or 
noted on the approved ballot as soon as reasonably possible. 

4) Any other action designated by the WACO Board or required by statute to be 
voted on by the WACO membership. 
a) Any election using Alternate Voting Means for voting on any other action 

under this provision shall be open for a designated time period as determined 
by the WACO Board. 

b) Notice of the election, along with a statement of the action or proposal under 
consideration (or a link to such information) and voting instructions shall be 
emailed to the membership not less than 7 days prior to the opening of the 
election period. 

c) Any amendments or changes to the action under consideration shall be 
added to or noted on the approved ballot as soon as reasonably possible. 
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COMMITTEES 
 
AUTHORITY  

• WACO Constitution and Bylaws Article IV, Section 4.1-4.3; Article VII Section 
8.1, Article VIII; and Article IX, Section 9.1 

• Committees Policy adopted September 27, 2016, amended October 1, 2019, 
amended March 9, 2021, amended October 5, 2021, December 8, 2021, 
September 27, 2022, March 15, 2023. 

• Nomination Committee Policy, amended October 2, 2018, consolidated into 
Committees Policy, October 1, 2019 

 
POLICY 
1) Unless specified by the Association’s Bylaws, committees shall have no 

authority to make decisions on behalf of the Association. Committees are to 
develop recommendation(s) and report back to the President who shall submit 
the recommendation(s) to the Executive Director or Board of Trustees for 
consideration. 

2) Each committee chair shall present a written update for each Board of 
Trustees meeting, and an annual summary of the committee’s work to the 
membership at the annual meeting of the membership. 

3) A majority of the respective membership of each committee constitutes a 
quorum for that committee. Unless otherwise specified, committee chairs 
shall be voting members of Association committees. 

4) WACO Standing Committees: 
a) Audit Committee 

i) The Audit Committee shall consist of not less than three and not more 
than five members of the Association appointed by the President. 

ii) In no case may current members of the Board of Trustees comprise a 
majority of the members of the Audit Committee. 

iii) Except for the Secretary/Treasurer Executive Officers are not eligible to 
serve on the Audit Committee, including the President who shall not serve 
as an ex-officio member. 

iv) The Secretary/Treasurer shall chair this committee. 
v) In addition to other duties tasked by the President or Board of Trustees, 

the Audit Committee shall be charged with quarterly reviewing: 
(1) the Association’s financial condition; 
(2) financial activities; 
(3) financial controls; 
(4) and complete its written conclusions and recommendation by the 

first day of June. 
b) Budget Committee 

i) The Budget Committee shall consist of the Executive Officers of the 
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Association plus the two (2) most recent past presidents. 
ii) The President shall appoint one of the past presidents to serve as 

committee chair or co-chairs. 
iii) In addition to other duties tasked by the President or Board of Trustees, 

the Budget Committee is charged with the following duties: 
(1) Prepare and distribute a proposed budget for the Board of Trustees’ 

review and consideration at each July Board of Trustees meeting; 
(2) Respond to recommendations for budget modifications during the fiscal 

year as needed; and 
(3) Monitor the overall financial condition of the Association and make 

recommendations to the Board of Trustees on actions necessary for the 
long-term financial stability of the Association. 

c) Education Committee 
i) The Education Committee shall consist of the education chair of each affiliate 

group. 
ii) The 2nd Vice President shall chair this committee.  
iii) In addition to other duties tasked by the President or Board of Trustees, the 

Education Committee is charged with the following duties: 
(1) Facilitate the recommendation of WACO educational programs. 
(2) Present recommendations to the Executive Director, prior to the annual 

Budget Committee meeting, a summary of the proposed education 
program(s) for the ensuing year. 

(i) Education / Training programs proposed by staff to be provided 
by WACO will be vetted by the Education Committee for 
relevance and priority. 

(3) Assist the Executive Director with recommendations in the planning of 
the annual meeting. 

(4) The Education Committee is responsible for facilitating the development 
of WACO education programs including planning education, meeting, and 
speaker events during the annual conference. 

(5) The Education Committee is responsible for assisting in the planning of 
the annual business meeting. 

d) Legal Committee 
i) The Legal Committee shall consist of the immediate past-President of the 

association and the WAPA affiliate representative or another prosecutor 
member. 

ii) In addition to other duties tasked by the President or Board of Trustees, the 
Legal Committee is charged with the following duties: 
(1) Oversee duties and procedures outlined in WACO’s Legal Advice and 

Legal Brief policies. 
e) Legislative Committee 

i) The Legislative Committee Chair shall be the Association Vice President.  
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ii) Committee membership shall consist of the legislative chair of each affiliate 
group. 

iii) The President shall appoint a co-chair from among the membership of the 
Association to serve with the Vice President.  

iv) In addition to other duties tasked by the President or Board of Trustees, the 
Legislative Committee is charged with the following duties: 
(1) Facilitate the Executive Director the development of the legislative 

proposals of the Association; 
(2) Review legislation introduced affecting the Association, its membership, or 

the services provided by either; 
(3) Coordinate the legislative activities of the affiliated groups to avoid 

conflicting differences between affiliate groups of the Association; and, 
(4) Meet weekly during the legislative session and as needed during other 

times of the year. At a minimum, the committee will meet 30-days prior to 
session to establish a meeting schedule and review the committee’s 
responsibilities and the Association’s legislative package. 

f) Nominating Committee 
i) The Nominating Committee shall consist of a representative from each 

affiliate group appointed by the respective affiliate president and a member 
of the Association selected by the President. 

ii) The President shall appoint the chair from the committee members. The 
Nominating Committee is charged with following duties: 
(1) Promote and facilitate the list of candidates from the Associations 

membership to fill run for election for seats on the Associations Board 
of Trustees and Executive Officers; 

(2) Ensure that candidates are knowledgeable of the requirements of 
the position he or she is running for. 

(3) Nominating Committee shall, at least biennially, review the 
Nominating Committee Policy adopted by the Board and make 
any recommendations to the Board. 

g) Personnel Committee 
i) The Personnel Committee shall be composed of not less than five and not 

more than seven WACO members of the Association appointed by the 
President. 

ii) The President shall appoint the chair of the committee from among the 
members of the Board of Trustees. 

iii) In addition to other duties tasked by the President or Board of 
Trustees, the Personnel Committee is charged with the following 
duties: 
(1) Annually review and provide feedback to the Executive Director on 

amendments to job descriptions; 
(2) Bi-annually review salary and benefit ranges for each staff position 
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and present any recommended changes to the President and 
Executive Director prior to the annual Budget Committee meeting; 

(3) Review the WACO Personnel Policy and present any 
recommendations for modifications to the Board of Trustees. 

(4) Present recommended personnel salary/benefits to Board at March 
meeting. 

iv) The Personnel Committee shall have no authority over, nor shall it 
involve itself in, any personnel matters of the Association staff. 

h) Conference Committee  
i) The Conference Committee shall be composed of the current and 

immediate-past WACO president and two additional WACO members. 
ii) The committee will be responsible for providing advice and guidance to 

WACO staff on the annual WACO conference, with the exception of the 
education break-out sessions and keynote speakers, which will be 
identified by the Education Committee. 

iii) The Conference Committee shall plan, in consultation with WACO staff 
non-educational events including, but not limited to, entertainment, 
recognition events, and evening meals. 

i) Washington Counties Building Management Committee 
i) Policy and Procedure will adhere as specified in WACO Washington 

Counties Building Policy  
j) Newly-Elected Officials Committee 

i) The Newly-Elected Officials (NEO) Committee shall be composed of the 
current Affiliate Representatives on the WACO Board of Trustees. 

ii) The committee will be responsible for providing advice and guidance to 
WACO staff on the conference held every four years and ongoing service 
provided to newly-elected officials. 

iii) The committee will meet as need as determined by committee members 
and WACO staff.  

5)  Ad Hoc Committees 
a) Travel Committee 

i) The Travel Committee shall be composed of not less than three 
WACO members who have previously served as Trustees. 

ii) The President shall appoint the chair from the committee members. 
iii) In addition to other duties tasked by the President or the Board of 

Trustees, the Travel Committee, when deemed necessary and 
convened by the President, is charged with reviewing and 
recommending travel-related amendments to WACO travel policy. 

b) Strategic Plan Committee 
i) The Strategic Plan Committee shall be composed of: 

(1) A WACO member representing each of the 7 affiliate roles. 
(2) Three (3) WACO Executive Officers; and 
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(3) Two (2) WACO Members 
ii) The President shall serve as or appoint the chair from the committee 

members. 
iii) The committee will be responsible for carrying out the duties and 

procedures specified in WACO Strategic Plan Policy. 
 
PROCEDURE 
1) General Procedures 

a) Committees are appointed by the President no later than November 1st 
2) Nominating Committee Procedures 

a) Positions and Timeline 
i) Association officers are established by the WACO Bylaws. Appointments to 

Officer or Trustee positions as the result of a mid-term election will be directed 
by the Executive Board. The Nominating Committee will hold an initial 
meeting not less than 60 days prior to the Annual meeting. 

ii) Nominations will be open for not less than 14 days. 
b) Nominations and Candidates 

i) The Nominating Committee will establish written questions, which must be 
answered in writing by the candidate (except floor nominations and current 
Board members). 

ii) Candidates must submit a Nomination Letter of Intent to the Committee 
(except floor nominations) and, must address the questions as posed by the 
Committee. Historically there has been a progression through the positions; 
however, any WACO member may be nominated form or submit a 
Nomination Letter of intent for any position to the Nominating Committee. 

iii) Candidates must be willing to appear in person before the members or 
Nominating Committee, if so, requested by the nominating committee (except 
floor nominations). 

iv) Upon receipt of a nomination or Letter of Intent, the Nominating Committee 
will ensure that the candidate has applied for the correct category. If a 
question arises about a member’s eligibility, it will be referred to the Board of 
Trustees as directed by the Bylaws. 

v) At the first business meeting of the annual conference, the Chair or a member 
of the Nominating Committee selected by the Chair, will call for nominations 
from the floor; nominations from the floor will be accepted at that time only. 
Floor nominees must be a qualified candidate. 

vi) To be considered, the addition of candidates as nomination(s) from the 
floor shall coincide with each individual position’s call for nomination. 
Nominations from the floor shall require that the nominee give voice 
confirmation acceptance in person or by phone, or by signed 
correspondence. 

c) Elections 
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i) The contested election of Association officers and Trustees---at---large will be 
determined by members casting their vote. 

ii) Voting using a system provided by the Association. The means for voting 
must ensure the integrity of voting, that each ballot that is cast is counted and 
that each member casts only one ballot. 

iii) Contested elections will include an opportunity for the candidates to address 
the membership at the Annual meeting. 

iv) Voting will be open during the annual conference for a minimum of four hours. 
v) Proxy Voting is prohibited. 
vi) Ballots will be tallied by the Nominating Committee at 5:00 PM on the day of 

the WACO business meeting when candidates are announced. 
vii) The candidate receiving the highest number of votes will be deemed the 

winner. In the event of a tie between two or more candidates, the winner will 
be determined by the rolling of a die and the highest number rolled. 

viii)For positions with only one candidate, voting may be for a slate of candidates 
by acclamation without a motion. 

ix) When at all possible, the officers and trustees will be sworn in at the banquet 
of the annual conference, or at any other time.  
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APPOINTMENTS TO EXTERNAL BOARDS AND COMMISSIONS 
 
PURPOSE  
To ensure WACO is represented on external boards and commissions with designated 
seats for its members and staff.   
 
AUTHORITY  

• WACO Constitution and Bylaws Article V, Section 5.1(d) 
• WACO Appointments to Boards and Commissions Policy adopted October 1, 

2019, amended March 9, 2021 

POLICY 
1) It is the responsibility of the WACO President to ensure WACO representation on all 

external boards and commissions with a designated seat for a WACO member. 
2) It is the responsibility of the WACO Executive Director to alert the WACO President 

of status and vacancies on said boards and commissions and to assist with 
identification, nomination and appointment of WACO members designated by the 
President. 

PROCEDURE 
1) In October of each year the Executive Director will present the incoming President 

with a report of external Boards and Commissions on which a WACO member is 
designated, the terms of the members and any vacancies. 

2) Throughout the year the Executive Director will alert the WACO President to any 
new Boards and Commissions requiring appointments, vacancies, or changes in 
composition.  

PROCESS ANALYTICS 
1) Status of WACO Member representation on external boards and commissions 
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LEGAL BRIEF 
  
PURPOSE 
To assure a systematic process to determine WACO’s participation in judicial matters 
when providing legal briefs. It is recognized that in some instances, WACO has a 
significant interest in shaping the issues and arguments presented to the court. 
Recognizing that the Washington State Constitution; federal, state, and local statutes; 
and federal, state, and local regulations define the counties’ executive officials’ 
authorities and powers – WACO should use the legal brief process to present its unique 
point of view. The WACO Board of Trustees may amend this policy at any time. 
  
AUTHORITY 

• WACO Constitution and Bylaws Article I, Section 1.2; Article V, Section 5.5; and 
Article VI, Section 6.2 

• WACO Legal Brief Policy adopted December 11, 2018, amended October 1, 
2019, March 14, 2023 

POLICY 
1) WACO generally limits its involvement to Supreme Court cases. WACO reserves the 

option to begin its involvement at the state or federal courts of appeal, or in 
extraordinary circumstances in Superior Court. 

2) WACO generally limits its involvement to cases that have the potential to impact any 
of its affiliates or the operation of their offices. 

3) WACO generally does not become involved in issues where affiliates hold 
competing interests or are opposed to involvement. 

4) WACO generally does not become involved in issues where a member county is 
involved in the litigation in a manner that is contrary to other Counties or a position of 
WACO. 

5) WACO does not provide direct financial support for court cases. Rather, WACO 
involvement depends upon the availability of resources, including in-house general 
counsel, Washington Association of Prosecuting Attorneys’ staffing, elected 
prosecuting attorneys or appointed deputy prosecuting attorneys from individual 
county office(s), or special deputies appointed by a prosecuting attorney from an 
individual county. In those cases where personnel are not available, the WACO 
Board of Trustees may expend funds to hire outside council. 

 
PROCEDURE 
1) The request to participate in a legal brief must come from the relevant affiliate 

president or a member of the WACO Board of Trustees in writing to the Legal 
Committee and accompanied by a completed “Legal Brief Request Form”. 
a) The “Legal Brief Request Form” shall gather the following information: 

i) The affiliate making the request 



 

WACO Policies and Standard Operating Procedures   28 | P a g e  
 

ii) Case name and court case number 
iii) Case history and current status 
iv) The briefing schedule if available, otherwise probable filing deadlines 
v) Identify any county(s) that are a party to the case and/or any county(s) that 

would oppose or would be expected to oppose WACO’s participation in the 
case 

vi) An explanation on how a WACO brief would add a new or different 
perspective to the issue(s), and how the results sought would be of benefit to 
the affiliate(s)’ members 

vii) A catalog of resources available to assist in the preparation of the brief 
2) Authorization to participate in a legal brief, or to lend WACO signature to an existing 

brief, requires a vote of the Board of Trustees. 
a) If time is limited preventing discussion by the full Board of Trustees, the 

Executive Officers of the Board of Trustees may authorize participation in a legal 
brief. 

b) The Legal Committee may consult with a committee comprised of policy, political, 
and legal experts identified and brought together with the assistance of the 
Executive Director, to review cases and provide recommendations prior to 
committing to an amicus brief. 

3) Timing of Requests 
a) Requests for WACO amicus assistance should be made as close to the filing of 

an appeal as possible, but no later than necessary to allow for the discussion of 
participation, acquisition of a brief writer, and timely submission of a quality 
product. 

b) Requests for WACO amicus assistance must be processed by WACO in an 
expedient fashion to allow for a timely submission of a quality product. 
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LEGAL ADVICE / GENERAL COUNSEL 
  
PURPOSE 
To assure a systematic process to determine WACO’s use of legal advice in lieu of 
having a staff general counselor. The WACO Board of Trustees may amend this policy 
at any time. 
  
AUTHORITY 

• WACO Constitution and Bylaws Article I, Section 1.2; Article V, Section 5.5; and 
Article VI, Section 6.2 

• WACO Legal Advice/General Counsel Policy adopted July 8, 2020 

 
POLICY 
1) The Legal Advice/General Counsel Policy addresses three areas of seeking legal 

aide. 
a) General advice. 
b) Defense against litigation.  

i) Due to timeline needs, in cases where defense against litigation is necessary, 
the Executive Officers may make final decision on action or in-action in lieu of 
a full Board vote. 

c) Pursuing litigation.  
i) The WACO Board of Trustees is responsible for the final decision on 

determining whether to pursue litigation. 
 
PROCEDURE 
1) General Advice 

a) General Counsel 
i) When on WACO staff the General Counsel is to provide legal advice to the 

organizations unless the WACO Board of Trustees decides that additional or 
outside legal advice is required. 

b) Outside Legal Advice 
i) Aide may be provided by the Washington Association of Prosecuting 

Attorneys’ (WAPA) Civil Committee. The WAPA Civil Committee may assign 
a member or a civil deputy to provide the requested advice.  

ii) If the WAPA Civil Committee is unable to provide a resource, or the WACO 
Board of Trustees decides to seek additional legal advice, the WACO Board 
of Trustees may contract with a member of the Washington State Bar 
Association to provide the requested advice. 

iii) Selection of a contractor: 
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(1) The Legal Committee will consult with a committee comprised of policy, 
political, and legal experts to solicit and nominate potential outside 
counsel. 

(2) The WACO Board of Trustees will review nominated counselors and make 
the final selection to offer a contract for legal services. 

2) Defense Against Litigation 
a) General Counsel 

i) When on WACO staff the General Counsel is to provide consultation to the 
Legal Committee on potential issues for a legal defense.  

ii) The General Counsel may represent WACO in the legal arena unless the 
WACO Executive Officers decide that additional or outside legal aid is 
required. 

b) Outside Legal Aide 
i) Legal representation may be provided by the WAPA Civil Committee. The 

WAPA Civil Committee may assign a member or a civil deputy to provide the 
required legal representation. 

ii) If the WAPA Civil Committee is unable to provide a resource, or the WACO 
Executive Officers decide to seek additional legal aid, WACO may contract 
with a member of the Washington State Bar Association, or association of 
appropriate jurisdiction, to provide the requested advice.  

iii) Selection of a contractor: 
(1) The Legal Committee will consult with a committee comprised of policy, 

political, and legal experts to solicit and nominate potential outside 
counsel. 

(2) The WACO Executive Officers will review nominated counselors and 
make the final selection to offer a contract for legal services. 

3) Pursuing Litigation 
a) Authorization to seek legal remedies requires a vote of the Board of Trustees. 

i) The Legal Committee will consult with a committee comprised of policy, 
political, and legal experts identified and brought together with the assistance 
of the Executive Director, to review potential litigation and provide 
recommendations prior to a Board of Trustees Vote. 

b) General Counsel 
i) When on WACO staff the General Counsel is to provide consultation to the 

Legal Committee.  
ii) The General Counsel may represent WACO in the legal arena unless the 

WACO Board of Trustees decide that additional or outside legal aid is 
required. 

c) Outside Legal Aide 
i) Legal representation may be provided by the WAPA Civil Committee. The 

WAPA Civil Committee may assign a member or a civil deputy to provide the 
required legal representation. 
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ii) If the WAPA Civil Committee is unable to provide a resource, or the WACO 
Executive Officers decide to seek additional legal aid, WACO may contract 
with a member of the Washington State Bar Association, or association of 
appropriate jurisdiction, to provide the requested advice.  

iii) Selection of a contractor: 
(1) The Legal Committee will consult with a committee comprised of policy, 

political, and legal experts to solicit and nominate potential outside 
counsel. 

(2) The WACO Board of Trustees will review the nominated counselors and 
make the final selection to offer a contract for legal services. 

 
  



 

WACO Policies and Standard Operating Procedures   32 | P a g e  
 

RECORDS RETENTION 
 
AUTHORITY 

• State Archives Local Government Common Records Retention Schedule 
(CORE) 

• Records Retention Policy adopted June 30, 1999, amended October 1, 2019 

POLICY  
State Archives does not publish records retention schedules for quasi-governmental 
agencies such as WACO. As a coalition of local governments, however, WACO will 
follow the general recommendations included in the Local Government Common 
Records Retention Schedule (CORE).  Sample retention periods are listed below.  
Additional requirements may exist. 
 

WACO Board of Trustees Minutes……………………………………………………………….Archival 
Elections of Officers……………………………………………………………………………….6 Years* 
Affiliate Surveys……………………………...………..Until No Longer Needed for Agency Business* 
Records of Internal Staff and Committee Meetings…………………………………………….2 Years 
Media Releases……………………………………………………………………………………2 Years* 
Internal & External Communications To/From/On Behalf of Governing Body………...2 Years* 
Agency Provided Training Curricula & Materials……3 Yrs After Curriculum is No Longer Provided 
Certificates for Training…………………………………………………………………………….6 Years 
Publications, including Courthouse Journal…..Until No Longer Needed for Agency Business* 
Directory………………………………..............…Until No Longer Needed for Agency Business 
Legal Advice……………………...………….………...………………….10 Years After Issuance* 
Litigation Records………………...………….………...……10 Years After Termination of Case* 
Scholarship Applications…………………...….…………...………………………………….1 Year 
Social Media Records………………………..….……………………………………………..1 Year 
Yearly Legislative Report……………………....…………………………...………………..5 Years 
Personnel and Performance Records         3 years followed by shredding and documentation 
of destruction date.  

 

*At the end of the retention period, contact State Archives for appraisal. 
 

PROCEDURE 
1) When no longer needed for immediate access, records should be stored in boxes 

labeled with: 
a) Type of document 
b) Date of storage 
c) Retention period 
d) Purge date 

2) Scan and toss (in development) 
3) A log of stored documents will be kept by WACO staff. 
4) WACO staff will review the log and purge documents past their retention period annually. 

https://www.sos.wa.gov/archives/recordsretentionschedules.aspx
https://www.sos.wa.gov/archives/recordsretentionschedules.aspx
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STRATEGIC PLAN 
 
PURPOSE  
To thoughtfully identify WACO’s priorities in the form of goals and objectives in order to 
systematically reach and / or achieve them. 
 
AUTHORITY  

• WACO Constitution and Bylaws Article I, Section 1.2; Article VI, Section 6.2 
• Strategic Plan Policy adopted March 9, 2021, amended December 8, 2021 

POLICY 
1) The WACO Board of Trustees is responsible for development and monitoring of a 

strategic plan for the organization.   
2) The WACO Board of Trustees may charge a strategic plan committee with 

development of a strategic plan for Board approval. 
3) The WACO Strategic Plan will serve as the major driver for Board and staff work 

plans. 

PROCEDURE 
1) A strategic plan will be created by the Strategic Planning Committee every five years 

in a draft form covering a five-year timeframe.  
2) The Strategic Plan will be submitted to the board for review, edit and ratification. 
3) The current plan will be reviewed annually by the Board of Trustees. 
4) Recommendations for updates will be provided to the board for approval prior to the 

spring meeting in order for decisions on approval to be made prior to the Executive 
Officers budget meeting. 

5) The WACO staff will develop a work plan outlining how the objective/goals will be 
accomplished including expected outcomes and timeframes. 

PROCESS ANALYTICS 
1) Status of each goal/objective will be identified during the annual review of the 

Strategic Plan. 
2) The Executive Director report presented to the Board at each of its regular meetings 

shall include status and planned work related to the Strategic Plan goals and 
objectives. 
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LEGISLATIVE ACTION PLAN 
 
AUTHORITY  
Legislative Action Plan Policy adopted July 10, 2019, amended October 1, 2019 
 
POLICY 
WACO shall establish procedures to take a year-round approach to legislation and 
policy development. 
 
PROCEDURE 
1) What WACO requests of each affiliate in support of their success: 

a) Affiliate leadership meet at least annually with WACO staff to evaluate past 
service, conduct future needs assessment, and update the menu of services 
expected of WACO in the coming year.  

b) Appoint at least one member to serve on the WACO Legislative Committee who 
will attend weekly webinars and represent the affiliate organization on 
identification of and response to relevant bills.  

2) Timeline for WACO Legislative Representation and Advocacy Services 
a) While education and technical assistance are service WACO can provide 

affiliates at any point and time, legislative advocacy and representation services 
are time sensitive.  Affiliate leadership interested in Legislative Representation 
and Advocacy Services above will want to consider engaging with WACO around 
the timeline below. 

b) May – August: WACO staff work with affiliate leadership (President, Legislative 
Committee chair and others at affiliate discretion) to: 
i) Debrief the session and develop and/or modify plans for interim and next 

session, including: 
ii) Review and discuss WACO / affiliate bills that did not pass and bills of 

concern likely to be re-introduced.  Discuss strategies for addressing 
opposition or lack of awareness / priority. 

iii) Determine where affiliate / legislator relationships need attention and develop 
outreach plan. Determine need / relevance of county or regional meetings 
between affiliates and legislators and collaborate on convening. 

iv) Identify and develop components of legislative strategy for upcoming session 
and forecasting for future session, where possible using WACO services 
needs assessment tool.  The focus of each affiliate strategy might include: 
(1) Submitting priority bill proposals for WACO membership; and/or 
(2) Legislative awareness building on specific issues in support of potential 

future legislative proposals; and/or 
(3) Relationship-building with targeted legislators, stakeholders, legislative 

staff, or others. 
c) September – December  
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i) WACO will develop materials / briefs on affiliate priority bill proposals  
ii) Fall legislative weekend (if convened) – WACO staff will arrange meetings 

with affiliates and legislators to discuss emerging proposals and discuss 
potential sponsorship; WACO staff will contact legislative staff in advance 
offering assistance work sessions  

iii) Four weeks prior to the Annual Conference affiliates will submit their 
proposals for WACO legislative priorities for the upcoming session.  
Subsequently these proposals will be sent to the full WACO membership for 
review and comment and staff will provide an electronic means for gathering 
member comments and sharing with affiliate leadership and the WACO 
legislative committee.  

iv) October Board meeting – WACO staff present affiliate / WACO legislative 
agenda  

v) November – December: Legislative assembly – WACO staff coordinate 
affiliate meetings with targeted legislators – deliver briefs on proposals, 
discuss sponsorship 

d) During Legislative Session 
i) At a minimum WACO staff may be expected to:   

(1) Ascertain the type and frequency of legislative reports for each affiliate 
Provide staff support for all WACO Legislative Committee meetings; and 

(2) Ensure WACO Executive Officers and affiliate presidents are kept current 
on status of priority bills and important legislative developments 

(3) Prepare members for testimony 
(4) Prepare briefing papers, exhibits, PowerPoint and talking points for 

relevant bills 
(5) Schedule WACO and affiliate meetings with key legislators 
(6) Prepare the affiliate for meetings with key legislators 
(7) Testify on bills when an affiliate member is not available 
(8) Maintain and update an online bill-tracking system viewable to all 

members with bill effect summary and status of their proposals and other 
relevant bills. 

ii) WACO will host and secure affiliate and legislator participation in WACO Day 
on the Hill, achieving a visual presence of WACO members and multiple 
opportunities for conversations between affiliates and legislators throughout 
the day.   

iii) As bills are introduced that are not among the WACO adopted legislative 
proposals, WACO staff will work with the Legislative Committee to determine 
relevance and response. 

e) Immediately Post Session 
i) End of Session Report: Within 1 week, WACO staff will prepare and distribute 

a report for all affiliates discussing session outcomes related to WACO priority 
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bills and other bills of interest and concern to affiliates on which WACO 
provided assistance. 

ii) Bill signings: WACO staff will track and inform affiliates of signing ceremony 
dates and coordinate to ensure affiliate presence on successful affiliate / 
WACO legislative proposals.   

 
 
PROCESS ANALYTICS 
1) Survey 

a) WACO staff will conduct a survey to determine affiliate satisfaction with WACO’s 
services during session and identify any areas for improvement. 
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EDUCATION ACTION PLAN 
 
PURPOSE 
The mission of the Education Committee is to provide quality communication and 
education opportunities that support WACO affiliates as smart, effective, and ethical 
leaders, which support a greater understanding of our respective roles, and which are 
not redundant with endeavors undertaken by the individual affiliates. The Education 
Committee endeavors to make WACO a go-to entity for WACO members, partners and 
citizens on county matters involving our affiliate roles and duties. 
 
AUTHORITY 

• WACO Constitution and Bylaws Article VIII, Section 8.3 
• Committees Policy adopted September 27, 2016, amended October 1, 2019 
• The Education Strategic Action Plan was adopted by the WACO Board of 

Trustees March 9, 2021.  
 
BACKGROUND 
WACO provides a portfolio of methods spanning tenure, leveraging technology, and 
conducted with an effective use of financial resources. Our education is provided by 
WACO members and staff, affiliates, state agencies, contracted speakers, and partners 
such as MRSC, WSAC, and the CJTC. The portfolio includes, but is not limited to:  

• In-Person Training,  
• Remote Training, 
• Training Library,  
• Resource Sharing, 
• Peer Sharing, 
• Conferences, 
• Social Media and Other Online Sharing. 

 
The education topics in the portfolio include tools for being a county official that advance 
WACO members’ skills, knowledge, and available resources, as well as collective 
wisdom on county government functions and operations. This includes current laws, 
statute changes, and legislative proposals; the history and context for county operations 
and WACO affiliate offices; and leadership and management skills.  
 
To foster a healthy and robust education platform the WACO Education Committee 
provides leadership, generates ideas, participates in program and policy discussions 
with WACO leadership regarding education, and represents the WACO membership on 
identifying future education needs.  
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Success for the Education Committee is creating a process for which they can deploy a 
diverse training offering for all members and the trainings are high quality and well-
received.   
 
POLICY 
1) The Education Committee shall facilitate the recommendation of WACO education 

programs. 
a) During the December Education Committee meeting, the committee will review 

past education opportunities, and prepare questions for the membership to track 
satisfaction of the past year’s opportunities, and solicit interest for topics in the 
forthcoming year. 

b) WACO staff shall collate results for data analysis, and progress tracking for 
upcoming trainings. 

c) During the February Education Committee meeting, the committee shall review 
membership survey results to identify potential topics for the year’s training 
opportunities not limited to the conference, in person, and online opportunities.  

2) In March, annually, the Education Committee shall review the current year’s 
education budget to provide feedback for the subsequent year’s funding levels to the 
WACO Executive Director and executive officers.  

3) In April annually, Education Committee meeting, the committee is to finalize 
education program recommendations to the Executive Director and executive 
officers, prior to the annual Budget Committee meeting, a summary of the proposed 
education program(s) for the ensuing year. 
a) As part of the program recommendations, annually the Education Committee 

shall assess needs related to legislative training for the WACO membership.  
4) The Education Committee shall assist the Executive Director with recommendations 

in the planning of the annual meeting.  
a) Responsible for facilitating the development of WACO education programs 

including planning education, meeting, and speaker events during the annual 
conference.  
i) The Education Committee is to review a draft agenda for the annual 

conference that includes potential time blocks for events during their April 
committee meeting.  

ii) During the months of April and may the Education Committee member 
consults with their affiliates to secure time requests for affiliate and/or cross 
affiliate meetings. 

iii) During the June Education Committee meeting the Education Committee 
reviews the draft agenda for the annual conference and recommends 
approval or changes.  

b) The Education Committee shall assist in the planning of the annual business 
meeting. 
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5) During or prior to each Education Committee meeting, committee members shall 
report any upcoming affiliate trainings to eliminate redundant trainings and highlight 
potential opportunities. 
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FINANCIAL AND INTERNAL CONTROLS 
  
PURPOSE  
To have in place internal controls to eliminate opportunity for misappropriation or 
improper financial activity, and to provide a method by which the financial data is to be 
processed. 
  
AUTHORITY  

• WACO Constitution and Bylaws Article VII, Section 7.1 
• Financial and Internal Controls Policy adopted July 11, 2012, amended October 

1, 2019, amended March 9, 2021, March 15, 2023 
• Credit Card Use policy amended July 21, 2016, consolidated into Financial and 

Internal Controls Policy October 1, 2019 
• Bank Account Signatures Policy adopted July 10, 2019, consolidated into 

Financial and Internal Controls Policy October 1, 2019 
  
POLICY 
1) This policy governs WACO’s financial operations. If this policy in any way 

conflicts with the WACO Articles of Incorporation, Bylaws, or any applicable 
state or federal regulation, such Article, Bylaw, or regulation shall prevail. 

2) General Provisions 
a) It is the policy of the Washington Association of County Officials (WACO) that 

all financial operations must be conducted in an accurate, accountable, 
transparent, and efficient manner. This policy is intended to ensure that all 
financial operations can be tracked and understood. 

b) This policy, together with WACO’s adopted Financial Procedures, is 
designed to prohibit any single person from having unrestricted control of 
WACO’s finances and to provide a structure to ensure that all financial 
operations are subject to timely review by at least one other person. 

c) Review by Outside, Independent Entities – Best practices dictate 
independent review is a vital component of ensuring the integrity of WACO’s 
finances. In addition to the audit by the State Auditor’s Office pursuant to 
RCW 36.47.060, WACO will arrange for a Certified Public Accountant (CPA) 
to periodically review and make recommendations regarding WACO’s 
financial activity. 

3) Bank Accounts 
a) Creation of Accounts 

i) The Association shall create and maintain bank accounts to support and 
protect the assets received, or other needs as authorized by the Board of 
Trustees from time to time.  

b) Access to Accounts  

https://app.leg.wa.gov/RCW/default.aspx?cite=36.47.060
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i) The Executive Director shall have full access, including online, to all 
WACO financial accounts and be named on the accounts. This will be all 
checking, savings, investment, donor specific and program accounts. 

ii) In addition to the Executive Director being named on all accounts, at least 
two people from the WACO Board of Trustees, other than the 
Secretary/Treasurer, will be additional representatives. 

iii) The Finance & Administration Manager must have sufficient access to 
WACO’s financial accounts to review WACO’s financial activity, reconcile 
account statements, make electronic fund transfers (EFT) and process 
online banking bill pay. 

iv) The WACO Secretary/Treasurer must have sufficient access to WACO 
financial accounts to review WACO’s financial activity.  

c) Signature Authority 
i) The Executive Director shall be an authorized signer to all accounts. To 

prevent a stoppage in business in the absence of the Executive Director, 
there shall be additional signers, as authorized by the Board of Trustees 
added to the checking accounts to serve as backup signers as needed.  
These additional signers consist of 2 members of the Board of Trustees 
and 1 WACO staff other than the Finance and Administration Manager. All 
checks will have a two-signature requirement. Signers are not authorized 
to sign checks made payable to themselves. 

ii) The Executive Director shall have the authorization to place their electronic 
signature to WACO documents.  The Executive Director’s electronic signature 
shall be created using the Adobe certificate process whereby the computer 
and signature are password protected and include a time stamp with each 
use and used only by the Executive Director.  Electronic signatures shall not 
be used to sign physical bank checks. 

iii) Non-salary payments and reimbursement to the WACO Executive Director 
shall be approved by the WACO Secretary/Treasurer prior to disbursement. 

d) Investments 
i) The Executive Director shall be mindful of interest rates, terms and risks 

when pertaining to the Associations funds. Therefore, from time to time, 
the Executive Director may need to move funds within the current 
accounts or may need to open new accounts. When moving funds is 
necessary it should only be handled by bank wires or cashier’s checks 
payable to WACO, and never cash.  No WACO investments shall be held 
in stocks.  Any new accounts opened by the Executive Director should be 
reported to the Secretary/Treasurer. 

e) Account Limits 
i) To protect the cash assets, no account should exceed the FDIC minimum 

insured value. As needed, the Executive Director may open new bank 
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accounts or transfer funds from one bank establishment to another to 
adhere to these limits. 

4) Credit Card Use 
a) Credit cards shall be owned by WACO and all monthly statements must be 

sent to the WACO office. The Executive Director will be issued a WACO 
credit card; however, individual credit cards will not be issued to other WACO 
staff, officers, or board members. 

b) Credit cards are to be used as a convenience when accommodations, travel 
expenses, or purchases can be made on-line, or over the phone. With 
previous approval by the Executive Director, staff may on occasion use the 
WACO credit card for in-person purchases and appropriate backup receipts 
are needed for every purchase. 

c) Purchases over $250 require prior written approval of the Executive Director. 
d) Use of credit cards must be consistent with all other WACO policies and 

practices. Credit cards must not be used for personal purposes or for cash 
advances. Use of a credit card to purchase alcohol or tobacco products is 
also prohibited. 

e) In the event of the loss of a credit card, the employee shall immediately notify 
the Executive Director and the Finance and Administration Manager. 

5) Amendments to Procedures 
a) The WACO Executive Director must notify the WACO Board of Trustees if 

any amendment(s) are made to the WACO Financial and Internal Controls 
Procedures adopted by the Executive Director. 

 
PROCEDURE  
1) Financial Software 

a) All WACO financial transactions must be properly processed and recorded using 
approved financial software.    

b) Access to the WACO financial software will be provided using user profiles as 
allowed by the software with appropriate profile privileges.  Full user access will 
be provided to the WACO Finance & Administration Manager with a secondary 
user profile provided to the WACO Executive Director.  Additional user profiles 
can be provided to the Certified Public Accountant who periodically reviews 
WACO’s financial activity, and the WACO Secretary/Treasurer.   

c) The Finance & Administration Manager is responsible for entering and 
processing financial transactions.   

2) Accounts Receivable (AR) Invoices   
a) AR invoices are to be generated by the Finance & Administration Manager using 

WACO’s financial software.  An electronic version of the invoice is to be retained 
in the financial software and a hard copy, together with the appropriate backup 
documentation, must be retained until payment is received at which time it 
becomes part of the deposit record.    
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b) If any AR invoice is to be deleted, waived, voided, or otherwise deemed 
uncollectible, the hard copy of the invoice, together with the backup 
documentation for the invoice, must be kept with a memorandum giving a 
sufficient and detailed explanation for the determination that the invoice should 
be deleted, waived, voided, or otherwise deemed uncollectible.    

3) Receipt of Revenues 
a) Revenues to WACO and/or the scholarship fund are typically received through 

the US Mail. Mail that is determined to contain revenue is separated, opened by 
the Executive Director or their designee, promptly stamped with the appropriate 
bank account’s “deposit only” stamp, photocopied, and then stored in a secure 
location pending deposit. Revenues that are received outside of the US Mail are 
handled in the same manner.  

b) Revenues received through electronic means will be reconciled against batching 
reports and bank deposits which confirm actual receipt of any batched amounts. 
A hard copy record must be created for electronic receipt of revenues and kept 
together with non-electronic deposit records.  

c) On very rare occasions, such as at the Annual Conference, a fundraising auction 
for the WACO scholarship fund may take place whereby cash is received in 
conjunction with selling tickets for raffle baskets.  The starting and ending ticket 
numbers are recorded providing a method to balance the cash received. A cash 
lock box is used during an event to securely store cash received.  A cash receipt 
book is also available to write receipts, as requested, by those purchasing tickets 
for the fund raiser. After the event, the ending ticket numbers are recorded on a 
piece of paper and the cash counted by two individuals. The individuals should 
record their counted cash amounts and sign their names as to affirm the cash 
amount counted. This record will become part of the permanent documentation 
used for deposit.  

4) Deposits 
a) Revenues received are to be processed not less than once per week and cannot 

be processed by the Finance & Administration Manager unless assisting another 
authorized person.  

b) To process the deposits, the original financial instrument, stamped with 
appropriate “for deposit only” endorsement, along with its copy, and any other 
documentation received with the payment must be appended with the invoice(s) 
being paid and the backup documentation for the invoice.  This bundle of 
paperwork will constitute the deposit record for that transaction.   

c) Once each financial instrument is appended with the appropriate documentation, 
the information from the financial instrument will be recorded onto a deposit 
record sheet.  At a minimum, the deposit record sheet should include the name 
of the entity making the payment, the check number, the check amount, the 
check date, and the invoice number and/or purpose of the payment.    

d) An itemized receipt will be calculated to total the amount of the deposit and is 
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attached to the batch of documentation. This receipt will be initialed by a 
separate person from whom will prepare for depositing. The itemized receipt 
indicating the total amount of the deposit must be kept with the deposit record 
sheet for verification against the deposit receipt created by the bank.  

e) Once a deposit is prepared it must be delivered to WACO’s bank for deposit 
within 24 hours.  Under no circumstances must any WACO deposit be made 
“less cash.”   The employee making the deposit must insist on receiving a receipt 
from the bank showing the total amount deposited into WACO’s checking 
account.  That employee must produce the bank deposit receipt to another 
WACO employee for verification against the itemized receipt from the WACO 
deposit record sheet.  Once the amount is verified to be exact between the bank 
deposit receipt and the itemized receipt from the WACO deposit record sheet, 
the WACO employee who made the deposit must sign the WACO deposit record 
sheet and the WACO employee who verified the bank deposit receipt must sign 
the WACO deposit record sheet.    

f) The signed WACO deposit record sheet, the itemized initialed receipt, the bank 
deposit receipt, and all backup documentation must be presented to the Finance 
& Administration Manager for entering into the financial software. These 
transactions will be scanned for retention.  

5) Disbursements by Check 
a) All disbursements by check must be signed by two persons properly registered 

with WACO’s bank as authorized signers on WACO’s checking accounts.    
b) The WACO check inventory must be kept in a secure location.  
c) Prior to any check being generated by WACO, a WACO Payment Approval Form 

must be completed and submitted to the Executive Director for approval.  No 
check may be generated without first having a completed WACO Payment 
Approval Form.  

d) As conditions require, the Finance & Administration Manager will conduct a 
“check run” to generate disbursements by check from WACO.  The Finance & 
Administration Manager obtains from a secured location the specific number of 
blank checks from the check inventory.   

e) The Finance & Administration Manager will generate the checks using the 
approved software and present the checks, together with the completed Payment 
Approval Form with the Executive Director’s signature and appropriate backup 
documentation for signatures.  

f) Once each check is signed by two authorized signers the Finance & 
Administration Manager will retain a copy of the check, the payment approval 
form, invoice, and any other documentation for that transaction.  These 
transactions will be scanned for retention.  

6) Voided Checks 
a) In the event a check is voided the original check must be written over in heavy 

black ink with the word “VOID” and the check must be correspondingly voided in 
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the financial software.  Additionally, a memo must be written by the Finance & 
Administration Manager to the Executive Director as to why the check was 
voided, and the Executive Director must initial the memo indicating receipt of the 
memo.  Once initialed by the Executive Director, the voided check and 
corresponding memo must be placed into a file for that month’s financial 
transactions.  These transactions will be scanned for retention.  

b) Voided checks must be appropriately recognized and reconciled each month with 
the bank statement.   

c) Under no circumstances may a check be “deleted” in the financial software.  
7) Disbursements by Credit Card.    

a) Disbursements by credit card shall be processed consistent with the use of credit 
card policy. Processing credit cards is like disbursements by check, except that 
the Finance & Administration Manager will collect all credit card paid transactions 
for the billing period to become part of the monthly credit card billing statement. 
An electronic fund transfer (EFT) is processed via the credit card’s website to pay 
for that period’s transactions. The credit card statement is to be reconciled in the 
financial software just like other bank accounts. These transactions will be 
scanned for retention.  

8) Disbursement by Electronic Fund Transfer and Banking Bill Pay (EFT refers to the 
disbursement from a bank account by means of wire, direct deposit, ACH or other 
electronic means)  
a) Disbursements by electronic fund transfer (EFT) and banking bill pay shall be 

processed consistent with disbursements by check, except that the Finance & 
Administration Manager is to initiate the EFT transfer and it will then be approved 
by the Executive Director with both of them using separate banking user 
identification.    

b) The Finance & Administration Manager must create a paper record by printing 
the transaction confirmation or receipt as well as time and date of disbursement, 
payee name, address and account number, amount of disbursement, purpose of 
disbursement, disbursing bank’s unique transaction identification number. Such 
confirmation or receipt shall be appended to the Payment Approval Form, 
together with the appropriate backup documentation, and will constitute the 
payment record for that transaction.  These transactions will be scanned for 
retention.  

c) Any requests made by payee to change original banking information for 
disbursements needs to be made in writing and will be followed up by the phone 
call from the Finance and Administration Manager to confirm validity. 

9) Petty Cash 
a) The Executive Director may, as needed, authorize a petty cash fund not to 

exceed $250.  In these instances, cash will be obtained by issuing a check made 
payable to “cash” to create a temporary petty cash fund.  The petty cash fund 
must be kept secure, and all transactions must be recorded and balanced with at 



 

WACO Policies and Standard Operating Procedures      46 | P a g e  
 

least one other person present to witness and attest to the accuracy of the petty 
cash balance.  All transactions require proper receipts & documentation. As soon 
as the event requiring petty cash is complete, the reconciled petty cash balance 
must be deposited into WACO’s checking account. These transactions will be 
scanned for retention. 

10) Payroll  
a) Payroll is coordinated and processed by the Finance & Administration Manager, 

consistent with WACO’s approved Budget and Salary Schedule.  Payroll is 
processed by EFT under normal circumstances. Prior to processing payroll, the 
Executive Director will approve staff’s time through the online timekeeper system 
which interfaces with the approved financial software. Once payroll is processed, 
documentation is presented to the Executive Director for review, and EFT 
approval at the bank. These transactions will be scanned for retention.   

11) Bank Account Reconciliation 
a) Original statements from financial institutions with which WACO has accounts 

are received by mail at the WACO office and must be opened and examined by 
the Executive Director.  Online statements obtained directly from the financial 
institution’s website are available sooner than those that arrive via mail and can 
be used as a substitute. The statements should be initialed on the first page 
indicating it has been reviewed and is ready for reconciliation.     

b) The signed or initialed statement shall be given to the Finance & Administration 
Manager, who must reconcile WACO’s records of financial activity to the 
statement.  Each reconciliation must balance exactly.  

c) The detailed reconciliation report, together with the statement, will constitute the 
reconciliation report. The Executive Director reviews and signs the reconciliation 
reports to verify the authenticity of the statements. These transactions will be 
scanned for retention.  

d) The Secretary/Treasurer is to receive a copy of the reconciliation report and 
statement for each of WACO’s accounts. 

12) Reporting 
a) Not later than the fifteenth day of each month, the Executive Director or Finance 

& Administration Manager shall provide to the WACO Secretary/Treasurer a full 
financial report for the previous month. The financial reports required may vary 
slightly with each Treasurer (at their request) but must include the following 
information:  
i) Balance Sheet – The Balance Sheet gives a complete picture of WACO’s 

assets and liabilities (of each fund) as of the last day of the reported month. 
ii) Profit & Loss Budget vs. Actual – The Profit & Loss Budget vs. Actual shows 

how much WACO’s actual revenues and expenditures for the reported month 
compared to the amount of revenues and expenditures budgeted for the 
reported month.  

iii) Year-To-Date Profit & Loss Budget vs. Actual – This report shows the 
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originally adopted WACO Budget amounts or the amended WACO Budget 
amounts (if any), actual revenues and expenditures for reported month, Year-
To-Date actual revenues and expenditures, and the percent of annual budget 
received (for revenues) or spent (for expenditures).  

iv) Accounts Receivable Aging Report – The Accounts Receivable Aging Report 
shows the invoices issued but not yet paid as of the date of the report.  Items 
in the “current” column are invoices created within 30 days of the report date.  
Items in the 1-30, 31-60, 61-90, and >90 columns indicate how overdue an 
invoice is.  

v) Bank Accounts Reconciliation Reports – The reconciliation report shows the 
financial activity for the reporting month according to WACO’s financial 
records as compared to the financial activity according to the bank 
statements.   

vi) Include Board meeting minutes or other documentation that approved or 
discussed line items affecting budgets. 

13) Annual filings with Internal Revenue Service 
a) WACO must utilize a CPA firm to prepare and submit its annual 990 tax return 

with the Internal Revenue Service.  The WACO Board of Trustees must be aware 
of, and welcomed to participate in, the preparation of the 990 tax return.  The 
‘Public Disclosure’ version of the filed 990 tax return must be distributed to the 
WACO membership via email and posted on the WACO website.  

14) Audit by State Auditor’s Office 
a) Pursuant to RCW 36.47.060, the financial records of WACO are subject to 

accountability audits every 3 years by the State Auditor.    
b) The WACO Board of Trustees must be aware of, and welcomed to participate in, 

audits conducted by the State Auditor’s Office.    
c) The WACO Board of Trustees must be made aware of any exit items, 

management letters, findings, or other relevant communications from the State 
Auditor’s Office.  

15) Unclaimed Property 
a) Per requirement of Washington State Department of Revenue, WACO submits 

an unclaimed property report, if applicable, by October 31st each year. 
  
PROCESS ANALYTICS:  
1) Audit Committee findings 
2) Independent financial audit findings/reports 
3) State Auditor’s Office findings/reports 

 
  

https://app.leg.wa.gov/RCW/default.aspx?cite=36.47.060
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ANNUAL BUDGET 
 
PURPOSE 
To annually develop a process that allows for planning of resources, guidance to spend 
with our means, establish and maintain reserves, plan costs with transparency, and to 
incorporate funding sources to accomplish top priorities of WACO. 
 
AUTHORITY 

• WACO Constitution and Bylaws Article VI, Section 6.2, 6.2(d); Article VII, Section 
7.3 

• Board of Trustees Meeting amended October 5, 2021 
• Annual Budget Policy adopted July 13, 2016, amended October 1, 2019, 

amended March 9, 2021, October 5, 2021, December 8, 2021, March 15, 2023 

POLICY 
1) The WACO Budget Committee will develop a proposed upcoming year budget at 

their annual meeting in May. 
2) The WACO Board of Trustees will adopt a balanced budget annually at the July 

Board of Trustees meeting. 
3) The Executive Director will operate within a bottom-line budget but must receive the 

Executive Board’s approval to move budgeted items between categories of the 
current-year budget. 

4) Salary and Benefits budgets are not available to be spent on other categories 
without the Board of Trustees approval. 

5) The Executive Director can reallocate current-year budgeted items within categories. 
6) Spending in excess of the adopted budget must receive the Board of Trustees 

approval prior to the expense. 
7) Emergency expenditures will follow the guidelines of the Reserve Policy. 
8) All budget amendments to the subsequent year budget adopted by the Board in July 

will be formally adopted at the December Board of Trustees meeting. 
9) Annually, the WACO budget shall include a line item authorizing $7,500 for the 

President’s reception during the annual conference. 
PROCEDURE 
1) The Personnel Committee will submit recommendations for salary, including cost of 

living adjustments (COLA), per WACO Personnel Policy (13)(g), and benefit 
adjustments at the March Board meeting. 

2) The Finance Manager will review Office of Financial Management population census 
in April to calculate each county’s shared assessments. 
a) If updated population data is unavailable, the Financial Manager will contact the 

Office of Financial Management for a timetable on when the data will be 
available. 
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3) The Budget Committee shall calculate an increased to the County’s Reimbursement 
based on CPI and including pre-paid registration per WACO County Reimbursement 
Policy 2) and 3). 

4) The Board will gather annual building rent figures from the Washington Counties 
Building in April. 

5) The Budget Chair will work with the Finance Manager to develop a budget based on 
contractual changes only for the next calendar year budget. 

6) The Finance Manager will prepare the WACO Budget workbook that provides the 
Budget Chair with the following worksheets: 
a) Current year updated projections 
b) Current year cash flow estimates 
c) Multi-year actual vs budget 
d) Income worksheet 
e) Projections for interest income 
f) Expense worksheet  
g) Salary projections 
h) Benefits projections, which should include vacation and unemployment accruals 
i) Proposed budget summary for all funds 
j) Budget considerations from WACO staff and WACO committees 

7) The Budget Chair and Finance Manager will finalize the budget documents to be 
presented to the Budget Committee. 

8) The Finance Manager will forward the final budget documents to the Budget 
Committee 2 weeks prior to the annual budget meeting in May. 

9) The Budget Committee will meet in May to finalize the proposed budget which aligns 
with the Strategic Plan to present to the Board of Trustees. 

10) The Chair of the Budget Committee will present the proposed budget to the Board of 
Trustees for discussion, revision, and adoption at their July Board meeting. 

 
PROCESS ANALYTICS 
1) Financial statements 
2) Balance sheets 
3) Membership satisfaction survey 
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ANNUAL REPORT 
 
PURPOSE 
Set expectations for content, timeline and delivery of the WACO annual report. 
 
AUTHORITY  

• WACO Constitution and Bylaws, Article VI section 6.2  

POLICY 
1. Staff will prepare an annual report that reflects activities and accomplishments 

directly related to WACO priorities of Legislative Advocacy, Education and Capacity 
Building and Outreach and Engagement. 

2. The report will also serve as an accounting of the fiscal health of the organization, 
summarizing key budget, revenue and expenditure data as related to organizational 
priorities.   

3. The report shall include a letter of introduction from the WACO President for the year 
of the report and an executive summary.   

4. The report for each year will be prepared for Board review and approval at the 
subsequent year March Board meeting, with preliminary financial data indicated as 
such, and published online following the meeting.   

5. Financial data will be updated as necessary, following submission of the final IRS 
990 form, later in the year and reposted on the WACO website as the final report.     
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OPERATING RESERVES 
 
PURPOSE 
To ensure the stability of the mission, programs, employment, and ongoing 
operations of the organization.  
 
AUTHORITY  

• Operating Reserves Policy adopted December 14, 2016, amended October 1, 
2019 

POLICY 
1) The Operating Reserve is intended to provide an internal source of funds for 

situations such as a sudden increase in expenses, one-time unbudgeted 
expenses, unanticipated loss in funding, or uninsured losses. The Reserve may 
also be used for one-time, nonrecurring expenses that will build long-term 
capacity, such as staff development, research and development, or investment 
in infrastructure. 

2) Operating Reserves are not intended to replace a permanent loss of funds or 
eliminate an ongoing budget gap. It is the intention of WACO that Operating 
Reserves are to be used and replenished within a reasonably short period of 
time. The Operating Reserve policy will be implemented in concert with the other 
governance and financial polices of WACO and is intended to support the goals 
and strategies contained in these related policies and in strategic and 
operational plans. 

3) Definitions and Goals 
a) The Operating Reserve Fund is defined as the designated fund set aside by 

the Board of Trustees. The minimum amount to be designated as Operating 
Reserve will be established in an amount sufficient to maintain ongoing 
operations and programs for a set period of time, measured in months.  

b) The Operating Reserve serves a dynamic role and will be reviewed and 
adjusted in response to internal and external changes.  

c) The target minimum Operating Reserve Fund is equal to six (6) months of 
annual operating costs. The calculation of average monthly operating costs 
includes all recurring, predictable expenses such as salaries and benefits, 
occupancy, office, travel, program, and ongoing professional services. 
Depreciation, in-kind, and other non-cash expenses are not included in the 
calculation. 

d) The amount of the Operating Reserve fund target minimum will be calculated 
each year after approval of the annual budget, reported to the Board of 
Trustees, and included in the regular financial reports. 

4) Accounting for Reserves 
a) The Operating Reserve Fund will be recorded in the financial records as 
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Operating Reserve. The Fund will be funded and available in cash or cash 
equivalent funds. 

5) Funding of Reserves 
a) The Operating Reserve Fund will be funded with unrestricted operating 

funds. The Board should designate a specific amount in each adopted 
budget to ensure that the Operating Reserve is maintained at or above the 
minimum goal established in this policy. The Board of Trustees may from 
time to time direct that a specific source of revenue be set aside for 
Operating Reserves. 

6) Use of Reserves requires three steps: 
a) Identification of appropriate use of reserve funds – The Executive Director 

will identify the need for access to reserve funds and confirm that the use is 
consistent with the purpose of the reserves as described in this Policy. This 
step requires analysis of the reason for the shortfall, the availability of any 
other sources of funds before using reserves, and evaluation of the time 
period that the funds will be required and replenished. 

b) Authority to use operating reserves – Authority for use of Operating Reserves 
is delegated to the Executive Director in consultation with the Executive 
Officers of WACO. The use of Operating Reserves will be reported to the 
Board of Trustees at their next scheduled meeting, accompanied by a 
description of the analysis and determination of the use of funds and plans 
for replenishment to restore the Operating Reserve fund to the target 
minimum amount. The Executive Director must receive prior approval from 
the Board of Trustees if the Operating Reserves will be depleted by more 
than one-third its current value. 

c) Reporting and monitoring – The Executive Director is responsible for 
ensuring that the Operating Reserve Fund is maintained and used only as 
described in this Policy. Upon approval for the use of Operating Reserve 
funds, the Executive Director will maintain records of the use of funds and 
plan for replenishment. He/she will provide regular reports to the Board of 
trustees of progress to restore the fund to the target minimum amount. 

7) This Policy will be reviewed every other year, at minimum, by the Budget 
Committee, or sooner if warranted by internal or external events or changes. 
Changes to the Policy will be recommended to the Board of Trustees as needed. 
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DESIGNATED FUNDS 
 
PURPOSE 

To ensure the stability of the mission, preserve assets, and ongoing operations of the 
organization. 

AUTHORITY 

• Designated Funds policy adopted by Board of Trustees July 8, 2020 
 
POLICY  
1) The Designated Funds are intended to provide an internal source of funds for 

specific needs outlined below under definitions and goals. 
2) Designated Funds are intended to be used to cover expenses that are periodic and 

costly. 
3) It is the intention of the WACO Board that Designated Funds are to be replenished 

via the annual budget process, and in a reasonably short period of time, based on 
anticipated needs.  Each fund will outline its budgetary needs for income and 
expenses each year and go through the WACO Board budget approval process.  It 
is also the intent of the WACO Board that these funds can be authorized outside of 
the budget approval process due to timing and need of the expense. 

4) Definitions and Goals 
a) The Designated Funds established are: 

i) Washington Counties Building Fund - $120k Goal – defined usage is to pay 
for capital improvements or building maintenance (planned and/or unplanned) 
over and above the normal WCB budgeted line item. 

ii) Technology & Equipment Replacement Fund - $10k Goal – defined usage is 
to pay for the replacement of current or purchase of new T&E items such as, 
but not limited to, network servers, desktop and laptop computers, printers, 
monitors, cameras (video/still), projectors, telecommunications, banners, desk 
chairs, desks, other furnishings. Annually a review of potential needs and 
rotation should be evaluated so an anticipated dollar amount can be 
submitted as part of the budget review process. 

iii) Newly-Elected Officials Training Fund - $40k Goal – defined usage is to offset 
the cost of hosting the NEO conference which occurs every 4 yrs. This 
conference pays for NEOs to attend training needed to help them do their 
jobs better and to learn rules associated with public office.  

iv) Professional Fees Fund - $32k Goal – defined usage is to pay for mandatory 
WA State Audits which occurs every 3 years, and/or legal fees as required. 

b) The Designated Funds serve a dynamic role and will be reviewed and adjusted in 
response to internal and external changes.  
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c) The amount of each fund target minimum will be calculated each year during the 
budget review process, reported to the Board of Trustees and included in the 
monthly financial reports. 

d) The Board of Trustees may from time to time direct a specific source of revenue 
be set aside for any or all of the Designated Funds, and the Board of Trustees 
may approve any movement of Designated Funds for another purpose identified 
and deemed necessary. 

5) Accounting and Reserves 
a) The Designated Funds will be recorded in the financial records as titled in 

Definitions and Goals above. 
b) The Funds will be available in cash or cash equivalent funds. 

6) Use of Reserves 
a) Authority for use of Designated Funds is determined in the annual budget 

process by approval of the budget. If an unanticipated immediate need arises, 
the Executive Director should seek approval from the WACO Executive Officers. 

7) Policy Review 
a) This policy will be reviewed every other year, at a minimum, by the Budget 

Committee, or sooner if warranted by internal or external events or changes.  
Changes to the Policy will be recommended to the Board of Trustees as needed. 
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COUNTY REIMBURSEMENT 
 
PURPOSE 
To memorialize and readopt the apportionment formula as currently in use. 
 
AUTHORITY  

• WACO Constitution and Bylaws Article VII, Section 7.3 
• County Reimbursement Policy last amended October 6, 2020, October 5, 2021 

POLICY 
1) The Board of Trustees shall adopt an amount to be collected from counties for 

services rendered to the counties and to establish the formula to apportion those 
costs of reimbursement to the Association. 

2) Annually, the WACO Budget Committee shall calculate an increase to the 
County’s Reimbursement based on an increase of the Consumer Price Index 
(CPI), using the WA State Office of Financial Management’s “Washington 
Economic and Revenue Forecast” for the Seattle-W classification for the 
proposed budget year, if applicable. 

3) A county’s annual reimbursement shall also include pre-paid registration for that 
year’s WACO annual conference for the 6 or 7 WACO members in that county.  
Members may alternatively use these funds to designate a staff member to 
attend in their place. 

4) The Board of Trustees reserves the right to approve, disapprove, or make 
additional recommendations related to reimbursement amounts as appropriate. 

 
PROCEDURE 
1) County Reimbursement Formula 

a) The formula includes a base amount of $2,000 for each county and a population-
based apportionment. The base formula or components of the base formula are 
modified by two agreements: 
i) By agreement with King County, King County is capped at a maximum 

responsibility for 25% of the total statewide reimbursement requested in the 
WACO budget process. 

ii) Pursuant to an agreement signed January 20, 2011, between WACO and the 
Washington Association of Prosecuting Attorneys (WAPA), WACO passes 
through to WAPA 22% of reimbursements received from King County and 
25% of reimbursements received from all other counties. 

b) The basic population formula is: 
i) Total WACO request times 25% equals King County’s maximum 

reimbursement 
ii) Subtract the King County reimbursement amount (step i) from the total 

request. 
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iii) Subtract total base county ($78,000) from the result of step ii, adding back a 
single county base of $2,000 in order to maintain King County’s cap at 25% of 
the total request. 

iv) Multiply the result of step iii by each county’s percentage of statewide 
population excluding King County as a county for its population from the 
calculation. 

v) Add $2,000 to the result of step iv for each county except King. This is the 
total reimbursement apportioned by county. 
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WAPA PASS-THROUGH AGREEMENT 
 
PURPOSE 
To formalize previous agreements and modifications that have been made since 1976 by the 
Washington Association of County Officials (WACO) Board of Trustees and the Washington 
Association of Prosecuting Attorneys (WAPA) for the funding that is received by WACO and 
passed to WAPA to support the continuing civil legal education of prosecuting attorneys and 
their staffs and other WAPA functions. The minutes of the WACO Board of Trustees reflect the 
same. 
 
AUTHORITY / REVIEW 

• WAPA/WACO Pass-Through Policy signed January 20, 2011, amended October 5, 
2021 

POLICY 
1) The distribution is as follows: 

a) 22% of funds received from King County and 25% of all funds received from 
the other counties in the state for reimbursement of professional services.  
This shall not include pre-paid conference fees or any other special 
assessments that may be collected.   The anticipated funding and the 
amount of the monies passing through to WAPA shall be documented; 
included in proposed discussions of the WACO Board of Trustees; and, 
approved annually as part of the budget process. Any reduction or increase to 
funding of WACO will be subject to the same formula. 

 
PROCEDURES  
1) Address in a periodic review 
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WASHINGTON COUNTIES BUILDING 
 
PURPOSE 
To expand on the Joint Venture Agreement to establish policies for efficient, cost-
effective management of the Washington Counties Building (WCB). 
 
AUTHORITY 

• Joint Venture Agreement, Article III, 1984 
• Washington Counties Building policy adopted July 8, 2020 

POLICY and PROCEDURE 
1) The WCB Management Committee (Committee) shall consist of 10 members 

proportionate to the percentage interest of each venture (3.1.1) (5 WACO and 5 
WSAC). 

2) The Executive Director of WSAC or WACO will serve as WCB Manager, as 
designated by the Committee, for the conduct of ordinary business of the venture 
and to implement decisions of the Committee. 

3) The Scope of the Joint Authority of the Venturers is specified in the Joint Venture 
Agreement. 

4) A quorum of members from each Venturer will convene as the Committee twice 
annually, with one meeting occurring in April to accommodate annual budget 
development.  Materials relevant to the committee’s deliberation will be provided by 
the Manager and staff of WSAC and WACO, as appropriate, at least one week in 
advance of each meeting.  

5) Deliberations during the annual April Committee meeting shall address: 
a) Review Capital Improvement Plan 
b) Review status of reserve building funds 
c) Proposed budget and factors impacting proposed changes 
d) Status of tenant lease agreements 

 

PROCESS ANALYTICS 
Annually each committee member will submit evaluation indicating degree to which they 
believe policies and procedures were successfully accomplished for the past year.  
Results of the evaluation will be discussed by the Management Committee at their 
annual meeting, accompanied by consideration of any needed changes in policies and 
procedures. 
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GIFTS FOR MEMBERS LEAVING OFFICE 
 
AUTHORITY / REVIEW  

• Gifts for Members Leaving Office Policy adopted April 7, 2013, amended October 
1, 2019, March 2, 2022 

• IRS Publication 5137, Fringe Benefit Guide, Office of Federal, State and Local 
Governments 

 
POLICY  
1) As an organization created by its membership with the purpose to serve its 

membership, it is the policy of the Washington Association of County Officials 
(WACO) to recognize the service of its members when they leave office.  This 
policy outlines a standard of recognition for WACO members leaving office, with 
due consideration for time served in office and/or their service to WACO as an 
organization.   

2) The cost of awards will comply with guidelines included in IRS Publication 5137, 
Fringe Benefit Guide.  All actions contemplated under this policy are subject to 
available budget funds/authority and may be terminated at any time. 

 
PROCEDURE  
1) Length of Service Awards: 

a) For WACO members leaving office after having served four years or less, an 
outgoing member’s service may be recognized with a custom certificate 
presented in a frame.  

b) For WACO members leaving office having served more than four but less than 
twenty years, an outgoing member’s service may be recognized with a custom 
plaque.  

c) For WACO members leaving office having served more than twenty years, an out-
going member’s service may be recognized with a picture of the WACO 
member’s courthouse, together with a custom certificate, in a large frame with 
sufficient room for WACO representatives (and members of the WACO 
member’s staff) to sign or include personalized messages.  

d) For WACO members who served on the WACO Board of Trustees, WACO will 
recognize their service consistent with WACO members who served in office 
more than four but less twenty years. 

2) Recognition Events – If WACO is aware of an event recognizing the member 
leaving office, every effort should be made to provide a member of the WACO 
staff or Executive Board to attend as a representative of WACO and present 
WACO’s recognition of service to the member leaving office. 

3) Outgoing President Award – WACO will recognize the outgoing WACO 
President with a unique gift not to exceed $300, presented during the WACO 
Annual Conference, in recognition of his/her service as WACO President. 

https://www.irs.gov/pub/irs-pdf/p5137.pdf


 

WACO Policies and Standard Operating Procedures      60 | P a g e  
 

4) In the event a WACO member is removed from office, or otherwise leaves office 
under circumstances not consistent with the highest ethical expectations of an 
elected or appointed official, the WACO Executive Director may decline to exercise 
the recognition otherwise authorized under this policy.  
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TRAVEL AND REIMBURSEMENTS 
 
AUTHORITY 

• WACO Constitution and Bylaws Article VII, Section 7.2 
• Travel Reimbursement Policy amended March 6, 2018, consolidated into Travel 

and Reimbursements Policy October 1, 2019.  Amended March 15, 2023 
• Out of State Board Travel Policy adopted July 11, 2012, consolidated into Travel 

and Reimbursements Policy October 1, 2019 
• GSA Travel Resources Per Diem Schedule 
• OFM Travel Resources  
• IRS Publication 463 – Current Edition, Travel, Gift, and Car Expenses  

 
POLICY 
1) It is the policy of WACO to reimburse staff, members, and board members for 

reasonable and allowable cost of travel incurred on behalf of WACO. 
2) Staff members and board members who travel at WACO expense are expected 

to exercise prudent judgment in incurring travel expenses when on official 
WACO business.  Excessive or unnecessary expenses will not be 
approved. Reimbursement for meals or lodging generally shall not exceed GSA 
per diem rates for the location.  Lodging will be reimbursed in excess of GSA 
rates if it is at a published conference rate.  Other exceptions require prior 
approval of the Executive Director and Board President. 

3) Personal service contractors under contract with WACO shall adhere to travel 
policies applicable to WACO staff and board members. Those travel expenses 
to be reimbursed to contractors shall be specified in the contract prior to 
signatures and commencement of work.   

4) Eligible Staff Travel Expenses 
a) Registration – Registration fees required in connection with attendance at 

conventions, conferences, and official meetings. 
b) Meals – Only those meals that are incurred during official business or while 

traveling for official business are eligible travel expenses.  Meals will be 
reimbursed at per diem do not require receipts. Tobacco and alcoholic 
beverages are not reimbursable. 

c) Lodging – Reimbursement for lodging is allowed when located more than 30 
miles from official residence or duty station. Lodging expenses will be 
reimbursed at actual cost, not to exceed per diem, unless meeting exceptions 
per 2) above, with receipts. 

d) Transportation 
i) The mileage reimbursement allowed to WACO employees and members 

when using their personal cars in connection with WACO business shall 
be the allowable Internal Revenue Service standard mileage rate. 

https://www.gsa.gov/travel/plan-book/per-diem-rates
https://ofm.wa.gov/accounting/administrative-accounting-resources/travel
https://www.irs.gov/forms-pubs/about-publication-463
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ii) Airfare, car rental, other transportation shall be at the most economical 
class. 

e) Tips – Tips (except for meals) and gratuities are not reimbursable. 
f) Non-Work Activities and Personal Expenses – Mileage, taxi fares, car rental, 

and other transportation costs to places of entertainment and other non-business 
facilities are not reimbursable. 

g) Telephone – Personal telephone calls are not reimbursable. 
h) Fines – Fines, penalties, and/or forfeitures are not reimbursable. 

5) Eligible Board Meeting Travel Expenses 
a) Board members are eligible to be reimbursed for travel to Board meetings, 

consistent with the terms of 4) above. 
6) Eligible Member Travel Expenses 

a) WACO members incurring expenses in service to WACO shall adhere to travel 
policies applicable to WACO staff and board members. Those travel expenses to 
be reimbursed to members require written approval from the WACO Executive 
Director prior to expenses incurred.   

7) Contracted Event Meal and Lodging Rates 
a) Meals and lodging shall be contracted at a rate up to General Service 

Administration (GSA) per diem for the location of the service. The GSA per diem 
rates include breakfast, lunch, dinner, incidental expenses, and lodging.  

b) Per diem incidental expenses may include light refreshments, snack services, 
and other non-captured catering and lodging expenses.  

c) WACO shall not pay for personal and non-work-related activities.  
d) It is the policy of WACO that alcoholic beverages may not be a WACO 

expenditure and must only be provided at WACO events if the cost is covered by 
an external, non-public sponsor, or purchased by individual attendees.  

d)  
8) Exceptions 

a) In the event of contracts that include bundled lodging and food services, 
consideration will be given to contracts that discount certain expenditures based 
on meeting contractually specified numbers.  In such cases, if the base unit price 
of a meal or lodging exceeds GSA per diem rates but would meet per diem rates 
in the event of fulfilling the contractually specified threshold, WACO can enter 
into such an agreement. 

b) The WACO Annual Conference may exceed per diem rate if by a vote of the 
membership a venue is selected that does not offer GSA per diem rates.  

c) WACO may exceed GSA per diem rates for a location if there are no venues 
available to provide meal and lodging services at or below the GSA per diem 
rate; or if they do not offer facility and technical services appropriate for the 
specific event(s). In such cases, WACO shall make every effort to contract with 
the venue that provides such services at the amount closest to GSA per diem 
rates.  
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9) Waco Board Meeting in Conjunction with the Annual Conference 
a) Board members may also request reimbursement for attendance at WACO 

Board Meetings held in conjunction with the annual membership meeting. 
Reimbursement shall not exceed one night’s lodging and dinner/breakfast, 
unless meals are not otherwise provided.  Registration, costs of travel, and other 
costs associated with the annual membership meeting are not reimbursable. 

10) Out-of-State Board Travel 
a) The Washington Association of County Officials (WACO) each year adopts a 

budget that may appropriate funds for, among other things, out-of-state Board 
travel. The purpose of this funding is to provide the means for WACO Board 
members to attend and participate in certain out-of-state events to represent the 
WACO membership, and to report back to the WACO membership on 
happenings outside Washington State.  This policy intends to establish and 
clarify a process for determining out of state Board travel planning. 

b) The Budget Committee should consider a lump-sum amount when developing 
the preliminary budget that would be used to pay for out of state travel of WACO 
delegates. The dollar amount recommended by the Budget Committee, when 
approved by the Board, will be utilized to fund the highest priority travel requests 
as determined by the Executive Director and Board President.   

 
PROCEDURE 
1) All Travel 

a) Requests for travel reimbursement  
i) will be submitted to the Finance & Admin Director,  
ii) on the approved WACO Reimbursement Form, 
iii) supported by receipts. 

b) Requests for reimbursement must be submitted within 45 days of the 
member’s return to work following the end of travel, or the request will not be 
reimbursed. 

c) Requests for reimbursement will be approved by the Executive Director. 
d) Reimbursements for the Executive Director are reviewed and processed by 

the Finance and Administration Manager and submitted to the WACO 
Secretary/Treasurer for approval. 

e) Reimbursement claims will be processed in a timely fashion. 
2) Out of State Board Travel 

a) To allow for proper planning, orderly coordination and budgeting for such 
participation, Board members should submit to the Board President, prior to 
April 1 of each year, written requests for authorization to be a WACO 
representative at regional or national meetings of interest during the ensuing 
year. Requests should be listed in order of preference and should include the 
meeting name, location, and dates, along with an estimate of costs and the 
amount to be funded by WACO.  The requests should include a brief 
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summary of the expected benefits to be derived by the participant and the 
WACO Board. 

b) The Executive Director and Board President shall meet to review and 
prioritize travel requests in sufficient time to make a recommendation to the 
Board before the adoption of the WACO annual budget. 

c) WACO Officer travel requests will be prioritized to ensure WACO 
representation at the NACO Legislative Conference and at the NACO Annual 
Conference.  Travel requests from other board members will be evaluated 
(first) based on overall benefit to the Association, and (second) on the overall 
benefit to the individual’s affiliate.  Other than for WACO officers, out-of-state 
travel will be limited to one trip per year. 

d) Any Board Member who received partial funding for out-of-state travel may 
receive a pro rata payment if the total amount budgeted in this line item is not 
expended. Other requests for out-of-state travel to meetings not scheduled at 
the time of the adoption of the budget may be considered for adoption and 
funding at a subsequent WACO Board of Trustees meeting. 

e) Upon returning from a WACO-funded out-of-state event, the traveling Board 
member(s) must submit a written report to the WACO Board of Trustees, 
delineating the specific benefits derived from attendance at such event.  The 
report shall include a copy of the agenda, delineating the specific sessions 
and workshops that were attended by the delegate and the specific points of 
interest noted. 

f) Association funds may be expended in advance to provide for travel tickets, 
registration, and lodging. Upon return, each out of state traveling Board 
Member may submit for reimbursement a properly itemized voucher for other 
actual expenses. 
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ASSET MANAGEMENT 
 
PURPOSE 
To ensure the organization has a guideline to follow when purchasing and disposing of 
property and/or equipment.  
 
AUTHORITY / REVIEW 

• Asset Management Policy adopted July 8, 2020, amended October 5, 2021, March 15, 
2023 

POLICY 
1) The general capitalization threshold for a single property purchased is $2,500.  

Purchases with a value equal to or greater than $2,500 will following the 
depreciation schedule below: 

  Computers / similar equipment 3-5 years 
  Office equipment   3-7 years 
  Building improvements  40 years 
2) All assets and small attractive items will be assigned an organization identification 

tag added at the time of purchase. The Finance and Administration Manager will 
maintain a database of all property and equipment owned by the organization. The 
database will include a tag number, description, serial number, acquisition date, and 
location. These tags help to easily identify ownership and correspond with the 
database required to maintain the annual inventory for the county personal property 
taxes. 

3) Surplus property is defined as no longer has a need or practical use to the 
organization.  The Finance and Administration Manager must be notified when items 
are deemed ready for surplus or disposal in order to maintain accurate logs. 

4) The organization has a disposal contract with the Dept of Enterprise Services (DES), 
Surplus Division, if items are deemed appropriate for surplus. If not appropriate, or if 
DES-Surplus is not available, other disposal arrangements shall be made. 

5) Before disposing of any equipment which housed organization data files (such as 
computers), the hard drives should be backed-up and reset using the current IT 
contractor. 

6) WACO Board members and WACO staff are not allowed to purchase items removed 
from inventory. 

 
PROCEDURES  
1) The WACO Executive Director and Finance and Administration Manager shall 

annually review the list of assets and surplus schedule. 
2) Acquisition 
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a) Upon purchasing of a qualifying item, the Finance and Administration Manager 
will issue an organization identification tag which will be affixed to the item upon 
arrival. The tag will be recorded in the existing database. 

3) Decision to Surplus and Documentation 
a) Items with tag numbers and/or values equal to or greater than $2,500 require the 

approval of the WACO Board. 
b) Items with or without tag numbers and valued less than $2,500 may be 

administratively approved for surplus by the Executive Director.  Records shall be 
maintained detailing the item, condition of item, process followed, surplus method 
and two signatures confirming the aforementioned. 

4) Preparation of item for surplus and sale/disposal process 
a) When an item is determined it is no longer needed or usable, it must be prepared 

for removal from the property.  It must be removed from the asset database, 
electronic data must be wiped, and also determined if it is in surplus condition or 
trash. 

b) If the equipment has data to be removed, contact the current IT contractor for 
their assistance.  The equipment will need to be backed-up, wiped clean and, if 
going to surplus, restored to factory settings. 

c) Items that are obsolete or have no value may be disposed of with one of the 
following methods listed below.  Record of disposal method with two signatures 
and any receipts shall be retained. 
i) Donate to non-profits or government entities, or 
ii) Dispose of in a dumpster, or 
iii) Recycle at an approved recycling facility 

5) For items with value, the following procedure and documentation shall be followed: 
a) Complete the process established by DES. Instructions and forms can be found 

on the organization’s online data storage under >Server>Contracts>Dept of 
Enterprise Services>Surplus Interagency Agreement. Additional resources can 
be found online at https://www.des.wa.gov/services/surplus/what-can-we-surplus 
and 
http://des.wa.gov/SiteCollectionDocuments/Surplus/SurplusDisposalInstructions.
pdf. 

b) In addition to the protocol set forth by DES, the Executive Director and one other 
staff person must sign off on a disposal form that identifies asset tag number, if 
assigned, reason for removal and where the item is being disposed of or surplus.  

 
  

https://www.des.wa.gov/services/surplus/what-can-we-surplus
http://des.wa.gov/SiteCollectionDocuments/Surplus/SurplusDisposalInstructions.pdf
http://des.wa.gov/SiteCollectionDocuments/Surplus/SurplusDisposalInstructions.pdf
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PERSONNEL 
 
PURPOSE 
To set forth general policies and standards of the Association. These policies are 
designed, insofar as possible, to provide uniformity and fairness in selection and 
treatment of all WACO employees. 
 
AUTHORITY 

• Personnel Policy adopted January 8, 1986, amended March 4, 2020, 
amended March 9, 2021, October 5, 2021, March 2, 2022 

• Cell Phone Reimbursement Policy adopted November 1, 2011, by Executive 
Director, consolidated into Personnel Policy October 1, 2019 

• RCW 38.40.060; RCW 49.17; RCW 49.77 
• The Occupational Safety and Health Act (OSHA) of 1970 
• The Drug Free Workplace Act of 1988 

 
POLICY 

1) All positions with WACO are “at will” positions. Employees may leave 
employment at any time, without notice. Whenever possible, two weeks’ written 
notice is requested. Similarly, employees may be terminated, with or without 
cause, and with or without prior notice, at any time.  

2) This Policy is not a contract of employment. No employee, whether serving in a 
supervisory capacity or not, is authorized to enter into an employment agreement 
with any other employee. 

3) All terms and conditions in this Personnel Policy are subject to change, without 
notice, at the discretion of the Board of Trustees. 

4) Definitions:  
a) “Full-time employee” refers to any employee who works thirty-two (32) hours 

per week or more. 
b) “FLSA non-exempt employees” refers to employees that are not exempt from 

overtime, in accordance with the Fair Labor Standards Act.  
c) “Non-management exempt professional employees” refers to exempt 

employees other than the Executive Director and Deputy Director. 
d) “Management exempt professional employees” refers to Executive Director 

and Deputy Director/General Counsel positions only.  The Board may 
designate other management exempt professional positions as appropriate. 

5) Equal Employment Opportunity Employer: WACO does not discriminate against 
any individual with respect to hiring, terms or conditions of employment because 
of race, color, religion, national origin, age, sex, sexual orientation, or physical or 
sensory disabilities. 

https://app.leg.wa.gov/RCW/default.aspx?cite=38.40.060
https://app.leg.wa.gov/RCW/default.aspx?cite=49.17
https://app.leg.wa.gov/RCW/default.aspx?cite=49.77
https://www.osha.gov/laws-regs/oshact/completeoshact
https://www.samhsa.gov/workplace
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6) Selection, Evaluation, Discipline, and Termination: The WACO Executive 
Director shall be hired by the WACO Board of Trustees and may be terminated at 
any time, with or without cause and with or without notice. The WACO Executive 
Officers shall be responsible for the performance evaluation and discipline, up to 
but not including termination, of the WACO Executive Director. 

7) The WACO Executive Director shall be responsible for the directing of all WACO 
staff, including hiring, discipline, performance appraisals, and termination. 
a) The WACO Executive Director shall be subject to a written review performed 

annually by the WACO Executive Officers.  The completed review will be 
shared with the full board at the first board meeting following the evaluation. 

b) All other WACO employees shall be subject to a written review performed 
annually by the Executive Director. 

c) Evaluation forms shall be approved by the WACO Board of Trustees. 
d) All evaluation forms must be signed by the individual(s) responsible for the 

evaluation. Employees are asked to sign the evaluation to acknowledge they 
have reviewed and discussed the evaluation with the person(s) providing the 
evaluation.  The employee’s signature does not mean the employee agrees 
with the evaluation. If the employee chooses not to sign the evaluation, the 
employee’s decision will be noted by the person(s) performing the evaluation. 

e) Any employee who disagrees with any portion of their evaluation may prepare 
a written response, which shall be attached to the evaluation form and shall 
become part of that evaluation. 

f) All personnel evaluations are to be kept in employee personnel files 
maintained by the WACO Executive Director.  Personnel files shall be 
accessible under the following circumstances: 
i) Upon request, any employee may review his or her personnel file in its 

entirety. 
ii) By majority vote of the WACO Board of Trustees, the Board may direct the 

Executive Director to make a file or files available to a specifically 
designated Board member(s). 

8) Job Descriptions: All job descriptions shall be reviewed by the WACO Executive 
Director at least every two years, or as needed. The Executive Director will 
submit any recommended changes to the Personnel Committee, as described in 
the WACO Bylaws, which will forward its recommendations to the Board of 
Trustees for consideration. Changes must be approved by the full Board of 
Trustees.   
a) This review by the Personnel Committee and action by the Board of Trustees 

shall take place prior to development of the preliminary budget and as 
described in the WACO Bylaws. The purpose of this review is to maintain up-
to-date job descriptions that reflect current work activities. The review by the 
Personnel Committee and action by the Board of Trustees shall take place 
prior to development of the preliminary budget. 
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9) Hours of Work 
a) WACO full-time employees are salaried employees expected to work the 

amount of time necessary to accomplish the duties and tasks of the assigned 
position.  Full-time positions have been designed to include an array of duties 
and tasks that require approximately 40 hours per workweek.  However, 
employees will have increased workloads at various times throughout the 
year, including, but not limited to, preparation for and during sessions of the 
State Legislature, meetings of affiliate associations, and the WACO 
Conference. 

b) WACO’s office hours are 8:00 am through 5:00 pm, Monday through Friday, 
except for holidays recognized by this policy.  Actual hours will vary 
depending on activities and staff availability. 

10) Inclement Weather or Other Adverse Conditions Policy 
a) WACO staff should feel safe.  Each employee must decide for him or herself 

if conditions are safe to drive to work.  There will be no disciplinary action 
against employees who decide to stay home because of conditions caused 
by severe inclement weather or other unusual emergency conditions. 

b) Such absences shall be charged to the following in the order listed: 
i) Vacation Leave or Combined Earned Leave 
ii) Sick Leave (up to a maximum of three days in one calendar year) 
iii) Leave without pay 

c) Each type of leave shall be exhausted before the next in succession is used, 
except that employees may choose to use leave without pay, rather than paid 
leave, at their request. 

d) In extreme circumstances of inclement weather or other emergency 
conditions, the Executive Director may authorize closing the office.  

i) The Director must notify the Board President or other member of the 
Executive Board prior to doing so, and if possible, must also send a 
notification to every member of WACO.  

ii) The decision must be based on recommendations of law enforcement or 
assessments of driving conditions published by the Thurston County Public 
Works Department or Thurston County Emergency Management 
Department. 

e) If the Executive Director closes the office, employees will be compensated at 
their regular rates of pay without the use of personal leave. Paid leave under 
such circumstances may not exceed three days per event. 

11) FLSA Non-Exempt Employees 
a) FLSA Non-Exempt Employees will be paid overtime according to state 

requirements established by the Department of Labor & Industries.  
Alternatively, staff may elect to accrue compensatory time off as permitted by 
the Department of Labor & Industries.  All overtime or compensatory time 
earned must be approved by the Executive Director before it is accrued. 
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b) FLSA Non-Exempt Employees are required to report all hours worked, in a 
method approved by the Executive Director and consistent with the 
requirements of the Departments of Labor & Industries. 

12) Non-Management Exempt and Management Exempt Professional Employees 
a) WACO does not pay overtime or grant compensatory time off for hours 

worked by Exempt Professional Employees in excess of 40 hours per week. 
b) Administrative paid leave may be granted to Exempt Professional Employees 

to reward such employees for an extraordinary number of work hours worked 
that is unreasonable to expect from a salaried employee.  Administrative paid 
leave is entirely discretionary.  Administrative paid leave is not earned or 
accrued by any employee.  Administrative paid leave is not based upon a 
limit on hours worked during any workday or workweek.  The Executive 
Director shall document the basis for rewarding extraordinary hours worked 
when granting paid administrative leave. 

c) Exempt Professional Employees may be required to report all hours worked 
as necessary for reporting to the Department of Labor & Industries and the 
Employment Security Department, and for the administration of grants, 
calculation of third-party reimbursements, or auditing of revenues earmarked 
for specific expenditures. 

13) Employee Wage Rates: Employees will be paid within salary ranges adopted by 
the WACO Board of Trustees. 
a) New employees shall be appointed at the recruiting step approved by the 

Executive Director within the salary range for the given position. 
b) Appointments above Step 3 of the salary range must be approved by the 

WACO Executive Board. 
c) Each employee is eligible for an initial salary step increase on the first 

anniversary of his or her hiring date, adjusted for any unpaid absences of five 
continuous days or more, on the condition that the employee’s performance 
has been satisfactory.  Salary step increases shall be annual thereafter, on 
the anniversary of the employee’s hiring date as adjusted, assuming 
continued satisfactory performance and budget capacity.  

d) The Executive Director has the authority to approve salary step increases for 
other WACO employees.   

e) WACO Executive Officers have the authority to approve salary step 
increases for the Executive Director.   

f) The Executive Director shall annually review the salary range established for 
each position with positions in like organizations. The Executive Director will 
submit any recommended changes to the Personnel Committee, as 
described in the WACO Bylaws, which will forward its recommendations to 
the Board of Trustees for consideration. Changes must be approved by the 
full Board of Trustees.   
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g) The Executive Director shall provide, and the Personnel Committee will review 
CPI-U Seattle data as a base line for competitive salary cost of living adjustment 
(COLA) recommendations to the Board of Trustees. Cost of living adjustments 
are not guaranteed annually and must be approved by the Board of Trustees. 
Board of Trustees approved COLA’s will be inclusive of all WACO staff and not 
awarded on an individual basis.  

(i) Review by the Personnel Committee and action by the Board of Trustees 
shall take place timely to inform development of the preliminary budget by 
the Budget Committee. First review of the Personnel Committee will be 
based on the April CPI for the Budget Committee’s May consideration, 
followed by the Board of Trustee’s consideration and adoption of the 
annual budget in July. The Personnel Committee will again review 
October CPI data to inform possible adjustments to the upcoming year 
budget for consideration by the Board in December.  

h) Retroactive pay increases to WACO staff are generally not allowed per state law 
and only acceptable in the unusual circumstance when employees already have 
reasonable expectation of receiving it. 

14) Payday and Pay Period   
a) Employees shall be paid monthly. 
b) Paychecks shall be issued not later than the 7th day of each month for work 

performed during the month prior. If the scheduled payday falls on a 
Saturday or Sunday, paychecks shall be issued not later than the preceding 
Friday. If the scheduled payday falls on a holiday, paychecks shall be issued 
not later than the preceding business day. 

15) Holidays  
a) All employees shall be granted the following holidays with pay: 

i) New Year’s Day, January 1 
ii) Memorial Day, Last Monday in May 
iii) Juneteenth, June 19 
iv) Independence Day, July 4 
v) Labor Day, First Monday in September 
vi) Veteran’s Day, November 11 
vii) Thanksgiving Day, Fourth Thursday in November 
viii) Day after Thanksgiving, Fourth Friday in November 
ix) Christmas Day, December 25 

b) Four floating holidays selected at the discretion of each employee each 
calendar year.  Floating holidays may not be carried forward to the next 
calendar year. 

c) Holidays that fall on Saturday shall be observed on Friday; holidays that fall 
on Sunday shall be observed on Monday. 

d) Martin Luther King’s Birthday and President’s Day, while state and federally 
recognized holidays, are workdays for the Legislature and so are workdays 
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for WACO as well. Two of the four floating holidays are adopted as a 
substitute for WACO employees’ not having these two recognized holidays 
off. 

16) FLSA Non-Exempt and Non-Management Exempt Professional Employees’ 
Vacation Leave 
a) Full-time non-management employees shall accrue one day of vacation 

leave for each full calendar month of employment.  Employees with three 
consecutive years of employment with WACO shall be credited one and one-
half days of vacation leave for each full calendar month of employment.  
Employees with five consecutive years of employment with WACO shall be 
credited two days of vacation leave for each full calendar month of 
employment. 

b) Vacation shall not be available for use until the first business day following 
the month for which the vacation leave was accrued. 

c) All requests for vacation leave must be in writing and approved by the 
Executive Director prior to any vacation leave taken by the employee. 

d) Vacation leave shall be measured in half-hour increments. 
e) As of midnight, December 31 of each year, vacation leave in excess of 30 

days shall be forfeited. 
f) Any employee separating from WACO employment who has not taken his/her 

earned vacation leave shall receive the salary equivalent for earned vacation 
credit accrued, up to a maximum of 30 days. 

g) Any FLSA Non-Exempt Employee who is removed from a covered position 
due to the conviction of a felony against the employer shall forfeit all accrued 
leave.  If such felony charges are pending, accrued leave shall be withheld 
by the employer until the result is known. 

17) FLSA Non-Exempt and Non-Management Exempt Professional Employees’ Paid 
Sick Leave 
a) Full-time non-management employees shall accrue one day of paid sick leave 

credit for each full calendar month of employment with WACO. 
b) Sick leave may be used for personal illness, medical or dental appointments 

and injuries. Employees may also use sick leave to care for members of the 
employee’s immediate family, including the employee’s spouse, child, parent, 
parent-in-law, grandparent, brother, and sister. 

c) The Executive Director reserves the right to request documentation to verify 
validity and/or need for sick leave requests. 

d) Sick leave shall not be available for use until the first business day following 
the month for which the sick leave was accrued. 

e) Sick leave shall be measured in half-hour increments. 
f) Any employee separating from WACO employment shall not be 

compensated for unused sick leave. 
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g) Any FLSA non-exempt employee who is removed from a covered position 
due to the conviction of a felony against the employer shall forfeit all accrued 
leave. If such felony charges are pending, accrued leave shall be withheld by 
the employer until the result is known. 

18) Management Exempt Professional Employees’ Combined Earned Leave 
a) This section applies to positions designated by this policy, or subsequently by 

the WACO Board of Trustees, as management exempt professional 
employees.   

b) Management exempt professional employees shall accrue twenty-seven (27) 
hours of combined earned leave for each full calendar month of employment.  
Combined earned leave replaces vacation and sick leave but does not 
replace holiday, administrative, or any other leave described in sections 13-18 
of this policy. 

c) Combined earned leave shall not be available for use until the first business 
day following the month for which the leave was accrued. 

d) Combined earned leave shall be measured in half-day increments.  
Combined earned leave shall be reported only if it equals or exceeds four (4) 
hours or one half-day.  Absences of less than four (4) hours shall not be 
reported. 

e) Combined earned leave may be accumulated up to 960 hours. Upon 
departure from employment, an employee is eligible for a payout of up to 480 
hours. 

f) Any management exempt professional employee who is removed from a 
covered position due to the conviction of a felony against the employer shall 
forfeit all accrued leave.  If such felony charges are pending, accrued leave 
shall be withheld by the employer until the result is known. 

19) Paid Family and Medical Leave – WACO complies with all statutory and 
regulator provisions of the Paid Family and Medical Leave Act per RCW 50A.   
a) The Paid Family and Medical Leave Benefits Guide provides information on 

how employees apply for benefits and submit weekly claims.  The guide is 
available at www.paidleave.wa.gov/benefit-guide. For more information about 
how to apply, contact the Employment Security Department (ESD) at 833-
717-2273 or visit www.paidleave.wa.gov. 

b) WACO has chosen to allow “supplemental benefits” to its employees. 
Supplemental benefits can be used along with PFML up to the amount of the 
employees current salary. Supplemental benefits are received by using accrued 
leave the employee has available. Employees may accept or reject supplement 
benefit payments. The employee is responsible for providing WACO the 
approved benefits notice received by PFML solely for the purpose of calculating 
the wage differential.  

c) Employees must use the appropriate pay codes on the EWS timesheet to 
indicate use of supplemental benefits. Only hours using the special pay codes 

https://app.leg.wa.gov/RCW/default.aspx?cite=50A
http://www.paidleave.wa.gov/benefit-guide
http://www.paidleave.wa.gov/
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will count toward supplemental benefits. Any other pay codes will count as 
regular salary or paid time off earnings and will count against the benefits offered 
by the PFML program.  

20) Shared Leave:  In the event of an extraordinary or severe illness, injury, 
impairment, or physical or mental condition which has caused or is likely to cause 
a full-time employee to take leave without pay or to terminate his or her 
employment, the Executive Director may allow other employees to donate 
accrued vacation leave or accrued combined earned leave to that employee’s sick 
leave balance.  The employee must have exhausted all accrued sick leave, 
vacation leave, and/or combined earned leave prior to receiving any donated 
leave.  The Executive Director will approve the amount of leave that employees 
may transfer.  Management Exempt Professional Employees may not donate 
more than 50% of their accrued combined earned leave. 

21) Bereavement Leave:  A maximum of five (5) paid days may be taken by a full-
time employee for reasons of death to a member of the immediate family unless 
additional days are authorized by the Executive Director.  Immediate family 
includes the employee’s spouse, child, parent, parent-in-law, grandparent, 
brother, and sister. 
a) Bereavement leave taken under this section is in addition to any other leave 

available under the Personnel Policy. 
22) Court Appearance Leave:  Full-time employees shall be granted leave with pay 

while required to perform jury duty or when required to appear in court on any 
matter in which he or she is not a party or not appearing as a witness in the 
course of his or her WACO duties.  Prompt notice should be given to the 
Executive Director of the expected days required for court appearance leave.  
Whenever possible, employees are expected to return to work for the remainder 
of the workday.  To receive regular pay, an employee shall remit to WACO the 
amount of jury duty or witness fees received, less mileage reimbursement.  Court 
appearance leave taken under this section is in addition to any other leave 
available under the Personnel Policy. 

23) Unpaid Leave:  After first using all vacation leave, full-time employees may 
request unpaid leave for personal reasons. Such leave may be approved or 
disapproved at the discretion of the Executive Director. The employee shall 
submit a written request for the unpaid leave specifying the reason, the 
anticipated length of absence, and the expected date of return. Unpaid leave 
shall not be granted for more than two months without prior approval of the 
WACO Board of Trustees. 
a) Except as may be specifically provided by federal or state law, during any 

period of unpaid leave exceeding thirty (30) days the employee shall be 
responsible for payment of all insurance benefit premiums. The employee’s 
insurance coverage shall be terminated for nonpayment if the employee’s 
payment is not received by WACO by the fifth (5th) day of the month the 
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payment is due. The employee shall reimburse WACO for all premiums paid 
by WACO if the employee fails to return to employment from leave, unless the 
failure to return to employment is beyond the control of the employee. 

b) An employee coming back from an unpaid leave may return to his/her same 
job or a similar one, at the discretion of the Executive Director. 

24) Military Service:  Leave shall be granted for military service in accordance with 
RCW 38.40.060.An employee who is a member of the Washington national 
guard or of the army, navy, air force, coast guard, or marine corps reserve of the 
United States, or of any organized reserve or armed forces of the United States 
shall be entitled to and shall be granted military leave of absence from such 
employment for a period not exceeding twenty-one days during each year 
beginning October 1st and ending the following September 30th in order that the 
person may report for required military duty, training, or drills including those in 
the national guard under Title 10 U.S.C., Title 32 U.S.C., or state active status. 
Such military leave of absence shall be in addition to any vacation or sick leave 
to which the employee might otherwise be entitled, and shall not involve any loss 
of efficiency rating, privileges, or pay.  During the period of military leave, the 
employee shall receive his or her normal pay.  The employee shall be 
charged military leave only for days that he or she is scheduled to work. 
a) WACO also complies with the Military Family Leave Act, RCW 49.77. 

25) Employee Benefit Programs 
a) Insurance Plans: Regular full-time employees and regular part-time 

employees working at least eighty (80) hours per month are eligible to 
participate in any insurance programs offered by WACO on the first day of 
the month following employment, except that if the first day of employment is 
the first of the month their eligibility shall commence immediately. The 
programs and criteria for eligibility will be explained by the WACO Executive 
Director upon hire.  WACO contributes towards the cost of premiums in the 
amounts authorized and budgeted by the WACO Board of Trustees. The 
remainder of the premiums, if any, shall be paid by the employee through 
payroll deduction. WACO reserves the right to make changes in the carriers 
and provisions of these programs at its discretion, with prior notice to affected 
employees. Employees electing not to accept coverage for available 
insurance programs may be required to sign a waiver of coverage. 

b) Flex-Plan:  Full-time employees may participate in any Flex-Plan benefit 
programs as may be offered by WACO under Section 125 of the Internal 
Revenue Code according to the eligibility requirements of such programs and 
contracts with the organization(s) providing programs to WACO employees. 

c) Retirement: Full-time employees may participate in any deferred 
compensation plan as may be offered by WACO according to the eligibility 
requirements specified in such plans and contracts with the organization(s) 

https://app.leg.wa.gov/RCW/default.aspx?cite=38.40.060
https://app.leg.wa.gov/RCW/default.aspx?cite=49.77
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providing plans to WACO employees. The wages of WACO employees are 
subject to withholding for social security employee taxes.   

d) The Executive Director or the Director’s designee shall administer benefit 
programs offered by WACO. Applications and information concerning benefit 
programs and changes to benefit programs shall be provided to all eligible 
employees. The Executive Director or the Director’s designee shall arrange 
for payroll deductions to cover participating employees’ contributions. 

e) Cell Phone Reimbursement: WACO employees whose regular duties and 
responsibilities require them to be out of the WACO office regularly while 
simultaneously remaining accessible by WACO and its members, as 
determined by the Executive Director, may be eligible for reimbursement of 
up to $30 per month for qualified and appropriate cell phone expenses. 
i) This policy is not intended to create any right to any employee or create 

any ongoing obligation by WACO to reimburse employees for cell phone 
expenses. 

ii) Reimbursement of cell phone expenses is entirely discretionary by the 
Executive Director and/or the Board of Trustees. 

26) Substance Abuse Policy 
a) WACO recognizes that the maintenance of a drug-free workplace is essential 

to the safety and welfare of its employees. This policy establishes programs 
and practices that promote and support a drug-free environment and bring 
WACO into compliance with the Drug-Free Workplace Act of 1988. 

b) WACO wishes to educate its employees as to the dangers of drug abuse in 
the workplace, WACO’s commitment to a drug-free workplace, and the 
penalties that may be imposed upon employees for drug violations. 

c) WACO expects all employees to assist in maintaining a work environment 
free from the effects of alcohol, drugs, or other intoxicating substances. 
Compliance with this substance abuse policy is a condition of employment. 

d) Controlled Substance 
i) WACO prohibits employees from the manufacture, possession, use, 

distribution, or purchase of illegal or non-prescribed controlled substances 
on WACO premises. 

ii) Any employee who is convicted of any violation of any criminal drug statute 
(including misdemeanors) shall notify the Executive Director within five (5) 
working days of the date of conviction. A conviction includes any finding of 
guilty (including one agreed to by the employee) or plea of no contest 
and/or any imposition of a fine, jail sentence, or other penalty. 

iii) Any violation of this substance abuse policy will result in discipline, up to 
and including discharge. Manufacture, possession, use, distribution, or 
purchase of illegal or non- prescribed controlled substances on WACO 
premises or time will result in immediate dismissal. 

e) Prescription and/or over-the-counter drugs 
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i) It is a violation of the policies of WACO for any employee, on or off WACO 
premises, when acting as an employee of WACO to be under the influence 
of alcohol, controlled substances, or intoxicants or under the influence of 
any other substance that impairs his or her ability to perform his or her job 
safely and competently. 

ii) Employees may be asked to reveal medical information to the Executive 
Director when they are requesting reasonable accommodation or when 
there is a performance problem that the Executive Director believes may be 
medically related. 

iii) No medicine of any kind will be made available by WACO. 
f) WACO has the obligation to maintain a workplace free of illegal drugs, alcohol 

and illegally held goods. Therefore, WACO reserves the right to inspect the 
premises as allowed by law, at any time. 

27) Policy for Maintaining a Work Environment Free from Harassment: This 
policy applies to all WACO employees, and as well as members of WACO 
and other persons who have business with the Washington Association of 
County Officials. 
a) Harassment – sexual, racial, ethnic, or other – will not be tolerated.  

Harassment can take the form of comments, gestures, or physical contact 
when their purpose or effect is to interfere with an individual’s work 
performance, or to create an intimidating, hostile, or offensive work 
environment. 

b) Sexual, racial, ethnic, or other harassment includes slurs, jokes, insults, and 
derogatory comments or actions based on race, color, religion, national origin, 
age, sex, physical, or sensory disabilities. 

c) Sexual harassment also includes a deliberate or repeated unsolicited sexual 
advance, request for sexual favors, or physical contact of a sexual nature 
which is unwelcome – particularly when submission to or rejection of such 
conduct is the basis for employment decisions affecting the individual. 

d) Employees guilty of harassment shall be subject to appropriate disciplinary 
actions up to and including dismissal. 

e) Employees should let the offender know they object to harassing behavior, as 
the offender may not be aware the behavior is unwelcome, offensive and/or 
intimidating. 
i) If the harassment continues, or if the employee is uncomfortable confronting 

the offender, employees should immediately report the harassment to the 
WACO Executive Director. 

ii) Employees may alternatively report harassment to the WACO President or 
to the Washington State Human Rights Commission under RCW 49.60, or 
the Federal Equal Employment Opportunity Commission under Title VII of 
the Civil Rights Act of 1964. 

https://app.leg.wa.gov/RCW/default.aspx?cite=49.60
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f) Co-workers who witness what appears to be harassing behavior shall report it 
to the Executive Director. 
i) In cases where the Executive Director is the harasser, witnesses should 

report the harassment to the WACO President. 
g) Harassment complaints will be investigated promptly. 

i) If the Executive Director is notified of alleged harassment, he or she will 
investigate the complaint promptly.  The investigation will include 
interviews with the parties involved, persons who may have witnessed the 
alleged harassment and persons who have a working relationship with the 
accused that is similar to that of the complainant. 

ii) If the Executive Director sees harassing behavior or is notified of such 
behavior from a third party, he or she should not wait for a formal 
complaint from the victim before taking action. 

h) Every effort will be made to maintain confidentiality. 
i) Retaliation against employees who report harassment is a form of 

harassment and is forbidden. 
28) Travel Expense Reimbursement: All employees of WACO will be reimbursed for 

travel expenses incurred to attend meetings authorized by the Executive 
Director. Reimbursement will be made in accordance with WACO’s adopted 
travel reimbursement policy.  

29) Use of Office Facilities: Personal use of WACO facilities by employees is 
permissible to the extent that there is no direct, increased cost to WACO for such 
use and that the employee making use of such facilities do so on his/her own 
time and with the approval of the Executive Director. Use of WACO facilities – 
building, computers, phones, or supplies – for any political candidate or 
campaign is never permissible. 

30) Safety and Health: Congress enacted the Occupational Safety and Health Act 
(OSHA) in 1971 “to ensure, so far as possible, for every working man and 
woman in the nation, safe and healthful working conditions and to preserve our 
human resources.” It states that “each employee has the duty to comply with 
safety and health standards and all rules and regulations and orders issued 
pursuant to the OSHA which are applicable to his own actions and conduct.” In 
the State of Washington, the Division of Industrial Safety and Health and the 
Department of Labor and Industries (WISHA) have issued rules and 
regulations that have been approved by OSHA. WISHA is the enforcement 
authority in the State of Washington. 
a) WACO and every WACO employee is responsible for maintaining a safe work 

environment. Employees must report all unsafe or potentially hazardous 
working conditions to the Executive Director or the WACO Board President. 
Suggestions for improving safety are welcomed and encouraged. 
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SALARY SCALE 
 

Effective Jan 2025                Min  Max  
  Step 1  Step 2  Step 3  Step 4  Step 5  Step 6  Step 7  Annual  Annual  

Current Step %    4.50%  4.50%  4.50%  4.50%  4.50%  4.50%  4.50%  30.23%  
COLA % for 2025  4.00%  4.00%  4.00%  4.00%  4.00%  4.00%  4.00%      
                      
Executive Director   $ 12,076    $ 12,620   $ 13,188   $ 13,782   $ 14,402   $ 15,050   $ 15,727   $ 144,912   $ 188,724  
                       
Deputy Director   $ 10,000   $ 10,450    $ 10,920   $   11,411   $ 11,925   $   12,461   $   13,022   $ 120,000   $ 156,264  
                       
Member Services 
Manager  

 $ 5,969    $ 6,237    $ 6,518   $   6,810   $   7,117   $   7,437   $   7,772   $   71,628   $   93,264  

                       
Finance/Admin   
Manager  

 $ 5,969    $ 6,237    $ 6,518   $   6,810   $   7,117   $   7,437   $  7,772    $   71,628   $ 93,264  
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TELEWORKING / REMOTE WORKPLACE POLICY 
 
PURPOSE 
Teleworking and performing an employee’s job at a remote workplace is allowed when 
opportunities exist for employee retention, improved employee performance, reduced 
commuting miles, or Association savings. 
 
AUTHORITY 

• Policy adopted by WACO BOT upon recommendation from the Personnel 
Committee March 2, 2022 

POLICY 
Employees are allowed to telework upon the advanced and ongoing approval of their 
supervisor on a case-by-case basis. The Association at any time can withdraw 
teleworking privileges based on the organization’s needs.  
 
Any telecommuting arrangement made will be on a trial basis for one month, with review 
at six months and as a part of the employee’s annual evaluation. Any telecommuting 
arrangement may be discontinued at will and at any time at the request of either the 
employee, supervisor or the Association, externally-imposed restrictions on in-person 
workplace notwithstanding. Teleworking options are based on factors such as employee 
suitability, job responsibilities and equipment needs. Not all positions are suitable for a 
telecommuting arrangement and will be analyzed upon request. Telecommuting does 
not replace required on-site attendance at meetings or conferences. It is expected that 
employees who need to meet frequently with peers, colleagues, and/or with members or 
legislative staff be available and on premises. Supervisor or peer ability to communicate 
immediately with telecommuting employees must be maintained.  
 
Evaluation of employee performance during the trial period will include regular 
interaction by phone and e-mail between the employee and the supervisor, and 
meetings to discuss work progress, performance, and accountability, and other items 
pertaining to trial period. The employee will be held accountable for completing their 
required tasks and responsibilities as if they were on-site. At the end of the trial period, 
the employee and supervisor will evaluate the arrangement and make 
recommendations for continuance or modifications.  
 
On a case-by-case basis, WACO will determine, with information supplied by the 
employee and the supervisor, the appropriate equipment (hardware, software, modems, 
printer, phone and data lines and other office equipment) the employee needs to 
successfully complete their job functions while working remotely and equipment 
appropriately supplied by WACO versus the employee. At a minimum WACO shall 
provide a laptop computer. All equipment shall be appropriately maintained by the 
employee. WACO accepts no responsibility for damage or repairs to employee-owned 
equipment. Equipment supplied by the organization is to be used for business purposes 
only. WACO will supply the employee with appropriate office supplies (pens, paper, 
etc.) as deemed necessary.  
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The employee will make available an appropriate work environment within his or her 
remote workplace for work purposes that effectively creates a productive workspace, 
free of distractions that impede work productivity and accountability. Telecommuting is 
not designed to be a replacement for appropriate childcare. Although an individual 
employee’s schedule may be modified to accommodate childcare needs during 
uncompensated time, the focus of the arrangement must remain on job performance 
and meeting business demands. Prospective telecommuters are encouraged to discuss 
expectations of telecommuting with family members prior to remote work starting.  
WACO is not responsible for costs associated with the setup of the employees remote 
workplace, home office, such as remodeling, furniture or lighting, nor for repairs or 
modifications to the home office space.  
 
Consistent with the organizations expectations of information security for employees 
working at the office, telecommuting employees must ensure the protection of 
proprietary company and customer information accessible from their remote workplace. 
Steps include the use of locked file cabinets and desks, regular password maintenance, 
consistent, timely updating of cyber-security software, and any other measures 
appropriate for the job and the environment.  
 
Temporary telecommuting arrangements may be approved for circumstances such as 
declared emergencies, inclement weather, special projects or business travel. These 
arrangements are approved on an as-needed basis only, with no expectation of ongoing 
continuance. 
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WHISTLEBLOWER 
 
PURPOSE 
In recognition of prior court decisions finding the Washington Association of County 
Officials to be subject to some of the same operational requirements (e.g., the Open 
Public Meetings Act) as the elected and appointed county officials we represent, WACO 
has chosen to voluntarily adopt this polity, regarding reporting improper action based on 
RCW 42.41, commonly called the Local Government Employee Whistleblower 
Protection Act. 
 
AUTHORITY 

• Whistleblower Policy adopted March 1, 2013, amended October 1, 2019 
• RCW 42.41 

POLICY 
1) This policy is created to encourage employees to disclose in good faith improper 

action taken by WACO Board members, members, or employees without fear of 
retaliation. This policy also safeguards legitimate employer interests by encouraging 
complaints to be made first to WACO, with a process for speedy resolution of 
complaints or disputes. 

2) Definitions 
a) Covered Party: is a WACO Board of Trustees Member, member, or employee. 
b) Improper action: any action by a Covered Party that is: 

i) Undertaken in the performance of the Covered Party’s official duties or 
responsibilities as related to WACO, whether or not the action is within the 
scope of employment, and 
(1) Is in violation of any federal, state, or local law or rule, 
(2) Is an abuse of authority, 
(3) Is a substantial and specific danger to public health or safety, or 
(4) Is a gross waste of WACO funds. 

ii) Improper Action does not include personnel actions including but not limited 
to employee grievances, complaints, appointments, promotions, 
reemployments, performance evaluations, reductions in pay, dismissals, 
suspensions, demotions, alleged labor agreement violations, reprimands. 

c) Retaliatory Action is any adverse change in a WACO employee’s employment 
status, or the terms and conditions of employment including denial of adequate 
staff to perform duties, frequent staff changes, frequent and undesirable office 
changes, refusal to assign meaningful work, unwarranted and unsubstantiated 
letters of reprimand or unsatisfactory performance evaluations, demotion, 
transfer, reassignment, reduction in pay, denial of promotion, suspension, 

https://app.leg.wa.gov/RCW/default.aspx?cite=42.41
https://app.leg.wa.gov/RCW/default.aspx?cite=42.41
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dismissal, or any other disciplinary action; or hostile actions by another employee 
towards another employee that were encouraged by a supervisor or senior 
manager or official including Board of Trustees member or member. 

d) Emergency means a circumstance that if not immediately changed may cause 
damage to persons or property. 

e) An employee who fails to make a good faith effort to follow this policy shall not be 
entitled to the protection of this policy against retaliation. 

3) Protection Against Retaliation 
a) A Covered Party is prohibited from taking retaliatory action because an employee 

provided information in good faith that Improper Action occurred. Employees who 
believe they have been retaliated against for reporting Improper Action should 
follow the procedure for seeking relief from retaliation. 

 
PROCEDURE 
1) A WACO employee who becomes aware of Improper Action should follow this 

procedure: 
a) Bring the matter to the attention of the Board of Trustees in writing absent 

exigent circumstances, stating in detail the basis for the employee’s belief that an 
Improper Action has occurred. This should be done as soon as the employee 
becomes aware of the Improper Action. Notice to any member of the Executive 
Officers or Executive Director is sufficient to serve as notice to the Board of 
Trustees. 

b) The Board of Trustees or their designee shall respond to the report of Improper 
Action within thirty days of the employee’s report. The employee shall be advised 
of the Board’s response. If additional time is needed for investigation, the 
employee shall be advised of the estimated additional time needed to respond by 
the employer. 

c) The identity of a reporting employee shall be kept confidential to the extent 
possible under law unless the employee authorizes the disclosure of his or her 
identity in writing.  

d) In the case of an emergency where the employee believes that damage to 
persons or property may result if action is not taken immediately, the employee 
may bypass the notification procedure and report Improper Action directly to the 
appropriate agency responsible for investigating the improper action. 

e) An employee may report information about Improper Action directly to an outside 
agency if the employee reasonably believes that an adequate investigation was 
not undertaken by the Board of Trustees to determine whether an Improper 
Action occurred, or that insufficient action was taken by the Board of Trustees to 
address the Improper Action, or that for other reasons the Improper Action is 
likely to occur. 

2) Seeking relief from retaliation. 
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a) Employees must provide a written complaint to the Board of Trustees within thirty 
days of the occurrence of the alleged retaliatory action and must specify the relief 
requested. 

The Board of Trustees or their designee shall respond in writing within thirty days of 
receipt of the written charge. 
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COMPUTER USE 
 
PURPOSE 
To ensure secure and safe use of computer and electronic equipment, and to maintain 
an ethical use of WACO resources. 
 
AUTHORITY 

• Computer Use Policy adopted by the Executive Director November 2, 2011, Last 
amended by March 14, 2023 

POLICY 
1) Computer and Electronic Equipment Usage 

a) WACO computer and electronic equipment, including personal computers, 
laptops, printers, etc., are provided for the benefit of the Association and are to 
be used for that purpose.  

b) Personal use of WACO electronic property should be minimal. Misuse of the 
equipment may lead to disciplinary action up to and including termination and 
possible criminal or civil action.  

c) Computer use includes, but is not limited to, use of all hardware, software, and 
interactive activities available through the WACO computer systems, including 
email and Internet access. 

2) Electronic Security 
a) Employees are responsible for taking reasonable precautions to protect the 

security of WACO computers and electronic equipment.  
b) Security includes caring for and protecting the hardware, safeguarding software, 

and securing business data. Unauthorized access to hardware, software, or 
business data should be prevented. 

3) Public Records  
a) Documents, recordings, and metadata contained on WACO computer and 

electronic equipment is subject to the Public Records Act and shall follow 
WACO’s retention schedule. 

 
PROCEDURE 
1) The Executive Director shall approve all software applications added to WACO 

computers. 
2) Equipment shall be kept clean and protected from dust, food, and liquids. 
3) All computers shall be protected with a password. Employees shall utilize the 

password manager application designated by the Executive Director.  
4) Employees shall properly exit all applications and logout before leaving the computer 

and before turning the computer off. Computers shall be shut down and turned off at 
the end of each business day. 

5) Do not to tamper in any way with WACO computers or other electronic equipment.  
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6) Only approved software shall be installed on computers. Unlicensed software shall 
not be installed Association generated data may not be copied and taken from the 
premises without the approval of the Executive Director. 

7) Inappropriate or unprofessional messages are prohibited. 
8) Do not open, preview, forward or otherwise acknowledge emails from unknown or 

suspicious sources. 
9) Malfunction in a computer shall be immediately reported to the Executive Director. 
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SOCIAL MEDIA 
 
PURPOSE 
To utilize social media for communicating WACO events, priorities, and emergent 
information; as well as providing education describing the roles and responsibilities of 
elected county officials and their offices. 
 
AUTHORITY 

• Social Media policy adopted Policy March 11, 2015, Last amended March 14, 
2023 

POLICY 
1) Any method of social media representing the Association must have prior 

approval by the Executive Director.  
2) WACO shall use social media utilizing best practices. 

a) WACO uses social media for Association business purposes to offer 
opportunities for education, outreach, information sharing and interaction. 
WACO staff who engage with social media should educate themselves about 
effective, responsible, and safe use of these tools. 

3) Comment Policy 
a) WACO can moderate social media sites that accept comments from the 

public to monitor speech that is obscene, threating, discriminatory, harassing, 
or off topic, WACO staff should not use the moderation function to restrict 
speech with which WACO merely disagrees (e.g., subject matter restrictions). 
The following forms of content are prohibited: 
i) Profane language or content 
ii) Content that promotes, fosters, or perpetuates discrimination on the basis 

of race, creed, color, age, religion, gender, marital status, national origin, 
physical or mental disability or sexual orientation 

iii) Sexual content or links to sexual content 
iv) Attempts to sell or purchase products 
v) Illegal conduct or encouragement of illegal activity 
vi) Information that may compromise the safety or security of the public or 

public systems. 
4) Confidential Information 

a) WACO shall not post or release proprietary, confidential, sensitive, or 
personally identifiable information or intellectual property.  

5) Public Records  
a) Documents, recordings, and metadata contained on WACO computer and 

electronic equipment is subject to the Public Records Act and shall follow 
WACO’s retention schedule. 

6) Social Media sites will not be used for personal purposes or electoral campaigns. 
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7) The Deputy Director will work with staff to create and maintain approved social 
media sites. 

8) Requests from Association members and staff to add content to a social media site 
shall be made to the Executive Director or  Deputy Director. If a request is denied a 
detailed reason will be provided to the requestor by the Executive Director.  
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ANNUAL CONFERENCE 
 
PURPOSE 
To provide policies and procedures for scheduling, preparing, and carrying out the 
WACO Annual Conference. 
 
AUTHORITY 

• WACO Constitution and Bylaws Article X, Section 10.1 and 10.5 
• Annual Conference Policy adopted October 1, 2019, amended October 5, 2021 
• Conference Cancellation Policy adopted March 25, 2015, consolidated into 

Annual Conference Policy October 1, 2019 
• Annual Conference Committee Policy adopted April 21, 2021 
• RCW 36.47.050: County officials -  Further action authorized – Meetings.   

POLICY 
1) Registration Fees 

a) Member and Non-member registration fees shall be determined by the Budget 
Committee during the development of the annual budget and reviewed by the 
conference committee. Final adoption of the fees shall be made by the Board of 
Trustees in the adoption of the annual budget.  

b) Registration cost will be waived for one lead staff member of each affiliate 
organization, as applicable.   

c) For the purposes of conference registration fees membership includes elected or 
appointed officials (Assessors, Auditors, Clerks, Coroners/Medical Examiners, 
Prosecuting Attorneys, Sheriffs, and Treasurers) as well as staff from their 
respective offices. 

d) Vendor fees shall be suggested by the conference committee and determined by 
the Budget Committee during the development of the annual budget. Final 
adoption of the fees shall be made by the Board of Trustees in the adoption of 
the annual budget. The Executive Officers may alter the registration fees upon 
reevaluation prior to the conference if compelling information is presented to do 
so by the conference committee 

2) Member Registration Cancellation 
a) Members canceling their pre-paid conference registration may designate an 

alternate attendee.  Alternate attendees must be current employees of the office 
of the (or “a”) WACO member.  

3) Non-Member Registration Cancellation 
a) WACO Conference registrations may be cancelled 30 or more days prior to the 

first official event of the Conference and receive a full refund of the registration 
fee paid without penalty. 



 

WACO Policies and Standard Operating Procedures      90 | P a g e  
 

b) Registrations cancelled 7-29 days prior to the first official event of the 
Conference will receive a refund of the registration fee paid minus a cancellation 
fee equal to 50% of the registration amount, up to $100. 

c) Registrations cancelled fewer than 7 days prior to the first official event of the 
Conference are not eligible for any refund amount. 

d) Cancellations must be submitted in writing to be considered cancelled as of the 
date the written cancellation notice is received by WACO. 

e) Registrations not cancelled in accordance with this policy will not be refunded 
any amount. 

f) Event no-shows will not be refunded any amount. 
4) Conference Location Selection 

a) The Board of Trustees shall solicit and vet RFPs to identify conference locations 
and present locations to the membership for approval.  

5) Vendor and Sponsor Participation 
a) Vendors and sponsors participating in the annual conference must conduct 

business in relation to the topic areas of the WACO membership. 
b) WACO may deny a vendor’s registration by the vote of the Executive Officers. 

6) Education Committee 
a) The Education Committee is responsible for facilitating the development of 

WACO education programs including planning education, meeting, and speaker 
events during the annual conference. 

b) The Education Committee is responsible for assisting in the planning of the 
annual business meeting. 

7) Conference Committee 
a) WACO shall establish an ad-hoc Conference Committee consisting of the current 

WACO President and designee(s) as appointed by the Board of Trustees. 

The ad-hoc Conference Committee shall plan, in consultation with WACO staff non-
education events including, but not limited to, entertainment, recognition events, and 
evening meals. 
1) Conference Committee 

a) WACO shall establish an ad-hoc Conference Committee consisting of the current 
WACO President and designee(s) as appointed by the Board of Trustees. 

b) The ad-hoc Conference Committee shall plan, in consultation with WACO staff 
non-education events including, but not limited to, entertainment, recognition 
events, and evening meals. 
i) WACO finds that the provision of food and beverage to attendees is 

consistent with the public policy purpose of the WACO annual meeting.  RCW 
36.47 created WACO as a coordinated body for elected county officials and 
authorizes meetings to further this purpose.  The public benefits when WACO 
fosters opportunities for communication and cooperation among WACO 
members.  Per Attorney General’s Office guidance (Pharris, 1987) RCW does 
not specifically address whether provision of food and beverage is permitted 
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at public expense, but rather leaves such decision to local public entities to 
establish their own policies.   

ii) It is the policy of WACO that alcoholic beverages may not be a WACO 
expenditure and must only be provided at WACO events if the cost is covered 
by an external, non-public sponsor, or purchased by individual attendees.  

 
PROCEDURE 
1) Registration Fees 

a) Budget process (during annual development) 
b) WACO staff shall review vendor and sponsor fees prior to solicitation and present 

any suggested changes based on economic trends, prior conference 
participation, and any changes to the conference budget to the conference 
committee for approval. 

2) Conference Location Selection 
a) The WACO Board of Trustees may contract with a provider to facilitate the 

solicitation and tabulation of event space RFPs in order to assist with the 
selection of the location for the annual conference. 

b) The WACO Conference committee shall evaluate and vet all RFPs for 
conference location whether done internal means or contract and present options 
of locations to the membership at the annual meeting. 

c) The membership shall vote on a final selection of conference locations 
3) Conference Communication 

a) WACO staff shall communicate conference dates, registration details, and event 
details in accordance with the Conference Timeline of Events. 

4) Conference Timeline of Events  

WHEN WHAT DECISION POINTS 
January - March 
 

• Staff reviews vendor/sponsor levels 
and non-member registration fees 

• Update WACO conference web 
page to reflect new conference 

• Update vendor and exhibitor rules 
and terms 

• Conference committee to review 
vendor and sponsor cancellation 
policy  

• Send conference save the date 
newsletter to members 

• President to set Annual Conference 
theme 

 
Annual Conference 
Theme is decided 
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• Education Committee considers 
Annual Conference education 
topics  

Last Monday in 
March  

• Launch vendor/exhibitor 
registration site 

• Launch search for honor/color 
guard 

• Launch search for national anthem 
singer or special musician 

• Finalize search for keynote speaker 

 

First Friday in 
April  

• Begin active vendor/sponsor push 
lead by WACO Staff 

• Conference Committee shall 
determine how often they wish to 
meet in the months leading up to 
the Annual Conference 

 

Last Friday in 
April  

• Complete draft conference agenda 
with blocked times 

• Affiliate time requested 

Education 
Committee review 
first draft 
 
Education 
Committee secure 
affiliate time 
requests 
 

Last Week in 
May 

• In the May meeting, the 
Conference Committee shall review 
the draft agenda with education 
and affiliate time blocks, presented 
by the Education Committee. The 
Conference Committee shall then 
propose additional events to 
include in the draft agenda. 

 

First Monday in 
June  

• Draft agenda released 
• Launch membership registration 

site 

Conference 
Committee approve 
draft agenda for 
posting 
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• Provide “concierge” information for 
spouses/guests – tourism 
information & community page on 
WHOVA 

Weekly on 
Thursdays June 
– Conference 
 

• Membership and Vendor 
Registration report - to include 
registration totals, meals, as well as 
monies received 

 

Bi-Weekly on 
Thursdays June 
– Conference 

• Send vendor update with useful 
information and reminders 

 

Third Friday in 
July 
 

• Mail ATG, Auditor, Governor, Lt 
Governor, Treasurer, and Secretary 
of State invite letter 

• Gather list of retiring officials, 
county serviced, affiliate & years of 
service to be used for ordering 
awards.  Years of service = 
(Current year – year took office (not 
year elected) + 1)  

 
 
 
Refer to current 
WACO Policy on 
Gifts for Members 
Leaving Office 

First Day in 
August 

• Send each affiliate a “meeting 
support request form”  

• Review conf location contract for 
certificate of insurance 
requirements; if required, contact 
current WACOs biz insurance 
broker 

• Ask WACO President and 
Conference Committee to identify 
needs and wants for their reception 
with a Sept. 1 deadline for 
finalization 

• Conference Committee reviews 
ideas and recommendations for 
annual Scholarship Auction 

• Secure keynote speaker with 
necessary deposit 

This identifies what 
each affiliate needs 
for their confirmed 
meeting times 
 

Third Tuesday in 
August 
 

• Call for Board of Trustees 
nominations goes out to 
membership 
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• Go over current and projected 
registration numbers and determine 
meal options 

• Prepare names for final master 
rooming list (i.e., WACO staff, 
Board President, WACO sponsored 
guest speakers); turn in to hotel 
based on dates in the contract 
agreement  

• Order retirement awards based on 
policy 

•  

 
 
 
 

First day in 
September 
 

• Solicit for vendor promo items to be 
stuffed in membership packet / bag 

• Begin to create agenda power point 
slides to match agenda 

• Affiliate meeting rooms set-up / 
food & beverage details submitted 

• Conference Committee reviews 
final plans for the President’s 
reception and auction 

 

Details for 
President’s 
Reception due no 
later than Sept. 1 

Three weeks 
prior to 
conference 
 

• Review conference registration 
numbers and project final numbers. 
Order enough lanyards and badge 
holders for all registrants, guests, 
and vendor/sponsors in attendance 
plus 20% extra 

• Order other items/goodies (i.e., 
bags, pens, notebooks etc.) 

• Identify and design table tents 
based on need. 

• Staff walk through detailed script of 
responsibilities during conference; 
discuss need for member 
involvement in sessions to be 
communicated by Exec Dir 

• Draft scripts to President, 
President-elect and Nominating 
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Chair.  Remind committee chairs 
about reports 

Two weeks prior 
to conference 

• Create “guide” for conference. Can 
be digital format or conference 
specific app (WHOVA). Include 
vendor map, site map, full agenda, 
min. 

 

14-7 business 
days prior to 
conference 
 

• Print table tents 
• Email vendors with vendor 

information 
• Secure all PowerPoints and other 

materials for education sessions 
• Hold one-on-one/group meeting 

with all education speakers and 
panelists. (Can be in-person or 
virtual - Purpose to discuss 
parameters of time and how 
moderation will be conducted.)  

 

 

One month from 
nomination 
opening  

• Call for nominations closed  

One week prior 
to conference 
 

• Go over BEO and finalize to submit  
• Prepare membership packets 
• Print and assemble name badges 
• Organize badge groups prior to 

packing  
• Final scripts for President and 

President-elect – copies to staff 
• Check all laptops and equipment 

taking to conference 
• Send synopsis or education 

breakouts to include speaking 
times and moderators to all 
involved parties 

 

CONFERENCE 
WEEK 
 

• Bring Contacts binder with agenda 
and important pieces of information 
at both registration desk and front 
desk in case of emergency 
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• Pay attention, or assign duties for 
locking and unlocking the facility 

• Bring giant/poster sized printed 
agendas that can sit on easel 
boards 

• Set up table tents 
• On Monday during conference 

week run an equipment check. This 
should include conference calls if 
being utilized. 

• Wednesday breakfast or lunch – 
breakout session presenters touch 
base on presentations. 

• Thursday morning – Newly-elected 
board member breakfast 

• Meals need door monitors to 
confirm registration of meal 
attendees 

Wednesday 
Following 
Conference 

• Send out conference attendee and 
vendor surveys no later than 
Wednesday following conference 
conclusion. 

 

One Week 
Following 
Conference 

• Collect actual meal count from 
vendor 

 

Three Weeks 
Following 
Conference 

• Collect and analyze survey results. 
• In November the Conference 

Committee shall meet to review the 
past’s year conference survey 
results and offer recommendations 
for the following year’s conference. 

 

 
PROCESS ANALYTICS 
1) WACO member survey results 
2) % of deadlines met 
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WACO SCHOLARSHIP PROGRAM 
 
PURPOSE 
To create a program to provide college tuition scholarships to subsidize the 
educational needs of eligible children of county officials and their employees 
(Assessors, Auditors, Clerk, Coroners / Medical Examiners, Sheriffs, Treasurers 
and Prosecuting Attorneys).  
 
AUTHORITY 

• WACO Scholarship Program Policy adopted December 11, 2018, amended 
October 1, 2019, March 14, 2023 

POLICY  
1) General Provisions 

a) The WACO Scholarship Program may receive any real property or personal 
property, whether tangible or intangible and including money, by gift, grant, 
devise, or bequest from any individual, foundation or corporation, whether 
private, public or government instrumentality, for the purposes set forth 
herein. Any gift of property will be reviewed and approved by the WACO 
Board of Trustees prior to acceptance. No contribution shall be accepted if it 
is conditioned or limited in such a manner as to require disposition of the 
principal or interest in a manner inconsistent with Scholarship Fund rules. 

b) The WACO Scholarship Program is to operate exclusively for charitable or 
educational purposes within the meaning of Section 501(c)(3) of the Internal 
Revenue Code of 1986, as amended. 

c) The WACO Executive Director, or their designee(s), is responsible for the 
overall management of the WACO Scholarship Program including, but not 
limited to: 
i) Determining applicant eligibility 
ii) Communication regarding application timelines and availability 
iii) Administering application submissions and applicant relations 
iv) Developing and carrying out application evaluation criteria and review 
v) The financial administration, including banking, required to administer the 

WACO Scholarship Program 
d) Only funds donated specifically to the WACO Scholarship Program will be 

used for the WACO Scholarship Program.  In soliciting and/or verifying 
receipt of funds, WACO staff will communicate to donors that their donations 
are tax deductible.  

2) Scholarship Eligibility Requirements 
a) At the time of application is submitted, the applicant must be the dependent 

child of a county employee from the office of a county official (Assessor, 
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Auditor, Clerk Coroner / Medical Examiner, Sheriff, Treasurer or Prosecuting 
Attorney), including elected or appointed county officials, of any of the 39 
counties located within Washington State planning on attending a full-time 
accredited college program in the year of application. 

b) Full-time student is defined according to the criteria for “full-time” as defined 
by the institutions being attended. 

c) A child as defined by the IRS is dependent and does not include 
emancipated children, spouses, or grandchildren of county employees, 
elected county officials, or appointed county officials. 

d) Eligible dependent child does not include the children of the following: 
i) A member of the WACO Board of Trustees, or any committee established 

by the WACO Board of Trustees with oversight over the WACO 
Scholarship Program 

ii) Substantial contributors, defined as any individual who contributes a total 
of $1,000 or more of combined value without regard of the nature of the 
donation in a two consecutive year period 

iii) Other disqualifying individuals as defined by the IRS Code 
3) Financial Assets, Records, and Reports 

a) The WACO Executive Director, or their designee(s), shall maintain complete 
and correct records and accounts of the WACO Scholarship Program’s 
business and properties. Such books, records and accounts shall be kept at 
the WACO offices and are subject to WACO’s public records retention 
schedule. 

b) The WACO Executive Director, or their designee(s), shall manage, operate, 
and administer the WACO Scholarship Program in accordance with the 
Prudent Person Rule as defined in RCW 11.100.020 or successor statute. 

c) The WACO Board of Trustees may choose to invest all, or part, of its assets 
in securities or other investments, excluding real estate, as permitted under 
the laws of the State of Washington. 

d) WACO Scholarship Program assets and any income derived from them shall 
be devoted exclusively to the purposes of the program. 

e) No part of the assets or income derived from them shall inure to the benefit 
of the any member of the WACO Board of Trustees or WACO staff. 

f) No part of the assets or income derived from them shall be used to influence 
legislation. No activity of the program, or any part of the assets or income 
derived from them shall involve participation or intervention in any political 
campaign on behalf of, or in opposition to, any candidate for public office. 

 
PROCEDURE 
1) Annual Fund Raising 

https://app.leg.wa.gov/RCW/default.aspx?cite=11.100.020
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The WACO Scholarship Committee, with representation from each affiliate group, will 
meeting at least annually to develop a fundraising plan for the year and secure financial 
commitment from affiliate organizations in order to determine annual eligibility. 
2) Scholarship Selection Process 

a) Two independent selection committees in two separate rounds of reviews will 
review scholarship applications and materials. The selection committees consist 
of members of the community who have no affiliation with either the Washington 
State Association of Counties or the Washington Association of County Officials.  
Applicants will be selected based on their activities, honors, and awards, 
personal statement, academic performance, and letters of recommendation.   

b) Each committee is to comprise of representatives from a higher education and/or 
community-based services background to draw upon their experience in 
evaluating both the potential success of an applicant. 

c) Prior to committee review WACO staff reviews each application to assure 
completion prior to evaluation. A complete application must have the scholarship 
application either signed or with an e-signature, the list of activities, a personal 
statement, two letters of recommendation, and an official sealed transcript. 

d) The initial screening committee reviews the application and scores each 
application on a 75-point scale: 
i) 20 points for honors, awards, and leadership, 4 of which are tied to the 

student’s GPA 
ii) 20 points for the personal statement 
iii) 10 points are awarded for personal initiative and family 
iv) 15 points are awarded for community and/or school involvement 
v) 10 points are awarded based on recommendations. 

e) A second screening of the top 15 applications is conducted by a panel comprised 
of representatives with experience in higher education and/or community-based 
service with no affiliation to any WACO member or staff member. This screening 
is not scored but consists of the panel selecting 5 awardees and ranking the 
remaining as alternates if needed. 

f) The final awardees are presented to the WACO Executive Director for review 
and authorization in order to send out notices of the award to the awardees. 

g) Following the authorization to send notices to the Awardees the finalists are 
notified, and a notice is sent to each applicant notifying them whether they will 
receive the award or have not been selected. 

3) Scholarship Application Communication 
a) WACO staff shall communicate general information regarding the Washington 

County Scholarship fund to the members during the application period. 
i) One month prior to the application window WACO staff shall send all WACO 

members a notice about the upcoming year’s application process. 
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ii) One week prior to the application window WACO staff shall send a secondary 
notice to all WACO members about the application process. 

iii) Weekly beginning on the application launch WACO shall communicate to all 
WACO members about the program and where to apply. 

iv) Following the selection of award recipients, and their acceptance of the 
scholarship, WACO staff shall notify all WACO members of the awardees. 

b) Applicant Communication 
i) If an applicant applies online, they receive a confirmation email stating that 

their application is received and that they need to mail their supporting 
transcript and reference documents. 

ii) Once all materials are received and reviewed WACO staff shall provide 
confirmation to the applicant. 

iii) Once an award selection is made the awardees are notified with a request to 
confirm that they are accepting the scholarship award. 

iv) Following confirmation of all scholarship awards are made all applicants 
receive notification of the awardees. 

c) WACO shall communicate general information regarding the Washington County 
Scholarship with stakeholders and the media. 
i) One week prior to the application window WACO staff shall send a press 

release outlining the application process to its media contacts, as well as 
coordinate further information sharing with partner agencies. 

ii) Following the selection of award recipients, and their acceptance of the 
scholarship, WACO staff shall send a press release announcing the awardee 
information to its media contacts, as well as coordinate further information 
sharing with partner agencies. 
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WACO Policies and Standard Operating Procedures 

AMENDED DATES 
 

TOPIC LAST AMENDED 
General Governance  
Constitution and Bylaws October 2, 2019 
Bylaws Amendment Protocol October 1, 2019 
Code of Ethics October 1, 2019 
Conflict of Interest March 14, 2023 
Board of Trustees Meetings March 14, 2023 
Alternative Voting Means July 16, 2024 
Committees July 16, 2024 
Appointments to External Boards and Commissions March 9, 2021 
Legal Brief March 14, 2023 
Legal Advice/General Counsel July 8, 2020 
Records Retention July 16, 2024 
  
Strategic Planning  
Strategic Plan December 8, 2021 
Legislative Action Plan July 16, 2024 
Education Action Plan March 9, 2021 
  
Finances  
Financial and Internal Controls July 16, 2024 
Annual Budget July 16, 2024 
Operating Reserves October 1, 2019 
Designated Funds July 16, 2024 
County Reimbursement October 5, 2021 
WAPA Pass-through Agreement October 5, 2021 
Washington Counties Building July 8, 2020 
Gifts for Members Leaving Office July 16, 2024 
Travel and Reimbursements July 16, 2024 
Asset Management July 16, 2024 
  
Human Resources  
Personnel July 16, 2024 
Salary Scale July 18, 2023 
Whistleblower October 1, 2019 
Computer Use March 14, 2023 
Social Media March 14, 2023 
  
Conference, Events, and Programs  
Annual Conference July 16, 2024 
WACO Scholarship Program July 16, 2024 
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