
 

 

January 24, 2019 
4:00 PM 

SeaTac City Hall - Riverton Room 128 
 

Members:   Present:    Absent:   Commence:    4:00 P.M. 
         Adjourn:          6:11 P.M. 
Erin Sitterley, Chair       X                  
Peter Kwon                 X         
Clyde Hill               X   
      
Other Council Members Present: Joel Wachtel, Pam Fernald, Stanley Tombs   
  
Staff Coordinator: Gwen Pilo, Finance & Systems Director 
 

1. Call to Order Committee Chair Erin Sitterley called the meeting to order at 4:00 PM  

2. Public Comment 
 
None 
 

 
3. Review of the Minutes 

 

  
   X    Recommended for Approval  
 
A copy of the 1/10/18 minutes was provided to the committee for review. 
The committee approved the minutes as written. 
 

 
4. Council/City Manager 

Travel Pre-Approval 
or Final Approval  

 
None 
 

 
5. Attendance – 

Community Services 
Advisory Committee  

 
City Manager Carl Cole briefed the committee on the absences of 
Community Services Advisory (CSA) Committee member Kent 
Palosaari. SMC 2.15.100 requires the City Manager to notify the A&F 
committee of any member absent from three consecutive regularly 
scheduled meetings without prior notification and excuse. The A&F 
committee has the authority to declare the position vacant to allow a new 
member to be appointed. The committee discussed the CSA committee 
member’s overall attendance and decided to declare the position vacant. 
The committee also wished to look into revising the language of SMC 
2.15.100 to make sure other committee members cannot miss a 
significant portion of committee meetings. 
 

 
Administration and Finance Committee 
Meeting Minutes 
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6. Amendments to 

Council Admin Policy  
- Council 

Committee/Code 
Enforcement 

- CIR Single 
Source CMO 
Work Request 
Form 

- Other 
Miscellaneous 
Items 

 
   X    Next Review at Future A&F Meeting 
 
City Clerk Kristina Gregg provided several items for committee 
consideration regarding potential revisions to the City Council 
Administrative procedures. The committee discussed each topic 
individually and provided the following direction: 

1. Topic 1: Public Comments – requirement for signing up before 
the meeting. The committee recommended revising the language 
to better enforce the current rule of signing up to speak prior to 
the meeting.  

2. Topic 2: Public Comments related to Action Items. The 
Committee recommended removing the public comment period to 
increase efficiency and eliminate confusion.  

3. Topic 3: Special Council Meetings public comment period. The 
committee recommended adding language to allow the Mayor to 
determine if a Special Council Meeting will have public comment 
and the time limit for comments. All public comment at Special 
Council Meetings will be related to the items on the agenda.  

4. Topic 4: Public Comment – Exceeding 30 Minutes. The 
committee did not recommend any language be added to the 
procedures. 

5. Topic 5: Code Enforcement Council Committee. The committee 
recommended adding language to re-establish the Code 
Enforcement Committee.  

6. Topic 6: Council Information Request (CIR) Form. The committee 
agreed to continue to use CIRs as the single source for 
Councilmembers to request work from the City Manager to allow 
for better tracking and efficiency.  

7. Topic 7: Disruptions. The committee recommended adding the 
proposed language regarding disruptions to the Council Admin 
procedures.  

8. Topic 8: Media Relations. The committee recommended adding 
language regarding the City Council handling of media contacts.  

9. Topic 9: Additional changes to the procedures. None at this time. 
10. Topic 10: Transportation & Public Works Committee (T&PW) 

meeting schedule. The committee recommended reviewing 
options pertaining to adding a second monthly meeting for the 
T&PW committee.  

11. Topic 11: Referral of Agenda Items. The committee 
recommended adding language into the procedures allowing the 
City Manager to refer some administrative or housekeeping items 
directly to Council Meetings, either as an action item or consent 
agenda item without committee review. The committee also 
recommended adding language to give the Council Standing 
Committees the ability to refer administrative or housekeeping 
items directly to the Consent Agenda.  

 
The proposed revisions to the Council Admin procedures will be brought 
back to a future A&F meeting for review and final recommendation. 
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7. CIR – Agenda Bill 

Criteria 

 
   X    Next Review at Future A&F Meeting 
 
Finance & Systems Director Gwen Pilo provided the committee with an 
Agenda Bill Checklist developed by Councilmember Fernald. Ms. Pilo 
asked the committee if they wished to incorporate a checklist into the 
agenda bill process, to be used by staff when creating agenda bills. The 
committee was in favor of this proposal and wished to give direction on 
the items included in the checklist. Staff will bring this back to a future 
A&F meeting for discussion and recommendations.   
 

 
8. Finance Policy 

Update 

 
   X    Informational Update 
 
Finance & Systems Director Gwen Pilo provided the committee with an 
update on the City’s financial policies and highlighted the next policies to 
be reviewed in 2019.  
 

 
9. Future Meeting 

Schedule  

 
The next A&F Meeting is scheduled for February 14 at 4:00 PM in 
Riverton Room 128. 

10. Adjourn Committee Chair Erin Sitterley adjourned the meeting at 6:11 PM.  
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Current Vacancies
Updated February 7, 2019

Vacancy AFSCME Position Funding Dept Notes/Status
Administrative Assistant 2 Y Sound Transit Funded PW Hiring Manager Reviewing Applications
Chief of Police N 100% General Fund PD Pending KCSO Release of Candidates
Civil Engineer 1 Y 50% 102 Fund, 50% 403 Fund PW Offer Accepted, Start Date 2/11/19
Civil Engineer 1 Y 50% 102 Fund, 50% 403 Fund PW Offer Accepted, Start Date 2/11/19
Civil Engineer 2 Y Sound Transit Funded PW Interviewing Applicants 2/14/19
Code Compliance Supervisor N 100% General Fund CED Pending PVRB
Information Systems Analyst Y 100% General Fund FS HR Screening Applications
Judicial Support Specialist Y 100% General Fund CRT Offer Accepted, Start Date 2/28/19
Parking Compliance Officer Y 100% 102 Fund PD Offer Pending KCSO Background Checks
Parking Compliance Officer Y 100% 102 Fund PD Offer Pending KCSO Background Checks
Senior Center Attendant Y 100% General Fund PCPS Interviewing Applicants 2/13/19

Fund Key
102 Fund = Street Employee Headcount as of 02/01/2019
307 Fund = Public Works Engineering / Transportation CIP Regular Full Time:  109
403 Fund = Surface Water Management Regular Part Time:  8
404 Fund = Solid Waste Variable Hour:  25
501 Fund = Equipment Rental Seasonal:  4

Total Headcount:  146*
*Does not include contracted Fire and Police
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MEMORANDUM 
 
 

 
 
To: Administration and Finance Committee 
Through: Carl Cole, City Manager  
From: Gwen Pilo, Finance and Systems Director  
Date:  February 14, 2019 
Re: Agenda Bill Criteria CIR 
 
History: Councilmember Pam Fernald submitted a Council Information Request (CIR) on 
December 3, 2018 regarding an Agenda Bill Criteria Checklist. This CIR was referred to A&F at 
the December 13, 2018 Council Meeting. A&F briefly reviewed the CIR at their January 24, 
2019 meeting where it was determined the item would be brought back for further discussion. 
 
Analysis: Staff has determined that since this is an administrative issue, the A&F committee can 
recommend to the City Manager that staff contemplate certain questions as part of the Agenda 
Bill creation process in order to assist Council in their decision making process.  
 
The list of questions Councilmember Fernald suggested is attached. Staff is requesting the 
Committee review the questions for discussion and provide any edits to the current list. After a 
final list is decided, it will be added to Policy CW-009 Agenda Item Instruction Manual as part 
of the style guide.  
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Actuals thru December 31, 2018

Capital Expenditures Overview

Salary Expenditures  Overview

Financial Management Report

Stoplight Charts
Expense Summary by Fund

Select Revenue Graphs

Table of Contents

General Fund Summary
General Fund Ending Fund Balance Estimate
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2018 Annual 2018 YTD Percent 2017 YTD  2017  %
Revenue Description BUDGET ACTUAL collected ACTUAL of Budget
Property Tax - Regular Levy $15,800,000 $16,974,680 107%
Sales & Use Tax (operating) $11,587,000 $13,665,929 118%
Parking Tax (#102) $8,100,266 $9,364,761 116%
Leasehold Excise Tax $1,800,000 $2,129,360 118%
Stormwater Fees (#403) $4,300,552 $3,712,430 86%
Long Term Leases (CH & SeaTac Ctr - #108) $1,194,537 $977,676 82%
Permits & Plan Review (building, electrical, etc.) $1,395,121 $2,961,500 212%
Engineering Plan Review $261,400 $1,008,855 386%
Hotel/Motel Special Revenue Tax (#107 & #206) $1,506,500 $1,642,004 109%
Sales & Use Tax (criminal justice) $675,000 $719,835 107%
Gambling Tax $650,000 $404,897 62%
Motor Vehicle Tax - City Streets (#102) $600,000 $535,339 89%
Franchise Fees $692,702 $789,439 114%

$48,563,078 $54,886,707 113% $0
Sales & Use Tax (construction) $650,000 $473,301 73%
Real Estate Excise Tax - #1 & #2 $620,000 $993,155 160%
Valley Ridge Park Turf Field Fees $240,000 $274,698 114%
GMA Traffic Impact Fees $60,000 $1,069,854 1783%

$1,570,000 $2,811,008 179% $0

Other 15% of Revenues (NO Transfers) $10,793,036 $14,977,016 139%
TOTAL REVENUES $60,926,114 $72,674,731 119% $0 61%

LEGEND:
Green = Annual Performance is within (or better than) expectations set in the budget
Yellow = Annual performance indicates this may become an area of concern in the future
Red = Annual Performance in this area is a cause for concern

BUDGETED REVENUE BY CATEGORY (NO TRANSFERS)
Actuals thru December 31, 2018

Subtotal: Top Operating Revenues

Subtotal: Top Capital Recurring Revenues
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Notes
Property Taxes:   Final Property Tax Levy was $16,892,202. Approximately $130,000 not collected in 2018. Amount collected over 
levy amount was previous years uncollected amounts.

Leasehold & Gambling Taxes:   These taxes are remitted to the State quarterly. 4th Quarter paid in February of following year.

Franchise Fees:   The collection of Franchise Fees vary from monthly to quarterly, depending on the contract.  

State Collected Tax Revenues:   There is a two-month lag in the collection and remittance of certain revenues collected by the 
State.  For example, sales tax remitted to the city in May and June is for business activities that occurred in March and April 
respectively. Revenues impacted by this delay are Sales Tax, Criminal Justice Sales Tax, Motor Vehicle Tax and Hotel/Motel Tax.

Stormwater Fees:  Fees are collected by King County with Property taxes. 2018 budget amount was high.

Parking Taxes:   There is a one month lag on collection of parking tax.
Ten month benchmark is 83%

Eleven month benchmark is 92%

Long Term Leases: Revenue down from budgeted due to termination of FAA lease in City Hall.

Real Estate Excise Tax:   Real estate sales in the city continue to be above average. 443 sales in 2018 are second highest year 
since 2012 (516 in 2017). 4th quarter average was $43.3 million (Q1=$32.4; Q2=$16.7; Q3=$14.3).
GMA Traffic Impact Fees:   Traffic impact fees are dependent upon the amount and type of development within the City.  
Development continues to be stronger than expected as well as the number of new PM-peak hour trips generated.  This has 
resulted in much higher fee generation than expected.

Sales & Use Construction:   Port of Seattle provided an updated construction vendor list in December. The new list will assist us in 
properly identifying construction sales tax for allocation to the 301 Fund.   
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2018 Annual 2018 YTD Percent 2017 THRU Q4 2017  %
Expense Category BUDGET ACTUAL Expended ACTUAL of Budget
PERSONNEL 15,388,555$         14,315,600$         93%
SUPPLIES 813,768$              699,757$              86%
SERVICES & CHARGES 9,560,231$           7,228,788$           76%
INTERGOVERNMENTAL 2,767,890$           2,050,778$           74%

POLICE- Base ILA with King Co. 11,261,570$         10,855,847$         96%
FIRE/EMS- ILA with Kent RFA 10,301,260$         10,084,973$         98%

CAPITAL 23,324,413$         11,580,889$         50%
DEBT SERVICE 343,350$              343,211$              100%
TOTAL EXPENSES 73,761,037$         57,159,842$         77% -$                      

YTD Target: 100%
LEGEND:

Green = Annual Performance is within (or better than) expectations set in the budget
Yellow = Annual performance indicates this may become an area of concern in the future
Red = Annual Performance in this area is a cause for concern

Notes

Capital:  See Capital Expense report for project status.
Debt Service:  SCORE Bond debt service for 2018 was paid from SCORE contract revenue.

BUDGETED EXPENSE BY COST CATEGORY (NO TRANSFERS)
Actuals thru December 31, 2018

General Fund : 54% of the total General Fund budget is allocated to contracted police and fire services; 28% is allocated to Personnel.
Intergovernmental: Includes charges for jail services, animal control and KC voter registration charges.

Fire Contract: Full year billed.
Police Contract : Full year billed. King County "trues up" 2018 contract costs in the first quarter of 2019. A reconciling bill is 
provided in May for the first 4 months of 2019 and any credit or additional cost owed from 2018. 

38



Department Section
City Council 398,206$                  62,683$          292,057$          73%
Municipal Court 837,034$                  180,563$        695,236$          83%
City Manager 1,428,115$               390,747$        1,093,575$       77%
Finance & Systems 2,204,976$               474,009$        1,844,517$       84%
City Clerk 575,666$                  102,578$        462,386$          80%
Legal Services 1,244,126$               287,842$        1,102,963$       89%
Human Resources 1,187,150$               212,864$        941,191$          79%
Police Services 12,282,072$             3,845,112$     11,980,317$     98%
Fire Services 10,387,545$             5,218,809$     10,135,167$     98%

Central Facilities 852,160$                  240,219$        818,631$         96%
Fire Stations (3) 37,240$                    8,825$            30,914$           83%
Maintenance Facility 44,570$                    22,735$          73,860$           166%
Human Services 748,527$                  197,687$        645,208$         86%
Park, CP & Admin 280,439$                  83,424$          308,427$         110%
Rec. Svcs/Classes 857,012$                  226,083$        915,481$         107%
Rec Prgms/Camps 719,412$                  166,264$        725,357$         101%
Comm Ctr. Facility 136,690$                  50,470$          151,092$         111%
Parks Maintenance 1,519,228$               425,570$        1,558,813$      103%

Parks, CS & Fac. Total 5,195,278$               1,421,277$     5,227,781$       101%
Planning 808,551$                  191,551$        656,437$         81%
Building 1,476,051$               314,962$        1,263,069$      86%
Engineering Review 133,337$                  18,660$          72,746$           55%
Economic Dvlpmnt 15,394$                    30$                 17,361$           113%
Code Compliance 376,641$                  80,726$          315,318$         84%

Comm & Econ Devm't Total 2,809,974$               605,929$        2,324,932$       83%
TOTAL GENERAL FUND 38,550,142$             12,802,413$   36,100,122$     94%

YTD Target: 100%

City of SeaTac
Summary of Expenditures by Fund and Department

Expense to Budget Comparison
Month Ending December 31, 2018

GENERAL FUND
2018 Budget

2018 Q4 
Actual

2018 YTD 
Expended

YTD % 
Expended

2017 Thru Q4  
Actual

2017  % 
Expended
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City of SeaTac
Summary of Expenditures by Fund and Department

Expense to Budget Comparison
Month Ending December 31, 2018

Summary of Expenditures by Department and Division Notes:

Maintenance Facility:  Failure in two main water heaters and HVAC contol system requiring replacement. Since 2015, water and 
electricity actuals have come in over budget. 2019 line items were increased to remedy that.
Park, CP & Admin:  The Administrative Assistant was paid Acting pay while the Human Services manager position was filled. Director 
budgeted benefits were calculated at incorrect rates. The need to purchase furtinure was unanticipated.
Rec. Svcs/Classes:   A formula in the payroll budget spreadsheet caused salaries to be calculated incorrectly. Credit card fees and 
printing costs more than budgeted.

Economic Dvlpmnt: A formula in the payroll budget spreadsheet was calculating incorrectly causing a significant shortfall in Salaries & 
Benefits for this Division.

Rec Prgms/Camps:  A formula in the payroll budget spreadsheet caused salaries to be calculated incorrectly.
Comm Ctr. Facility: Since 2013 electricity actuals have come in over budget. No adjustment has been made to correct future years. 
Repairs and Mantenance and Janitorial Services over budget.
Parks Maintenance: A formula in the payroll budget spreadsheet caused salaries to be calculated incorrectly. Since 2015, water 
actuals have come in over budget. 2019 line items were increased to remedy that.
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City of SeaTac
Summary of Expenditures by Fund and Department

Expense to Budget Comparison
Month Ending December 31, 2018

OTHER 
FUNDS Fund Name  2018 Budget 

 2018 Q4 
Actual 

 YTD Actual 
Expended 

YTD % 
Expended

2017 Thru Q4  
Actual

2017  % 
Expended

102 Street Fund 13,253,556$             4,984,643$     11,515,907$     87%
105 Port of Seattle ILA 1,410,721$               506,143$        1,016,868$       72%
106 Transit Planning -$                          -$                -$                  
107 Hotel/Motel Tax 1,126,164$               322,845$        1,091,575$       97%
108 Building Mgmt 1,117,513$               293,468$        1,070,294$       96%
110 Facility Repair/Repl. 153,497$                  -$                153,497$          100%
111 DC Basin ILA 335,808$                  23,482$          53,782$            16%
206 2009 LTGO Refunding 343,200$                  336,600$        343,200$          100%
207 2009 Score Bonds 209,099$                  -$                -$                  0%
301 Municipal CIP 7,238,522$               1,280,239$     4,632,830$       64%
306 Facility Construction CIP 108,365$                  2,803$            86,167$            80%
307 Transportation CIP 12,226,371$             2,220,017$     4,666,546$       38%
308 Light Rail Area CIP 500,000$                  69$                 1,980$              0%
403 Surface Wtr Mgt 3,713,515$               606,529$        2,477,673$       67%
404 Solid Waste & Env 279,121$                  48,455$          188,745$          68%
501 Equipment Rental 965,580$                  93,902$          399,912$          41%

SUBTOTAL OTHER FUNDS 42,981,032$             10,719,194$   27,698,975$     64%
ALL FUNDS - EXPENDITURE TOTAL 81,531,174$             23,521,607$   63,799,097$     78%

YTD Target: 100%
Summary of Expenditures by Fund Notes:

  

Muni. Facilities:  Two projects exist in this fund. One is complete.
Building Management:  Kidder Mathews budget increased for 2018. A Budget Amendment will be presented in July.

City of SeaTac
Summary of Expenditures by Fund and Department       

Expense to Budget Comparison    
Month Ending December 31, 2018   
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AND

BENEFITS
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GENERAL FUND
Department          Section

City Council 220,568$          52,586$          217,283$          99% 165,932$        75%
Municipal Court 700,248$          151,082$        618,459$          88% 482,310$        59%
City Manager 927,650$          247,407$        800,402$          86% 417,751$        68%

Finance Administration 894,687$                198,502$               788,518$                88% 519,823$             64%
Systems/GIS 720,112$                162,034$               643,331$                89% 367,505$             53%

Finance & Systems Total 1,614,799$       360,536$        1,431,849$       89% 887,328$        59%
City Clerk 363,333$          91,295$          364,016$          100% 262,967$        61%
Legal Services 1,129,901$       275,606$        1,048,455$       93% 717,874$        62%
Human Resources 407,568$          102,774$        408,128$          100% 277,876$        73%
Police Services 89,656$            23,195$          93,490$            104% 64,300$          75%
Fire Service - LEOFF 1 74,150$            8,923$            40,832$            55% 39,708$          56%

Central Facilities 452,058$                109,509$               435,844$                96% 306,838$             68%
Human Services 134,782$                27,487$                 106,183$                79% 96,819$                75%
Park & Rec Admin. 268,547$                72,481$                 291,543$                109% 201,844$             77%
Rec. Svcs/events 989,590$                251,641$               1,062,391$             107% 703,177$             70%
Comm Ctr. Facility 164,799$                43,077$                 180,696$                110% 118,663$             69%
Parks Maintenance 950,859$                241,560$               1,000,776$             105% 661,016$             89%

Parks, CS & Facilities Total 2,960,635$       745,755$        3,077,433$       104% 2,088,357$     76%
Planning 728,580$                175,917$               630,625$                87% 488,590$             68%
Building 1,080,882$             242,132$               974,810$                90% 684,727$             69%
CED/Engr. Review 77,681$                  15,671$                 83,239$                  107% 45,299$                55%
Code Compliance 301,777$                75,927$                 297,457$                99% 196,415$             68%

Comm & Econ Devm't Total 2,188,920$       509,647$        1,986,132$       91% 1,415,030$     68%

TOTAL GENERAL FUND 10,677,428$     2,568,806$     10,086,478$     94% 6,819,433$     67%

OTHER 
FUNDS Fund Name  2018 Budget 

 2018 Q4 
Actual 

 YTD Actual 
Expended 

YTD % 
Expended

 2017 Q4 
Actual 

2017  % 
Expended

102 Street Fund 1,779,587$       351,020$        1,537,291$       86% 1,010,261$     72%
106 Transit Planning Fund -$                 -$                -$                  0% -$               0%
107 Hotel/Motel Tax Fund 231,314$          51,810$          242,310$          105% 98,839$          36%
307 Transportation CIP Fund 1,019,406$       216,620$        915,066$          90% 681,634$        80%
403 Surface Water Mgt. 1,461,662$       330,936$        1,358,143$       93% 909,114$        63%
404 Solid Waste & Environ 166,156$          36,816$          129,464$          78% 116,957$        74%
501 Equipment Rental Fund 53,002$            12,181$          45,579$            86% 36,792$          75%

SUBTOTAL OTHER FUNDS 4,711,127$       999,383$        4,227,853$       90% 2,853,597$     65%
ALL FUNDS TOTAL 15,388,555$  3,568,189$   14,314,331$  93% 9,673,031$  67%

YTD Target: 100%

2017 Q4 
Actual

YTD Actual 
Expended

YTD % 
Expended

City of SeaTac
Salaries & Benefits

Summary by Fund and Department
Month Ending December 31, 2018

2018 Q4 
Actual

2017  % 
Expended2018 Budget
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Budgeted
Fund Fund Name Revenue
001 General Fund $37,562,970 $42,533,364 $38,550,142 $36,100,122

NO TRANSFERS $35,357,303 $42,250,324 $38,550,142 $36,100,122

City of SeaTac
General Fund Totals to date

Month Ending December 31, 2018

Revenue to date
Expenditures to 

date
Budgeted 

Expenditures

$32,000
$33,000
$34,000
$35,000
$36,000
$37,000
$38,000
$39,000
$40,000
$41,000
$42,000
$43,000

Revenues Expenditures

$37,563
$38,550

$42,533

$36,100

$'
s i

n 
Th

ou
sa

nd
s

General Fund

$30,000

$32,000

$34,000

$36,000

$38,000

$40,000

$42,000

$44,000

Revenues Expenditures

$35,357

$38,550

$42,250

$36,100$'
s i

n 
Th
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sa

nd
s

General Fund - WITHOUT TRANSFERS
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2013 2014 2015 2016 2017 2018 2018
Source ACTUAL ACTUAL ACTUAL ACTUAL ACTUAL BUDGET YEAR END EST.
Taxes:
   Property Tax 11,576,650$  12,283,261$ 12,989,243$ 14,430,895$ 15,511,050$ 15,800,000$ $16,974,680
   Property Tax - BLS 376,393         371,184        318,975        389,081        401,928        394,720        348,500              
   Sales & Use Tax (Includes Crim. Justice) 10,308,347 11,481,328   12,012,835   12,907,212   15,001,095   12,262,000   14,385,763         
   Leasehold Excise Tax 1,787,363 1,442,456 2,412,581 2,369,919 2,550,333 1,800,000 2,129,360
   Gambling Tax 580,478 616,184 723,174 652,662 582,399 650,000 404,897

Utility Tax 2,705,303 716,519 -                    -                    -                          
Licenses and Permits 1,083,718 1,437,391 1,612,257 2,244,381 1,674,173 1,582,270 2,762,462
Grants and Entitlements 124,951 105,618 309,686 205,372 233,395 180,700 193,624
State Shared Revenue 388,408 372,388 509,082 486,553 491,680 503,500 520,170
Intergovernmental Service Revenue 59,522 59,906 98,566 63,990 56,586          2,000            41,814
General Government Charges 129,464 133,563 105,233 104,206 127,544 77,750 204,501
Security of Persons & Property Fees 190,549 182,523 189,843 173,207 148,490 183,700 185,407
Physical Environment Fees 180,161 93,087 55,044 5,344 5,605 46,800 92,940                
Economic Development Fees (Planning) 339,676 568,946 522,517 700,698 833,133 875,253 1,551,841
Culture & Recreation Fees (Parks & Rec) 412,962 414,211 418,000 444,842 441,934 473,550 459,930
Fines and Forfeits 589,780 586,864 615,775 618,441 588,821 195,660 286,260
Interest and Miscellaneous 39,087 42,619 55,526 93,757 172,224 52,500 322,881
Rents, Leases and Concessions 222,049 212,732 193,851 223,512 239,913 220,100 272,184
Other Miscellaneous Revenues 53,735 1,540,468 162,344 129,656 40,309 52,100 126,423
Transfers from Other Funds 1,005,503 2,464,256 997,836 2,066,486 1,321,012 2,205,667 1,285,667
Total General Fund Revenues 29,448,794$  34,408,986$ $37,007,670 39,026,733$ $40,421,626 37,558,270$ $42,549,304

General Fund Ending Fund Balance

General Fund Revenues by Source

Actuals thru December 31, 2018
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2013 2014 2015 2016 2017 2018 2018
Department ACTUAL ACTUAL ACTUAL ACTUAL ACTUAL BUDGET YEAR END EST.

Council 287,537 307,640$      298,457$      303,328$      279,299$      398,206$      292,057$            
Municipal Court 782,496 755,499 741,971 732,552 690,552        837,034        695,236              
City Manager, Pub. Def 1,768,338 1,765,007 1,787,425 772,132 803,513        1,428,115     1,093,575           
Finance & Systems 1,568,447 1,641,459 1,702,271 1,694,255 1,614,028     2,204,976     1,844,517           
City Clerk 448,975 385,777 449,307 528,602 526,203        575,666        462,386              
Legal 1,035,456 1,061,973 1,167,359 1,333,984 1,113,956     1,244,126     1,102,963           
Human Resources 811,664 883,745 527,905 590,960 5,089,987     1,187,150     941,191              
Police, SCORE, Animal Control Services 9,801,147 10,037,220 10,353,800 10,744,161 11,280,722   12,282,072   11,980,317         
Fire & Emergency Services 7,969,058 9,963,200 8,985,785 10,091,396 10,046,285   10,387,545   10,135,167         
Parks/Recreation/Facilities/Human Services 4,227,086 4,271,140 4,266,428 4,597,958 4,977,708     5,195,278     5,227,781           
Public Works 593,694 542,966 522,622 515,700 -                    -                    -                          
Community & Economic Development 2,002,059 2,075,801 2,251,023 2,269,743 2,083,101     2,809,974     2,324,932           
Total General Fund Expenditures 31,295,956$  33,691,427$ 33,054,354$ 34,174,772$ 38,505,353$ 38,550,142$ 36,100,122$       

YE Estimated Surplus/(Deficit) (1,847,163)$  717,560$      3,953,317$   4,851,961$   1,916,273$   (991,872)$     6,449,182$         

Beginning Fund Balance 9,795,993$    7,948,830$   8,666,390$   12,619,707$ 17,471,668$ 13,396,640$ 19,387,941$       
Ending Fund Balance 7,948,830$    8,666,390$   12,619,707$ 17,471,668$ 19,387,941$ 12,404,768$ 25,837,122$       
Fund Balance Target** 7,823,989$    8,422,857$   8,263,588$   11,391,591$ 12,835,118$ 12,850,047$ 12,033,374$       
Over (Under) Fund Target 124,841$       243,533$      4,356,118$   6,080,077$   6,552,823$   (445,279)$     13,803,748$       

** Note:  Projected Fund Balance Target amount equals four (4) months of operating expenditures  

General Fund Expenditures by Department

General Fund Ending Fund Balance
Actuals thru December 31, 2018
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EXPENDITURES
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Annual YTD Actual YTD
Type Description BUDGET Expended % Expended Project Update

61 Land
Fund 308 S. 154th St -  Land Acq. 500,000             1,846           0% Negotiations ongoing

Land Total 500,000             1,846           0%
62 Buildings

Fund 108 SeaTac Center Tenant Imprvmnts 20,000               18,775         94% Fire hydrant failure & fire alarm panel replacement
City Hall Improvements 47,725               71,147         149% Legal/HR Move to the 2nd Floor

Fund 301 City Hall Improvements-Lighting Upgrade 105,976             42,534         40% LED Lights in City Hall - Complete
City Hall Elevator Hydraulics 64,161               -               0% Scheduled for 2019
SeaTac Community Center Improvements 24,264               -               0% LED Parking Lot Lights - Complete

Fund 306 DEMOLITION FIRE STATION #45 & #47 83,365               86,167         103% Complete. Asbestos in walls caused cost overrun.
Maintenance Facility Roof Repair 25,000               -               0% Construction Complete Q4 2018
City Hall Improvements -                     617              *

Buildings Total 370,491             219,239       59%
63 Other Improvements

Fund 102 2017 Overlay Project 897,895             567,237       63%

Project is substantially complete.
See 307-2017 Overlay Project and 403-Spot Drainage 
Repair for other project expenses.

2018 Overlay Project
2,670,088          2,292,123    86%

Project awarded in June followed by construction.  
Scheduled for completion in May/June 2019

2019 Overlay Project -                     20,389         *
200TH STREET & I-5 ACCESS RAMP -                     513              *

Fund 111 DMC Capital Replacement 50,000               -               0%
Fund 301 Valley Ridge Park Improvements 4,763,585          4,151,473    87% Substantial completed, performing punch list

Angle Lake Park-Playground Equip 84,575               55,425         66% Completed in Janaury 2019
Riverton Heights Property Development 39,976               23,752         59% Complete
Angle Lake Park Path Easement 139,967             49,865         36% Complete
S 188th ST Fence Beautification 105,338             29,977         28% Complete February 2019
Veterans War Memorial 75,000               -               0% Scheduled for 2019
Angle Lake Park Repaving 179,230             122,320       68% Completed
City Hall Parking Lot Repaving 282,576             -               0% Scheduled for 2019
Sunset Park Tennis Court Renovation 120,450             -               0% Scheduled for 2019
North SeaTac Park Improvements 157,433             20,176         13% 10% Completed 

Fund 307 Connecting 28th/24th Ave S 500,000             553,264       111% Final Acceptance of project outstanding.
Military Rd. S/S 152nd St

2,074,658          289,852       14%
60% Design Complete, ongoing ROW Acquisition. 
Construction expected in 2019.

2017/2018 Neighborhood Pedestrian 
Improvement Program

2,410,000          -               0%

2018 and 2019 projects selected, 34th Ave S SRTS 
and S 200th St Shared Use Path, respectively. 
Advisory Committee formed & guidelines for program 
were developed in 2017.

International Blvd Safety Imp Program
500,000             -               0%

Delayed one year due to staff workload. Targeting 
program kick off Q1 2019

City of SeaTac
Capital Funds Summary

Capital Expenditures by Type
Month Ending December 31, 2018
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Annual YTD Actual YTD
Type Description BUDGET Expended % Expended Project Update

Intelligent Transportation Systems
91,000               9,000           10%

Funds used for CATES contract; this program will 
begin in Q4 2018.

2017/2018 Ped Crossing Project 110,000             -               0% Study and Program expected launch Q1 2019
S 166th ST Ped Improvements 2,744,207          1,514,485    55% Construction started July 2018
S 200th ST Ped & Bicycle Shared Pathway

985,000             95,367         10%
Project selected as one of two sidewalk program 
projects for 2019/20. Authorized for design in 2019.

32nd AVE S Ped Improvements 651,200             -               0% Project was grant dependent and failed to be funded.
S 198th St Planning/Design 210,000             -               0% Project currently not scheduled.
Des Moines Memorial Dr & S 200th 
Intersection

231,000             188,415       82%

90% Design complete. ROW acquisition ongoing.  
Contract amendment to complete design and ROW 
acquisition being presented for Council action 
February 2019.  Scheduled for construction in 2019.

2017 Overlay Project

697,000             939,947       135%

Project is substantially complete.
See 307-2017 Overlay Project and 403-Spot Drainage 
Repair for other project expenses.

34th AVE S from S 160th to S 176th
-                     145,458       *

50% design complete. Scheduled for construction 
2020.

Fund 403

Spot Drainage Improvements

400,000             87,353         22%

$87,353 used for SWM infrastructure on 2017 Overlay 
project.
Remaining funds to be rolled over into 2019 for SWM 
Spot Drainage Projects (was deferred to be advertised 
in Q1 2019. Confirming scope and budget)

S 208TH ST Drainage Repair
144,838             -               0%

Project will be constructed by Sound Transit at their 
expense. Construction expected in 2020/2021

Des Moines Memorial Dr Manhole Repl

343,314             -               0%

2017 and 2018 funds will be obligated to the Miller 
Creek Stream Daylighting project being constructed by 
the City of Burien which will address the culvert 
deficiencies.

South 138th St Pipe Replacement 24,300               -               0% Not currently scheduled
Other Improvements Total 21,682,630        11,156,392  51%

64 Equipment
Fund 001 Computer Software - Court 48,400               12,547         26%
Fund 102 Tools and Equipment 27,842               27,004         97%
Fund 301 Computer Software 17,608               -               0%

Permitting Software 50,000               33,395         67% Project run into 2019 due to vendor delays.
Computer Hardware 14,000               15,561         111%
Tools and Equipment-Parks Mtc 10,079               -               0%
Fire Station #45 HVAC 45,000               39,340         87% Completed December 2018

Fund 501 Vehicles/Heavy Equipment 148,000             51,059         34%
Tools and Equipment 410,363             24,505         6%

Equipment Total 771,292             203,412       26%
Total Capital Expenditures 23,324,413        11,580,889  50%
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-Property Tax
-Total Sales Tax
-Port Construction Sales Tax
-Port Sales Tax
-Parking Tax

YEAR TO DATE
SELECTED REVENUE

COMPARISONS
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Month 2015 2015 YTD 2016 2016 YTD 2017 2017 YTD 2018 2018 YTD Variance YTD
Jan (9,811)$            (9,811)$            (43,546)$          (43,546)$          (11,008)$          (11,008)$          (19,741)$          (19,741)$          (8,733)$            
Feb 79,691$           69,881$           93,211$           49,665$           66,113$           55,106$           33,789$           14,048$           (41,057)$          
Mar 539,264$         609,145$         693,945$         743,610$         275,653$         330,758$         309,901$         323,949$         (6,809)$            
Apr 2,823,038$      3,432,183$      3,936,702$      4,680,312$      5,171,967$      5,502,726$      5,933,349$      6,257,298$      754,573$         
May 3,421,334$      6,853,516$      3,004,853$      7,685,165$      2,633,783$      8,136,508$      2,635,257$      8,892,555$      756,047$         
Jun 24,567$           6,878,083$      28,255$           7,713,421$      52,621$           8,189,129$      55,700$           8,948,255$      759,126$         
Jul (4,247)$            6,873,837$      (4,927)$            7,708,494$      43,410$           8,232,539$      36,458$           8,984,713$      752,174$         
Aug 4,918$             6,878,755$      4,374$             7,712,867$      42,777$           8,275,316$      44,907$           9,029,620$      754,304$         
Sep 1,322,548$      8,201,303$      1,919,510$      9,632,377$      1,563,240$      9,838,556$      1,669,464$      10,699,084$    860,528$         
Oct 2,015,384$      10,216,687$    1,913,347$      11,545,724$    2,247,105$      12,085,662$    3,740,442$      14,439,526$    2,353,864$      
Nov 2,695,181$      12,911,868$    2,824,190$      14,369,915$    3,351,718$      15,437,379$    2,471,043$      16,910,569$    1,473,190$      
Dec 77,375$           12,989,243$    60,980$           14,430,895$    73,670$           15,511,050$    64,111$           16,974,680$    1,463,631$      

Budget Budget Budget Budget % of Budget
Total 12,989,243$    15,800,000$    14,430,895$    12,889,000$    15,511,050$    14,800,000$    16,974,680$    15,800,000$    107.4%

City of SeaTac
Year to Year Revenue Comparison

Property Taxes
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Month 2015 2015 YTD 2016 2016 YTD 2017 2017 YTD 2018 2018 YTD Variance YTD
Jan 750,107$         750,107$         765,522$         765,522$         901,215$         901,215$         1,025,018$      1,025,018$      123,803$           
Feb 717,169$         1,467,276$      666,186$         1,431,708$      968,275$         1,869,490$      1,024,140$      2,049,158$      179,668$           
Mar 845,303$         2,312,579$      814,925$         2,246,633$      1,135,777$      3,005,267$      1,555,125$      3,604,283$      599,016$           
Apr 865,803$         3,178,382$      828,543$         3,075,176$      984,468$         3,989,735$      1,053,245$      4,657,528$      667,793$           
May 909,528$         4,087,910$      716,317$         3,791,493$      1,191,949$      5,181,684$      1,520,561$      6,178,089$      996,405$           
Jun 1,220,227$      5,308,137$      1,244,867$      5,036,360$      1,470,185$      6,651,869$      1,483,137$      7,661,226$      1,009,357$        
Jul 1,213,833$      6,521,971$      1,307,394$      6,343,754$      1,452,074$      8,103,943$      1,542,458$      9,203,684$      1,099,741$        
Aug 1,234,750$      7,756,720$      1,359,686$      7,703,440$      1,512,582$      9,616,525$      1,738,207$      10,941,891$    1,325,366$        
Sep 968,541$         8,725,261$      1,235,549$      8,938,989$      1,366,547$      10,983,072$    1,672,767$      12,614,658$    1,631,586$        
Oct 1,182,541$      9,907,802$      1,056,287$      9,995,276$      1,100,233$      12,083,305$    1,524,571$      14,139,229$    2,055,924$        
Nov 1,821,296$      11,729,098$    901,682$         10,896,958$    1,146,368$      13,229,673$    1,890,164$      16,029,393$    2,799,720$        
Dec 785,076$         12,514,175$    1,230,949$      12,127,907$    1,403,791$      14,633,464$    -$                 -$                  

Budget Budget Budget Budget % of Budget
Total 12,514,175$    11,700,000$    12,127,907$    12,470,000$    14,633,464$    12,002,000$    16,029,393$    12,237,000$    131.0%

City of SeaTac
Year to Year Revenue Comparison

Sales Tax (Total Operating + Construction Activity)
(Monthly Spread reflects business activity:  There is a 60 day delay for State to remit to Cities, so city will receive Nov/Dec amounts in the following year)
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Month 2015 2015 YTD 2016 2016 YTD 2017 2017 YTD 2018 2018 YTD Variance YTD
Jan 40,442$           40,442$           5,733$             5,733$             27,528$           27,528$           25,324$           25,324$           (2,204)$              
Feb 25,232$           65,674$           11,509$           17,242$           36,816$           64,344$           24,180$           49,504$           (14,840)$            
Mar 26,820$           92,494$           25,793$           43,035$           27,899$           92,243$           32,881$           82,385$           (9,858)$              
Apr 26,607$           119,101$         22,206$           65,241$           20,436$           112,679$         28,414$           110,799$         (1,880)$              
May 29,432$           148,533$         10,177$           75,418$           41,446$           154,125$         96,609$           207,408$         53,283$             
Jun 15,085$           163,618$         34,948$           110,366$         16,438$           170,563$         28,528$           235,936$         65,373$             
Jul 22,250$           185,868$         38,920$           149,286$         113,437$         284,000$         33,908$           269,844$         (14,156)$            
Aug 17,202$           203,070$         55,145$           204,431$         31,859$           315,859$         52,808$           322,652$         6,793$               
Sep 12,952$           216,022$         76,910$           281,341$         26,765$           342,624$         51,246$           373,898$         31,274$             
Oct 14,955$           230,977$         48,676$           330,017$         34,901$           377,525$         99,403$           473,301$         95,776$             
Nov 5,319$             236,296$         32,989$           363,006$         19,778$           397,303$         394,110$         867,411$         470,108$           
Dec 4,544$             240,840$         26,452$           389,458$         21,750$           419,053$         -$                 -$                  

Budget Budget Budget Budget % of Budget
Total 240,840$         890,000$         389,458$         1,340,000$      419,053$         650,000$         867,411$         650,000$         133.4%

City of SeaTac
Year to Year Revenue Comparison

Port Construction Sales Tax
(Monthly Spread reflects business activity:  There is a 60 day delay for State to remit to Cities, so city will receive Nov/Dec amounts in the following year)
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Month 2015 2015 YTD 2016 2016 YTD 2017 2017 YTD 2018 2018 YTD Variance YTD
Jan 340,311$         340,311$         
Feb 333,567$         673,878$         
Mar 514,481$         1,188,359$      
Apr 422,410$         1,610,769$      
May 470,205$         2,080,974$      
Jun 573,964$         2,654,938$      
Jul 701,751$         3,356,689$      
Aug 703,602$         4,060,291$      
Sep 554,530$         4,614,821$      
Oct 475,904$         5,090,725$      
Nov 412,245$         5,502,970$      
Dec -$                 -$                 

% of Total Tax
Total 5,502,970$      34%

City of SeaTac
Year to Year Revenue Comparison

Other Port Sales Tax (excludes Construction)
(Monthly Spread reflects business activity:  There is a 60 day delay for State to remit to Cities, so city will receive Nov/Dec amounts in the following year)
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Month 2015 2015 YTD 2016 2016 YTD 2017 2017 YTD 2018 2018 YTD Variance YTD
Jan 392,938$         392,938$         143,696$         143,696$         508,304$         508,304$         741,564$         741,564$         233,260$           
Feb 494,505$         887,444$         876,565$         1,020,261$      515,429$         1,023,733$      618,026$         1,359,591$      335,858$           
Mar 595,421$         1,482,864$      597,360$         1,617,620$      793,520$         1,817,253$      915,630$         2,275,221$      457,968$           
Apr 633,814$         2,116,678$      616,506$         2,234,126$      747,252$         2,564,505$      870,641$         3,145,863$      581,358$           
May 609,264$         2,725,942$      606,516$         2,840,642$      881,535$         3,446,040$      884,907$         4,030,770$      584,730$           
Jun 618,627$         3,344,568$      1,097,841$      3,938,484$      186,849$         3,632,889$      906,526$         4,937,296$      1,304,407$        
Jul 539,606$         3,884,174$      634,365$         4,572,849$      1,485,522$      5,118,411$      953,957$         5,891,253$      772,842$           
Aug 669,431$         4,553,605$      635,939$         5,208,788$      962,517$         6,080,928$      970,217$         6,861,470$      780,542$           
Sep 623,833$         5,177,438$      610,696$         5,819,484$      777,243$         6,858,171$      869,216$         7,730,686$      872,515$           
Oct 598,605$         5,776,043$      239,879$         6,059,363$      787,877$         7,646,048$      824,174$         8,554,860$      908,812$           
Nov 588,484$         6,364,526$      1,016,826$      7,076,189$      756,741$         8,402,789$      809,901$         9,364,761$      961,972$           
Dec 653,843$         7,018,369$      606,699$         7,682,889$      921,748$         9,324,537$      -$                 -$                  

Budget Budget Budget Budget % of Budget
Total 7,018,369$      6,930,317$      7,682,889$      7,206,489$      9,324,537$      7,956,704$      9,364,761$      8,100,266$      115.6%

City of SeaTac
Year to Year Revenue Comparison

Parking Tax
(There is a 30 day delay for remittance to City)
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City of SeaTac
Vouchers 101

Administration & Finance Committee
February 14, 2019
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Purchasing Overview
• Purchasing Requirements/Guidance

– SeaTac Municipal Code 3.31 Purchasing 
System

– State Auditors Office BARS Manual 3.8.5
– RCW 42.24 Payment of Claims for Expenses, 

Material, Purchases-Advancements
– RCW 39 Public Contracts and Indebtedness

2
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SMC 3.31
• Provides uniform system to obtain 

supplies and services efficiently and timely
• Facilitates responsibility and accountability
• Ensures competition
• Complies with State statutes
• Promotes use of recycled products 

3
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Purchasing & Approval Process
• Initial Purchase
• Department Authorization
• Invoice Processing
• Voucher Audit & Certification
• Mailing of Payments

4
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Initial Purchase
• Adopted Budget is Department purchasing 

plan
• Departments are required to follow City’s 

purchasing policies
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Department Authorization
• Department Head or Authorized Signer 

approves invoice for payment
• Approval means:

– All guidelines have been followed
– All items on invoice have been received
– City is obligated to pay
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Invoice Processing
• Invoices are processed on the 5th & 20th of 

each month
• AP Technician audits invoices for 

signatures, packing slips, PO’s (if 
applicable), other supporting 
documentation
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Voucher Audit & Certification
• Prior to mailing vouchers are audited & 

signed by Treasury Operations Manager 
(TOM)

• TOM is bonded (insured)
• Guidelines for voucher certification are 

provided in section 3.8.5 of State BARS 
manual

8
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Mailing of Payments
• In accordance with RCW 42.24.180 the City 

Council passed Resolution #07-014 to allow for 
mailing of checks prior to Council approval. 

• Requires 4 components be met:
– Auditing Officer bonded for not less than $50,000
– Council adopt purchasing and disbursement policies
– Council approve claims and next regular council 

meeting
– Disapproved claims become receivable to City

9
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State Auditors
• Prescribes language for certification 

document
• Prescribes language for Resolution 
• Prescribes what is required for supporting 

documentation
• Audits purchasing and voucher process

10
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Questions?
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Purchasing System Overview 
The City of SeaTac’s Purchasing System can be found in SeaTac Municipal Code 

Chapter 3.31 (attachment 2). As stated in Section 3.31.010 (A) “The purpose of this chapter is to 
delegate authority for the purchase or lease of material, equipment services and supplies to the 
City Manager, as City Purchasing Agent. This chapter is intended to direct the purchase of goods 
and services at a reasonable cost. An open, fair, documented, and competitive process is to be 
used whenever reasonable and possible. The purchasing function’s integrity, efficiency, and 
effectiveness are critical elements of sound government”.  

Section B of Chapter 3.31 addresses the objectives of the City’s purchasing system. They are 
as follows: 

1.  To provide a uniform system to obtain supplies, materials, equipment and services in an 
efficient and timely manner; 

2. To facilitate responsibility and accountability with the use of City resources; 
3. To ensure equal opportunity and competition among suppliers and contractors; 
4. To promote effective relationships and clear communication between the City and its 

suppliers and contractors; 
5. To comply with the comprehensive State statutes which govern expenditures of public 

funds and public contracting; 
6. To promote use of recycled materials and products, and dispose of surplus and scrap 

materials with regards to cost savings and the environment in accordance with other 
provision of the Municipal Code and City policies. 
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Purchasing & Approval Process 
With every purchase there is a process to ensure the policies of the City, as well as any 

State requirements, have been met prior to vendor payments being made. The steps below detail 
the City’s process each time a purchase and payment is made: 

1. Initial Purchase 

The adopted City Budget acts as the purchasing plan for every department within the City. When 
incurring costs for services, materials, etc., departments are required to follow the City’s adopted 
purchasing system policies.  

2. Department Authorization 

The department head/authorized signer approves the invoice stating they have adhered to all of 
the guidelines in place to ensure this invoice is a true and just claim for goods and/or services 
provided and the City is obligated to pay.  

3. Invoice Processing 

Once the Finance Department receives this approved and signed invoice for payment, it is 
included in the next accounts payable cycle. Our accounts payable cycle coincides with the 
payroll cycle, the 5th & 20th of every month.  

4. Voucher Audit & Certification 

Before the checks have been mailed out, the vouchers are pre-audited and signed by the auditing 
officer. The auditing officer(s) are separately bonded as part of this fiduciary role for the City. 
The guidelines for voucher certification and approval are stated in section 3.8.5 of the State 
Budgeting Accounting and Reporting System (BARS) manual (attachment 1). 

5. Mailing of Payments 

The mailing of the checks prior to the legislative body approving the claim is addressed in 
section 3.8.5.50 (attachment 1). There are four components that need to be addressed to be able 
to make payments prior to approval. The City passed Resolution #07-014 (attachment 3) on July 
24, 2007 to be in compliance with RCW 42.24.180 (attachment 4) that is referenced in the BARS 
manual section 3.8.5.50.  
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Frequently Asked Questions 
Q: How do you determine the timing of payments? 
A:  Avoidance of penalties/late fees, more timely payment for services/goods already rendered, 
and Real Estate related payments (closing docs, recording fees, etc.)  

Q: How do we ensure City purchasing policies are being followed? 
A: Any City employee authorized to make purchases is required to follow the purchasing 
policies as well as their adopted department budget approved by Council. Also, the State 
Auditor’s Office (SAO) comes in once a year to audit and verify the appropriate processes are 
being followed as part of their annual Accountability Audit. This audit report is publicly 
available on the SAO office website. 

Q: Who are the approved signers for the City? 
A: The Finance Department has a list of approved signers for each department on file with their 
signature. The State Auditor’s office uses this document to verify payment authorizations. 

Q: Who are the City’s designated Auditing Officers, bonded per BARS 3.8.5.50? 
A: The Finance & Systems Director (officer designated to sign checks), and the Treasury 
Operations Manager (auditing officer). 

Q: What is Council’s role in approving claims that have already been certified and paid? 
A: If Council denies a claim that is already certified as true and just, this is direction to staff to 
pursue collections and may expose the City to risk if contractual obligations are not being met. 

 

  

70



State Budgeting Accounting and Reporting 
System (BARS) Manual 

Attachment 1 
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3. ACCOUNTING 

3.8 Expenditures 

3.8.5 Voucher Certification and Approval1 

3.8.5.10 All claims against a municipality must be preaudited by the auditing officer of the municipality or 
his/her delegate.  In addition, all claims must be certified by the auditing officer.  Claims refer to all 
external payments that are made to satisfy obligations of the entity, regardless of how payments are 
processed (i.e., through warrants, checks, EFTs, etc.).  Claims would include refunds or 
reimbursements, bond payments, federal tax payments, payments to other governments, grants, 
transfers or payments made to component units or joint ventures, etc.  Claims would not include 
interfund loans, interfund reimbursements or payments (i.e., to internal service funds), indirect cost 
allocations or other internal accounting transactions, purchases of investments or transfers between 
bank accounts both owned by the entity, etc. 

The auditing officer’s certification may be made on each individual claim voucher or, subject to the 
acceptance and approval of the municipal legislative body, a blanket voucher certification may be used 
so long as it indicates the particular vouchers so certified.  The use of a blanket certification in no way 
relieves the auditing officer of his/her responsibility and liability for each individual voucher so 
certified.  The certification must be signed and dated by the auditing officer or his/her delegate.  For 
all claims, except expense reimbursement claims certified by officers or employees (see Employee 
Travel), the certification must include the following language: 

I, the undersigned, do hereby certify under penalty of perjury that the materials have 

been furnished, the services rendered or the labor performed as described, or that any 

advance payment is due and payable pursuant to a contract or is available as an 

option for full or partial fulfillment of a contractual obligation, and that the claim is a 

just, due and unpaid obligation against the (city/county/district), and that I am 

authorized to authenticate and certify to said claim. 

3.8.5.20 The auditing officer’s certification for employee/officer expense reimbursement claims must include 
the following language: 

I, the undersigned, do hereby certify under penalty of perjury that the claim is a just, 

due and unpaid obligation against the (city/county/district), and that I am authorized 

to certify to said claim. 

3.8.5.30 The certification by the auditing officer in no manner relieves members of the governing body from 
the responsibility and liability for each voucher approved.  It is the governing body’s responsibility to 
ensure that the system of auditing and certifying vouchers is operating in a manner to provide the 
greatest possible protection for the governing body members and the municipality. 

1  Chapter 42.24 RCW 
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3.8.5.40 To indicate governing body approval for payment of claim vouchers and payroll, the following should 
be entered in the minutes: 

The following voucher/warrants/electronic payments are approved for payment: 

(Funds) Total 

Voucher (warrant) 

numbers: ____________ through ____________ $____________ 

Payroll warrant 

numbers: ____________ through ____________ $____________ 

Electronic payments 

dates: ____________ through ____________ $____________ 

3.8.5.50 If the legislative body authorizes the procedure, cities, counties and districts may issue warrants, 
checks or electronic payments before the legislative body approves claims.  To do this the 
municipality must enact the following policies and procedures (required in Chapter 42.24 RCW): 

1. The auditing officer and the officer designated to sign the checks, warrants or initiate an
electronic payment must have an official bond.  The amount should be determined by the
legislative body but cannot be less than $50,000 (RCW 42.24.180);

2. The legislative body should adopt contracting, hiring, purchasing, and disbursing policies that
implement effective internal control; for electronic payments, the legislative body should
adopt information technology policies that implement effective internal control over
technology used to initiate and approve electronic payments.

3. The legislative body must review and approve the claims paid at its next regularly scheduled
public meeting, or for cities and towns, at a regularly scheduled public meeting within one
month from issuance; and

4. If the legislative body disapproves some claims, the auditing officer and the officer designated
to sign the checks, warrants or initiate the electronic payment must recognize these claims as
receivables of the taxing district and pursue collection diligently until the amounts are either
collected or the legislative body is satisfied and approves the claims.

3.8.5.60 The legislative body may stipulate that certain kinds or amounts of claims should not be paid before 
the board has reviewed the supporting documentation and approved the issue of checks, warrants or 
electronic payments in payment of those claims. 

3.8.5.70 The original copy of all vouchers should be filed in the office of the auditing officer of the 
municipality.  The detailed accounts to which the expenditures are to be posted must be clearly 
designated.  Supporting documentation must be retained and either attached to the vouchers or 
canceled by the auditing officer to prevent reuse.  See Original Supporting Documentation for 
requirements. 

3.8.5.80 Districts that do not issue their own warrants should send either original vouchers or other supporting 
documentation (e.g., listing of approved vouchers, etc.) to the county auditor. 

Atta
ch

men
t 1

73

http://app.leg.wa.gov/rcw/default.aspx?cite=42.24
http://app.leg.wa.gov/rcw/default.aspx?cite=42.24.180
http://portal.sao.wa.gov/SAOPortal/Public.aspx/ViewManual?FileName=BARS_p3_origsupportdoc


SeaTac Municipal Code Chapter 3.31 

Attachment 2 
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Resolution 07-014 
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RESOLUTION NO.  07-014  

A RESOLUTION of the City Council of the City of SeaTac, 
Washington authorizing the Director of Finance to issue and sign 
checks for payment of claims before the City Council has had the 
opportunity to approve said claims, so long as the requirements of 
RCW 42.24.180 are met. 

WHEREAS, RCW 42.24.180 provides that the City Council may authorize the issuance 

of checks in payment of claims provided that certain statutory requirements are followed, 

including 1) the auditing officer obtains a bond in an amount not less than $50,000; 2) the 

Council adopt contracting, hiring, purchasing, and disbursing policies that implement effective 

internal controls; 3) the Council approve claims paid at the next regularly scheduled meeting; 

and 4) if the Council disapproves a claim, any amount paid becomes a receivable to the City; and 

WHEREAS, the City Council deems that it is appropriate to make said authorization;  

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF SEATAC, 

WASHINGTON HEREBY RESOLVES as follows: 

1. The Director of Finance is authorized to issue and sign checks for
payment of claims before the City Council has had the opportunity to
approve said claims, so long as the requirements of RCW 42.24.180 are
met.

PASSED this  24th day of July, 2007 and signed in authentication thereof on this  24th 

day of  July, 2007. 

CITY OF SEATAC 

Gene Fisher, Mayor 
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ATTEST: 
 
 
       
Kristina Gregg, City Clerk 
 
Approved as to Form: 
 
 
       
Mary Mirante Bartolo, City Attorney 
 
 
 
[Payment of Claims prior to Council Approval] 
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RCW 42.24.180 

Attachment 4 
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