
MONROE CITY COUNCIL 
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2019 Committee 
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Patsy Cudaback 

Jason Gamble 
Kirk Scarboro 
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AGENDA 

I. Call to Order 

II. Special Orders of the Day

A. Selection of 2019 Committee Chairperson

III. Approval Minutes (Meeting of Tuesday, December 11, 2018)

IV. Unfinished Business

V. New Business 

A. Review 2019 Finance Director Work Plan (Finance) 

B. DRAFT 2019 Committee Work Plan 

C. Confirmation of 2019 Regular Meeting Date/Time 

D. Annual Performance Review Update (Human Resources) 

E. Social Media Policy (Human Resources) 

F. Reserve Policy Introduction (Finance) 

VI. Other

VII. Next Committee Meeting (April 9, 2019)

VIII. Adjournment
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MONROE CITY COUNCIL 
Finance & Human Resources Committee Meeting 

Tuesday, December 11, 2018, 5:30 P.M. 
Monroe City Hall 

2018 Committee 
Councilmembers 

Jason Gamble 
Kevin Hanford 
Kirk Scarboro 

MCC F/HR Meeting 12/11/2018 Page 1 of 1 

MINUTES 

I. Call to Order 

A regular meeting of the Monroe City Council Finance & Human Resource Committee 
was held on December 11, 2018, at Monroe City Hall. The Meeting was called to order 
by Chairperson Gamble at 5:39 p.m. 

Committee Present: Councilmembers Jason Gamble, Kevin Hanford and 
Kirk Scarboro 

Staff Present: Elizabeth Adkisson, City Clerk; Becky Hasart, Finance 
Director; and Deborah Knight, City Administrator 

Citizens Present: Heather Rousey, Planning Commissioner 

II. Approval Minutes (Meeting of Tuesday, November 13, 2018)

Councilmember Scarboro moved to approve the Finance & Human Resources 
Committee Meeting minutes of Tuesday, November 13, 2018; the motion was seconded 
by Councilmember Hanford. Motion carried (3-0). 

III. Unfinished Business

A. YMCA Contract/Survey (Administration) 

Ms. Hasart provided background information on the requested survey regarding the 
YMCA Contract and voucher usage; and corresponding results. 

General discussion ensued regarding number of vouchers provided; number of persons 
included in the survey; providing cards to voucher holders in the future to allow for 
scanning and tracking; facilities, pool, and program usage; providing vouchers per 
household as opposed to per person; future of partnership and continuation of program; 
and 2019 program scope of services. 

IV. New Business - NONE

V. Other – NONE 

VI. Next Committee Meeting (January 8, 2019)

Councilmember Gamble noted he will be absent on January 8, 2019. 

VII. Adjournment

There being no further business, the Tuesday, December 11, 2018, Monroe City 
Council Finance & Human Resource Committee meeting adjourned at 6:19 p.m. (3-0). 
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MONROE CITY COUNCIL 
Finance & Human Resources Committee Meeting 

Tuesday, March 12, 2019, 5:30 P.M. 
Agenda Bill 

2019 Committee 
Councilmembers 
Patsy Cudaback 

Jason Gamble 
Kirk Scarboro 

SUBJECT: Information Only – 2019 Finance Work Plan 

DATE: DEPT: CONTACT: PRESENTER: ITEM: 
03/12/2019 Finance Becky Hasart Becky Hasart New Business A. 

Discussion: 03/12/2019 
Attachments: 1. 2019 Finance Work Plan

REQUESTED ACTION:  Information only. 

DESCRIPTION/BACKGROUND 
Each year, the Director for each City department develops a work plan to help identify and 
organize chronologically the various tasks identified to be completed for that year. These tasks 
align with the City’s six year strategic plan and with the goals which were identified in the current 
year’s budget. 

The attached is the work plan developed by and for the Finance Director. This work plan will also 
help to inform the work plan which will be developed by Committee later this evening. 
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3/8/2019 10:32 AM

Task Description Carry Over Yes/No Department/Staff Committee(s) Start End 
funding strategy recommendations for streets & code enforcement no Becky for CA & Mayor Finance 1/1/2019 4/30/2019
2018 Annual Report Required Reporting yearly Becky 1/1/2019 5/30/2019
2018 TBD Annual Report Required Reporting yearly Becky/PW Engineering 1/1/2019 5/30/2019
Annual JLARC LTAX report Required Reporting yearly Becky 1/1/2019 5/30/2019

2018 Street Report
Required Reporting yearly Becky 1/1/2019 6/30/2019

Compensation & Classification Study support to HR no HR/Executive/Becky Finance 1/1/2019 6/30/2019
Development Fees Direct Billing cost recovery for DCD activity yes Becky/Ben/Consultant Finance & P4? 4/1/2019 6/30/2019
Support - Police Operational Structure Analysis overview of organizational structure no Police/Finance in support P4? 1/1/2019 6/30/2019
6 year projections: water & stormwater fiscal sustainability tool/rate setting no Becky (PW input & review) Finance & P4? 3/1/2019 7/31/2019
Impact Fees Reconciliation Historical Analysis and recon no Becky 1/1/2019 7/31/2019
sustainable funding for stormwater (streets) fiscal sustainability tool/rate setting no Becky/PW Finance 3/1/2019 7/31/2019
6 year capital budget document Required Reporting yearly Becky-others as needed Finance/P4? 12/1/2018 8/31/2019
Review allowable TBD costs/recommend changes if "charter" review no Becky/Executive Finance/P4? 1/1/2019 9/30/2019
review/update (if needed) reserve policy policy recommendation no Becky Finance 4/1/2019 9/30/2019
2020 LTAX funding cycle staff work with LTAC yearly Becky LTAC 4/1/2019 10/31/2019
2020 LTAX rating critera development staff work with LTAC yearly Becky LTAC 4/1/2019 10/31/2019
2020 TBD Budget Required Reporting yearly Becky/PW 7/1/2019 10/31/2019
review/update (if needed) travel policy policy recommendation no Becky Finance 5/1/2019 10/31/2019
Support - ECPRD park bond ECPRD bond measure no Parks/Becky P4? 1/1/2019 11/30/2019
2020 Budget Required Reporting yearly Becky-all staff 5/31/2019 12/31/2019
Collective Bargaining - Teamsters support to HR no HR/other directors as needed Finance 6/1/2019 12/31/2019
Support - Court Strategic Plan development fiscal support & analysis no Becky/Court Finance 1/1/2019 1/1/2020
continue internal & external outreach re:  Budget 101 
presentations

educational outreach no Becky ongoing

expand operations budget document add info and usability yearly Becky ongoing
provide ongoing support to Chamber & DMA enhance partnerships no Becky ongoing

City of Monroe Departmental Work Plans 

Becky Hasart:
includes "annual report" 
document similar to school 
district
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MONROE CITY COUNCIL 
Finance & Human Resources Committee Meeting 

Tuesday, March 12, 2019, 5:30 P.M. 
Agenda Bill 

2019 Committee 
Councilmembers 
Patsy Cudaback 

Jason Gamble 
Kirk Scarboro 

SUBJECT: Information Only – 2019 Finance/HR Committee Work Plan 

DATE: DEPT: CONTACT: PRESENTER: ITEM: 
03/12/2019 Finance Becky Hasart Becky Hasart New Business B. 

Discussion: 03/12/2019 
Attachments: 1. Draft 2019 Committee Work Plan

REQUESTED ACTION:  Discuss and finalize. 

DESCRIPTION/BACKGROUND 
Each year, the Director for each City department develops a work plan to help identify and 
organize chronologically the various tasks identified to be completed for that year. These tasks 
align with the City’s six year strategic plan and with the goals which were identified in the current 
year’s budget. 

Many of the items on the Finance Director’s work plan has policy implications. It is suggested 
these items are vetted through the Finance/HR Committee prior to presentation to the full Council. 
The attached is a suggested work plan for the committee, which aligns with the Finance Director’s 
work plan for 2019. 
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2019 
MONROE CITY COUNCIL 

Finance & Human Resources Committee 

Councilmembers 
Patsy Cudaback 

Jason Gamble 
Kirk Scarboro

MCC Fin/HR 2019 WORK PLAN Page 1 of 1 

2019 WORK PLAN* 
March 

(5:30 p.m.) 
Finance 

Work Plan 
Begin Reserve Policy review/update 

HR Annual Performance Review Update 
Social Media Policy 

April 
(5:30 p.m.) 

Finance 

Reserve Policy continued 
Review 2018 annual report (pending) 

2019 Budget Amendment 
Street & Code Enforce funding strategies 

HR 
Comp Class Study 

Bargaining Discussion 

May 
(5:30 p.m.) 

Finance 
Development Fees Direct Billing kick off 

Recycling/Organics Rate discussion 
(Republic) 

June Finance Finalize Reserve Policy (if needed) 

July Finance 
TBD allowable costs review 

6 year utility funds projections 

August 
(5:30 p.m.) 

HR 
Finance 

Mid-Year Performance Review Update 
Begin Travel/Expense Reimbursement 

Policy review/update 

September Finance Travel/Expense RI policy continued 

October Finance Finalize Travel/Expense RI policy 

November Finance Old business close out 

December Finance 

*The work plan items are subject to change as needed; and Regular Meetings held the second
Tuesday of each month at 6 p.m.; unless otherwise noted.

MCC F/HR Agenda Packet 03/12/2019 Page 6 of 41



MEMORANDUM 

To:  Finance and Human Resource Committee 

From: Ben Warthan, HR Director  

CC:  Deborah Knight, City Administrator  

Date:  March 12, 2019  

Re:  2018 Performance Reviews  

• All performance reviews for the Non-Represented employees have been completed. The average
overall score for this review period was 3.5.

• The new form had 8 areas for rating
o Professional Knowledge, Quality of Work, Judgment, Communication, Initiative, Cooperation,

Leadership and Employee Development.
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MONROE CITY COUNCIL 
Finance & Human Resources Committee Meeting 

Tuesday, March 12, 2019, 5:30 P.M. 
Agenda Bill 

2018 Committee 
Councilmembers 

Jason Gamble 
Kirk Scarboro 

Patsy Cudaback 

SUBJECT: Social Media Policy 

DATE: DEPT: CONTACT: PRESENTER: ITEM: 
03/12/2019 Human 

Resources 
Ben Warthan Ben Warthan New Business E. 

Discussion: 03/12/2019 
Attachments: 1. Social Media Policy

2. Social Media for Elected Officials

REQUESTED ACTION:  Discussion only. 

POLICY CONSIDERATIONS 

DESCRIPTION/BACKGROUND 
This policy establishes guidelines and responsibilities for the use of social media platforms, such 
as Facebook, Nextdoor, Instagram, and Twitter.  

The policy covers the following: 
• User Notification;
• Appropriate and Inappropriate comments;
• Process for removing unacceptable comments on the City’s social media platforms;
• Public Records;
• Customer Service expectations on social media platforms;
• Privacy and Security;
• Site Standards; and
• Updates and Maintenance expectations.

What this policy does not cover: 
• Not intended to address employee’s personal use of social media.
• Social Media for Elected Officials. The Social Media policy for Elected Officials will still

remain unchanged and separate from the proposed policy.
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  1  Social Media Policy – 2018-020   

CITY OF MONROE  
  
POLICY SUBJECT:   Social Media   
  
REFERENCE NUMBER:   #2019-020  
  
EFFECTIVE DATE:   
  
APPROVED:  
  

___________________ 

_____ Mayor  

  

Date: ________________  

  
RECEIVED:  
  

_____ City Administrator  

_____ Police  _____ Human Resources  
_____ Clerk  _____ Public Works 

_____ Finance  _____ City Attorney 
_____ Community Dev.     

_____ Parks and Recreation  
 
The statements contained in this policy are guidelines and summaries. They do not bind the 
City of Monroe. The City reserves the right to change, revoke or make exceptions to city 
policies at any time and at its sole discretion.  
 
PURPOSE   
 
This policy establishes guidelines and responsibilities for the use of social media platforms, such as 
Facebook, Nextdoor, Instagram, and Twitter. Additionally, this policy provides procedures for 
conduct by City employees who use social media on behalf of the City. This policy is not intended to 
address employee’s personal use of social media.  
 
Use of Social Media Platforms  

• Social media provides an effective manner in which to communicate with many citizens. 
Social media platforms can provide important tools to help the City disseminate time sensitive 
information in a quick and efficient manner, including emergency situations. The platforms 
are also effective tools for communicating with residents, supporting City activities, and 
promoting our community.  

• Social media platforms must comply with applicable federal, state and local laws, regulations 
and policies. This includes adherence to established laws and policies regarding copyright, 
public records, freedom of speech, privacy laws, and security and conduct policies 
established by the City. If a social media platform cannot comply with applicable laws and 
regulations, the City will not use or authorize use of the platform. 
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  2  Social Media Policy – 2018-020   

User Notification and Comments:  
• The City of Monroe invites dialogue with the public, and the public is welcome to post 

comments. Comments are subject to public disclosure. Users and visitors to social 
media sites shall be notified that the purpose of the site is to serve as a tool for 
communication between the City of Monroe and members of the public. The City 
reserves the right to restrict or remove any content that is deemed in violation of this 
social media policy or any applicable law. City of Monroe social media site articles, 
posts, or comments containing any of the following forms shall not be allowed and 
will be hidden or removed:  

o Profane language or violent threating content;  
o Content that promotes, fosters or perpetuates discrimination on the basis of 

race, religion, color, age, gender or gender expression, sexual orientation, 
marital status, status with regards to public assistance, national origin, military 
service, or physical or mental disability; 

o Comments in support of or opposition to political campaigns or ballot 
measures; 

o Sexual content or links to sexual content; 
o In order to comply with the Children’s Online Privacy Protection Act (COPPA); 

comments from children under the age of thirteen (13) will not be allowed. 
Users acknowledge that they are at least 13 years old. Those 12 years old and 
younger may contact the City via email instead. Comments by children under 
13 will be considered inappropriate contact and will be subject to being hidden 
or removed. 

o Comments which are critical of the City of its policies, which do not violate the 
content disclaimer, are free speech and should not be hidden or removed.  

• City staff shall immediately report inappropriate content to the City Administrator or 
designee. The City administrator or designee will make the decision as to hide or 
remove the comments or contents.  

• Content removed from social media sites based on a violation of this policy will be 
recorded by the City, including time, date, identity of the author (if available), and the 
name of the staff member who removed the comments or contents.  

• Removed content may be subject to public disclosure and will be maintained by the 
City’s social media archiving platform.   
 

Public Records 
• Content published on social media pages will be retained and managed by 

departments in compliance with records retention policy and Washington state 
recordkeeping requirements. Departments should set all privacy settings on social 
media pages to public. The public may not be aware of the state’s public records law, 
so departments should include a statement similar to the following on their social 
media pages, where applicable:  

o This is a government page and all content is a public record and may be 
subject to public disclosure. 

 
• Be prepared to treat each comment, post, photo, and list of individuals connected to 

a social media site as an open record. Do not assume third-party platforms such as 
Facebook, Twitter will keep accurate records of your content—they are under no 
obligation to do so.  
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  3  Social Media Policy – 2018-020   

• Keep in mind that social media accounts used for City business, including personal 
accounts, may be subject to the Public Records Act (RCW Ch. 42.56), even if the 
work was done on personal time and equipment. 

Customer Service 
• Departments are responsible for managing customer service inquiries for their 

departments. Whenever possible, respond to comments or questions within 24 hours 
on the page in which it was originally published. For example, a question on Facebook 
should receive a reply on Facebook. If the department does not know the answer, a 
simple response of “Thank you for your comment. We will look into this issue and get 
back to you shortly” 

Privacy and Security:  
• Employees should not include personally identifiable information on social media; 

including but not limited to, Social Security numbers, personal phone numbers, email 
address or home addresses.  
o In order to protect public safety in cases, including but limited to, sex offender 

notification or wanted individuals, City accounts may be used at the discretion of 
the City Administrator, Police Chief, or designee to alert the public to individuals 
who endanger public safety in accordance with the provisions of RCW 4.24.550. 

• City accounts may not be used to post content involving  or related to;  
o Items involved in litigation or that could be involved in future litigation 
o Private sensitive information of any kind  
o Violates copyright license agreements  
o Promotes or advertises any political campaign or ballot measure  
o Can be used for or to promote any illegal activity  
o Promotes or solicits for an outside organization or group unless authorized by the 

Mayor or City Administrator. 
o Posts or links involving private organizations or business may highlight 

businesses or organizations that sponsor City events or activities or otherwise 
support the City’s economic development, tourism promotion, or community 
activity.  

o Nothing in this section prevents City support or connections with other public 
agencies, non-profit or charity organizations, or the news media.   

• City Social media passwords shall not be the same password used in their personal 
accounts. 

• Social media passwords should be changed every 90 days and follow the City’s policy 
on password complexity.  

• Passwords should be changed immediately after the password or site accessed using 
the password has been, or is suspected of being compromised. Departments must 
also change password immediately if personnel are removed as administrators or 
leave employment.  
 

Site Standards:  
• Social media sites will use approved names, official titles, and the City logo on the 

main page whenever possible.  
Updates and Maintenance:  
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  4  Social Media Policy – 2018-020   

• Social media platforms must be updated regularly to ensure information is current, 
accurate and useful. Individual departments are responsible for maintaining their sites 
which includes viewing and updating content. Every effort should be made to update 
content at least weekly.  
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Social Media Policy Page 1 of 8 AB15-084 

 
 
 
 
 
 
 
 
 
CITY OF MONROE ADMINISTRATION POLICIES 
 
POLICY SUBJECT: ELECTED OFFICIALS SOCIAL MEDIA POLICY 
 
REFERENCE NUMBER: 2015-01 
 
EFFECTIVE DATE:  May 5, 2015 
 
APPROVED: 
 
_____ Mayor _____ City Administrator 
 
SUBMITTED TO COUNCIL:  
 
_____ N/A _____ Yes Resolution #  Date: May 5, 2015 
 
RECEIVED: 
 
_____ Police    _____ Human Resources 
_____ City Clerk   _____ Parks and Recreation 
_____ Finance   _____ Public Works 
_____ Community Development  _____ City Attorney   
_____ Parks and Recreation 
  

MCC F/HR Agenda Packet 03/12/2019
 

Page 13 of 41



Social Media Policy Page 2 of 8 AB15-084 

PURPOSE 
 
The purpose of this policy is to establish a formal process and standards for the use of 
social media by Elected Officials (Mayor and Councilmembers) in their official capacity.  
The purpose of social media sites/tools that are owned or maintained by the City of 
Monroe for Elected Officials is to provide a limited forum for Elected Officials to 
communicate with their constituents and members of the public regarding subjects that 
are directly related to the City of Monroe and the Monroe community.   
 
 
REFERENCES 
 
 RCW 42.17A.555 Use of public office or agency facilities in campaigns - 

Prohibition - Exceptions 
 Ch. 42.23 RCW Code of Ethics for Municipal Officers – Contracts Interests 
 Ch. 42.30 RCW Open Public Meetings Act 
 Ch. 42.36 RCW Appearance of Fairness Doctrine - Limitations 
 Ch. 42.56 RCW Public Records Act 
 MMC Chapter 2.52 Code of Ethics 
 Monroe City Council Rules of Procedure 
 
 
DECLARATION OF POLICY 
 
This policy outlines the roles, responsibilities, and best practice recommendations for 
the use of social media by Elected Officials in their official capacity. The City’s Elected 
Officials are committed to open and progressive communications between themselves 
and their constituents utilizing available and future online technologies within the limits 
of the law. 
 
This policy applies to any social media site or tool used by Elected Officials in their 
official capacity to communicate with constituents or the general public. 
Where indicated, certain provisions of this policy shall apply only to social media 
sites/tools that are owned or maintained by the City of Monroe, including sites/tools that 
are established by the City for Elected Officials.  It is primarily each Elected Official's 
responsibility to ensure compliance with this policy. 
 
IT IS THE CITY’S PREFERENCE AND INTENT THAT ELECTED OFFICIALS WILL 
NOT UTILIZE SOCIAL MEDIA TO COMMUNICATE IN THEIR OFFICIAL CAPACITY 
EXCEPT THROUGH SOCIAL MEDIA SITES/TOOLS THAT ARE OWNED OR 
MAINTAINED BY THE CITY OF MONROE. THE USE OF PRIVATE SOCIAL MEDIA 
SITES/TOOLS FOR THIS PURPOSE IS STRONGLY DISCOURAGED.      
 
  

MCC F/HR Agenda Packet 03/12/2019
 

Page 14 of 41



Social Media Policy Page 3 of 8 AB15-084 

DEFINITIONS 
 
“Chat” is a feature that allows instant messages to be sent. 
 
"Comment” is a response to a post, an article or other social media content submitted 
by a visitor. 
 
“Elected Officials" includes Mayor, Councilmembers, and any staff working on an 
Elected Official’s behalf to represent him or her, using a social media tool. 
 
“Like” is a feature that allows users to show their support for a specific comments, 
pictures, wall posts, statuses, or fan pages.  The “Like” button allows users to show their 
appreciation for content without having to make a written comment. 
 
“Post” is an original entry onto a social media site by the user of the site.  
 
“Sharing” is to relay a previously created post onto a different social media site.  
 
“Social Media” are third-party hosted online technologies that facilitate social 
interactions and dialogue.  These online technologies are operated by non-city hosted 
services and may be used by the Elected Officials to communicate with the public.  
Such third party hosted services/tools may include, but are not limited to: social 
networking sites (MySpace, Facebook Linked-In), micro-blogging tools (Twitter, RSS 
feeds), audiovisual networking sites (YouTube, Flickr), and blogs, etc. 
 
“Tagging” is a mechanism of linking a person, page or place to a post.  
 
“Visitor” is a person who views an Elected Official’s social media site.   
 
 
GENERAL POLICY 
 
While social media, with its use of popular abbreviations and shorthand, does not 
adhere to standard conventions of correspondence, the content and tenor of online 
conversations, discussions, and information posts and comments should model the 
same professional behavior displayed during Council meetings and community 
meetings. 
 
Social media are not to be used by Elected Officials as mechanisms for conducting 
official city business other than to informally communicate with the public.  Examples of 
business that may not be conducted through social media include: making policy 
decisions, official public noticing, and discussing confidential City matters that have not 
been approved for release to the public.  Elected Officials’ social media site(s) should 
contain links directing users back to the City’s official website for in-depth information, 
forms, documents, or online services necessary to conduct official city business. 
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Social Media Policy Page 4 of 8 AB15-084 

The City’s Human Resources Director, following consultation with the City 
Administrator, may cause categories of official City of Monroe social media applications, 
tools, or sites to be permanently or temporarily discontinued if they are not or cannot be 
used in compliance with this policy.  The Human Resources Director shall exercise such 
discretion in a viewpoint-neutral, evenhanded, and non-arbitrary manner. 
 
 
ADMINISTRATION, ENFORCEMENT AND DISPUTE RESOLUTION 
 
The City’s Human Resources Director shall have primary responsibility to administer 
and enforce the provisions of this policy with respect to social media sites/tools that are 
owned or maintained by the City of Monroe.  
 
Any Elected Official aggrieved by an administrative decision or enforcement action of 
the Human Resources Director under this policy may appeal such decision or action to 
the City Hearing Examiner by filing a written statement with the City Clerk within five (5) 
business days of the decision or action.  The written statement shall set forth all relevant 
facts and any supporting legal argument.  The Human Resources Director may 
thereafter file with the City Clerk a written response within five (5) business days.  The 
appealing elected official shall thereafter have two (2) business days in which to file a 
written reply with the City Clerk. The Hearing Examiner shall consider all such 
submittals without a hearing and shall issue a written decision denying or sustaining the 
appeal with in ten (10) business days following the reply.  There shall be no further right 
of administrative appeal.   
 
 
ETHICS AND ELECTIONS RULES OF COMPLIANCE 
 
All content posted on individual Elected Officials’ social media sites shall comply with 
applicable Council Rules of Procedures, City ordinances and administrative rules, and 
Washington State law regulating public agencies and elected officials. 
 
For social media sites/tools that are owned or maintained by the City of Monroe, no 
content that promotes or advertises commercial services, entities, or products may be 
posted. 
 
Elected Officials will not post or release proprietary, confidential, or sensitive information 
on social media sites in a manner that violates applicable state law, including, without 
limitation, RCW 42.23.070 – Prohibited Acts. 
 
Social media sites/tools that are owned or maintained by the City of Monroe shall not 
contain posts, comments, or links to any content that supports or opposes political 
candidates or ballot propositions, including, without limitation, links to an Elected 
Official's campaign site. 
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Social Media Policy Page 5 of 8 AB15-084 

RECORDS RETENTION ACT COMPLIANCE 
 
State and local records retention laws and schedules apply to social media content. All 
social media content that is required to be retained shall be maintained for the legally 
required retention period based on the subject matter of the content.  Prior approval of 
the retention format and procedures for each social media tool being used must be 
received from the City Administrator upon the advice and recommendations of the 
Public Records Officer, City Clerk, and Human Resources Director.  Except for social 
media sites/tools that are owned or maintained by the City of Monroe, which will be 
retained through the City’s archiving system, it is the ultimate responsibility of each 
Elected Official to maintain current, approved retention procedures and to ensure that 
those procedures are followed. 
 
As with any correspondence sent in his or her capacity as an Elected Official, Elected 
Official postings to social media sites maintained by others must be retained by the 
posting Elected Official to the extent that such content constitutes a “public record” as 
defined by Chapter 42.56 RCW. Printouts of postings to others' sites may suffice for 
retention purposes. 
 
Elected Officials should consult with the City Administrator for the applicable retention 
schedule and method. 
 
 
PUBLIC RECORDS ACT COMPLIANCE 
 
Content maintained in a social media format, i.e., Facebook, YouTube, Twitter, etc., that 
is related to City business, including communication between an individual Elected 
Official and constituents or the general public, and a site's listing of "friends” or 
"followers," may be considered a public record subject to disclosure under the state 
Public Records Act. 
 
Any social media tools used should clearly state that all content submitted by members 
of the public is potentially subject to public disclosure pursuant to the Public Records 
Act, RCW 42.56. If it is not possible to display this notice prominently on the site, 
Elected Officials should notify users by including a link from the site to the Public 
Records Act notice set out in Exhibit B, notify new users via response to posts, and/or 
periodically notify existing users via broadcast message. 
 
Under the state Public Records Act, the City is potentially responsible for responding 
accurately and completely to any public records request, including a request for public 
records on social media maintained by individual Elected Officials. Therefore, it is 
mandatory that records have been retained for the legally required retention period in 
accordance with applicable standards. 
 
Users of, and visitors to, social media sites shall be notified that public disclosure 
requests must be directed to the appropriate City Public Records Officer pursuant to the 
City's Public Records Disclosure Policy. 
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Social Media Policy Page 6 of 8 AB15-084 

OPEN PUBLIC MEETINGS ACT AND APPEARANCE OF FAIRNESS DOCTRINE 
COMPLIANCE 
 
Communication between Councilmembers via social media, as with telephone and 
email, may potentially constitute a "meeting" under the Open Public Meetings Act, 
Chapter 42.30 RCW.  For this reason, Councilmembers are prohibited from participating 
in social media discussions/threads regarding City business that involve a quorum of 
Council Members, and are strongly discouraged from "friending" other Councilmembers 
or “liking” other Councilmember’s posts. 
 
In addition, receiving or making posts or comments regarding quasi-judicial matters via 
social media may violate Council Policy and Chapter 42.36 RCW – the Appearance of 
Fairness Doctrine. To avoid receiving any comments on pending quasi-judicial matters 
that may violate the Appearance of Fairness Doctrine, Councilmembers are strongly 
encouraged to maintain social media sites with settings that can restrict users’ ability to 
post content. 
 
 
CONTENT GUIDELINES 
 
For social media sites/tools that are owned or maintained by the City of Monroe, users 
and visitors of social media sites who submit comments should be clearly notified that 
the intended purpose of the site is to serve as a mechanism for informal communication 
between Elected Officials and the public regarding the City-related topics discussed.  If 
the public is allowed to post comments to an Elected Official’s site, the Use Policy set 
out in Exhibit A must be displayed or made available by hyperlink. Any content removed 
in compliance with the Use Policy must be retained, including the time, date, and 
identity of the poster when available, to the extent required by law. See above Records 
Retention Act Compliance. 
 
Elected Officials are strongly encouraged to maintain social media sites with settings 
that can restrict users’ ability to comment. 
 
 
EQUAL ACCESS 
 
Elected Officials are discouraged, in their official capacity, from posting or commenting 
on social media sites that require membership or subscription.  When posting 
information or soliciting feedback on such a site, Elected Officials should always provide 
an alternate source for the same information or mechanism for feedback on the City's 
public web site, so that those who are not members of the social media site may have 
equal access.  
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APPENDIX 
 
 
GENERAL APPROACH 
 
 
Use archiving tools approved by the City's Information Technology Department. 
 
Maintain current documentation of the approved method and schedule for preserving 
social media content. 
 
Ideally, this process will store data in searchable electronic formats and will store 
information about transmissions, subscribers, and other metadata associated with the 
site. 
 
Maintain original appearance and layout of social media site where possible. 
 
Secure usernames and passwords for all sites by not sharing such information and 
using unique passwords to minimize the potential for cross site hacks and malicious 
mischief. 
 
Consistently monitor activity and posts. Avoid stale or outdated information, respond to 
questions or responses, quickly remove inappropriate or spam content. 
 
Notify site visitors that correspondence posted to an Elected Official's social media site 
may be considered public records and may be released per Chapter 42.56 RCW. 
 
Notify visitors that individual Elected Official social media sites are not intended to be 
used to conduct official city business and any public records request must be made with 
the City's Public Records Officer. 
 
Special Notes about text messaging and cellular phone devices: 
 
Regardless of whether the device used is paid or reimbursed by public funds, business 
conducted in the official capacity as an Elected Official is a public record. Care should 
be taken to ensure that records created are retained per the applicable retention period 
and can be provided if requested. Know your device's capabilities and devise a strategy 
for archiving texts, call logs, and other communications. 
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EXHIBITS 
 
 
EXHIBIT A 
 
The following content will be removed from this site: (1) comments not related to the 
specified topics for discussion; (2) posts or comments in support of or opposition  to 
political campaigns or ballot measures; (3) profane or obscene language; (4) posts or 
comments espousing or conveying racially, ethnically, religiously, gender-oriented,  
discriminatory comments; (5) solicitations and/or transactions of commerce; (6) sexual 
content or links to sexual content; (7) encouragement, promotion or undertaking of 
illegal activity; (8) information that may tend to compromise the safety or security of the 
public or any City equipment, property or system; [AND ](9) content that violates a legal 
ownership interest of any party; and (10) posts or comments that would constitute ex 
parte communications in violation of the Appearance of Fairness Doctrine. 
 
 
EXHIBIT B 
 
Posts, comments, or other content posted to this site, may be considered public records 
subject to public disclosure under the Washington State Public Records Act 
(RCW 42.56). 
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MONROE CITY COUNCIL 
Finance & Human Resources Committee 

Meeting Tuesday, March 12, 2019, 5:30 P.M. 
Agenda Bill 

2019 Committee 
Councilmembers 

Jason Gamble 
Kirk Scarboro 

Patsy Cudaback 

SUBJECT: Reserve Policy Introduction 

DATE: DEPT: CONTACT: PRESENTER: ITEM: 
03/12/2019 Finance Becky Hasart Becky Hasart New Business F. 

Discussion: 03/12/2019 
Attachments: 1. Resolution No. 008/2015 Current City Reserve Fund Policy

2. GFOA Best Practice Guidelines for General Fund
3. GFOA Best Practice – Working Capital
4. RCW 35A.33.145
5. 2019 Current Reserve Levels (Budgeted)
6. City of Elgin, Illinois article (cite: GFOA website)

REQUESTED ACTION:  None - information only. Further discussion and review of staff 
recommendations will occur at a subsequent committee meeting. 

DESCRIPTION/BACKGROUND 
{The terms fund balance and reserves will be used interchangeably throughout this agenda bill.} 

The City Council is responsible for all fiscal policies. The City’s current fund balance policy was 
last updated in 2015. While it is a best practice that is viewed favorably by both the State Auditors 
and debt ratings services to have an adopted policy, it is also a best practice to periodically review 
the policy and update if needed. 

A strong reserve fund balance policy will address the following areas: 
• Why we should maintain a fund balance;
• What is the appropriate level of fund balance;
• How a fund balance may be used; and
• How to replenish a fund balance if it goes below the policy level.

As we review our current policy, it is recommended that we address all four areas (if not already 
in the policy) in our update. The first and third bullet points are pretty straight forward. The bulk of 
our discussion will occur in the second and fourth bullet points. 

What is the appropriate level of fund balance? 
When establishing an appropriate level of fund balance, there are many guidelines which can 
help inform our analysis. The General Finance Officers Association (GFOA) is a national 
organization which publishes many guidelines and best practices that meet generally accepted 
accounting principles for use by all types of governments. Attachment 2, GFOA Best Practice 
Guidelines for General Fund, is a good starting point as we discuss appropriate reserves for our 
General Fund and general revenue fund types, such as Fund 105 Streets Operations and 
Maintenance (O&M). 

In the Guidelines for General Fund, the GFOA recommends consideration of the following items 
when determining an appropriate reserve balance (page 2 of Attachment 2): 

• The predictability of revenues and volatility of expenditures;
• The perceived exposure to significant one-time outlays;
• The potential drain on the general fund by other funds;
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• The potential impacts to our bond ratings; and 
• Our various contractual commitments and assignments. 

 

GFOA does recommend that at a minimum, regardless of the government’s size, that an 
unrestricted fund balance be at least two months of our general fund expenditures, which is our 
current policy (two months equals seventeen percent). 
 

For our utility funds, fund balance is defined by the GFOA as working capital. Attachment 3, GFOA 
Best Practice – Working Capital, is a good starting point for discussion regarding an appropriate 
fund balance level for water, sewer, and storm O&M. 
 

As with the general type funds, GFOA recommends specific items to consider when determining 
an appropriate fund balance (page 2-3 of Attachment 3). For our purposes, the following are the 
items most related to our operations: 

• Support from the General Fund; 
• Transfers out; 
• Cash cycles; 
• Customer concentration; 
• Demand for services; 
• Control over rates and revenues; 
• Separate targets for operating and capital needs; and  
• Debt position. 

 

GFOA does recommend that at a minimum a target of forty-five days of working capital would be 
the minimum we should target in our policy (forty-five days equals twelve percent). Our current 
policy does target twelve percent for the three utility O&M funds. 
 

Other required reserves. 
 

In addition to the targeted reserves for the General Fund and utility O&M funds, the City’s current 
reserve fund policy also requires funding a Contingency Fund. RCW 35A.33.145 allows for the 
ability to have a contingency fund, but does cap the amount at thirty seven and one half cents per 
each one thousand of assessed value for the entire city ($0.375 per $1,000 AV). Per our policy, 
this is in addition to the seventeen percent held in the General Fund.   
 

Other policy required reserves include Risk Management (Fund 622), Employee Sick Leave 
(Fund 621), Information Technology Services (Fund 510), Equipment & Fleet Management (Fund 
520, Facilities Management (Fund 530), General City Capital (Fund 307), and utility capital funds. 
 

How to replenish a fund balance if it goes below the policy level. 
 

As part of the adopted policy, GFOA recommends that the policy address how reserves would be 
replenished should the balance fall below target. Various potential sources of replenishment could 
include prior year excess reserve over target, banked property tax capacity, rate increases, 
transfers from non-restricted funds, one-time revenue sources such as construction related sales 
taxes, etc. When determining the appropriate sources of reserve replenishment (and priority of 
the sources), we should use the same considerations that are recommended for determining an 
appropriate reserve level (listed above). 
 

POLICY CONSIDERATIONS 
 

As we work toward reviewing and potentially updating the City’s reserve policy, the following are 
the policy questions under consideration: 

• Which funds should be included in the reserve policy? 
• What is an appropriate level of reserves for each fund? Appropriate measurement? 
• What is an appropriate level of reserves for the City as a whole? 
• How does each individual fund level relate to the level for the City as a whole? 
• How and when can reserves be used? 

MCC F/HR Agenda Packet 03/12/2019
 

Page 22 of 41



• If fund levels fall below target, how will the reserves be replenished? 
 

It is a goal of this administration to work with the Council toward adoption of an appropriate 
updated reserve policy no later than May 2019. 
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Budgeted Meets Policy
Fund No. Fund Name Amount Target? Required Notes

F001 General Fund 2,875,083 Y Y Frequently exceeds targeted amount (For FY 2019, $331,764)

F002 Contingency 975,760 Y Y
Changes each year based on assessed value.  Is trued up with first 
amendment.

F105 Street O&M 292,801 NA N

F307 Capital Improvement Projects 0 N Y
Target amount is the statutorily required hold for trails from gas 
taxes.  Trails money in F317 (Parks CIP)

F317 Parks CIP 33,740 NA N
While not required by our policy, is required by statute (0.42% of 
fuel tax collected) and fluctuates depending on use

F411 Water O&M 638,359 Y Y
Each year, excess over reserve is tranferred to the corresponding 
capital fund.

F412 Water CIP 4,158,329 TBD Y

F421 Sewer O&M 847,945 Y Y
Each year, excess over reserve is tranferred to the corresponding 
capital fund.

F422 Sewer CIP 6,990,247 TBD Y

F431 Stormwater O&M 235,178 Y Y
Each year, excess over reserve is tranferred to the corresponding 
capital fund.

F432 Stormwater CIP 175,484 TBD Y
F510 Info Technology Services 152,069 NA Y Amount is 19% of budgeted expenses
F520 Equip & Fleet Management 4,548,489 Y Y Amount is $288,219 over target
F530 Facilities Management 75,911 NA Y Amount is 5% of budgeted expenses

Subtotal 21,999,395

F621 Employee Sick Leave 425,000        Y Y
Fund is not budgeted (trust fund).  Amount exceeds policy but is 
only about 1/3 of our potential liability.

F622 Risk Management 148,898        Y Y Fund is not budgeted (trust fund)
Subtotal 573,898        

Total all reserve 22,573,293  
Total without capital funds 6,876,228    

2019 Current Reserve Levels (Budgeted)
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General Fund Reserves Help Boost Bond Ratings 
 
Thursday, January 14, 2016 
Since the recession of 2008, economic conditions have fluctuated between adequate and poor 
for the City of Elgin, Illinois, but it has been able to stabilize its bond rating through strong 
financial policies – most notably, those governing its general fund reserve levels. In fiscal 2009, 
on the heels of the largest economic downturn in recent history, Elgin’s revenue picture looked 
uncertain. The city had demonstrated sound financial stewardship but couldn’t escape the 
impact of broader, nation-wide, economic conditions. And despite cutting spending by 
approximately 10%, as well as adopting a new service delivery model, Elgin was worried about 
its bond rating – the city simply wasn’t in a position to absorb increased borrowing costs. 
 
The Finance Department therefore identified several financial objectives for the coming years 
and drafted them into formally adopted financial policies. One objective was to maintain or 
upgrade Elgin’s bond rating by Standard and Poor’s (AA+), Fitch Ratings Services (AA+) and/or 
Moody’s Investors Service (Aa2). Making such an explicit statement provided focus, giving the 
city a clear and easily quantifiable target. 
 
Determining how to achieve this goal was the next step. The city met the challenge by creating 
additional policies requiring the city to keep cash reserves at 16% to 19% of annual 
expenditures. The commitment did not go unnoticed by the rating agencies, untimely resulting in 
the city gaining AAA status on its general obligation bonds from Fitch Ratings in 2015. Among 
the positive factors the agency noted were “very strong liquidity in unrestricted government cash 
and short-term investments” and “very strong budgetary flexibility [due to] available reserves.” 
The rating agency’s Financial Management Assessment methodology also found the city’s 
management conditions to be very strong because of it financial policies and practices. 
 
For more information on Elgin’s financial policies and bond rating, please visit the city’s website. 
 
From GFOA website 
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