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A. Purpose 

The 2017 Financial Policy assembles all of the City’s financial policies in one document. They are 
the tools to ensure that the City is financially able to meet its immediate and long-term service 
objectives. The individual policies contained herein serve as guidelines for both the financial 
planning and internal financial management of the City.  

The City of College Place is accountable to its citizens for the use of public dollars. Municipal 
resources must be wisely used to ensure adequate funding for the services, public facilities, and 
infrastructure necessary to meet the community’s present and future needs. These policies 
safeguard the fiscal stability required to achieve the City’s goals and objectives.  

 

B. Objective 

In order to achieve its purpose, the Financial Policies have the following objectives for the City’s 
fiscal performance.  

B-1 To guide the City Council and management policy decisions that have significant impact.  

B-2 To set forth-operating principles that minimize the cost of government and financial risk.  

B-3 To employ balanced and fair revenue policies that provide adequate funding for desired 
programs.  

B-4 To maintain appropriate financial capacity for present and future needs.  

B-5 To promote sound financial management by providing accurate and timely information on 
the city’s financial condition.  

B-6 To protect the City’s credit rating and provide for adequate resources to meet the provision 
of the City’s debt obligations on all municipal debt.  

B-7 To ensure the legal use of financial resources through an effective system of internal 
controls.  

B-8 To promote cooperation and coordination with other governments and the private sector in 
the financing and delivery of services.  

 

C. General Budget Policies 

C-1 Department directors have primary responsibility for formulating budget proposals in line 
with City Council and Mayor direction, and for implementing, monitoring, and reporting them once 
they are approved.  

C-2 All City Departments share in the responsibility of meeting policy goals and ensuring long-
term financial health. Future service plans and programs will be developed to reflect current policy 
directives, projected resources, and future service requirements.  
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C-3 The Mayor and City Administrator with assistance from the Finance Department may 
develop administrative directives and general procedures for implementing the City Council’s 
financial policies.  

C-4 The Finance Department is responsible for coordinating the overall preparation and 
administration of the City’s budget and Capital Investment Program Plan. This function is fulfilled in 
compliance with applicable State of Washington statutes governing local government budgeting 
practices.  

C-5 The Finance Department assists department staff in identifying budget problems, 
formulating solutions and alternatives, and implementing any necessary corrective actions.  

C-6 The City Council shall adopt the budget by ordinance at the fund level.  

C-7 The City Council may adopt resolutions or ordinances to set financial policies to assure the 
financial strength and accountability of the City.  

C-8 Interfund charges will be based on recovery of the both direct and indirect costs associated 
with providing those services.  

C-9 Regular employee positions will normally be budgeted only in the City’s operating funds.  

C-10 Monthly financial reports, including a review of budgeted expenditures and revenues, will be 
prepared and reported to the Council at regular meetings. Included will be provisions for amending 
the budget during the year in order to address unanticipated needs, emergencies, or compliance 
with State of Washington budgetary statutes. Budget adjustments requiring City Council approval 
will occur through a process coordinated by the Finance Department and will occur prior to fiscal 
year end.  

C-11 The Finance Department will review agenda items with potential fiscal impact submitted for 
City Council action. The objective of these reviews will be to ensure compliance with the budget and 
disclosure of all fiscal issues to the Council. This information will be presented in the fiscal impact 
section of each agenda bill.  

C-12 Revenues derived from fees associated with development will be designated for the support 
of activities within the public works and community development functions of the city.  

C-13 The City’s budget presentation will be directed at displaying the City’s services plan in a 
Council/constituent-friendly format.  

C-14 The City will maintain equipment replacement funds that will receive annually budgeted 
contributions from the operating expenses of departments owning the capital equipment in an 
amount necessary to replace the equipment at the end of its useful life. Life cycle assumptions and 
required contributions will be reviewed annually as part of the budget process. Monies collected 
from the sale of assets carried on the equipment replacement schedules will be receipted to 
equipment replacement funds.  

C-15 Operating Deficits: Recurring revenues will be sufficient to support recurring expenditures. 
Revenue estimates will be realistic and debt financing will not be used to support recurring 
operating expenses.  

C-16 Interfund Loans and Transfers: Any interfund transfers and/or loans will be completed only 
after specific Council approval or inclusion in the approved annual budget.  
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C-17 Resources Greater than Budgeted Expenditures – Resources (fund balances) greater than 
budgeted expenditures in any fund shall be considered “one time” resources and shall not be used 
to fund ongoing service delivery programs unless approved by Council.  

C-18 Full Time Equivalent (FTE) Budgeting – As a tool for Council consideration, all adopted 
budgets of the City will list the actual and proposed FTE allocation by department.  

C-19 Current Service Levels – To aid in the prudent management of City affairs, City service 
levels will be established, monitored, and reviewed so a determination of required resources (both 
personnel and non-personnel) can be made for the ensuing budget year.  

C-20 Expenditures that Delay Future Cost Increases – When practical, resources should be 
allocated for selective expenditures whose purpose is to avoid even larger costs in the future.  

C-21 Expenditures that Forestall Adding Permanent Staff – Recognizing that personnel-related 
expenditures represent the largest portion of the City’s budget, methods to increase efficiency 
should receive priority funding if it can forestall the addition of permanent staff.  

C-22 Future Fiscal Effect of Programs or Personnel – Whenever programs or personnel are 
proposed, the current and future fiscal impact (as reflected in the 6-year financial forecast) shall be 
determined and reported to the City Council to aid in their deliberations.  

C-23 Commitments that Can Reasonably be Maintained Over the Long Term – Funding for new 
programs and services should be limited to the extent that they can be funded over the near-to-long 
term given the current revenue stream.  

C-24 Overhead and Full Cost Allocation- Department and Fund budgets shall be prepared in a 
manner that reflects the full cost of providing services.  

C-25 Maintenance of Quality Service Programs – If expenditure reductions are necessary, 
elimination of selective services is preferable to across-the-board cuts.  

C-26 Efforts should be coordinated with other governmental agencies to achieve common policy 
objectives, share the cost of providing governmental services on an equitable basis, and support 
favorable legislation at the state and federal level.  

C-27 Initiate, encourage, and participate in economic development efforts to create job 
opportunities and strengthen the local economy.  

C-28 The City will strive to maintain fair and equitable relationships with its contractors and 
suppliers.  

C-29 Distinguished Budget Presentation – As staffing allows, the City will work toward producing 
a budget document that meets the Distinguished Budget Presentation program as defined by the 
Government Finance Officers Association (GFOA).  

 

D. Funds  

The accounts of the City are organized on the basis of funds, each of which is considered a 
separate accounting entity. The City uses governmental, proprietary, and fiduciary funds. Each 
governmental fund, expendable trust, or agency fund is accounted for with a separate set of self-
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balancing accounts that comprise its assets, liabilities, fund balances, revenues, and expenditures. 
Proprietary and similar trust funds use the revenue, expenses, and equity accounts similar to 
businesses in the private sector. The City of College Place segregates money to funds based on 
use and function as is specified by the Budgeting Accounting Reporting System (BARS) cash basis 
manual created by the State of Washington Auditor’s Office. The City of College Place has 28 
active funds. Funds can be added or omitted to the city ledger of accounts based upon future 
updates of the BARS manual, recommendation of city finance staff, and passage of an ordinance 
by City Council.  Types and definitions of funds are located below.  

D-1 Current Expense Fund #001 – This is the city’s primary operating fund. It accounts for all 
financial resources except those required to be accounted for in other funds and is generally 
considered to represent the ordinary operations of the city.  

D-2 Technology Reserve Fund #012 – This fund is a sub-fund of Current Expense #001 and is 
used to account for all transactions related to information technology across the city.  

D-3 Employee Benefit Reserve Fund #061 – This fund is a sub-fund of Current Expense #001 
and primarily funds post-employment benefits.  

D-4 Street Fund #100 – This fund covers the operation and maintenance of city-owned 
transportation thoroughfares.  

D-5 Criminal Justice Fund #120 – This fund is restricted to innovative law enforcement 
strategies, programs for at-risk children, and programs related to domestic violence.  

D-6 Forfeited Proceeds Fund #121 – This fund is utilized for drug enforcement and related 
activities.  

D-7 ULTGO Bond Fund #201 – Debt service for the College Avenue/Rose Street project.  

D-8 LTGO Bond Fund #202 – Debt service for a new fire engine the City acquired.  

D-9 Commercial Drive Fund #235 – Debt service to construct Commercial Drive.  

D-10 Street Capital Contribution Fund #301 – Capital Fund used as an escrow account for 
developer contributions for street related impacts as a result of approved projects.  Funds can only 
be used for street infrastructure impacted by the developer’s project. 

D-11 Capital Improvement Fund #305 - This fund is used to receipt the first ¼% tax on real estate 
sales in the city. Can only be used for capital projects listed on the City’s Capital Facilities Plan.  

D-12 Capital Improvement Fund #306 – This fund is used to receipt the second ¼% tax on real 
estate sales in the city which was adopted by City Council in December 2016.   Can only be used 
for capital projects listed on the City’s Capital Facilities Plan. 

D-13 Street Improvement Fund #311 – This fund is used to segregate street capital projects.  

D-14 Facility Maintenance Reserve Fund #315 – This fund is used to segregate expenditures on 
city facility maintenance and replacement.  

D-15 Equipment Reserve Fund #320 – This fund is a reserve for expensive equipment. It is 
entirely funded by transfers from the appropriate departments in which the equipment is found.  
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D-16 Economic Development Fund # 330 – This fund is utilized for capital projects that are tied to 
economic development and infrastructure development in commercial areas. 

D-17 Economic Development Reserve Fund #340 - This fund was created to provide capital 
funding for projects that would result in additional economic financial return on investment to the 
City. 

D-18 Water Fund #400 – This fund covers the day to day operation and maintenance of the water 
utility.  

D-19 Wastewater Fund #401 – This fund covers the day to day operation and maintenance of the 
wastewater utility.  

D-20 Water Capital Reserve Fund #410 – This fund pays for major equipment and infrastructure 
necessary to support the Water Utility. 

D-21 Wastewater Capital Reserve Fund #411 – This fund pays for major equipment and 
infrastructure necessary to support the Wastewater Utility. 

D-22 Wastewater Debt Service Fund #412 – Debt service for Wastewater Treatment Plant SRF 
and PWTF loans are paid out of this fund.  Additionally, an annual transfer is made from this fund to 
Fund #425 for payment toward the 2007 Water/Sewer Bonds. 

D-23 Water Capital Improvement Reserve/Debt Service Fund #413 – Debt service for the 
Eastside Water System Improvements is paid out of this fund.  Additionally, an annual transfer is 
made from this fund to Fund #425 for payment toward the 2007 Water/Sewer Bonds. 

D-24 Water & Sewer Revenue Bond Fund #425 – Debt service on the 2007 Water/Sewer Bonds 
for the East Whitman Drive improvements is paid out of this fund. 

D-25 Water & Sewer Bond Reserve Fund #426 – This fund will become the Debt Service Fund for 
the 2017/2018 Water System Revenue Bonds, if issued. 

D-26 Water System Construction Fund #431 – This fund tracks revenues and expenses for 
capital improvements to the water system. 

D-27 Equipment Rental & Replacement Fund #500 – Supports all departments of the city for the 
operation, maintenance, and availability of city owned vehicles and equipment. 

D-28 Flexible Benefits Plan Fund #625 – Fiduciary fund tracking of deposits and payments in and 
out of the City’s Section 125 Flexible Spending Plan. 

 

E.  Reserve & Contingency Funds 

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



 
 

2 0 1 8  F i n a n c i a l  P o l i c y  
 

P a g e  | 8 

E-1 Unreserved Fund Balances – It is the City’s policy to maintain an unreserved fund balance 
within all operating funds in a reasonable amount for emergency or unforeseen needs. The target 
ending fund balance shall be at least 20% of the budgeted revenues (excluding transfers in and 
interfund loan repayments) for the Current Expense Fund and at least 60 days’ operating and 
maintenance expense for the other City operating funds.  

E-2 Debt Service Funds – It is the City’s policy to maintain, as a target, a one (1) year average 
annual debt service payment reserve for all debt except assessment debt.  

E-3 Facilities Capital Reserve – The City has Facility Maintenance Reserve Fund #315 to 
address unforeseen City facilities capital expenditures. Contributions to the Facilities Capital 
Reserve Fund will be budgeted from the Real Estate Excise Tax (REET) #305 and #306 and/or 
Current Expense Fund  #001 resources. The fund balance target to maintain in this account is 
$300,000.  

E-4 Rainy Day Fund – Once unreserved fund balance goals are met the City will establish a 
rainy day fund with the purpose of meeting any unforeseen municipal expense. Annual 
contributions to this fund will be budgeted from Current Expense Fund resources. All expenditures 
from this fund shall have prior approval of the City Council. The City will strive to achieve a target 
reserve fund balance of 10% of the Current Expense Fund’s annual budgeted revenues (excluding 
transfers in and interfund loan repayments).  

 

F. Revenue Policy 

F-1 Revenue estimates should be prepared on a conservative basis to minimize the economic 
fluctuations that could imperil ongoing service programs during the upcoming budget cycle. 
Revenue increases greater than inflation will require additional documentation. Major revenue 
sources will require explanation.   

F-2 Current revenues will be sufficient to support current expenditures.  

F-3 All fees for service shall be reviewed on an annual basis.  

F-4 Revenues of a limited or indefinite term will not be used to fund ongoing service programs.  

F-5 Grant applications to fund new service programs will be reviewed with due consideration 
being given to whether locally generated revenues will be required to support these programs when 
outside funding is no longer available.  

F-6 Whenever possible, charges for services shall be set at an amount that reflects the actual 
cost of service delivery.  

F-7 The City should strive to maintain a diversified mix of revenues in order to maintain needed 
services during periods of declining economic activity.  

 a. A base of property taxes and other stable revenues should be developed and 
maintained to provide a reliable base of revenues during periods of economic downturn.  
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 b. The City’s overall revenue structure should be designed to recapture for the City 
some of the financial benefits resulting from City economic and community development 
investments.  

F-8 The following factors will be considered when the City’s taxes are increased, extended, 
changed, or reduced:  

 a. Stability of the tax source over its expected life 

 b. Suitability for a pledge against future debt, if that is part of the City Council’s long 
range intent for the new tax.  

 c. Spread the tax burden throughout the City’s tax base by utilizing a broad array of tax 
sources available and by investigating mitigation of inequities and hardships where 
appropriate (e.g. property tax rebates for low-income elderly). Legislative remedies for 
harmful tax impacts should be sought where appropriate.  

 d. Apply the tax impact information for both residential and business taxpayers against 
a future vision of what the tax policy decision is intended to foster, in addition to the raising 
of revenues.  

F-9 As much as reasonably possible, City services that provide private benefit should be 
supported by fees and charges in order to provide maximum flexibility in use of general City 
taxes to meet the cost of services of broader public benefit. Charges for services that benefit 
specific users should be fully recovered, including all direct and indirect costs including but 
not limited to, capital costs, department overhead, and Citywide overhead. Departments that 
impose fees for service charges should prepare and periodically every five years update 
cost-of-service studies for such service. When consistent with legal requirements, other City 
interests such as remaining competitive within the region or meeting other City objectives 
may dictate a subsidy of a portion of the costs of such services. Factors to consider when 
determining possible subsidies include job creation and the expansion of property and sales 
tax bases. 

F-10 Rate increases should be small and applied frequently to avoid an overly burdensome future 
increase.  

F-11 The City will not use deficit financing and borrowing to support on-going operations in the 
case of long-term (greater than one year) revenue downturns. Revenue forecasts will be 
revised and expenses will be reduced to conform to the revised long-term revenue forecast 
or revenue increases will be considered.  

 

G. Expenditure & Operating Policy 

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

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

G-3 All interfund borrowings shall only be completed following approval of the City Council.  
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G-4 Short-term borrowings (less than 5 years and less than $20,000) will not be done without full 
financial analysis and the Council shall be informed of all such borrowings. Such borrowings 
may include commercial lines of credit, equipment loans, and capital leases.  

G-5 All long-term borrowing (greater than 5 years and $20,000) shall include full life-cycle 
financial analysis and prior approval by the City Council.  

G-6 All authorized positions will be budgeted for a full year and with the best estimate of benefit 
rate unless specifically designated by the City Council as a partial-year position.  

G-7 Ongoing resources should be equal to or exceed ongoing expenditures. Each City fund 
budget shall identify ongoing resources that at least match expected ongoing annual 
requirements. One-time cash transfers and non-recurring ending fund balances will be 
applied to reserve or to fund one-time expenditures; they will not be used to fund ongoing 
programs.  

G-8 The City will seek to optimize the efficiency and effectiveness of its services to reduce costs 
and improve service quality.  

G-9 Accurate inventories of physical assets, their condition, life span, and cost will be 
maintained.  

G-10 The Finance Department will develop, maintain, and constantly seek to improve cash 
management systems which ensure the accurate and timely accounting, investment, and 
security of all cash assets. All cash received by City departments will be deposited the same 
business day as feasible. The Finance Director has oversight over cash handling policies 
and procedures.  

 

H. Purchasing  

H-1 Purpose 

This code establishes guidance for: 

 a.   Acquisition of materials, supplies, and equipment not associated with a public work. 

 b.   Contracting for personal and purchased services. 

 c.   Contracting for architectural and engineering services. 

 d.   Selection and bidding requirements for public works projects.   

H-2 Policy statement 

The city desires a fair and open process for procurement of goods and services that is free from the 
potential for bias and conflict of interest.  In addition, the city desires consistent and appropriate 
practices for solicitations and contracting.  All procurements of goods and services shall provide the 
city with the best quality and best value.  All purchases are to be made within budgetary limitations 
and for the purpose of the goals and objectives approved in the city’s budget.  Any requested 
purchase that is not included in the current city budget shall be pre-approved by the department 
head, city administrator or city council, based on allowable signing authority.  All purchases made 
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by the city shall ultimately be approved by the city council through the voucher approval process in 
accounts payable.   

H-3 Definitions 

For purposes of this chapter the following words and phrases shall be defined as follows: 

a.   "Award" means the formal decision by the city notifying a responsible bidder with the 
lowest responsive bid of the city’s acceptance of the bid and intent to enter into a contract 
with the bidder. 

b.   "Bid limits" means dollar amounts below which neither competitive bids nor the small 
works roster process is required for the purchase of equipment, supplies, materials or for 
public works projects. 

c.   "Competitive bids" means a process following advertisement in designated legal 
newspapers and other media for equipment, supplies, material, and public works contracts 
open to all suppliers, vendors, and contractors, and in which price is the primary basis for 
consideration and contract award. 

d.   "Contract" means a contract in writing for the execution of public work for a fixed or 
determinable amount duly awarded after advertisement and competitive bid, or a contract 
awarded under the small works roster process in RCW 39.04.155. 

e.   "Emergency" means unforeseen circumstances beyond the control of the city that 
either: (1) present a real, immediate threat to the proper performance of essential functions; 
or (2) will likely result in material loss or damage to property, bodily injury, or loss of life if 
immediate action is not taken. 

f. “Informal quote” means a quote or estimate conveyed verbally over the phone or in 
person that is documented by city staff in notes or memos. 

g. “Ordinary and necessary” means common and accepted in your trade or business and 
helpful and appropriate for your trade or business.  An expense does not have to be 
indispensable to be considered necessary. 

h. “Personal services” means services that involve technical expertise provided by a 
consultant to accomplish a specific study, project, task, or other work. 

i. “Purchased services” are those provided by vendors for routine, necessary, and 
continuing functions of a local agency, mostly relating to physical activities. 

j.   "Professional services agreement" means an agreement with an independent 
contractor for the rendering of professional services to the city.  The city does not provide 
direction to the provider.  The city states a goal and objective and the provider, under his/her 
own direction, accomplishes the goal. 

k.   "Public work" means all work, construction, alteration, repair, or improvement other than 
ordinary maintenance, executed at the cost of the city, or which is by law a lien or charge on 
any property therein. 
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l.  "Qualified based selection" means a competitive procurement process in which 
consultants submit qualification and/or non-cost proposal. Selection based on most highly 
qualified firm, then final project scope and associated fee negotiated. 

m.   "Request for proposal (RFP)" means similar to the formal bid process, except that 
factors other than price are used to award the contract. 

n.   "Request for qualifications (RFQ)" means a procurement process with a focus on the 
qualification of the consultants, including experience of key staff, relevant past experience of 
the company, and client references. 

 o.   "Responsible bidder" means a contractor who meets the criteria in RCW 39.04.010 and 
39.04.350. 

p.   "Small works roster (SWR)" means a process through which there is competition for 
public works contracts following notification, normally through a request for quotes (RFQ), to 
some or all public works contractors who have requested placement on a roster kept by the 
local government agency. 

q.   "Public agency work or day labor limits" are limits set by the state legislature on the 
amount of public works that can be accomplished using the city’s own work force or by hiring 
day laborers.  Limits are expressed as specific dollar amounts for single or multiple craft 
projects.   

H-4 Adoption of RCW by reference 

The provisions of the following RCW sections are adopted by reference, together with any 
amendments or additions hereafter made: 

a. RCW 35A.40.200, General law relating to public works and contracts, which references 
the following: 

 
i. RCW 35.23.352, Public works contracts.  
ii. RCW 39.04.010, Definition of public work. 
iii. RCW 39.04.020, Day/agency labor limits. 
iv. RCW 39.04.105, Protest procedures. 
v. RCW 39.04.190, Purchase contract process. 
vi. RCW 39.04.200, List of contracts awarded through purchase contract process. 
vii. RCW 39.04.280, Emergency or sole source purchases. 
viii. RCW 39.04.350, Lowest responsible bidder. 
ix. RCW 39.04.155, Small works roster. 
x. RCW 39.12.020, Prevailing wages. 

 
b. RCW 35A.40.210, Public work or improvement – Procedures – Purchases. 

 
c. Chapter 39.10 RCW, Alternative Public Works Contracting Procedures. 

 
d. Chapter 39.30 RCW, Competitive Bidding Violations. 

 
e. Chapter 39.34 RCW, Intergovernmental Cooperative Purchasing Agreements. 
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f. Chapter 39.80 RCW, Architectural and Engineering Services. 
 

g. RCW 42.23.030, Interest in contracts prohibited.   

H-5 Payment of Claims 

a. Pursuant to RCW 35A.40.20, the city adopts a policy for the payment of claims and 
obligations of the city from solvent funds by bank checks from banking institutions duly 
designated by the appropriate city staff, it being further policy that the officers 
authorized shall be the mayor, city administrator and finance director and/or those 
designated by duly approved resolution of the city council. 

b. It is further the policy that all funds for which checks are drawn shall be solvent at the 
time payment is ordered.  Dual signatures shall be required on all banking instruments 
and transactions except the transfer of moneys between checking, market interest, 
savings, investments and clearing accounts established on behalf of the city. 

c. The mayor, city administrator or mayor pro tem in the absence of the mayor, is 
authorized to pay and disburse from city funds such charges as are billed to the city for 
goods or services received by the city before such payment is approved by the city 
council. 

H-6 Purchasing Policy Procedures 

a. The following procedures will be followed when procuring goods or services: 
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Purchasing and Contracting Matrix
TYPE AMOUNT APPROVAL AUTHORITY MINIMUM PROCEDURE ADDITIONAL NOTES

Purchase of Ordinary and 
Necessary Supplies, 

Materials, and Equipment

Up to $500 Department Director P.O. and/or Invoice Informal Quotes

Up to $7,500 City Administrator P.O. and Invoice Informal Quotes
$7,501 - $15,000 City Administrator Vendor Roster or Competitive Bid, 

P.O. and Invoice
Minimum of 3 informal or written 

quotes if using vendor roster
$15,001 and Over City Council Competitive Bid, P.O. and Invoice Formal bid process according to RCW 

35.23.352

Public Works Contracts Up to $500 Department Director P.O. and Invoice Informal quote from any licensed 
contractor

Up to $2,500 City Administrator P.O. and Invoice Informal quote from any licensed 
contractor

$2,501 - $15,000 City Administrator Contract, P.O. and Invoice Request informal bids from 2-3 
licensed contractors. 

$15,001 - $40,000 
(single trade)

City Council Contract, P.O. and Invoice Request informal bids from 2-3 
licensed contractors. 

$40,001 - $300,000 
(single trade)

City Council Small Works Roster or Competitive 
Bid, Contract, P.O. and Invoice

Post bidding/contract documents on 
agency website or on a service 

provider's, such as Builders Exchange, 
Daily Journal of Commerce, etc., and 

send email announcement to all 
contractors in the appropriate SWR 

category requesting quotes by a 
certain date, OR, request formal bids 
from minimum of 5 SWR contractors 
with the appropriate capabilities.  If 

estimated cost of work is greater 
than $150,000 and less than all 

appropriate SWR contractors are 
invited to bid, then notification must 
be sent to all other appropriate SWR 
contractors that bids were sought.

$15,001 - $65,000 
(multiple trades)

City Council Contract, P.O. and Invoice Request informal bids from 2-3 
licensed contractors. 

$65,001 - $300,000 
(multiple trades)

City Council Small Works Roster or Competitive 
Bid, Contract, P.O. and Invoice

Post bidding/contract documents on 
agency website or on a service 

provider's, such as Builders Exchange, 
Daily Journal of Commerce, etc., and 

send email announcement to all 
contractors in the appropriate SWR 

category requesting quotes by a 
certain date, OR, request formal bids 
from minimum of 5 SWR contractors 
with the appropriate capabilities.  If 

estimated cost of work is greater 
than $150,000 and less than all 

appropriate SWR contractors are 
invited to bid, then notification must 
be sent to all other appropriate SWR 
contractors that bids were sought.

$300,001 and Over City Council Competitive Bid, Contract, P.O. and 
Invoice

Formal bid process according to RCW 
35.23.352
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b. Employees that do not comply with the Purchasing Policy Procedures as outlined may 
have their purchasing authorities suspended or revoked at the discretion of the City 
Administrator, Mayor, or City Council. 

H-7 Bid procedures generally 

The city shall utilize the bid procedures for public works construction as set forth in RCW 35.23.352, 
as it exists as of or as amended after the effective date of the ordinance codified in this chapter, 
except as otherwise allowed therein and by this chapter.   

H-8 Ethics, integrity, and best value for money 

a.   All employees of the City of College Place shall observe the highest standards of ethics 
and integrity in undertaking purchasing activity and act in a professional manner.  The 
employees of the City of College Place shall observe the following principles and standards 
through all stages of the purchasing process to ensure the fair and equitable treatment of all 
parties: 

i.   Full accountability shall be taken for all purchasing decisions and the efficient, 
effective, and proper expenditure of public funds based on achieving the best 
value of money. 

Limited Public Works Up to $15,000 City Administrator Small Works Roster Solicit bids from a minimum of 3 
appropriate SWR contractors

$15,001 - $35,000 City Council Small Works Roster Solicit bids from a minimum of 3 
appropriate SWR contractors

Architects & Engineers Up to $15,000 City Administrator Consultant Roster, Contract/P.O. 
and Invoice

Request proposals from 1-3 qualified 
firms from consultant roster

$15,001 - $25,000 City Council Consultant Roster, Contract/P.O. 
and Invoice

Request proposals from 1-3 qualified 
firms from consultant roster

$25,001 - $100,000 City Council Consultant Roster, Contract/P.O. 
and Invoice

Request proposals from 3-5 qualified 
firms from consultant roster

$100,000 and Over City Council RFQ/RFP, Contract/P.O. and Invoice Prepare formal RFQ/RFP, advertise, 
and solicit responses from a minimum 

of 6 qualified firms

Personal Services Up to $500 Department Director Contract, P.O. and Invoice Informal or written quotes from 1-3 
qualified firms

Up to $5,000 City Administrator Contract, P.O. and Invoice Informal or written quotes from 1-3 
qualified firms

$5,001 - $15,000 City Administrator Consultant Roster, Contract/P.O. 
and Invoice

Request proposals from 3-5 qualified 
firms from consultant roster

$15,001 and Over City Council RFQ/RFP, Contract/P.O. and Invoice Prepare formal RFQ/RFP, advertise, 
and solicit responses from a minimum 

of 6 qualified firms

Purchased Services Up to $500 Department Director Contract, P.O. and Invoice Informal or written quotes from 1-3 
qualified firms

Up to $5,000 City Administrator Contract, P.O. and Invoice Informal or written quotes from 1-3 
qualified firms

$5,001 - $15,000 City Administrator Consultant Roster, Contract/P.O. 
and Invoice

Request proposals from 3-5 qualified 
firms from consultant roster

$15,001 and Over City Council RFQ/RFP, Contract/P.O. and Invoice Prepare formal RFQ/RFP, advertise, 
and solicit responses from a minimum 

of 6 qualified firms
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ii.   All purchasing practices shall comply with relevant legislation, regulations and 
requirements consistent with the City of College Place’s policies, Code of Ethics, 
and Core Values1. 

iii.  Purchasing is to be undertaken in which all potential suppliers are treated 
impartially, honestly, and consistently. 

iv.  All processes, evaluations, and decisions shall be transparent, free from bias, 
and fully documented in accordance with applicable policies and audit 
requirements. 

v.   Any actual or perceived conflicts of interest are to be identified, disclosed, and 
appropriately managed. 

b.   The best value for money is an overarching policy that governs purchasing in order to 
provide the best possible outcome for the city.  It is important to note that compliance with 
specifications is more important than obtaining the lowest price, particularly taking into 
account user requirements, quality standards, sustainability, life cycle costing, and service 
benchmarks.   

H-9 Small Public Works Roster  

The following small works roster procedures are established for use by the City pursuant to RCW 
39.04.155: 

a. Cost: The City need not comply with formal sealed bidding procedures for the 
construction, building, renovation, remodeling, alteration, repair, or improvement of real 
property where the estimated cost does not exceed Three Hundred Thousand Dollars 
($300,000.00), which includes the costs of labor, material, equipment, sales, or use taxes as 
applicable. Instead, the City may use the Small Public Works Roster procedures for public 
works projects as set forth in this ordinance. The breaking of any project into units or 
accomplishing any projects by phases is prohibited if it is done for the purpose of avoiding 
the maximum dollar amount of a contract that may be let using the small works roster 
process.   

b. Publication:  At least once a year, MRSC shall, on behalf of the City, publish in a 
newspaper of general circulation within the municipality’s jurisdiction a notice of the 
existence of the small works roster and solicit the names of contractors for the small works 
roster. MRSC shall add responsible contractors to the small works roster at any time that a 
contractor completes the online application provided by MRSC, and meets minimum State 
requirements for roster listing.   

c. Telephone, Written, or Electronic Quotations: The City shall obtain telephone, written, 
or electronic quotations for public works contracts from contractors on the appropriate small 
works roster to assure that a competitive price is established and to award contracts to a 
contractor who meets the mandatory bidder responsibility criteria in RCW 39.04.350(1). The 
City may establish supplementary bidder criteria under RCW 39.04.350 (2) to be considered 
in the process of awarding a contract.     

                                                           
1 Code of Ethics and Core Values are outlined in Chapter 3 of the COCP Personnel Manual Adopted January 9, 2018; 
Resolution 18-002 
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i. A contract awarded from a small works roster will not be advertised.  Invitations 
for quotations shall include an estimate of the scope and nature of the work to be 
performed as well as materials and equipment to be furnished. However, detailed 
plans and specifications need not be included in the invitation.  

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

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

(i) publishing notice in a legal newspaper in general circulation in 
the area where the work is to be done;  

(ii) mailing a notice to these contractors; or  

(iii) sending a notice to these contractors by facsimile or email. 

iii. At the time bids are solicited, the City representative shall not inform a contractor 
of the terms or amount of any other contractor's bid for the same project;  

iv. A written record shall be made by the City representative of each contractor's bid 
on the project and of any conditions imposed on the bid.  Immediately after an 
award is made, the bid quotations obtained shall be recorded, open to public 
inspection, and available by telephone inquiry.  

d. Limited Public Works Process:  If a work, construction, alteration, repair, or improvement 
project is estimated to cost less than thirty-five thousand dollars ($35,000), the City may 
award such a contract using the limited public works process provided under RCW 
39.04.155 (3).  For a limited public works project, the City will solicit electronic or written 
quotations from a minimum of three contractors from the appropriate small works roster and 
shall award the contract to the lowest responsible bidder as defined under RCW 39.04.010 
After an award is made, the quotations shall be open to public inspection and available by 
electronic request. 

For limited public works projects, the City may waive the payment and performance bond 
requirements of chapter 39.08 RCW and the retainage requirements of chapter 60.28 RCW, 
thereby assuming the liability for the contractor's nonpayment of laborers, mechanics, 
subcontractors, material men, suppliers, and taxes imposed under Title 82 RCW that may 
be due from the contractor for the limited public works project.  However, the City shall have 
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the right of recovery against the contractor for any payments made on the contractor's 
behalf. 

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

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

 

f. Award:  All of the bids or quotations shall be collected by the Mayor or his or her 
designee. 

i. The Mayor or his or her designee shall then present all bids or quotations and 
their recommendation for award of the contract to the City Council. The City 
Council shall consider all bids or quotations received, determine the lowest 
responsible bidder, and award the contract; or 

ii. If the City Council delegates the authority to award bids to an Mayor of the City for 
public works projects costing less than or equal to $25,000.00, the Mayor shall 
have the authority to award public works contracts without City Council approval, 
provided that the City Council shall ratify the Mayor’s approval at the next 
scheduled City Council meeting by means of the consent agenda.  For public 
works projects costing more than $25,000.00, the City Council shall award all 
public works contracts. 

H-10   Consulting Services Roster  

The following consulting services roster procedures are established for use by the City pursuant to 
RCW 39.80.030: 

a. Consulting Services: Consulting services are professional services that have a primarily 
intellectual output or product and include architectural and engineering services as defined 
in RCW 39.80.020. 

b. Publication:  At least once a year, MRSC shall, on behalf of the City, publish in a 
newspaper of general circulation within the municipality’s jurisdiction a notice of the 
existence of the consulting services roster and solicit the names of consultants for the 
consulting services roster. MRSC shall add responsible consultants to the consulting 
services roster at any time that a consultant completes the online application provided by 
MRSC, upload a Statement of Qualifications, and meets minimum State requirements for 
roster listing.   
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c. Review and Selection of the Statement of Qualifications Proposals: The City shall use 
the following process to select the most highly qualified Architectural or Engineering firm off 
of the Consulting Services Roster to provide the required services: 

i. The City Council shall establish criteria that the Mayor, or his or her designee, 
must consider in evaluating Architectural or Engineering firms for a given project. 
Such criteria shall include a plan to insure that minority and women-owned firms 
and veteran-owned firms are afforded the maximum practicable opportunity to 
compete for and obtain public contracts for architectural or engineering services. 
The level of participation by minority and women-owned firms and veteran-owned 
firms shall be consistent with their general availability within the jurisdiction of the 
City of College Place. 

ii. The Mayor, or his or her designee, shall evaluate the written statements of 
qualifications and performance data on file with the City of College Place at the 
time that architectural or engineering services are required;  

iii. Such evaluations shall be based on the criteria established by the City Council; 
and 

iv. The Mayor, or his or her designee, shall conduct discussions with one or more 
firms regarding anticipated concepts and the relative utility of alternative methods 
of approach for furnishing the required services. 

v. The firm deemed most highly qualified by the agency to do the project will be 
selected.  

d. Award:  

i. The City Council considers the proposal received and awards the contract; or  

ii. If the City Council delegates the authority to award projects to an Mayor of the 
City for consulting services costing less than or equal to $7.500.00, the Mayor 
shall have the authority to award contracts for consulting services without City 
Council approval, provided that the City Council shall ratify the Mayor’s approval 
at the next scheduled City Council meeting by means of the consent agenda.  For 
consulting services costing more than $7,500.00, the City Council shall award all 
contracts for consulting services.  

H-11  Vendor List Roster 

 The following vendor list roster procedures are established for use by the City pursuant to RCW 
39.04.190: 

a. Purchase of materials, supplies, or equipment not connected to a public works project: 
The City is not required to use formal sealed bidding procedures to purchase materials, 
supplies, or equipment not connected to a public works project where the cost will not 
exceed $15,000.00. The City will attempt to obtain the lowest practical price for such goods 
and services.  

b. Publication: At least twice per year, MRSC shall, on behalf of the City, publish in a 
newspaper of general circulation within the municipality’s jurisdiction a notice of the 
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existence of the vendor list roster and solicit the names of vendors for the vendor list roster. 
MRSC shall add responsible vendors to the vendor list roster at any time when a vendor 
completes the online application provided by MRSC, and meets minimum State 
requirements for roster listing.   

c. Telephone, Written, or Electronic Quotations:  The City shall use the following process to 
obtain telephone or written quotations from vendors for the purchase of materials, supplies, 
or equipment not connected to a public works project: 

i. A written description shall be drafted of the specific materials, supplies, or 
equipment to be purchased, including the number, quantity, quality, and type 
desired, the proposed delivery date, and any other significant terms of purchase;  

ii. The Mayor, or his or her designee, shall make a good faith effort to contact at 
least three (3) of the vendors on the roster to obtain telephone or written 
quotations from the vendors for the required materials, supplies, or equipment; 

iii. The Mayor, or his or her designee, shall not share telephone or written quotations 
received from one vendor with other vendors soliciting for the bid to provide the 
materials, supplies, or equipment; 

iv. A written record shall be made by the Mayor, or his or her designee, of each 
vendor’s bid on the material, supplies, or equipment, and of any conditions 
imposed on the bid by such vendor; 

d. Determining the Lowest Responsible Bidder:  The City shall purchase the materials, 
supplies, or equipment from the lowest responsible bidder, provided that whenever there is 
reason to believe that the lowest acceptable bid is not the best price obtainable, all bids may 
be rejected and the City may call for new bids. 

e. Award:  All of the bids or quotations shall be collected by the Mayor or his or her 
designee. The Mayor, or his or her designee, shall create a written record of all bids or 
quotations received, which shall be made open to public inspection or telephone inquiry 
after the award of the contract. Any contract awarded under this subsection need not be 
advertised. 

i. The Mayor, or his or her designee, shall then present all bids or quotations and 
their recommendation for award of the contract to the City Council. The City 
Council shall consider all bids or quotations received, determine the lowest 
responsible bidder, and award the contract; or 

ii. If the City Council delegates the authority to award bids to the Mayor, or his or her 
designee, for materials, supplies, or equipment costing less than or equal to 
$7,500.00, the Mayor, or his or her designee, shall have the authority to award 
public works contracts without City Council approval, provided that the City 
Council shall ratify the approval at the next scheduled City Council meeting by 
means of the consent agenda.  For materials, supplies, or equipment costing 
more than $7,500.00, the City Council shall award all vendor contracts. 

f. Posting: A list of all contracts awarded under these procedures shall be posted at City 
main administrative offices once every two months.  The list shall contain the name of the 
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vendor awarded the contract, the amount of the contract, a brief description of the items 
purchased, and the date it was awarded. 

g. Upon written authorization of the city administrator, the materials, equipment or services 
will be ordered from the lowest responsible bidder, whose quotation meets all specifications 
established for the item or items being purchased. 

h. Written confirmation of telephone quotations from responsible vendors is not required, 
but may be requested when warranted. 

i. Immediately after the award is made, the bid quotations are to be recorded and open to 
public inspection and are to be available by telephone inquiry. 

j. Special preference may be given for the purchase of products made from recycled 
materials or products that may be recycled or reused.   

H-12 Lowest responsible bids 

a.   Preservation of the integrity of the competitive bid system dictates that after competitive 
bids have been opened, award must be made to that responsible bidder who submitted the 
lowest responsive bid, unless there is a compelling reason to reject all bids and cancel the 
solicitation. 

b.   In determining the lowest responsible bidder, the city shall consider any preferences 
provided by law to Washington products and vendors and, further, may take into 
consideration the quality of the articles proposed to be supplied, their conformity with 
specifications, the purposes for which required, and the times of delivery. 

c.   In determining "lowest responsible bidder," in addition to price, the following elements 
shall be given consideration: 

i.   The ability, capacity, and skill of the bidder to perform the contract or provide the 
service required; 

ii.  The character, integrity, reputation, judgment, experience, and efficiency of the 
bidder; 

iii. Whether the bidder can perform the contract within the time specified; 

iv. The quality of performance of previous contracts or services; 

v.  The previous and existing compliance by the bidder with laws relating to the 
contract or services; 

vi. Such other information as may be secured having a bearing on the decision to a
 award the contract.   

H-13 Intergovernmental purchases   

The city council authorizes the purchase of goods without public bidding when acquired through: 

 a. The Washington State Purchasing Cooperative; or 

 b. National Joint Power Alliance (NJPA); or 
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 c. King County Purchasing Cooperative; or 

d. Another governmental unit where the city administrator and the requesting department 
have shown that the procurement meets the city’s requirements and represents the most 
favorable procurement for the city considering price and other evaluation factors.   

H-14 Purchase at auction 

The city may purchase any supplies, equipment, or materials at auctions conducted by the 
government of the United States or any agency thereof, any agency of the state of Washington, any 
municipality or other government agency, or any private party without being subject to public 
bidding requirements if the items can be obtained at a competitive price.   

H-15 Change orders 

Change orders can be approved by the mayor/city administrator if below a ten percent total contract 
value and within departmental budget appropriation.  Any change orders above ten percent contract 
value or requiring an appropriation above what has been appropriated through the yearly budgetary 
process will require city council approval.   

H-16 Competitive bidding requirements--Exemptions 

 a. Competitive bidding requirements utilized by the city when awarding contracts for public 
works and for purchases of materials, supplies, and equipment may be waived by the city 
council for: 

  i.   Purchases that are clearly and legitimately limited to a single source of supply; 

  ii.  Purchases involving special facilities or market conditions; 

  iii.  Purchases in the event of an emergency; 

  v.  Public works in the event of an emergency. 

 b. If an emergency exists, the city administrator may declare an emergency situation exists, 
waive competitive bidding requirements, and award all necessary contracts on behalf of the 
city to address the emergency situation.  If a contract is awarded without competitive bidding 
due to an emergency, a written finding of the existence of an emergency must be made by 
the city administrator, or designee, and entered of record no later than two weeks following 
the award of the contract. 

 c. For purposes of this section "emergency" means unforeseen circumstances beyond the 
control of the city that either: (1) present a real, immediate threat to the proper performance 
of essential functions; or (2) will likely result in material loss or damage to property, bodily 
injury, or loss of life if immediate action is not taken. 

 
I. Credit Card Policy 
 
RCW 43.09.2855 sets forth the requirements that local governments are to meet in order to use 
credit cards for making purchases and acquisitions.  WAC 236-48-250 through WAC 236-48-254 
gives additional detail in the usage of such credit cards. 
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The Administration in its desire to expedite the process of purchasing necessary materials, 
supplies and services in its operation of the city has authorized the use of credit cards by city staff. 
 

While the use of credit cards may enhance the efficiency and convenience of making purchases 
for the City of College Place, it also demands additional responsibility by the credit card users.  
The Administration does not take this responsibility lightly and in accordance with state 
requirements, implements the following policy and procedures. 
 

The College Place City Council shall adopt this policy and the noted procedures in accordance 
with RCW 43.09.2855. 
 
I-1 Policy 
 
All requirements with regard to the City of College Place’s Purchasing policies shall be met in 
addition to the following procedures.  Compliance with the conditions set forth in RCW 42.24.180; 
43.09.2855; WAC 236-48-250 through 236-48-254 shall be met by the respective departments. 
 

I-2 Procedures 
 

a. Procedures for Obtaining Credit Cards 
 

i. Cards Temporarily Issued to Individuals 
(i) Each individual will request a credit card as needed.  The 

employee will be required to sign for the card at the time it is 
picked up at the Finance Department.  Unless there is an 
emergency, the individual will try to schedule a time when they 
are going to pick up the credit card that is conducive to the 
work flow of the Finance Department. 

 
ii. Cards Permanently Issued to Departments 

(ii) Department Heads will request approval from the Finance 
Director to receive and physically maintain credit cards within 
their department.  The Finance Director will give approval in 
writing with a copy of such approval being forwarded to the 
other Finance Department staff and City Administrator. 

 
(iii) Upon approval of the Finance Director, Department Heads will 

be required to sign for the card(s) at the time they are picked 
up at the Finance Department.  Should the department require 
additional cards than the number originally approved, they 
must once again request and receive approval from the 
Finance Director. 

 
b. Log of Credit Card Activity 

 
i. A log will be kept for credit card usage, indicating for what purpose the card was 

used as for as well as the following information: 
 

(i) Date Checked Out 
(ii) Signed Out By (Finance Dept. staff or, if it is a card 

permanently checked out to a department, another department 
employee) 

(iii) Last Name (of user, printed) 
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(iv) Card User’s Signature 
(v) Supplier Name (Vendor) 
(vi) Purchase Amount 
(vii) Date Checked In 
(viii) Card Received By (Finance Dept. staff or, if it is a card 

permanently checked out to a department, another 
department employee) 

(ix) Remarks (Reason for purchase) 
 

ii. The original forms of credit card activity will be filed in the appropriate file in the 
Finance Department. 

 
c. Return of the Credit Card 

 
i. The card user will return the card within twenty-four (24) hours of use or of the 

employee’s return to the city.   
 

d. Receipts for Credit Card Purchases 
 

i. Receipts will be turned in at the time the credit card is returned to the Finance 
Department (or the home department if the card is permanently assigned to a 
department).  If there are missing receipts at the time the card is returned, a 
“Credit Card – Lost Receipt Form” must be completed, signed by the 
department head, and submitted in lieu of the receipt(s).  For receipts returned 
to individual departments, no later than the 15th of each month, the Department 
Head will forward a copy of the log and any receipts, complete with BARS 
expense codes noted any other appropriate documentation or explanation to 
the Finance Department.   

 
e. Authorized Card Use 

 
i. Cardholders are authorized to use the card to purchase merchandise or services 

required as a function of their duties at the City of College Place. Unauthorized 
and/or inappropriate card use is addressed in the next section of this procedure. 
 

ii. A purchase made with a credit card may be made in-store, by telephone, fax, 
Internet or U.S. mail.  A purchase order is required per established Finance 
Department procedure. 

 
iii. If a credit card is issued for the purpose of covering expenses relating to 

authorized travel, the expenses must be listed on the pre-approved 
Travel/Training Request Form. Any charges against the credit card not 
properly identified on the Travel/Training Request Form shall be paid by the 
official or employee by check or salary deduction, unless they were incurred 
due to unforeseen emergency circumstances and subsequently approved by 
administration. 

 
f. Unauthorized and/or Inappropriate Card Use 

 
i. Credit cards must never be used to purchase items for personal use or for non-

City of College Place purposes, even if the cardholder intends to reimburse the 
City of College Place.  Unauthorized and/or inappropriate card use includes, but 
is not limited to: 
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(i) Items for personal use; 
 

(ii) Items for non-City of College Place purposes; 
 

(iii) Cash or cash advances; 
 

(iv) Food and beverages for an individual employee. (However, 
authorized cards may allow for food and non-alcoholic beverages for 
business-related meetings and travel in compliance with system procedures 
and after obtaining approval for special expenses.); 

 
(v) Alcoholic beverages; 

 
(vi) Weapons of any kind or explosives (except authorized Police 

Department purchases); 
 

(vii) Relocation expenses; 
 

(viii) Entertainment; and 
 

(ix) Recreation. 
 

g. Missing Receipts Procedure for Credit Cards 
 

i. When a credit card is returned to the Finance Department and the card user 
does not have receipts or other appropriate documentation for purchases made 
with the card, the Finance Director will be notified immediately and a "Credit 
Card Missing Receipt" form will be given to the card user to assist them in 
documenting information about the lost receipt.  Other receipts received when 
the card was used will be attached to the credit card missing receipt form. 
 

ii. The Finance Director will review the form and forward the form, credit card and 
any other receipts attached to the Finance Department personnel for check in.  
Should further action be taken regarding the usage of the credit card by the 
user, it will be noted on the form and instructions given in memorandum form to 
the Finance Department personnel.  A report of missing credit card activity will 
be forwarded to the City Administrator as deemed appropriate. 

 
iii. When payment is made to the credit card issuer, the missing receipt form, other 

receipts and any other pertinent documentation will be attached to the voucher. 
 

h. Disciplinary Action 
 

i. A cardholder who makes an unauthorized purchase with the card or uses the 
card in an inappropriate manner will be subject to revocation of credit card 
privileges and disciplinary action including restitution to the City of College 
Place for unauthorized purchases, possible card cancellation, possible 
termination of employment at the city and criminal prosecution. 

 
ii. If any item purchased with a credit card is not acceptable, arrangements must 

be made for a return for credit or an exchange. A cash refund or check is 
prohibited unless the vendor insists that a refund must be by cash or check, in 
which case the funds must be deposited immediately with the City of College 
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Place. 
 

iii. If, for any reason, disallowed charges are not repaid before the charge card 
billing is due and payable, the City of College Place shall have a prior lien 
against and a right to withhold any and all funds payable or to become payable 
to the official or employee up to an amount of the disallowed charges and 
interest at the same rate as charged by the company which issued the charge 
card. Any official or employee shall have credit card privileges revoked until any 
outstanding disallowed charge/interest balance is cleared. The City of College 
Place shall have unlimited authority to revoke use of any charge card issued 
under this section. 

 
i. Responsibility and Accountability 
It is the responsibility of each individual cardholder to: 

 
i. Follow all procedures as outlined in this document; 

 
ii. Safeguard the credit card and credit card account number at all times; lost or 

stolen credit cards must be reported immediately to the credit card agency 
and the City of College Place Finance Department; 

 
iii. Keep credit card in a secure location at all times; 

 
iv. Not allow anyone to use the credit card and/or credit card account number 

who is not authorized to do so; 
 

v. Obtain and retain original itemized receipts for goods and services purchased. 
An employee may be allowed to file a “Credit Card Missing Receipt Form” in 
lieu of a receipt if the original receipt is lost or a receipt was not/cannot be 
obtained; 

 
vi. Submit documentation in a timely manner (no later than the 15th of the 

month) to the Finance Department for payment processing; 
 

vii. Take any other steps necessary to ensure that the credit card is used only for 
authorized purposes. 
 

j. Credit Card Limitations 
 

i. Credit Limits:  The credit limit of credit cards used by the City of College Place 
shall be determined by the Administration after consultation with the Finance 
Committee.  This limitation does not include “lines of credit” the City of College 
Place City Council may authorize.  A listing of each credit card and the credit limit 
of each shall be maintained by the Finance Department. 
 

ii. Cash Advances:  In accordance with RCW 34.09.2855, no cash advances will be 
allowed.  Credit card suppliers will be notified of this fact when credit cards are 
requested.  Should a pin number be issued in error, the supplier will be notified 
and all copies of the pin number will be destroyed immediately. 

 
iii. Other Credit Accounts:  Some suppliers will request that the City of College 

Place have an open credit account for the purchase of supplies, services and 
other charges. These types of accounts would be for items such as public works 
maintenance supplies, building materials, office products, etc.  Requests for open 
credit accounts shall be reviewed individually by the Finance Director.  If it is 
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determined that such an open credit account would be beneficial for the city, a 
request will be forwarded to the supplier with any required documentation in an 
effort to open an account. The Finance Department shall maintain a listing of 
each open credit account. 

 
k. Periodic Reviews 

 
i. The City of College Place Finance Department shall conduct periodic reviews 

for proper card use. Credit card records will be audited from time to time. 
 

l. Forms 
 
i. Credit Card Check-Out Register 
ii. Credit Card Missing Receipt Form 
iii. Listing of Credit Card 
iv. Listing of Credit Accounts 

 
 

J. Disposal of Surplus Property 
 
J-1 Purpose 
 
This chapter establishes procedures for disposition of property, other than real estate, which is 
surplus to the needs of the city.  It is the intention of council that the procedures set forth in this 
chapter are preferred over others. 
Therefore, special procedures called for under other legislation are to be deemed exceptions to this 
chapter, and their use is to be limited accordingly.  
 
J-2 Responsibility for administration 
 
The city administrator, or such other officer as may from time to time be appointed, is responsible 
for the administration of this chapter.  The city administrator shall coordinate the disposition of 
surplus property and shall aid the council in determining the best method of disposal.  All 
departments of the city shall cooperate with the city administrator to ensure the most efficient and 
beneficial disposition of surplus property.  Surplus of city property shall be done in accordance with 
RCW 35A.11.010, 35.94.040, 39.33.010, 39.33.020, 42.30.110(l)(b), 42.30.110(l)(c), 42.56.260, 
43.09.210, and Chapter 35.94 RCW.   
 
J-3 Determination of value 
 
A department wishing to dispose of a single item of surplus property, or a group of items, shall 
make an estimate of the reasonable market value in "as is, where is" condition.  If the department 
responsible for the property cannot make the estimate, the city administrator shall determine the 
reasonable market value.   
 
J-4 Report to city administrator--Initial procedure 
 
A city department responsible for property which it wishes to declare surplus shall provide the city 
administrator with a detailed description of the property, its location and condition, and its estimated 
value.  The city administrator shall then determine if any other department of the city has use for the 
property.  If such a use is found, the city administrator shall carry out the transfer of ownership and 
shall ensure that, if necessary, the fund disposing of the property is reimbursed for its reasonable 
market value.   
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J-5 Property worth five thousand dollars or less 
 
If the property is not needed by the city and the estimated value is five thousand dollars or less, the 
city administrator may dispose of the property by one of the methods listed in this chapter without 
reporting the matter to the city council.   
 
J-6 Procedure - Property of a value over five thousand dollars 
 
Disposition of surplus property of a value over five thousand dollars must be approved by a majority 
of the city council. 
 
The procedure is as follows: 
 

a. The council shall examine the report of the city administrator at a public meeting and 
shall then either approve the report or give further directions to the city administrator. 
 
b. The city administrator shall carry out the directions of the council with the assistance of 
the department owning the property. 

 
c. If directed to do so by the council, the city administrator shall prepare a written report of 
the arrangements made, whereupon: 

 
i.   The council shall consider the report of the city administrator at either a public or 

an executive session, and shall then give further directions to the city 
administrator as follows: 

 
(i) Approve the disposition; 
(ii) Approve the disposition with additional special conditions; or 
(iii) Disapprove the proposed disposition, whereupon it shall give 

the city administrator directions for further action.   
 
J-7 Methods of disposition 
 
Permissible methods of disposition of surplus property include, but are not limited to: 
 

a. Public auction; 
b. Solicitation of sealed bids: 

 
i. The minimum bid threshold will be established by the department head in charge 

of the asset to be surplused; 
ii. The minimum bid threshold will be approved by the city administrator; 
 

c. Transfer to another agency of government at or below reasonable market value; or 
d. Lease or loan to other governmental agencies.   

 
J-8 Guidelines for decision 
 
The council shall dispose of surplus property in the manner that they deem to be the best interests 
of the city.  Considerations include but are not limited to: 
 

a. Possible future requirements of the city; 
b.   Present value of the property; 
c.   Likelihood of locating a buyer; 
d.   Intergovernmental cooperation; 
e.   The general welfare of the citizens of the city.   
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J-9 Statutory exceptions 
 
Certain city ordinances and provisions of the Revised Code of Washington impose special 
conditions for the disposition of municipal property.  Where necessary, city officials shall comply 
with those laws, treating them as limited exceptions to this chapter.  Exceptions include, but are not 
limited to, the following as they may from time to time be amended: 
 

a.   Disposition of works of art; 
b.   RCW 27.12.305, 27.12.320, disposition of library materials; 
c.   RCW 35.21.088, equipment rental; 
d.   RCW 35.21.660 through 35.21.690, 35.21.745 through 35.21.757, transfers to 
municipally chartered corporations; 
e.   RCW 35.21.820, ride-sharing vehicles; 
f.   Chapter 35.94 RCW, surplus utility property; 
g.   Chapters 39.33 and 39.34 RCW, intergovernmental agreements; alternate method for 
intergovernmental disposition of property; 
h.   RCW 46.55.220, disposition of abandoned junk motor vehicles; 
i.   Chapters 63.21 and 63.32 RCW, disposition of found or unclaimed property in the 
hands of the police.   

 

K. Investment 
 
K-1 Policy 
 
It is the policy of the City of College Place to invest public funds in a manner which will provide  
the maximum security of the principal, meet the daily cash flow demands of the City, and strive for  
a high investment return while conforming to all laws and regulations governing the investment of  
public funds.  
 
K-2 Scope 
 
This investment policy applies to all financial assets of the City of College Place. These funds are 
accounted for in the City's annual report and include: 

a.  General Fund 
b.  Special Revenue Funds 
c.  Capital Project Funds 
d.  Enterprise Funds 
e.  Trust and Agency Funds 

 f.  Any new fund created by ordinance of the City Council, unless specifically exempted. 
 
K-3 Prudence 
 
Investments shall be made with judgement and care – under circumstances then prevailing – which  
persons or prudence, discretion and intelligence exercise in the management of their own affairs,  
not for speculation, but for investment, considering the probable safety of their capital as well as  
the probable income to be derived.  
 
 a. The standard of prudence to be used by investment officials shall be the “prudent 

person” standard and shall be applied in the context of managing an overall portfolio. 
Investment officers acting in accordance with written procedures and exercising due 
diligence shall be relieved of personal responsibility for an individual security’s credit 
risk or market price changes, provided deviations from expectations are reported in a 
timely fashion and appropriate action is taken to control adverse developments.  
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K-4 Objective 
 
The primary objectives, in priority order, of the City’s investment activities shall be:  
 
 a. Safety: Safety of principal is the foremost objective of the City of College Place. 

Investments of the City shall be undertaken in a manner that seeks to ensure the 
preservation of capital in the overall portfolio. To attain this objective, diversification 
is required in order that potential losses on individual securities do not exceed the 
income generated from the remainder of the portfolio.  

 b. Liquidity: The City’s investment portfolio will remain sufficiently liquid to enable the 
City to meet all operating requirements which might be reasonably anticipated.  

 c. Return on investment: The City’s investment portfolio shall be designed with the 
objective of attaining a market rate of return given the City’s risk constraints and cash 
flow requirements.  

 
K-5 Delegation of Authority 
 
Management responsibility for the investment program is hereby delegated to the Finance Director.  
The Finance Director will be responsible for all transactions undertaken. The Finance Director shall 
establish written procedures for the operation of the investment program consistent with the 
investment policy. Such procedures shall include explicit delegation of authority to persons 
responsible for investment transactions. No person may engage in an investment transaction 
except as provided under the terms of this policy and the procedure established by the Finance 
Director. The Finance Director shall be responsible for all transactions undertaken and shall 
establish a system of controls to regulate the activities of  
subordinate officials.  
 
Subject to required procurement procedures, the City may engage the support services of outside  
professionals in regard to its financial program, so long as it can be determined or anticipated that  
these services produce a net financial advantage or necessary financial protection of the City’s  
resources. External service providers shall be subject to the Revised Codes of Washington and the  
provisions of this Investment Policy.  
 
K-6 Ethics and Conflicts of Interest  

Officers and employees involved in the investment process shall refrain from personal business 
activity that could conflict with proper execution of the investment program, or which could impair 
their ability to make impartial investment decisions. Employees and investment officials shall 
disclose to the City Administrator any material financial interests in financial institutions that conduct 
business within this jurisdiction, and they shall further disclose any large personal 
financial/investment positions that could be related to the performance of the City’s portfolio. 
Employees and officers shall subordinate their personal investment transactions to those of the City 
of College Place, particularly with regard to the time of purchases and sales.  

K-7 Authorized Financial Dealers and Institutions 

The Finance Director is authorized to conduct investment transactions with several competing, 
reputable investment securities broker/dealers and financial institutions. Authorized broker/dealers 
and financial institutions will be limited to those that are approved by the Finance Director and meet 
one or more of the following:  

a. Financial institutions approved by the Washington Public Deposit Protection 
Commission (RCW 39.58); or,  
 
b. Primary dealers recognized by the Federal Reserve Bank; or  
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c. Non-primary dealers qualified under the US Securities and Exchange Commission 
Rule 15C3-1, the Uniform Net Capital Rule, and a certified member of the National 
Association of Securities Dealers.  
 

Each authorized broker/dealer or financial institution will be selected by creditworthiness, required 
to maintain an office in the State of Washington, and may be required to regularly submit annual 
reports, including audited financial statements when not available online. Additionally, 
broker/dealers may be required to complete a broker/dealer questionnaire or any other information 
that is required by the City to assess the qualifications of the firm.  

K-8 Authorized Investments  

Authorized investments are securities and investments authorized by state statute as defined in 
RCW’s 39.58 and 39.59.040(4-5), 39.60.050, and 43.250. Authorized investments include:  

 a. Investment deposits, including certificates of deposit, with qualified public 
depositories as defined in RCW 39.58.  

 b. Certificates, notes, or bonds of the United States, or other obligations of the United 
States or its agencies, or of any corporation wholly owned by the government of the United 
States (such as the Government National Mortgage Association).  

 c. Obligations of government-sponsored corporations which are eligible as collateral for 
advances to member banks as determined by the Board of Governors of the Federal 
Reserve System (These include but are not limited to Federal Home Loan Bank notes and 
bonds, Federal Farm Credit Bank consolidated notes and bonds, and Federal National 
Mortgage Association notes, bonds, and guaranteed certificates of participation.)   

 d. State Investment Pool.    

 e. Mutual funds, escrow accounts, public fund money market accounts or cash type 
accounts used specifically for proceeds of municipal securities.  

K-9 Safekeeping and Custody  

All security transactions entered into by the City of College Place shall be conducted on a delivery-
versus payment (DVP) basis. Securities will be held by a third party custodian designated by the 
Finance Director.  
 
K-10 Diversification 
 
The City will diversify its investments by security type and institution. The following schedule  
provides the maximum holdings in any one type of investment or with any one issuer.  

 

Type of Security Maximum Holdings 
Certificates of Deposit 50% of Portfolio, 10% per Issuer, 20% of 

Issuer’s Net Worth 
U.S. Treasury Notes, Bonds, or Certificates 100% of Portfolio 
U.S. Government Sponsored Corporations 100% of Portfolio 
State Investment Pool 100% of Portfolio 
Public Fund Money Market Accounts, 
Escrow accounts, Cash Type Accounts 

Minimum amount to be pledged as debt 
reserves, or other debt related monies.  

Mutual Funds Arbitrage related only 
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K-11 Maturities 

To the extent possible, the City will attempt to match its investments with anticipated cash flow 
requirements. Unless matched to a specific cash flow, or restricted by state guidelines, the City will 
not directly invest in securities maturing more than five years from the date of purchase.  

K-12 Internal Control 

The City will maintain processes of internal controls to protect against the loss of public funds 
arising from negligence, theft, or misuse. These controls will include, but not be limited to:  

a. The use of third party custody and safekeeping;  
b. The execution of all securities transactions on a delivery-versus payment basis;  
c. The clear delegation of investment authority;  
d. The separation of transaction authority from record keeping;  
e. The use of objective criteria in selecting financial institutions and dealers authorized 
to provide investment services to the state;  
f. The use of objective criteria in awarding investment purchases and sales to 
authorized financial institutions and dealers.  

 

K-13 Performance Standards 

The City’s investment portfolio will be designed to obtain a market average rate of return during 
budgetary and economic cycles, taking into account the City’s investment risk constraints and cash 
flow needs.  

a. Investment Strategy: The City’s investment strategy is passive. Securities are 
purchased and sold as it best meets the needs of the City as determined by the Finance 
Director. The Finance Director will be authorized to trade before maturity if it is in the best 
interest of the City to do so.  
b. Market Yield Benchmark for Long term Portfolio: Given this strategy, the basis used 
by the City to determine whether market yields are being achieved shall be the Average US 
Treasury Note rate which corresponds with the average life of the investments in the 
portfolio.  
c. Market Yield Benchmark for Short Term Portfolio: The weighted average yield of 
liquid portfolio, defined as securities with original maturity of less than 30 days, will be 
compared quarterly to the LGIP average yield.  

 

K-14 Reporting 

The Finance Director will provide the Mayor and/or City Administrator and Council with a monthly 
report of investment holdings and activity.  

K-15 Monitoring 
 
The Finance Director will routinely monitor the contents of the portfolio, the available markets, and 
the relative values of competing instruments. Securities will be bought and sold to obtain market 
yield through both transactions gains and interest earnings when the option is available. 
 
K-16 Internal Purchases and Sales 
 
The Finance Director may buy and sell investments between funds to meet monthly cash flow 
requirements. Earned interest on investments shall be credited to the fund holding ownership of the 
investment at the time the interest is earned. 
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