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Introduction 
 
This collection of Standard Operating Policies & Procedures (SOPP) is intended to help you fully 
participate in the Washington State Association of County Auditors (WSACA).   
 
As a volunteer-powered association, it is essential that we make leadership opportunities as simple as 
possible.  
 
This SOPP manual attempts to document the policies and procedures that aren’t clearly addressed in 
WSACA Bylaws, but are necessary to effectively operate the Association.  
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 ASSOCIATION POLICIES & PROCEDURES 

 VISION & MISSION 

 ADOPTED: OCTOBER 6, 2011 

 REVISION DATES:  
 

POLICY  

1. Vision Statement:  WSACA is an organization of recognized experts and trusted professionals in the 
areas of elections, licensing, recording and finance. 

2. Mission Statement:   To foster a cohesive, collaborative group through continuing education, a 
high standard of conduct, and professionalism.  
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 ASSOCIATION POLICIES & PROCEDURES 

 STANDARD OPERATING POLICIES & 
PROCEDURES (SOPP) MANUAL 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016; June 2019; May 
2020 

 

POLICY The Manual of Standard Operating Policies and Procedures (SOPP) will be regularly 
updated and distributed. 

1.  The SOPP Manual – or any portion of it – may be changed or suspended at any time between 
annual updates with a majority vote of the membership at any meeting where a quorum has been 
established.  

2. The WSACA Secretary will request updates to the manual from the membership annually between 
the months of December and February. 

3. 
 
4. 

The Secretary is responsible for the update, publication, and dissemination of the SOPP Manual. 

The most current version of the SOPP Manual will be posted on www.WSACA.org. 
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 OFFICER & BOARD RESPONSBILITIES 

 PRESIDENT 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016; June 2019; May 
2021 

 

POLICY The President shall be the executive officer of this Association and shall preside 
at all meetings of the members and the Executive Board. He/she shall be an ex-
officio member of all committees and in general shall perform all duties 
incidental to the office of President (Bylaws: Article III, Section 4). 

1. 

2. 

Appoint all committee chairs and members (Bylaws: Article IV Committees). 

Appoint a parliamentarian. 

3. Supervise all functions of the Association. 

4. Convene and preside over Executive Committee meetings and regular meetings of the 
Association.  

5. Attend District Meetings, whenever possible. 

6. Track and encourage progress on all committee assignments.  

7. Ensure that the Executive Board adopts an Annual Budget for the Association, no later than 
December 31. 

8. Assist the Vice President in planning of the Annual Conference. 

9. Prepare farewell remarks as outgoing President for presentation at the Annual Conference and 
present awards as outlined in the conference handbook. 

10. Install incoming officers at the WSACA Annual Conference.  

11. Ensure that WSACA leads in the welcome and orientation of Auditors at the biennial Newly-
Elected Officials (NEO) Conference. 

12. Ensure that new Auditors who take office outside of the regular election cycle are welcomed 
and oriented. 

13. Complete the annual filing with the OSOS Corporations and Charities, which includes updating 
the governors section with the new executive board members and updating the Registered 
Agent on file to show the entity that holds our current management contract. 
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TRADITIONS  

1. 

 

 

 

 

 

 

 

2. 

 

3. 

The Association President honors an Auditor annually with the “Award for Outstanding Service” 
to acknowledge an Auditor’s special contributions to the Association.  

a. The President’s Award for Outstanding Service is given annually. 
b. The award has two components: An individual plaque for the awardee to keep and a 

perpetual plaque with inscribed dated name plates. The perpetual plaque is passed from 
one winner to the next. 

c. When given, the award is made during the Conference Dinner at the WSACA Annual 
Conference. 

d. The President is responsible for selecting the “Outstanding Service” award winner and 
ensuring that the appropriate inscription is made on the perpetual plaque and an 
individual plaque is created in time for the Annual Conference.  

e. A list of award recipients is listed in the Appendices. 
 

The Association has a strong bias for the “upward” nomination and election of officers. That is, 
the Association wishes to have officers work their way up through the officer positions, from 
Secretary to Treasurer to Vice President to President. 

The Association has a strong Bias for alternating the Association Presidency between eastern 
Washington Auditors and western Washington Auditors. Therefore, alternate succession of 
other officer positions from which the President ascends is preferred. 
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 OFFICER & BOARD RESPONSBILITIES 

 VICE PRESIDENT 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016 
 

POLICY The Vice-President shall perform such duties as may be assigned to him/her by 
the President or the Executive Board (Bylaws: Article III Section 4). 

1. Perform duties of the President in the absence of the President (Bylaws:  Article III Section 5). 

2. Attend Executive Board and regular meetings of the Association.  

3. Regularly seek status reports from committee chairs about conference locations, budgets, dates, 
etc.  

4. Chair the Budget Committee.  

5. Plan and execute the Association’s Annual Conference. 

6. Publicize the election of new Association Officers and Auditor of the Year.  

  
PROCEDURE  

1. To publicize the election of new Association Officers and Auditor of the Year.  

 a.  Obtain biographical information. 

 b. Prepare press releases announcing new officers and Auditor of the Year. 

 c. Submit press releases to each Auditor’s hometown newspapers and other publications. 

  
TRADITIONS  

1. 

 

 

 

2. 

It is the tradition of the Secretary of State to select an “Auditor of the Year” and to bestow this 
award at the WSACA Annual Conference.  

a. As the Annual Conference Chair, it is the Vice President’s responsibility to contact the 
Secretary of State. 

b. Auditor of the Year is typically acknowledged during the conference dinner when new 
Officers are sworn-in. 

The Association has a strong bias for the “upward” nomination and election of officers. That is, 
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3. 

 

4. 

 

 

 

 

 

5. 

the Association wishes to have officers work their way up through the officer positions, from 
Secretary to Treasurer to Vice President to President. 

The Association has a strong Bias for alternating the Association Presidency between eastern 
Washington Auditors and western Washington Auditors. Therefore, alternate succession of 
other officer positions from which the President ascends is preferred. 

It is the tradition of WSACA to recognize the passing of former Auditors and other colleagues at 
the Annual conference. The Vice-President, as Chair for the Annual Conference, will coordinate 
the recognition. 

a. A month before the Annual Conference, the Vice-President or designee will send out a 
communication to the membership soliciting the names of persons whom we wish to 
remember. 

b. At some time during the Annual Conference, the Vice President or designee will read the 
names of those who have passed and request a moment of silence in their honor. 

c. Members who wish to speak in remembrance will be invited to do so. 

It is the tradition of WSACA to recognize the outgoing President with a small gift presented at 
the Annual Conference. WSACA operating funds may be used for this recognition. 

a. The Vice-President will order the gift as part of planning the Annual Conference. 
b. The gift will be presented by the incoming President to the outgoing President during 

the Annual conference. 
c. We have historically ordered a gift from Color Graphics, based in Tumwater, WA but 

other gifts and other vendors may be used at the Vice-President’s discretion. 
d. The total cost of the gift should be less than $125.  
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 OFFICER & BOARD RESPONSIBILITIES 

 TREASURER 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016; June 2019; May 
2020 

 

POLICY The Treasurer shall be the custodian of the funds of the Association, review and 
keep the financial records, collect all moneys from members, and provide quarterly 
and annual financial statements to the Executive Board (Bylaws Article III Section 4). 

1. Attend all Executive Board and regular meetings of the Association.  

2.  Follow policies and procedures for receipt, disbursement, and keeping of Association funds and 
financial records. 

3. Supervise the reconciliation of bank accounts of the Association. 

4. The Treasurer is responsible for the review and approval of the bank statements, financial 
transactions, and financial reports on a regular basis.  

5. Prepare and send annual Association dues notices, no later than December 1. 

6. Review records of dues payments, to account for members in good standing. 

7. Provide a copy of the last quarterly report for regular meetings and the annual financial statement 
at the Annual Conference. 

8. Ensure that the Annual Report’s profit and loss statement balances with cash on hand, in the 
Association bank accounts.  

9. Be timely and accurate in the payment of all Association obligations. 

10. Present financial records to WSACA Audit Committee upon request. 

11. Invoice for $30 service charge for any payments tendered to WSACA and returned by the bank as 
uncollected (NSF) funds. 

12. Manage the Association’s bank card account, allowing usage by others as needed, as well as 
monitoring card activity. 

  

  



   9 
 

 
TRADITIONS  

1. 

 

2. 

The Association has a strong bias for the “upward” nomination and election of officers. 
That is, the Association wishes to have officers work their way up through the officer 
positions, from Secretary to Treasurer to Vice President to President. 

The Association has a strong Bias for alternating the Association Presidency between 
eastern Washington Auditors and western Washington Auditors. Therefore, alternate 
succession of other officer positions from which the President ascends is preferred. 
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OFFICER & BOARD RESPONSIBILITIES 

 
SECRETARY 

 
ADOPTED: MAY 2015 

 
REVISION DATES: May 2016 

 

POLICY The Secretary shall keep the official records of the activities and proceedings of 
the Association in the form of minutes. The Secretary shall make available 
minutes of all WSACA meetings (Bylaws Article III Section 4). 

1.  Attend Executive Board and regular meetings of the Association. 

2. Send notice to all members of all Executive Board, regular meetings, and special meetings. 

3. Prepare and distribute Meeting Packets (agenda, reports, etc.) seven (7) days in advance of 
each meeting. 

4. Take attendance and create meeting minutes for every meeting. 

5. Distribute draft meeting minutes, within 30 days of each meeting. 

6. Lead the annual review of the SOPP Manual, between December and February. 

7.  Update, publish, and disseminate the SOPP Manual, as needed.  

8.  Retain Association records (correspondence, reports, agendas, minutes, plans). 

9. Convey Association records to the incoming Secretary within 30 days of the Annual 
Conference.  

  
PROCEDURE  

1. To ensure that Meeting Packets are timely and complete: 

 a. Contact Committee Chairs and request committee reports or other meeting 
documentation for assembly and distribution.  

 b. Coordinate with WSAC to ensure meeting packets are provided to participants seven (7) 
calendar days prior to the meeting.  
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TRADITIONS  

1. 

2. 

 

3. 

The Association’s archives are kept at the Secretary of State Archives in Olympia WA. 

The Association has a strong bias for the “upward” nomination and election of officers. That is, 
the Association wishes to have officers work their way up through the officer positions, from 
Secretary to Treasurer to Vice President to President. 

The Association has a strong Bias for alternating the Association Presidency between eastern 
Washington Auditors and western Washington Auditors. Therefore, alternate succession of 
other officer positions from which the President ascends is preferred.  
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 OFFICER & BOARD RESPONSIBILITIES 

 IMMEDIATE PAST PRESIDENT 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016 
 

POLICY The Immediate Past President’s participation is required for knowledge-transfer 
and continuity. 

1.  Attend all Executive Board and regular meetings of the Association. 

2. Provide guidance to the President in the functions of the President’s office. 

3. Serve on the Budget Committee. 

  
TRADITIONS  

1. Once a President’s term of office ends, He/she becomes a member of the Past Presidents’ Club.  

a. As an initiation into the Club, the Past Presidents roast the outgoing Association 
President with a follies-style skit. The skit may involve music, photos, crazy props, and 
embarrassing costumes. It always involves bad acting. 

b. The Past Presidents’ Club makes its annual appearance at the WSACA Annual Conference 
Dinner. 
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 OFFICER & BOARD RESPONSIBILITIES 

 WACO REPRESENTATIVE 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016 
 

POLICY The WACO Representative shall serve a two-year term as a liaison between 
WSACA and WACO, attending relevant meetings and reporting to the 
membership (Bylaws Article III Section 6). 

1. Attend all Executive Board and regular meetings of the Association (WSACA). 

2. Act as a liaison, maintaining open and frequent communications between WACO and WSACA, in 
order to ensure cooperation, coordination, and good support services.  

3.  Attend all WACO board meetings and provide a written report to WSACA membership, within 30 
days of each meeting. 

4. Attend the WACO Annual Conference. 

5. When necessary and feasible to do so, solicit input from WSACA membership about WACO 
operations and policies.   

6. The WACO Representative should attempt always to represent the majority interest of WSACA 
to WACO.  

 
TRADITIONS  

 

1. 

 

 

 

2. 

It is the tradition of WACO that the affiliate of the outgoing WACO President should financially 
underwrite the “President’s Reception” at the annual WACO Conference. 

a. WSACA has concerns about the use of public funds for recognition events. 
b. It is the position of WSACA that County funds should not be used to fund the WACO 

President’s Reception. 

Therefore, when the outgoing WACO President is an Auditor, WSACA members will volunteer to 
raise necessary funds by soliciting vendors, corporate sponsors and/or private donors. 

3. Funds raised for the WACO President’s Reception shall not pass through WSACA’s regular bank 
account.  The Sunshine Fund may be used, if the balance is adequate.  Donations will be 
deposited directly into the Sunshine Fund and later transferred to WACO. 

4. WACO is responsible for the planning and implementation of the President’s Reception.  WSACA 
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members may volunteer to assist. 

a. When an Auditor has been elected by WACO members to serve as WACO’s President, 
the WSACA President will solicit fundraising volunteers (by show of hands) at the next 
regular meeting of the Association. 

b. Volunteers will devise their own methods of contacting and soliciting private donors. 
c. The cost of the President’s Reception will be determined by WACO, as a function of their 

Annual Conference planning. 
d. WSACA fundraising volunteers are responsible for direct communication and 

coordination with WACO.  
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 OFFICER & BOARD RESPONSIBILITIES 

 DISTRICT DIRECTOR 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016 
 

POLICY The District Directors shall call district meetings at least annually for Association 
business. Attendance may be in person, telephonic, or other electronic method, as 
established by the District Director. District Directors shall serve as a mentor for 
new County Auditors and perform any other duties assigned by the President 
(Bylaws Article III Section 7). 

1.  Attend all Executive Board and regular meetings of the Association. 

2.  Reach out and communicate with newly elected auditors in their districts, encouraging 
participation in WSACA activities and committees. 

3. Communicate with members within their districts regarding issues pertinent to Auditors. 

4.  Coordinate meetings to promote networking opportunities through WSACA to continually improve 
processes within their offices by learning from other members throughout the region and state. 
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 COMMITTEE RESPONSIBLITIES 

 REPORTS TO THE MEMBERSHIP 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016; May 2020 
 

POLICY WSACA Members will receive regular written reports from Standing Committees 
and Ad Hoc Committees.  

1. Committee Chairs will prepare and submit to the WSACA Secretary written summaries of 
committee activities and recommendations eight (8) calendar days prior to every regular meeting1 
of WSACA.    

2. Bylaws, Audit, Nominating, and Budget Committees only submit reports when they are active.   

3.   The WSACA Secretary will distribute committee reports in a Meeting Packet no fewer than seven 
(7) calendar days before every regular meeting of WSACA. 

 
 

PROCEDURE  

1. The Committee Chair submits written reports, by email, to the WSACA Secretary, eight (8) calendar 
days before each regular meeting of WSACA. 

2. The WSACA Secretary incorporates all committee reports in the Meeting Packet. 

3. The WSACA Secretary will distribute the Meeting Packet no less than seven (7) calendar days 
before each regular meeting of WSACA. 

 

  

                                                           
1
 “Regular Meetings” are defined in Article VI Meetings of WSACA Bylaws.   
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 COMMITTEES 

 AUDIT 

 APPROVED: MAY 2015 

 REVISION DATES:  
 

POLICY The Audit Committee is a standing committee (Bylaws Article IV Section 3).   
 
The financial records of this Association shall be audited each year by a committee, 
appointed by the Association president, or by the Finance Committee Co-Chairs or 
their designee, and reported to the membership (Bylaws Article V Section 3). 

1.  This committee shall consist of at least two persons, each of whom is NOT a member of the 
Association’s Executive Board. 

2. The President will appoint a Committee Chair, who will be a point of contact and responsible for 
committee deliverables. 

3. Appointed committee members may either be Auditors or employees of Auditors. The President 
must obtain the consent of the County Auditor before appointing the Auditor’s staff. 

4. The Audit Committee shall audit the Association’s books annually between the months of February 
and April and submit a written report to the Association at the Annual Conference (May).  

5. The audit will encompass all financial activities of the Association for the prior fiscal year (January 1 
through December 31). 

 
 

PROCEDURE  

1. Before beginning the audit, the Audit Committee will review past audit reports and become 
familiar with prior procedures, findings, and recommendations. 

2. The Audit Committee will contact the Association Treasurer and make arrangements to view 
records and test procedures between the months of February and April.  

3.  The Audit Committee will produce a written report for the Annual Conference. 

4.  If the Audit Committee report contains findings or recommendations, the Chair of the Audit 
Committee will make a presentation to the Executive Committee.  
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 COMMITTEES 

 BUDGET 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016 
 

POLICY The Budget Committee is a standing committee (Bylaws Article IV Section 3).   
 
The fiscal year of the organization shall be January 1 through December 31 (Bylaws 
Article V Section 2). 
 
The Executive Board shall be responsible to adopt an annual budget (Bylaws Article 
III Section 5). 

1.  This Committee shall be chaired by the Vice President and shall consist of the Vice President, 
Immediate Past President, and Treasurer. 

2. 

3. 

The Budget Committee will prepare an Annual Budget for the Executive Board’s approval in 
December.  

The Budget Committee will provide the Secretary the Annual Budget no fewer than seven (7) days 
before the Executive Board’s December meeting.   

 
 

PROCEDURE  

1. The Budget Committee will create the Annual Budget during November / December, for the 
following calendar year (January 1 – December 31). 

2. The Executive Board will adopt an Annual Budget no later than December 31st.  

3.  The Annual Budget should include the revenues and expenses associated with: Operations, 
Scholarships, Conferences, and Sunshine Fund. 

 

  



   19 
 

 

 COMMITTEES 

 BYLAWS 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016 
 

POLICY The Bylaws Committee is a standing committee (Bylaws Article IV Section 3).   
 
The WSACA President makes appointments of all committees deemed necessary, and 
names the chair or co-chairs thereof (Bylaws Article IV Section 1).   
 
Any amendments to the Association’s Bylaws must be approved by the membership 
thereof at the annual conference, by a majority vote. A copy of the amended Bylaws 
shall be ratified and made available for the membership (Bylaws Article VII Section 1). 

1. The Committee Chair will be the point of contact and responsible for committee deliverables. 

2.  This committee consists of at least two members, including the Chair. 

3. The Bylaws Committee will annually review the Association’s Bylaws. 

4. This committee will receive, and prepare for the review, changes to the Bylaws recommended by 
the WSACA Members.  

5. If the Bylaws Committee recommends (or receives) any proposed changes to the Bylaws, the 
proposed changes will be submitted to the WSACA Membership for consideration 30 days prior to 
the WSACA Annual Conference.  

  
PROCEDURE  

1. The Bylaws Committee will review the Association’s Bylaws between the months of December and 
February. 

2. The review shall include an opportunity for WSACA Members to submit proposals.  

3.  The Bylaws Committee will submit a report to members, 30 days in advance of the Annual 
Conference.  The report should include changes recommended by the Bylaws Committee, as well as 
changes proposed by members which are NOT recommended for adoption.  

4.  The Association Bylaws may be amended by majority vote at the Annual Conference as stated in 
Bylaws Article VII. 

 NOTE:  An organization’s Bylaws do not need to be changed or edited annually.  In fact, this is ill-
advised.  However, the Bylaws should be reviewed annually and Association members should have a 
regular, well-understood process for proposing changes. 
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 COMMITTEES 

 ELECTIONS 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2020; May 2021 
 

POLICY The WSACA President makes appointments of all committees deemed necessary, 
and names the Chair or co-chairs thereof (Bylaws Article IV Section 1). 

1.  This committee consists of at least four members, including: 

 The Chair of the Elections Committee 

 A Vice-Chair, with the expectation that the Vice-Chair will become the Chair in a 
subsequent year 

2. The Committee Chair will be the point of contact and responsible for committee deliverables. 

3. The Elections Committee will plan and direct an annual statewide Elections Conference, in 
conjunction with the Secretary of State’s Elections Division.  The Conference is held in June.  

4. The Elections Committee will collaborate with the Secretary of State’s Elections Division, helping to 
plan and coordinate training events for county elections staff, as needed.  The OSOS is responsible 
for delivering curriculum content for certification hours. WSACA provides conference planning and 
provides OSOS with budget parameters, time constraints, etc. 

5. The Elections Committee will read, make technical comments, and recommend WSACA’s position 
on legislation referred to it by the WSACA Legislative Committee.  Reviews may include drafting 
fiscal notes, upon request. Reviews of legislation will be completed within three (3) business days 
of the referral.  

6. The outgoing Committee Chair must submit conference proposals (date, location and preliminary 
budget) for the following two years to the WSACA Executive Board no later than May 1. 2 

  
  

                                                           
2
 This means that the outgoing Committee Chair will make decisions that the incoming committee will implement. 

Ideally, the incoming Committee Chair will come from within the committee, highly-involved in the decision 
making during the prior year.   
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PROCEDURE  

1. Each year, the Elections Committee will determine date and location of the statewide Elections 
Conference. Due to the scale of this large conference, the Elections Committee will identify the 
conference site and date two years in advance. At any given time, WSACA will have secured 
Election Conference sites and dates for two consecutive years.  

2. A Conference budget should include revenue: Registration fees, vendor fees, and other income.  
The budget should also include expenses: Meeting room costs, speaker fees, catering costs, 
printing, projected scholarships, and other expenses. 
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 COMMITTEES 

 FINANCE 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2021 
 

POLICY The WSACA President makes appointments of all committees deemed necessary, 
and names the chair or co-chairs thereof (Bylaws Article IV Section 1).   

1.  This committee consists of at least two members, including the Chair. 

2. The Committee Chair will be the point of contact and responsible for committee deliverables. 

3. The Finance Committee will plan and direct a statewide Finance Conference, as needed.  The 
Finance Committee makes the determination as to whether a statewide conference is needed.  The 
Finance Conference is held in April, if needed.  

4. The Finance Committee will collaborate with the State Auditor’s Office, helping to plan and 
coordinate regional training events.  

5. The Finance Committee will read, make technical comments, and recommend WSACA’s position on 
legislation referred to it by the WSACA Legislative Committee.  Reviews may include drafting fiscal 
notes, upon request. Preliminary reviews of legislation will be completed within three (3) business 
days of the referral.  

6.  The outgoing Committee Chair must submit conference proposals (date, location and preliminary 
budget) for the following calendar year to the WSACA Executive Board no later than May 1. 3 

  
PROCEDURE  

1. If the Finance Committee chooses to have a statewide Finance Conference, the committee must 
submit a budget to the WSACA Budget Committee no later than the Annual Conference. The 
Finance Conference budget should include: Registration fees, vendor fees, other income; Meeting 
room costs, speaker fees, catering costs, printing, projected scholarships, and other expenses. 

 

  

                                                           
3
 This means that the outgoing Committee Chair will make decisions that the incoming committee will implement. 

Ideally, the incoming Committee Chair will come from within the committee, highly-involved in the decision 
making during the prior year.   
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 COMMITTEES 

 LEGISLATIVE 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016; June 2019; May 
2021 

 

POLICY The Legislative Committee is a standing committee (Bylaws Article IV Section 3).   
 
The WSACA President makes appointments of all committees deemed necessary, 
and names the chair or co-chairs thereof (Bylaws Article IV Section 1).   

1. The Committee Chair will be the point of contact and responsible for committee deliverables. 

2.  This committee consists of at least four members, including: 

 The Chair of the Legislative Committee 

 A Vice-Chair, with the expectation that the Vice-Chair will become the Chair in a 
subsequent year 

3. Annually, the Legislative Committee will lead the Association through a process to identify and 
prioritize its legislative issues, submit two priorities to the Washington Association of County 
Officials (WACO), and identify additional priorities for WSACA. 

4. The Legislative Committee may plan and direct a statewide Legislative Day at the Capitol, as 
needed.   

5. The Legislative Committee will collaborate with the Secretary of State, the Department of 
Licensing, the Washington Association of County Officials (WACO), the State Auditor’s Office, or 
other necessary organizations, to plan and coordinate the Association’s lobbying action and related 
legislative events.  

6. The Legislative Committee will:  

 Identify legislative bills of interest to the Association. 

 Promptly refer bills to the appropriate Standing Committee for evaluation.  

 Recommend Association positions on bills, after assessing the relevant Committee’s 
recommendation 

 Monitor bill action.  

 Coordinate hearing testimony, meetings with legislators, and position / technical papers. 
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PROCEDURE  

1. Each year, the Legislative Committee will determine whether a Legislative Day will be held in the 
following calendar year.   

2. Each year between the months of April and May, the Legislative Committee will solicit legislative 
proposals from the Association members.  Legislative proposals will be submitted using a template 
approved by the Legislative Committee. The Legislative Committee will distribute all proposals to 
the Association membership for review.  

3.  Each year at the annual Elections Conference (June), the Legislative Committee will facilitate a 
discussion of the legislative proposals.   The Association members will vote to select up to two 
legislative priorities for WACO and up to two additional legislative priorities (which would not 
receive WACO lobbying resources).  

4. The Legislative Committee is responsible for preparing and transmitting WSACA’s legislative 
priorities to WACO by mid-August, as stipulated by WACO.  The WACO Board of Trustees and the 
WACO Membership will vote on each affiliate’s legislative priorities at the WACO Annual 
Conference in October.  

  
TRADITIONS  

1. The Association’s Legislative Committee honors an Auditor with the “Heavy Hitter” award to 
acknowledge the Auditor’s legislative influence or hard work during the legislative session.  

c. The Legislative Committee Chair is responsible for selecting the “Heavy Hitter” and 
ensuring that the appropriate inscription is made in time for the Annual Conference. 

d. The Heavy Hitter award has been given irregularly in no set cycle. Sometimes being 
awarded annually and sometimes awarded every three or five years.  

e. The award is an inscribed trophy that travels from winner to winner. 
f. When given, the award is made during the Conference Dinner at the WSACA Annual 

Conference. 
g.  Other awards of the Committee’s choosing may also be given. 
h. A list of award recipients is located in the Appendices. 
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WSACA Legislative Review 

Process/Approach 
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Principles for Evaluating Proposals 
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 COMMITTEES 

 LICENSING 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2018; May 2021 
 

POLICY The WSACA President makes appointments of all committees deemed necessary, 
and names the chair or co-chairs thereof (Bylaws Article IV Section 1).   

1.  This committee consists of at least two members, appointed by the President. 

2. The Committee Chair will be the point of contact and responsible for committee deliverables. 

3. The Licensing Committee – in concert with the Recording Committee - will plan and direct a 
statewide Licensing / Recording Conference, as needed.  The Licensing Committee – in concert with 
the Recording Committee - makes the determination as to whether a statewide conference is 
needed.  The Licensing / Recording Conference is held in March or September, if needed. 

4. The Licensing Committee will collaborate with the Department of Licensing, helping to plan and 
coordinate regional training events for agents and subagents. The Department of Licensing makes 
the determination of need and frequency for regional trainings.  

5. The Licensing Committee will read, make technical comments, and recommend WSACA’s position 
on legislation referred to it by the WSACA Legislative Committee.  Reviews may include drafting 
fiscal notes, upon request. Preliminary reviews of legislation will be completed within three (3) 
business days of the referral.  

6.  The outgoing Committee Chair must submit conference proposals (date, location and preliminary 
budget) for the following calendar year to the WSACA Executive Board no later than May 1. 4 

 
 

PROCEDURE  

1. Each year, the Licensing and Recording Committees will determine whether or not a statewide 
Licensing / Recording Conference will be held.  This decision must be made no later than the 
Annual Conference.   

2. The Licensing / Recording Conference budget should include: Registration fees, vendor fees, other 
income; meeting room costs, speaker fees, catering costs, printing, projected scholarships, etc. 

 

                                                           
4
 This means that the outgoing Committee Chair will make decisions that the incoming committee will implement. 

Ideally, the incoming Committee Chair will come from within the committee, highly-involved in the decision 
making during the prior year.   
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 COMMITTEES 

 NOMINATING 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016; May 2020; May 
2021 

 

POLICY The Nominating Committee is a standing committee (Bylaws Article IV Section 3).   
 
The WSACA President makes appointments of all committees deemed necessary, 
and names the chair or co-chairs thereof (Bylaws Article IV Section 1). 
 
See also, Bylaws Article III Section 9. 

1.  This committee consists of at least two members, including the Chair. 

2. The Committee Chair will be the point of contact and responsible for committee deliverables. 

3. The Nominating Committee shall annually prepare (six days prior to the Annual Conference) a list 
of nominations for the following Association offices: 

 President 

 Vice President 

 Secretary 

 Treasurer 

 Four (4) District Directors representing each of the four districts in the state 

 VoteWA Executive Steering Committee (ESC). 

4. The Nominating Committee shall biennially prepare (six days prior to the Annual Conference) a list 
of nominations for the WSACA Delegate to the Washington Association of County Officials’ Board 
of Trustees. 

5. This committee will receive all nominations, recruit nominees as needed, and confirm with each 
nominee that they are willing to serve.  

6. This committee shall prepare ballots for voting at the Annual Conference, as well as prepare and 
distribute absentee ballots for any WSACA member in good standing who has contacted the 
WSACA President.  

7. To provide for absentee ballots (and proxy voting), no nominations will be taken from the floor as 
stated in Bylaws Article III Section 9 

8.   If a single office has more than one nominee, this committee will administer the election at the 
Annual Conference. 
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PROCEDURE  

1. Nominations shall be called for by the WSACA President 30-days prior to the Annual Conference. 

2. Nominations will be submitted to the Nominating Committee.  

3.  Nominations shall be closed at 8:30 p.m. on the first day of the Annual Conference. 

4. 
 

5.  

Members unable to attend the Annual Conference must notify the WSACA President that they wish 
to vote absentee, no later than 3 days prior to the commencement of the Annual Conference. 
 

For positions with more than one candidate (contested elections):  
a. The Committee will arrange a time at the Annual Conference for each candidate to speak 

to the membership.  
b. If a candidate is not present, he/she may have a proxy read his/her statement.  
c. No questions of the candidates will be taken from the floor. 
d. The Election will be conducted with paper ballots and counted by the Nominating 

Committee.  
e. Both absentee and proxy voting, properly submitted, will be accepted. 
f. A candidate needs a simple majority to win the election. 
g. A coin toss will determine the winner if the count shows a tie vote.  
h. Contests for District Representative may be voted on only by members from that District. 

 
  



   30 
 

 

 COMMITTEES 

 RECORDING 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2021 
 

POLICY The WSACA President makes appointments of all committees deemed necessary, 
and names the chair or co-chairs thereof (Bylaws Article IV Section 1).   

1.  This committee consists of at least two members, including the Chair. 

2. The Committee Chair will be the point of contact and responsible for committee deliverables. 

3. The Recording Committee – in concert with the Licensing Committee - will plan and direct a 
statewide Licensing / Recording Conference, as needed.  The Recording Committee – in concert 
with the Licensing Committee - makes the determination as to whether a statewide conference is 
needed. The conference is held in March or September, if needed. 

4. The Recording Committee will collaborate with the Secretary of State’s Archives Division, to assist 
with training, statewide Recording Conference content, etc.  

5. The Recording Committee will read, make technical comments, and recommend WSACA’s position 
on legislation referred to it by the WSACA Legislative Committee.  Reviews may include drafting 
fiscal notes, upon request. Preliminary reviews of legislation will be completed within three (3) 
business days of the referral.  

6.  The Recording Committee is responsible for maintaining the WSACA Recording Manual (update, 
publish and disseminate).  

7.  The most current version of the WSACA Recording Manual will be posted on www.WSACA.org. 

8.  The outgoing Committee Chair must submit conference proposals (date, location and preliminary 
budget) for the following calendar year to the WSACA Executive Board no later than May 1. 5 

  
  

                                                           
5
 This means that the outgoing Committee Chair will make decisions that the incoming committee will implement. 

Ideally, the incoming Committee Chair will come from within the committee, highly-involved in the decision 
making during the prior year.   
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PROCEDURE  

1. The Licensing / Recording Conference budget should include: Registration fees, vendor fees, other 
income; meeting room costs, catering costs, printing, projected scholarships, and other expenses. 

2.  The Recording Committee shall lead the annual review of the WSACA Recording Manual, between 
December and February. 

3.  The Recording Committee Chair is responsible for ensuring that the most up-to-date version of the 
WSACA Recording Manual is posted on www.WSACA.org. 
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 FINANCE 

 NSF / DISHONORED CHECKS 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2018 
 

POLICY A service charge of $30.00 will be assessed on checks tendered in payment to 
WSACA and returned by the bank as uncollected (NSF) funds.  

PROCEDURE  

1. The WSACA Treasurer will:  

a. Reverse the payment in the accounts receivable. 

b. Send an invoice or statement to the responsible individual, company or County, with the original 
payment owed, plus a $30.00 service charge. 

c. Apply payment to the invoice upon receipt of payment of the returned check and service charge. 
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 FINANCE 

 DUES 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016; May 2018; May 
2020 

 

POLICY An annual Association membership fee shall be established by the Executive Board. 
A member is “in good standing” so long as membership dues are paid (Bylaws: 
Article II Section 2). 
 
 

1. The budget Committee will review dues assessments during preparation of the annual Budget and 
make recommendations to the Executive Board. 

2.  Dues are billed by December 1 and due in January for the following year. 

3.  Dues are assessed by county OFM population size at the following cost:  

 

 $500 for counties of 1,000,001 or more. 

 $450 for counties between 500,001 and 1,000,000. 

 $400 for counties between 400,001 and 500,000. 

 $350 for counties between 100,001 and 400,000. 

 $300 for counties between 50,001 and 100,000. 

 $250 for counties between 20,001 and 50,000. 

 $200 for counties between 0 and 20,000. 

 

4.  The Treasurer, or authorized representative, shall prepare and send annual Association dues 
notices, no later than December 1. 

5. The Treasurer, or authorized representative, shall maintain records of dues payments, to account 
for members in good standing. 
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 FINANCE 

 RECORDKEEPING 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2018 
 

POLICY The Treasurer is responsible for overseeing the maintenance of the WSACA financial 
records. 

1. Association bookkeeping and accounting is performed by a contracted professional representative 
using Abila MIP Fund Accounting software. 

2.  The Treasurer is responsible for the review and approval of the bank statements, financial 
transactions, and financial reports on a regular basis. 

3. Abila MIP financial records will be backed-up using the contracted professional representative’s IT 
server back-up protocol. Additional electronic financial records will be kept in DropBox folders and 
access to the folders will be transferred to the incoming Treasurer and incoming President. Hard 
copy financial records will be kept secured by the contracted professional representative and 
available for the review at the request of the Treasurer and President. 
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 FINANCE 

 MISCELLANEOUS REIMBURSEMENT 

 ADOPTED: MAY 2015 

 REVISION DATES:  
 

POLICY The Association may reimburse its members for miscellaneous expenditures, if 
those expenditures are pre-approved and related to the business of the Association. 

1. Reimbursement shall be made from either the Sunshine Fund or the Association’s operating fund, 
depending upon the nature of the expenditure. 

2.  Expenditures by members other than Committee Chairs or members of the Executive Board must 
be pre-approved, at least seven (7) days in advance, by the Association President using the 
approved WSACA Expense Form. 

3. Expenditures made by the President don’t require pre-approval, but must be reviewed and 
approved by the Executive Board (reflected in the meeting minutes of the Executive Board). 
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 FINANCE 

 SCHOLARSHIPS 

 ADOPTED: MAY 2015 

 REVISION DATES:  
 

POLICY The Association may . . .  

 Waive event registration 

 Reimburse event registration for its members and / or their county staff.    

 Award scholarships when they enable event attendance that otherwise 
wouldn’t be possible.  

1. The WSACA Executive Board will include scholarships in the Association’s Annual Budget.  

2. Scholarships may be used in conjunction with travel reimbursement, if so approved.  

3.  Scholarships will be limited to one person per county to attend a WSACA conference or meeting.  

4. Scholarships must be pre-approved, at least seven (7) days in advance, by the Conference Chair, if the 
event is a WSACA Conference.   For events other than a WSACA Conference, approval will come from 
the Association President, using the WSACA Expense Request Form. 

5.  The amount of financial assistance will be the minimum necessary to facilitate attendance. 

6.  Scholarships will be used primarily for registration and lodging.  As much as possible, complimentary 
rooms at conference sites will be used to offset lodging expenses for scholarship recipients. 

7. A priority for scholarships will be to assist newly-elected Auditors to attend the Newly Elected Officials 
Conference, if their counties will not pay. 

8.   Scholarships may not be used to supplant available county funds. 

  

PROCEDURE  

1. Association members may apply for a scholarship for themselves or their designated staff member, 
using the WSACA Expense Form. 

2. If the scholarship will be applied to an Association statewide conference, the Chair of the responsible 
committee will approve or deny the request, based on the approved conference budget. 

3.  If the scholarship pertains to a meeting / event other than a WSACA Conference, the Association 
President will approve or deny the request.   

4. The President will reach out to newly-elected auditors to determine if they need assistance to attend 
the Newly Elected Officials Conference. 

5. Once a scholarship has been approved, the approver will notify the Treasurer of the approval. 
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 FINANCE 

 SUNSHINE FUND 

 ADOPTED: JULY 2014 

 REVISION DATES: May 2018 
 

POLICY The Association maintains a Sunshine Fund to finance activities outside the scope of 
the Association’s normal operations. The Sunshine Fund is not administered by any 
professional contract representative. 

1. The Sunshine Fund is established to extend well wishes, condolences and heartfelt thanks to 
members of the Association (or others). 

2. The Sunshine Fund may be used for other purposes, as approved by the President or Executive 
Board. 

3. The Sunshine Fund is monetized in three ways:  

 Association Members make an annual $25 personal donation.  

 The Association holds fundraisers for the express purpose of donating to the Sunshine 
Fund.  

 Personal Device fines (phone, tablet, or another personal electronic device).  If the device 
rings or chimes during an Association event, the member will make a $25 donation.  

4. No county funds may be used as donations to the Sunshine Fund.  

5. The Treasurer will be responsible for managing the Sunshine Fund, to include:  

 Accepting donations 

 Making expenditures 

 Processing expenditure reimbursements to members.  

6. Expenditures other than by members of the Executive Board must be pre-approved, at least seven 
(7) days in advance, by the Association President or the Executive Board, using the approved 
Reimbursement Request Form. 

7. The Treasurer will account for the Sunshine Fund separately from the Association’s operating fund. 
And the Sunshine Fund is not administered by any professional contact representative. 
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 FINANCE 

 TRAVEL REIMBURSEMENT 

 ADOPTED: MAY 2015 

 REVISION DATES: 
 

POLICY The Association may reimburse its members and / or their county staff for travel 
when:   

1. Reimbursement enables event attendance that otherwise wouldn’t be 
possible.   

2. Critical Association business requires extraordinary travel which the 
member’s county can’t underwrite. 

1. The WSACA Executive Board will include travel reimbursement in the Association’s Annual Budget.  

2. Travel expenditures eligible for reimbursement include:  Lodging, mileage, airfare, train or ferry 
tickets, and necessary meal expenses. 

3.  Travel expenditures must be pre-approved, at least seven (7) days in advance, by the Association 
President, using the approved WSACA Expense Form. 

4. All travel expenditures must be obtained at the most economical price.  

5. The following travel expenditures are NOT reimbursable:  Alcohol, valet services, entertainment, 
expenses of spouse or family, and expenses that result from negligence (examples: locked cars, 
parking tickets, late fees).  

6.   Travel reimbursements may not be used to supplant available county funds. 
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 MEETINGS 

 CONFERENCE CALLS 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2018 
 

PROCEDURE Conference calls may be used at any time for WSACA business.  Two services are 
available:  
 

1. “Free Conference Call.”  
2. WSAC Conference Call service.  

1.  Free Conference Call is a free service, but has a tendency to have technical issues in conference 
centers and hotels. If you opt for Free Conference Call:  

Visit https://www.freeconferencecall.com/ 

Create a user account. 

Once you’ve established your account, you receive a unique call-in number and conference ID.   

You can use these unique numbers over and over again.  This is particularly convenient for 
Committee Chairs, who may want to establish a meeting series and maintain the same call-in 
number and conference ID. 

When creating an appointment, be sure to put the call-in number and conference ID in the 
“Location” line. 

2.  WSAC Conference Call service is the more reliable option for conference sites. It has a control 
panel function for the organizer and provides visibility of attendees and the ability to mute 
participants.  

WSAC Conference Call does have a cost, which will be charged to WSACA:  

 Toll Dial-in rate: $0.02 per minute, per caller.  

 Toll-Free Dial-in rate: $0.035 per minute, per caller.   
 
Conference Call Information: 
Dedicated Toll Dial-in: 1 206-858-8066  
Toll-Free Dial-in (US/Canada): 1-800-356-8278 
Conference Code: 390184  
Host Code: 8630  

 

https://www.freeconferencecall.com/
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IMPORTANT INSTRUCTIONS:  

Give your callers the conference dial-in and 6-digit conference code: 390184 with a date and 
time you plan to host the call. They'll need to dial in with those two numbers at the time 
specified.  

To begin a call as the host: Dial your conference line and enter your conference code: 390184 
then your host code: 8630. 
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 MEETINGS 

 PROXY VOTING 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016 
 

POLICY Members may vote by proxy (Bylaws Article III, Section 9). 
 

1. Members may submit a proxy vote by designating another member or staff 
person to cast a vote on their behalf. 

2. The designee must appear in-person at the meeting. 

3. 
 
4. 

Proxy votes will be allowed for action items at regular meetings.  

Members voting by proxy shall not be considered when establishing a 
quorum for the meeting. 

PROCEDURE  

1. To make a designation, the member needs to send an email to the Secretary 
24 hours before the meeting naming his/her designee.  

2. 

3. 

Proxy votes will be accounted for in the meeting minutes.  

Members present at meetings who have to leave before voting takes place, 
may designate a proxy at the meeting. 
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 MEETINGS 

 ESTABLISHING A QUORUM 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016 
 

POLICY A quorum is required to take action. 
 
Executive Board:  A quorum shall consist of at least five (5) Executive Board 
Members.  
 
Regular meetings or special meetings: A quorum shall be no fewer than 16 WSACA 
Members in good standing.  Members who appear telephonically or by video 
conference will count toward a quorum.  
 
(Bylaws Article III, Section 8) 

1. Members voting by absentee or by proxy do not count toward a quorum (unless the proxy vote is 
carried by the member’s designated staff person, participating in-person at the meeting).  

2. Members participating by phone or video do count toward a quorum. 

3. Unless they are a designated staff person casting a proxy vote on behalf of the member, Deputy 
Auditors or staff aren’t recognized as WSACA members, are not eligible to vote, and don’t count 
toward a quorum.  
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 MEETINGS 

 REGULAR MEETINGS 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016 
 

POLICY Regular meetings of the Association may take place in conjunction with WSACA’s 
statewide events: 
 

 Annual Conference 

 Elections Conference 

 Finance Conference 

 Licensing Conference 

 Recording Conference 

 Legislative Meetings of the Whole 
 
(Bylaws Article VI Section 2) 

1. Regular meetings of the Association are held to act and conduct Association business. 

2. Regular meetings will occur no less than four (4) times a year, on a quarterly basis. 

3. Regular meetings will be held in conjunction with the Association’s statewide conferences and / 
or Legislative Committee Meetings to which all Auditors are invited (AKA “Legislative Committee 
of the Whole”). 

4. A meeting packet (agenda, committee reports, issue papers, etc.) will be distributed no less than 
seven (7) days prior to the meeting.  Agenda items which require a vote will be so identified on 
the agenda. 

5.  Regular meetings must provide alternative means for participation, such as telephone or video 
conferencing. 

  
PROCEDURE  

1. The President, in collaboration with the Standing Committee Chairs, will identify regular meeting 
time during a statewide conference or a Legislative Committee of the whole.    

2. The Secretary is responsible for publishing the meeting notice and distributing meeting packets.  
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 MEETINGS 

 VIDEO CONFERENCING 

 ADOPTED: MAY 2015 

 REVISION DATES: 
 

PROCEDURE Video conferencing (e.g. “Polycom”) may be used for any WSACA business.  The 
Secretary of State’s Archives Branches offer video conferencing – free of charge – to 
our Association. 

1.  Although there are seven OSOS Archives Branches, a maximum of four (4) branches can be linked 
in a video conference.  

2.  WSACA uses four of these five OSOS Archives Branches:  Bellevue, Bellingham, Cheney, Ellensburg, 
& Olympia. 

3.  To make a reservation for Video Conferencing, call the State Government Archives in Olympia at 
(360) 586-1492.   

4. Ask meeting participants to arrive 10 minutes prior to the meeting start time.  

5. Ask meeting participants to RSVP and indicate which site they will use. Communicate the expected 
attendance to the coordinator at the State Government Archives in Olympia. 

6 Video Conference meetings need to respect the operating hours of the Archive Branches.  
Therefore, meetings may not begin earlier than 9 am and may not last beyond 4 pm.  

7. Conference calling is not an option during Video Conferencing.  They are mutually exclusive. 
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 CONFERENCES 

 CONFERENCE CHAIR 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2018 
 

POLICY Committee Chairs serve ex officio as chairs of their respective conferences. 
Committee chairs will review the WSACA Contract - Final 11-3-15 that details the 
Conference Planning and Support Services WSAC will provide.  

1. The Legislative Committee Chair is the Legislative Conference Chair. 

2. The Recording Committee Chair and the Licensing Committee Chair serve as co-chairs for the 
Licensing / Recording Conference. 

3.  The Finance Committee Chair is the Finance Conference Chair. 

4. The WSACA Vice-President is the Chair of the Annual Conference. 

5. The Elections Committee Chair is the Chair of the Elections Conference.  
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 CONFERENCES 

 HOST COUNTY 

 ADOPTED: MAY 2015 

 REVISION DATES: 
 

POLICY When a conference location is selected, the Conference Chair will contact the 
County Auditor of the Host County and ask them to assist with the conference. 
 
The degree to which the Host County participates is completely voluntary. The Host 
County will be asked to provide: 
 

 Greeting speaker (greetings from the Mayor, for example). 

 Trinkets or goodies for registration bags. 

 After-hours tours or activities that showcase their County.  

 Possible corporate sponsors. 

 Recommendations and reservations for area restaurants for meetings or 
fellowship. 

  
PROCEDURE  

1. Notify the County Auditor several months in advance of the conference.  

2.  Invite the County Auditor to join your conference committee.  

3. Acknowledge the County Auditor in your program, and with a thoughtful gift.  

 

  



   47 
 

 

 CONFERENCES 

 LOCATIONS 

 ADOPTED: MAY 2015 

 REVISION DATES: 
 

POLICY The Election Conference, due to size and scale, is necessarily held in a large 
metropolitan city (e.g. Seattle, Spokane). 
 
The Legislative Conference is always held in Olympia. 
 
The Finance, Recording, and Licensing Conferences should alternate between 
Eastern Washington and Western Washington.  Every attempt shall be made to 
book a diversity of locations. 
 
The location of the Annual Conference is determined by the Vice President. 
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 CONFERENCES 

 INVITED GUESTS & VENDORS 

 ADOPTED: MAY 2015 

 REVISION DATES: 
 

POLICY Conference committees may invite guests to attend a WSACA conference, as 
presenters, speakers, panelists, and dignitaries.  However, costs related to invited 
guests shall be paid from the conference budget. 

1. Conference committees may invite guests to attend a WSACA conference, as presenters, speakers, 
panelists, and dignitaries. 

2. Conference committees determine whether invited guests have their conference registration fee 
waived or reduced, receive complimentary lodging, or receive reimbursement for travel costs. 

3. Costs associated with invited guests shall be paid from the conference budget, as needed. 

4. Travel costs are only reimbursed for invited guests, not spouses or associates.   

5. No waivers of any registration fees, meals and/or lodging will be made for Association members or 
members of their staff unless the individuals are recipients of an Association conference 
scholarship. 

6.  Vendors may not use hotel room block(s) unless they are registered to attend the conference and 
pay the conference registration fee. 

7. Vendors who use an Association conference as an opportunity to host a “user group” or “customer 
meeting” must register as vendors and pay for any conference facility rooms and any additional 
costs, such as catering.  Vendors are responsible for their own planning of these events. 
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 CONFERENCES 

 REGISTRATION – SUBSTITUTION, SHARED, 
AND CANCELLATION 

 ADOPTED: MAY 2020 

 REVISION DATES: May 2021 
 

POLICY   

 1. WSACA Conference Committees may no longer enter into additional room blocks. A rate 
quote can be secured at a nearby property for those unable to book within the official 
room block. 

2. WSACA will not issue refunds for cancellations received fourteen (14) days or less before 
conference start date. 

3. WSACA will release any remaining rooms thirty (30) days before conference start date if 
room block is not 5% over contracted attrition. 

4. Multiple rooms may not be held under one name. Those with a room must be registered. 
Failure to register ten (10) days after securing a room will result in a room cancellation. 

5. WSACA will implement a room cancellation fee of $50 to be assessed by the hotel if rooms 
are canceled fourteen (14) days or less before conference start date. Fees collected by the 
hotel will go towards the WSACA master bill.  

6. WSACA will charge a registration fee of at least $50 per person for virtual conferences. 

 

 
SUBSTITUTION POLICY: Replacement of a registered WSACA attendee by a business 
colleague/coworker will be accepted. A $10 processing fee will apply to all substitutions. Original 
registrants’ registration will be refunded minus the processing fee and the new registrant must 
register as a new attendee to complete registration. The new registrant must be named in the 
written notification and register before the original registrant is refunded. 

SHARED REGISTRATION POLICY: WSACA does offer the option to share a conference registration 
between those employed in the same county. Those wishing to split their registration will need to 
submit a request in writing to wsacaevents@wsac.org three (3) business days prior to the start of 
the conference. Shared registrant will need to complete an online registration which will be 
provided after request is received. Shared registrations will be assessed a processing fee of $25 
which will be due upon registering. WSACA limits the number of shared registrations to two (2) 
employees per one (1) full conference registration. Shared registrations are limited to a single day. 

CANCELLATION POLICY: All registrations are subject to a non-refundable $50 processing fee. 
Cancellations made in writing (wsacaevents@wsac.org) more than fourteen (14) days before 
conference start date will receive a refund of the registration fee minus a $50 processing fee. 
Cancellations made fourteen (14) days or less before conference start date are non-refundable. 
This policy applies to all registrations, including those forms accompanied by a Purchase Order 
(PO). No-shows are subject to full payment. Unpaid no-shows will be invoiced. 

mailto:wsacaevents@wsac.org
mailto:wsacaevents@wsac.org
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 CONFERENCES 

 SCHEDULE 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2018; May 2021 
 

POLICY WSACA hosts five statewide conferences: Annual, Elections, Finance, Legislative, 
and Licensing / Recording.   
 
The Annual Conference and the Elections Conference are annual events.   
 
The Elections, Finance, Legislative, and Licensing / Recording Conferences are 
recommended to be held annually, as determined by each committee chair. 

1. The Legislative Conference (AKA Legislative Day or Hill Day) is held in January, if needed. 

3. The Finance Conference, if needed, is held in April. 

4. The Annual Conference is held in May.  This is the Association’s annual business meeting, required 
in Bylaws. 

5. The Elections Conference is held in June.  It is planned in conjunction with the Secretary of State’s 
Elections Division.  

The conference site and date is determined two years in advance.  This means that at any given 
time, WSACA will have secured Elections Conference sites and dates for two consecutive years. 

6. The Licensing / Recording Conference is held in March, if needed.  

  
PROCEDURE Finance, Legislative, Recording, and Licensing Committees plan and direct their 

respective statewide conference, as needed.  Committees will review the 
Contract(s) for WSACA Administrative Support that details the Conference Planning 
and Support Services WSAC will provide. 

1.  The outgoing Committee Chair must submit conference proposals (date, location and preliminary 
budget) for the following calendar year to the WSACA Executive Board no later than May 1. 6  In 
the case of Elections, conference proposals are made two years in advance. 90-days after the 
conference, an RFP is issued by WSAC for conference facilities for the next year’s conference. 

 

                                                           
6
 This means that the outgoing Committee Chair will make decisions that the incoming committee will implement. 

Ideally, the incoming Committee Chair will come from within the committee, highly-involved in the decision 
making during the prior year.   
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 COMMUNICATION 

 EMAIL 

 ADOPTED: MAY 2015 

 REVISION DATES: 
 

POLICY WSACA strives to communicate frequently with its members and encourages 
communication among members.  However, the Association values orderly, easy-to-
understand email that contains “need-to-know” information.   
 
Any WSACA member may send emails to the WSACA distribution list. The 
Association asks members to follow email procedures.  

  
PROCEDURE  

1. The sender places his or her own name in the “To . . .” line. 

2. In the “Bcc . . .” line, place the WSACA distribution list.  

3. Add other stakeholders or agency staff to the “Cc . . .” line.  This alerts your distribution list that 
others are included in the communication (Ex: OSOS staff or DOL staff).  

3. In the body of the email, create a salutation that indicates who is receiving the email.  Ex:  
“Auditors,” or “WSACA Members.”  

4.   Place a short, specific topic in the “Subject” line.  

 5.  Never “reply all,” unless specifically asked to do so.  

6. When you reply, be sure to use the same topic in the “Subject” line. 

7. If you change topics (“By the way, what’s happening with the Conference?”), start a new email and 
use a new topic in the “Subject” line.  

 

  



   52 
 

 

 COMMUNICATION 

 SURVEYS & REQUESTS FOR INFORMATION 

 ADOPTED: MAY 2015 

 REVISION DATES: May 2016 
 

POLICY Association members are encouraged to learn from each other.  Auditors should 
compare policies and procedures, or seek advice from other Auditors.  
 
Survey Monkey is an online tool which may be used to solicit and collect 
information.  Members should export the results and share with the Association 
members.  

1.  Survey Monkey is the Association’s standard tool for soliciting statewide Auditor information (polls, 
comparisons, opinions).  

2. Any WSACA member may publish a survey. No approval is needed. 

3. If an Auditor initiates a survey, they should send the results to WSAC who should share the results 
with the Association membership. 

4. Surveys of fewer than 10 questions are free.  For longer surveys, use the services of WACO.  WACO 
maintains a membership in Survey Monkey and will help design, create, and post the survey for 
you. 

 
 

PROCEDURE  

1. Visit Survey Monkey at www.surveymonkey.com. 

2. Establish your username and password.  

3. Create a Survey. 

4.   To send your survey, “Collect Responses.” Select “Web Link Collector.”  Share a web link via your 
email, by copying and pasting the link into your email message.  

 5.  When the survey is closed, “Analyze Results.”  Select “Export All.”  Select “All Summary Data.” 
Select “.PDF format.”  Be sure to “include open-ended responses.”  

6. Send the PDF document to your WSACA distribution list. 

7. Archive the PDF document.  
 

http://www.surveymonkey.com/
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Washington State Association of County Auditors 

Past Presidents  

1905 – Current  

Year Name County 

1905 I.M. Howell Pierce 

1906 I.M. Howell Pierce 

1907 I.M. Howell Pierce 

1908 I.M. Howell Pierce 

1909 I.M. Howell Pierce 

1910   

1911 R.W. Butler Spokane 

1912 A. Van Wyck Whatcom 

1913 J.W. Sweazy Walla Walla 

1914 D.N. Gellatly Chelan 

1915 H.H. Murray Pend Oreille 

1916 D.W. Monfort Lewis 

1917 A.R. Metz Whitman 

1918 (no convention)  

1919 P.T. Lee Snohomish 

1920 N.M. Wardall King 

1921 J.A. Stewart Spokane 

1922 W.R. Cox Franklin 

1923 J.W. Warren Clallam 

1924 Edmund B. Riley Yakima 

1925   

1926 Elmer H. Bartlett Spokane 

1927 F.E. Bertrand Skagit 

1928 Sam Dunn Pacific  

1929 J.W. Warren Clallam 

1930 H.D. Ranner Cowlitz 

1931 Geo A. Grant King 

1932 Fred T. Briggs Yakima 

1933 Frank J. Glover Spokane 

1934 Laura Schragg Adams 

1935 
Chao M. 
Hastings 

Lewis (didn't 
serve) 

Note  ?? 
Harold B. 
Kellogg Grays Harbor 

1936 E.M. Gilletta Chelan 

1937 Mabel J. Foesa Skamania 

1938 C.C. Baughman Whatcom 

1939 Earl Millikin King 

1940 H.H. DeHart Cowlitz 

1941 Edgar Smith Kitsap 

1942 Ross Nielson Pacific  

1943 (no convention)  

1944 W.H. Dorr Walla Walla 

1945 Harold Quick Lewis 

1946 
James M. 
Snowden Kittitas 

1947 Sarah Ivie Cowlitz 

1948 Geo P. Dubuque Snohomish 

1949 Harold Purdin Yakima 

1950 
Edward 
Danielson Skagit 

1951 Frank J. Glover Spokane 

1952 Cole R. Walls Okanogan 

1953 Verna Jacobson Pacific  

1954 Pauline Lust  Whitman 

1955 Mary Birdwell Grays Harbor 

1956 Robert Lake Chelan 

1957 Jack W. Sonntag Pierce 

1958 Gladys Gilman Walla Walla 

1959 
Margaret 
McPherson Kitsap 

1960 
Bruce 
Werthington Clark 

1961 J.W. Libby Island 

1962 Jack Peddycord Grant 

1963 Dorothy Towne Franklin 

1964 Walla Hansen Whatcom 

1965 Nolan C. Mason Mason 

1966 
Ruth H. 
Swanson Pend Oreille 

1967 Robert A. Morris King 

1968 Susie B. Razey Adams 

1969 
Robert I. 
Venenom  Lewis 

1970 
Toinette 
Habershan Asotin 

1971 C. Wesley Leach Thurston 

1972 Alice Thorne Clallam 

1973 Alice Thorne Clallam 
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1974 
Mary 
Faymonville Wahkiakum 

1975 Marion Darter Kittitas 

1976 Jack Trent Cowlitz 

1977 LaDoris Smith Asotin 

1978 Ted Wright Kitsap 

1979 Nancy J. Evans Klickitat 

1980 Duane E. Kemp Island 

1981 Larry Lindbloom Lincoln 

1982 Robert Johnson Pacific  

1983 
Frances 
Wadham Grant 

1984 C. Lynn Smith Walla Walla 

1985 
Beverly 
Allenbaugh Kittitas 

1986 Sherril Huff Kitsap 

1987 Mary Hordyk Clallam 

1988 Ken Housden Chelan 

1989 Gary Olson Skamania 

1990 Bettie Ingham Yakima 

1991 Dean Williams Snohomish 

1992 Bill Provost Stevens 

1993 
Darlene 
DeRosier Cowlitz 

1994 Laurie Evenhus Douglas 

1995 Diane Tischer Wahkiakum 

1996 Leon Long Adams 

1997 Sam Reed Thurston 

1998 Evelyn Arnold  Chelan 

1999 Karen Flynn Kitsap 

2000 Doug Cochran Yakima 

2001 Bob Terwilliger Snohomish 

2002 Bill Varney Grant 

2003 Vern Spatz Grays Harbor 

2004 Suzanne Sinclair Island 

2005 Corky Mattingly Yakima 

2006 Donna Eldridge Jefferson 

2007 Karen Martin Walla Walla 

2008 Thad Duvall Douglas 

2009 Kim Wyman Thurston 

2010 Jerry Pettit Kittitas 

2011 Pat Gardner Pacific  

2012 Vicky Dalton Spokane 

2013 
Walt 
Washington Kitsap 

2014 Shelly Johnston Lincoln 

2015 Brenda Chilton Benton 

2016 Milene Henley San Juan 

2017 
Brenda 
Sorenson Klickitat 

2018 Skip Moore Chelan 

2019 
Marianne 
Nichols Pend Oreille 

2020 Heidi Hunt Adams 

2021 Julie Anderson Pierce 

   

Green Represents Current Auditors 
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Washington State Association of County Auditors 

WSACA President’s Award for Outstanding Service Recipients 

Year Name County 

1986 Sam Reed Thurston 

1987 Dean Williams Snohomish 

1988 Bettie Ingham Yakima 

1989 Al Brotche Mason 

1990 Karen Flynn Kitsap 

1991 Liz Luce Clark 

1992 Jim Buck King 

1993 Bev Allenbaugh Kittitas 

1994 Bob Terwilliger Snohomish 

1995 Laurie Evenhus Douglas 

1996 Diane Tischer Wahkiakum 

1997 Bob Terwilliger Snohomish 

1998 Vern Spatz Grays Harbor 

1999 Doug Cochran Yakima 

2000 Bob Terwilliger Snohomish 

2001 Suzanne Sinclair Island 

2002 Cathy Pearsall-Stipek Pierce 

2003 Karen Martin Walla Walla 

2004 Shelly Johnston Lincoln 

2005 Thad Duvall Douglas 

2006 Bob Terwilliger Snohomish 

2007 Donna Eldridge Jefferson 

2008 Evelyn Arnold  Chelan 

 Corky Mattingly Yakima 

2009 Thad Duvall Douglas 

2010 Vicky Dalton Spokane 

2011 Marianne Nichols Pend Oreille 

2012 Thad Duvall Douglas 

2013 Brenda Chilton Benton 

2014 Jerry Pettit Kittitas 

2015 Kristina Swanson Cowlitz 

2016 Dolores Gilmore Kitsap 

2017 Thad Duvall Douglas 

2018 Julie Anderson Pierce 

2019 Vicky Dalton Spokane 

2020 Mary Hall Thurston 

2021 Julie Wise King 

 

 



58 
 

Washington State Association of County Auditors 

WSACA Legislative “Heavy Hitter” Award Recipients 

Year Name County 

1985 Sam Reed Thurston 

1986 -  

1987 -  

1988 -  

1989 -  

1990 Ken Housden Chelan 

1991 Liz Luce Clark 

1992 -  

1993 -  

1994 Jerry McInturff Skagit 

1995 Bob Terwilliger Snohomish 

1996 Evelyn Arnold  Chelan 

 Laurie Evenhus Douglas 

1997 Bill Donahue Spokane 

1998 Bob Terwilliger Snohomish 

1999 Vern Spatz Grays Harbor 

2000 Greg Kimsey Clark 

2001 Vicky Dalton Spokane 

2002 Suzanne Sinclair Island 

2003 Al Brotche Mason 

2004 Thad Duvall Douglas 

2005 Kim Wyman Thurston 

2006 Al Brotche Mason 

2007 -  

2008 -  

2009 -  

2010 -  

2011 -  

2012 -  

2013 Julie Anderson Pierce 

2014 -  

2015 -  

2016 -  

2017 -  

2018 -  

2019 -  

2020 Mary Hall Thurston 

2021 -  
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Washington State Association of County Auditors 

Secretary of State’s Auditor of the Year Award Recipients 

Year Name County 

2001 Vicky Dalton Spokane 

2002 Bob Terwilliger Snohomish 

2003 Norma Brummett Skagit 

2004 Evelyn Arnold  Chelan 

2005 Pat McCarthy Pierce 

2006 Greg Kimsey Clark 

2007 Shelly Johnston Lincoln 

2008 Thad Duvall Douglas 

2009 Sherril Huff King 

2010 Kim Wyman Thurston 

2011 Shirley Forslof Whatcom 

2012 Carolyn Weikel Snohomish 

2013 Kris Swanson Cowlitz 

2014 Brenda Chilton Benton 

2015 Debbie Adelstein Whatcom 

2016 Milene Henley San Juan 

 Charles Ross Yakima 

2017 Julie Anderson Pierce 

2018 Darla McKay Asotin 

2019 Skip Moore Chelan 

2020 Heidi Hunt Adams 

2021 Mary Hall Thurston 
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Auditor’s Name: 

County: 

Today’s Date: 

This form may be used for prior authorization or to request reimbursement.  

Type of Expense 

 Scholarship (waiver of registration fee)   Travel   Misc expenditure 

Reason 

Event name, date, and location: ___________________________________________________ 

Name of staff member or Auditor attending: _________________________________________ 

Type of miscellaneous expenditure: ________________________________________________ 

Additional or other explanation: ___________________________________________________ 

Requesting 

 Pre-Approval 

 Reimbursement (my receipts and documentation are attached) 

Name: __________________________________________________________________ 

Mailing address: __________________________________________________________ 

The expenses claimed or requested are directly related to business, conferences, meetings, or education 
programs of WSACA.  I certify that there is no other source of reimbursement for claimed expenses.  

                                                     ________________________________________  
Signature of Requester 

Approval and Payment 

Please route electronically. Send this completed form to the President or Conference Chair for 
approval and further routing for payment. 
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Proposed ___(year, name)_____________Conference Budget 
(AMOUNTS ARE ILLUSTRATIVE ONLY) 

 

Chair:   
Conference Location:   
Conference Date:  
 

Projected Revenue 
 

REGISTRATION FEE QUANTITY TOTAL 

    

Registration for Members $175.00 30 $5,250 

Registration for Vendors (level varies)   $-0- 

Sponsorships    

    

Total Revenue $5,250 

 

Projected Expenses 
 

EXPENDITURES FEE QUANTITY TOTAL 

    

Credit Card Fees   $100 

Equipment rental   $1,200 

Exhibition Services   $-0- 

Gifts & Incentives   $100 

Meals & Entertainment   $5,600 

Speakers   $3,500 

Supplies   $100 

    

Total Expenses $10,600 

 
 

Totals 
 

Item Total 

Registration Revenue  $5,250 

Expenses (subtract) ($10,600) 

Net ($5,350) 
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 SUBJECT 

 TITLE 

 ADOPTED 

 REVISION DATES 
 

POLICY  

  

  

  

  

  

  

  

  

  

  

  

 
 

PROCEDURE  

  

  

  

  

  

 


