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Date: January 24, 2022 
Place: Virtual (Visit www.centralpiercefire.org for instructions to join the webinar.) 
Time: 5:00 p.m. 
 

Citizens wishing to address the Board during Public Comment, use the “raise 
hand” feature on the webinar. You will be asked to identify yourself and state your 
address for the record. You will have three minutes to address the Board. 
Statements or comments for the record may be submitted to 
dporter@centralpiercefire.org by 4:00pm the day of the meeting.) 

             
 
1. Call to Order 

 

A. Roll Call 
 

 

2. Approval of Agenda  
 

A. Pg 1 /Agenda 
 
 

3. Public Comment - (for items not specifically listed on the Agenda) 
 

 

4. Consent Agenda (Single Motion)  
 
A. Excused Absences:    
B. Pg 3 /Minutes: Regular Board Meeting of January 10, 2022    
C. Pg 6 /Approval of:  

 
Pg 21 /For Informational Purposes Only - The following electronic payments totaling $267,219.98   

are included in Warrants noted above:  

 Accounts Payable EFT numbered 12162 to 12202 -$191,390.34 (Included in A/P Warrant 56948) 

 Accounts Payable EFT numbered 12203 to 12233 -$75,829.64 (Included in A/P Warrant 56972) 
 

 

5. Unfinished Business (Second Reading and Final Action) 
 
 

6. New Business (First Reading) 
 

 

Accounts Payable Warrants Numbered 56943 to 56968 totaling $ 224,758.09 
Accounts Payable Warrants Numbered 56969 to 56995 totaling $ 145,222.93 
Accounts Payable Warrants Numbered 56648 to 56648 totaling $ (114.00) 
Accounts Payable Warrants Numbered 56743 to 56743 totaling $ (935.00) 
Accounts Payable Warrants Numbered 56919 to 56919 totaling $ (10,399.94) 

GRAND TOTAL $ 358,532.08 
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7. Considerations and Requests 
 
A. Pg 38 /Station 66 Land Purchase – DC Karns 
 
 

B. Pg 61 /Board Policy No. 330 Credit Card Usage – FD Robacker 
 
 

8. Staff, Local, Firefighter's Association and Fire Chief Reports 
 
 

A. Pg 75 /IT/ITD Scott-Ralston 
 
 

B. Pg 76 /Logistics/AC Stueve 
 
 

C. Pg 77 /Prevention & Education/AC Overby 
 
 

D. Pg 78 /Health & Safety/AC McKenzie 
 
 

E. Pg 79 /DC Administration/DC Karns 
 

 

F. Pg 80 /Fire Chief/Chief Morrow 
 

 

9. Correspondence 
 

 

10. Commissioner Comments 
 

 

11. Adjournment 
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CENTRAL PIERCE FIRE & RESCUE 
BOARD OF COMMISSIONERS 

January 10, 2022 
 
Chair Holm called the Regular meeting of the Board of Commissioners for Central Pierce 
Fire & Rescue to order by Zoom webinar. Present were Chair Holm, Commissioners 
Stringfellow, Coleman, Willis and Mitchell, Chief Morrow, Deputy Chiefs Karns and Stueve, 
FD Robacker, HRD Washo, Assistant Chiefs Juarez, Kent, Bouchard, and Executive 
Assistant Porter, recorder. Ex-Officio/Mayor Door joined the meeting at 5:03 p.m. 
 
APPROVAL OF AGENDA 
Commissioner Stringfellow moved and Commissioner Mitchell seconded to approve the 
agenda. MOTION CARRIED.  
 
OATH OF OFFICE 
District Secretary Tanya Robacker administered the Oath of Office to Commissioner Dale 
T. Mitchell.  
 
ELECT 2022 CHAIR AND VICE CHAIR 
Commissioner Mitchell moved and Commissioner Willis seconded to appoint 
Commissioner Holm as 2022 Board Chair. MOTION CARRIED. Commissioner Willis 
moved and Commissioner Holm seconded to appoint Commissioner Stringfellow as 2022 
Board Vice Chair. MOTION CARRIED.  
 
PUBLIC COMMENT (FOR ITEMS NOT SPECIFICALLY ON THE AGENDA) 
No public comment.  
 
CONSENT AGENDA (SINGLE MOTION)  

A. Excused Absences:  
B. Minutes: Regular Board Meeting of December 27, 2021    
C. Approval of: 

 
Commissioner Stringfellow moved and Commissioner Mitchell seconded to approve the 
Consent Agenda with warrants totaling $5,002,048.29. MOTION CARRIED.  
 
UNFINISHED BUSINESS (SECOND READING AND FINAL ACTION) 
No unfinished business. 
 
NEW BUSINESS (FIRST READING – FOR DISCUSSION AND REVIEW ONLY) 
No new business. 
 
CONSIDERATIONS AND REQUESTS  

A. Board Meeting Options 

Accounts Payable Warrants Numbered 56914 to 56923 totaling $ 4,098,644.50 
Accounts Payable Warrants Numbered 56924 to 56938 totaling $ 85,888.53 
Net Payroll Warrants Numbered 107601 to 107605 totaling $ 18,848.28 
Accounts Payable Warrants Numbered 56939 to 56942 totaling $ 798,666.98 

GRAND TOTAL $ 5,002,048.29 
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Chief Morrow - Many of our partners are working in some capacity to return to in-person 
meetings. Discussion followed and general consensus was to return to in-person meetings 
with virtual attendance option. Chief Morrow will explore options for the Board to consider 
for returning to in-person meetings as early as March. Commissioner Stringfellow moved 
and Commissioner Mitchell seconded to give Chief Morrow 60 days to research Board 
meeting options and report to the Board at first March meeting. MOTION CARRIED.  
 
STAFF, LOCAL, FIREFIGHTERS’ ASSOCIATION AND FIRE CHIEF REPORTS (For 
Information Only) 
The following divisions provided a written report in the packet: 

A. Finance/FD Robacker - Revenue and expenses are on track. Reminder that 
December report will be presented in February based on when county closes out 
their books. Important bill in legislature that would allow District to be our own 
treasurer.  

 
B. Human Resources/HRD Washo – HR Division has been busy with recruitments.   

 
C. Training/AC Juarez - Will bring 2021 Training Division stats to the next meeting. 

Chair Holm commended staff on moving forward with both academies this year.  
 

D. Field Operations/AC Kent - Reported on manual staffing process with Telestaff 
down. 2022 focus will be on operational policy updates. Established KPIs for 
battalion chiefs and it has been a success.  
 

E. EMS/AC Bouchard - Working on MCI updates with partners on protocols and 
training. Reports submitted to the Pediatric Out of Hospital Cardiac Arrest (POHCA) 
program will be reviewed to evaluate and improve upon. Proud of work EMS 
Captain and Lieutenants have accomplished. 
 

F. DC Operations/DC Stueve – Consultant to work on strategic assessment of PCHIT 
and PSORT has been identified. Recent COVID exposures did not constitute 
workplace infection.  
 

Chief Morrow - Everyone has come together over the staffing program issues. Staff is 
working on available option. District is under investigation with state health division over 
accommodations issued. Believes we are in a solid position and are in the process of 
responding. Taking steps to update COVID relief for employees. Puyallup Armory 
concerns were shared on MOU requirements of memorial process and archaeological dig.  
Staff is looking for other opportunities as Plan B. Will be looking to consolidate policies into 
a manageable number of policies. Taking steps with staff to celebrate 25 years of CPFR.  

 

CORRESPONDENCE 
No correspondence. 
 
COMMISSIONER COMMENTS 
Ex-Officio/Mayor Door – Requested copy of Armory MOU. Last evening as Mayor. 
Committee assignments will be appointed by new mayor.  
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Commissioner Coleman - Welcomed Commissioner Mitchell and wished him good luck. 
 
Commissioner Mitchell – Thank you to everyone on allowing him to join the Board. 
Pleased to be a part of it and looking forward to becoming more informed.  
 
Commissioner Stringfellow – One of the strongest advocates for a station at Armory 
location but is upset and concerned after reading the MOU. Already in design stage and 
soil testing. A lot of taxpayer money has been spent towards this project.  
 
Commissioner Willis - Agreed with Commissioner Stringfellow. Have fully functioning 
station at current location and there may be a time we need to walk away. Congratulations 
to Training Division. Policies need to be streamlined and more to the point.  
 
Commissioner Holm - Concurs with other Commissioners on Armory. DC Karns spoke with 
realtor who is concerned about what may come from archaeological study. Chief Morrow 
clarified that Staff is in no way responsible for this and explained the lack of 
communication. Property is still a viable option. Chief Morrow needs more time to evaluate 
the MOU. FD Robacker noted that through November, we have expended $137,657 on the 
project.  
 
EXECUTIVE SESSION  
At 6:02 p.m., Commissioner Stringfellow moved and Commissioner Willis seconded to 
move into Executive Session for 10 minutes under RCW 42.30.140 – collective bargaining 
update until 6:12 p.m. MOTION CARRIED. 
 
At 6:12 p.m., Commissioner Stringfellow moved and Commissioner Mitchell seconded to 
return to Regular Session. MOTION CARRIED. No action was taken during Executive 
Session. 
 
ADJOURNMENT 
There being no further business, Commissioner Stringfellow moved and Commissioner 
Mitchell seconded to adjourn the meeting. MOTION CARRIED. 
 
The meeting adjourned at 6:14 p.m. 
 
 
 
 
            
MATTHEW HOLM    TANYA ROBACKER 
CHAIR OF THE BOARD   DISTRICT SECRETARY 
 
 
 
      
DIANNE PORTER 
RECORDER  
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Agenda Date:  January 24, 2022 

Item Title:   Station 66 Land Purchase 

Attachments:   Purchase & Sales Agreement 

Submitted by:  Deputy Chief Karns 
 

 
RECOMMENDED ACTION BY THE BOARD:  

 

 

 

 

 
 
SUMMARY:     
  
Staff has been working with Kidder Mathews to secure a parcel for the future 
replacement of Station 66. Kidder Mathews has negotiated a Purchase and Sales 
Agreement on 2.39 acres that is ideally located for the new Station 66. 
 
Staff is seeking to formally enter into the Purchase and Sales Agreement with the 
sellers, conduct the feasibility assessment, and pending any other contingencies, move 
towards closing when available. 
 
Staff recommends the Board move to approve the purchase as outlined in the Purchase 
and Sales Agreement and authorize the Fire Chief or his designee to sign and execute 
all required documents. 
 
 
 
 
FINANCIAL IMPACT:  $662,500.00 
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            Board Meeting Agenda Item Summary 

 

 

 

 

 

Agenda Date: January 24, 2022  

Item Title: Finance Staff Report 

Attachments: Policy 330 Update and Credit Card User Agreement 

Submitted by: Tanya Robacker 

 

RECOMMENDED ACTION BY THE BOARD:   

 

 

 

 

   

 
SUMMARY:     
 
Motion:  To approve Board Policy 330 Credit Card Usage as revised. 
 

Requesting the Board to approve Policy 330 Credit Card Usage as revised. 
 

1. Revisions include: 
a. Changes to accommodate the electronic reconciliation process. 
b. Added card limits as required by RCW 43.09.2855 
c. Added Distribution section as required by RCW 43.09.2855 
d. References updated to per diem rates through the IRS. 
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CENTRAL PIERCE FIRE & RESCUE 
 

POLICY AND PROCEDURE 330 

 

 
 

SUBJECT:   Credit Card Usage 
 
EFFECTIVE DATE:  January 1, 20092022 
 
OWNER: Finance Director 
 
REAUTHORIZATION YEAR: 2025 
 
FORMS AND ATTACHMENTS:  
Attachment 330.A  Credit330.A Credit Card User Agreement 
 
INTENT:  
Implement district policy for the issuance, use, and control of District issued credit cards 
 
1.0 DEFINITIONS 
 
2.0 POLICIES 
2.1 ISSUANCE:  Central Pierce Fire & Rescue will issue credit cards to personnel in 

the following positions:  Fire Chief, Deputy Chiefs, Assistant Chiefs, Battalion 
Chiefs, Chief Financial OfficerFinance Director, Human Resources Manager 
Director, IT Director, Deputy Fire Marshals, Training Captain(s), EMS 
AdministratorCaptain(s), Executive Assistant(s), Purchasing Manager, IS 
Manager, Deputy Fire Marshals, IT technician(s), Senior Accountant, 
Procurement Coordinator, Ops Analyst(s), HR Analyst(s), CGRO, Central Stores 
Main Runner, and others as assigned by the Fire Chief. Training Captain. 

2.2 DISTRIBUTION: Credit cards will be obtained and distributed through the 
Finance office 

2.3 LIMITS: In general, credit card limits shall not exceed: 
Chiefs - up to $5k. 
Support specialists - up to $8k (Training and Shop only). 
Support specialist – up to $2k (Front desk) 
Purchasing Manager – up to $10k. 
Finance Director – up to $10k. 
However, on a case by case basis, credit cards may have temporary increase 
with the approval of the Finance Director or the Fire Chief.   

 
3.0 PROCEDURES 
3.1 USE:  Usage will be closely monitored by the Finance Division and shall be used 

in compliance with the following: 
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3.1.1 Travel:  Credit cards may be used by District personnel who are in travel 
status on official District business for meals, lodging, airfare, parking, taxi, 
car rental, and fuel in accordance with the amounts allowed per the travel 
policy (see Advanced Travel Policy #306).  Use of the District credit card 
is for exceptions only; all attempts must be made to receive funds prior to 
departure through the Advanced Travel process.  Official District business 
includes but is not limited to travel for Puget Sound Strike Team or State 
mobilizations and prospective employee background investigations. 
3.1.1.1 Use of the credit card for meals shall be restricted to the per diem 

amount specified referenced by District Resolution 01-0420-08, 
utilizing Internal Revenue Service (IRS) Publication 1542.  Any 
charges that exceed the per diem amount are to be reimbursed to 
the District when the District Expense Claim Form (with charge 
slips attached) is submitted.  The receipt must include the name 
of the business in which the purchase was made, an itemization 
of the meals purchased, the date, and total amount charged.  
Receipts that do not contain the required information will need to 
have an explanation attached stating why the required information 
is missing and a list of the missing information, to the best of the 
credit card user’s knowledge.  Name(s) of others who partook of 
meals, or otherwise incurred expenses (i.e. retreat meals, etc.) 
must be listed on the District Expense Claim Form.  State whether 
they were District personnel.  If they are not, state who they were 
and what connection they had with District business.   

3.1.1.2 Tips for meals are not in addition to the per diem amount, but 
must also be included within that amount or they are not 
reimbursable. 

3.1.1.3 Alcohol may not be purchased with the credit card. 
3.1.1.4 Cards may not be used for cash advances, entertainment, or 

hotel/motel amenities. 
3.1.2 Registration or Enrollment/Texts and Training Materials:  Credit cards may 

be used for conference registration related to official District business, 
only after approval on the Outside Class Request Form.  Payment via 
credit card will only be approved if vendor will not accept a check as 
payment. 

3.1.3 Purchases:  Credit cards may be used for the purchase of goods or 
supplies if vendors are unable to comply with normal District purchasing 
procedures (see Purchasing Policiesy #327 and #353).   
3.1.3.1 The credit card is not to be used as a means to bypass the 

normal District purchasing procedures. 
3.1.3.2 Cards may not be used for personal purchases. 
3.1.3.3 Cards may not be used for cash advances. 
3.1.3.4 Cards may not be used to purchase services (i.e. consultant fees, 

temporary help, equipment, etc.)  Cards may be used to secure 
lodging, airfare, and rental cars for District personnel who are in 
travel status on official District business when the use of 
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Advanced Travel funds is not possible.  Cards may be used for 
emergent vehicle repair services in the event that District-
provided vehicle maintenance and/or service cannot reasonably 
be performed and it is necessary to ensure the safety of District 
personnel and/or property.  Refer to the definition of emergency 
purchases in section 14 1.7 of the purchasing policy #353 for 
clarification. 

3.1.3.5 Cards may not be used to pay other invoices or statements. 
3.1.3.6 Cards may be used to purchase food related items during the 

course of official district business which include but is not limited 
to the following:  
3.1.3.6.1 During extended emergency responses it is appropriate 

to purchase rehabilitation supplies (i.e. food, hydrating 
drinks, etc.) in order to maintain energy levels and/or 
ensure the safety of District personnel and Mutual Aid 
personnel.  

3.1.3.6.2 In the event that meetings, classes or other District 
business are held over a mealtime hour and time does 
not allow for offsite food acquisition, it is appropriate to 
furnish food in order to accomplish set forth business. 

3.1.3.6.3 During testing processes for new hires and/or 
promotions when it is the best interest of the District to 
keep assessors on-site and available so candidates 
may go through their testing processes in a timely 
manner. 

3.2 USER RESPONSIBILITY:  Responsibility of the user/carrier of the card is as 
described below. 
3.2.1 Employees will sign a Credit Card User Agreement for all cards issued in 

their name. 
3.2.2 The card holder shall be the sole user and retain possession of the card at 

all times and be responsible for all charges made while it is in his/her 
possession. 

 3.2.3 User shall reconcile the transaction in the accounting software 
(currently OneSolution) which includes attaching the receipt, providing the 
description of the item purchased, and assigning the cost to a budget line 
item.  

3.2.4 The user shall reconcile the transaction in the accounting software within 
seven (7) business days following the purchase transaction being uploaded 
and available for reconciliation in the accounting software.  If the transaction 
remains undocumented for 60 days after the upload, the purchasing card 
will be revoked. The user shall submit a fully itemized District Expense 
Claim Form to the Financial Analyst within seven (7) business days 
following the purchase or completion of travel.  If the District Expense Claim 
Form is turned in later than seven (7) business days, an explanation as to 
why it was turned in late will need to be attached. 

3.2.4 The user shall repay any improper charges or undocumented charges at 
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the time such events occur. the District Expense Claim Form is submitted.  
Any such charges not paid at this time will be withheld from the individual’s 
next paycheck and their supervisor will be notified of the claim. 

3.2.5 The user must obtain authorization for anything not clearly described 
above as allowable.  Failure to do so may cause user to be financially 
responsible for the charge. 

3.2.6 Lost or stolen cards must be reported to the Chief Financial 
OfficerFinance Director immediately. 

3.2.7 District credit cards will be returned in the event the employment 
relationship is terminated. 

3.2.8 Abuse of the District issued credit card could result in the credit card being 
confiscated. 

 
3.3 DOCUMENTATION REQUIREMENTS:  Employees authorized to use District 

credit cards are responsible for providing all necessary documentation required 
to process payment on a timely basis.  A District Expense Claim 
FormReconciliation through the software will be completed and the necessary 
documentation is provided as follows: 
3.3.1 Attach the The District Expense Claim Form with all supporting 

documentation in accounting software will be filled out and turned in to the 
Financial Analyst within seven (7) business days following athe purchase.  
or completion of travel.  If later than seven (7) days, an explanation as to 
why it is late will need to be attached. 

3.3.2 Appropriate supporting documentation includes but is not limited to 
delivery confirmations, receipts and/or packing slips. 

3.3.3 Employees will document Internet purchases by printing out the purchase 
confirmation page from the vendor’s website. 

3.3.4 Employees will document phone purchases by signing a copy of the page 
the item was ordered from (i.e. catalog page, brochure, flyer, etc.) 

3.3.5 The names(s) of others who traveled, partook of meals, or otherwise 
incurred expenses (i.e. retreat meals, etc.) must be listed on the form.  
State whether others who traveled, partook of meals, or otherwise 
incurred expenses they were District personnel.  If they are not, state who 
they were and what connection they had with District business.   

3.3.6 Attach original receipts to the software.District Expense Claim Form.  The 
receipt must include the name of the business in which the purchase was 
made, an itemization of the goods or supplies purchased, date, and total 
amount charged.  If receipt does not contain the required information, an 
explanation as to why the information is missing will need to be attached. 

3.3.7 Include the General Ledger account code in which the purchase is to be 
charged on the form. 

3.3.8 All District Expense Claim Forms must be approved and signed by 
employee’s supervisor, Fire Chief, or Chief Financial Officer.  This is to 
ensure appropriate internal control and segregation of duties. 

3.4 CONTROL:  The elected Board of Commissioners, or their designee, will review 
expenditures in conjunction with the normal warrant review and approval.  The 
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Fire Chief or Chief Financial OfficerFinance Director must approve any 
exceptions to this policy in advance. 

 
4.0 REFERENCE 
4.1 RCW 43.09.2855 
4.2 Budgeting & Accounting Reporting System (BARS) 
4.3 Washington State Auditor’s Office 
4.4 CPFR Resolution # 06-09. 
4.5 Advanced Travel Policy #306 
4.6 Purchasing Policy #327 
4.7 District Expense/Credit Card/Petty Cash Claim Form 
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CENTRAL PIERCE FIRE & RESCUE 
 

POLICY AND PROCEDURE 330 

 

 
 

SUBJECT:   Credit Card Usage 
 
EFFECTIVE DATE:  January 1, 2022 
 
OWNER: Finance Director 
 
REAUTHORIZATION YEAR: 2025 
 
FORMS AND ATTACHMENTS:  
Attachment 330.A Credit Card User Agreement 
 
INTENT:  
Implement district policy for the issuance, use, and control of District issued credit cards 
 
1.0 DEFINITIONS 
 
2.0 POLICIES 
2.1 ISSUANCE:  Central Pierce Fire & Rescue will issue credit cards to personnel in 

the following positions:  Fire Chief, Deputy Chiefs, Assistant Chiefs, Battalion 
Chiefs, Finance Director, Human Resource Director, IT Director, Deputy Fire 
Marshals, Training Captain(s), EMS Captain(s), Executive Assistant(s), 
Purchasing Manager, IT technician(s), Senior Accountant, Procurement 
Coordinator, Ops Analyst(s), HR Analyst(s), CGRO, Central Stores Main Runner, 
and others as assigned by the Fire Chief.. 

2.2 DISTRIBUTION: Credit cards will be obtained and distributed through the 
Finance office 

2.3 LIMITS: In general, credit card limits shall not exceed: 
Chiefs - up to $5k. 
Support specialists - up to $8k (Training and Shop only). 
Support specialist – up to $2k (Front desk) 
Purchasing Manager – up to $10k. 
Finance Director – up to $10k. 
However, on a case by case basis, credit cards may have temporary increase 
with the approval of the Finance Director or the Fire Chief.   

 
3.0 PROCEDURES 
3.1 USE:  Usage will be closely monitored by the Finance Division and shall be used 

in compliance with the following: 
3.1.1 Travel:  Credit cards may be used by District personnel who are in travel 

status on official District business for meals, lodging, airfare, parking, taxi, 
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car rental, and fuel in accordance with the amounts allowed per the travel 
policy (see Advanced Travel Policy #306). Use of the District credit card is 
for exceptions only; all attempts must be made to receive funds prior to 
departure through the Advanced Travel process. Official District business 
includes but is not limited to travel for Puget Sound Strike Team or State 
mobilizations and prospective employee background investigations. 
3.1.1.1 Use of the credit card for meals shall be restricted to the per diem 

amount referenced by District Resolution 20-08, utilizing Internal 
Revenue Service (IRS) Publication 1542.  Any charges that 
exceed the per diem amount are to be reimbursed to the District 
when the District Expense Claim Form (with charge slips 
attached) is submitted.  The receipt must include the name of the 
business in which the purchase was made, an itemization of the 
meals purchased, the date, and total amount charged.  Receipts 
that do not contain the required information will need to have an 
explanation attached stating why the required information is 
missing and a list of the missing information, to the best of the 
credit card user’s knowledge.  Name(s) of others who partook of 
meals, or otherwise incurred expenses (i.e. retreat meals, etc.) 
must be listed on the District Expense Claim Form.  State whether 
they were District personnel.  If they are not, state who they were 
and what connection they had with District business.   

3.1.1.2 Tips for meals are not in addition to the per diem amount, but 
must also be included within that amount or they are not 
reimbursable. 

3.1.1.3 Alcohol may not be purchased with the credit card. 
3.1.1.4 Cards may not be used for cash advances, entertainment, or 

hotel/motel amenities. 
3.1.2 Registration or Enrollment/Texts and Training Materials:  Credit cards may 

be used for conference registration related to official District business, 
only after approval on the Outside Class Request Form.  Payment via 
credit card will only be approved if vendor will not accept a check as 
payment. 

3.1.3 Purchases:  Credit cards may be used for the purchase of goods or 
supplies if vendors are unable to comply with normal District purchasing 
procedures (see Purchasing Policies #327 and #353).   
3.1.3.1 The credit card is not to be used as a means to bypass the 

normal District purchasing procedures. 
3.1.3.2 Cards may not be used for personal purchases. 
3.1.3.3 Cards may not be used for cash advances. 
3.1.3.4 Cards may not be used to purchase services (i.e. consultant fees, 

temporary help, equipment, etc.)  Cards may be used to secure 
lodging, airfare, and rental cars for District personnel who are in 
travel status on official District business when the use of 
Advanced Travel funds is not possible.  Cards may be used for 
emergent vehicle repair services in the event that District-
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provided vehicle maintenance and/or service cannot reasonably 
be performed and it is necessary to ensure the safety of District 
personnel and/or property.  Refer to the definition of emergency 
purchases in section 1.7 of purchasing policy #353 for 
clarification. 

3.1.3.5 Cards may not be used to pay other invoices or statements. 
3.1.3.6 Cards may be used to purchase food related items during the 

course of official district business which include but is not limited 
to the following:  
3.1.3.6.1 During extended emergency responses it is appropriate 

to purchase rehabilitation supplies (i.e. food, hydrating 
drinks, etc.) in order to maintain energy levels and/or 
ensure the safety of District personnel and Mutual Aid 
personnel.  

3.1.3.6.2 In the event that meetings, classes or other District 
business are held over a mealtime hour and time does 
not allow for offsite food acquisition, it is appropriate to 
furnish food in order to accomplish set forth business. 

3.1.3.6.3 During testing processes for new hires and/or 
promotions when it is the best interest of the District to 
keep assessors on-site and available so candidates 
may go through their testing processes in a timely 
manner. 

3.2 USER RESPONSIBILITY:  Responsibility of the user/carrier of the card is as 
described below. 
3.2.1 Employees will sign a Credit Card User Agreement for all cards issued in 

their name. 
3.2.2 The card holder shall be the sole user and retain possession of the card at 

all times and be responsible for all charges made while it is in his/her 
possession. 

3.2.3 User shall reconcile the transaction in the accounting software (currently 
OneSolution) which includes attaching the receipt, providing the description 
of the item purchased, and assigning the cost to a budget line item.  

3.2.4 The user shall reconcile the transaction in the accounting software within 
seven (7) business days following the purchase transaction being uploaded 
and available for reconciliation in the accounting software.  If the transaction 
remains undocumented for 60 days after the upload, the purchasing card 
will be revoked. The user shall repay any improper charges or 
undocumented charges at the time such events occur. Any charges not paid 
at this time will be withheld from the individual’s next paycheck and their 
supervisor will be notified of the claim. 

3.2.5 The user must obtain authorization for anything not clearly described 
above as allowable.  Failure to do so may cause user to be financially 
responsible for the charge. 

3.2.6 Lost or stolen cards must be reported to the Finance Director immediately. 
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3.2.7 District credit cards will be returned in the event the employment 
relationship is terminated. 

3.2.8 Abuse of the District issued credit card could result in the credit card being 
confiscated. 

 
3.3 DOCUMENTATION REQUIREMENTS:  Employees authorized to use District 

credit cards are responsible for providing all necessary documentation required 
to process payment on a timely basis.  Reconciliation through the software will be 
completed and the necessary documentation provided as follows: 
3.3.1 Attach the supporting documentation in accounting software  within seven 

(7) business days following a purchase.   If later than seven (7) days, an 
explanation as to why it is late will need to be attached. 

3.3.2 Appropriate supporting documentation includes but is not limited to 
delivery confirmations, receipts and/or packing slips. 

3.3.3 Employees will document Internet purchases by printing out the purchase 
confirmation page from the vendor’s website. 

3.3.4 Employees will document phone purchases by signing a copy of the page 
the item was ordered from (i.e. catalog page, brochure, flyer, etc.) 

3.3.5 State whether others who traveled, partook of meals, or otherwise 
incurred expenses were District personnel.  If they are not, state who they 
were and what connection they had with District business.   

3.3.6 Attach original receipts to the software.  The receipt must include the 
name of the business in which the purchase was made, an itemization of 
the goods or supplies purchased, date, and total amount charged.  If 
receipt does not contain the required information, an explanation as to 
why the information is missing will need to be attached. 

3.3.7 Include the General Ledger account code in which the purchase is to be 
charged on the form. 

3.4 CONTROL:  The elected Board of Commissioners, or their designee, will review 
expenditures in conjunction with the normal warrant review and approval.  The 
Fire Chief or Finance Director must approve any exceptions to this policy in 
advance. 

 
4.0 REFERENCE 
4.1 RCW 43.09.2855 
4.2 Budgeting & Accounting Reporting System (BARS) 
4.3 Washington State Auditor’s Office 
4.4 CPFR Resolution # 06-09. 
4.5 Advanced Travel Policy #306 
4.6 Purchasing Policy #327 
4.7 District Expense/Credit Card/Petty Cash Claim Form 

70

file://///infoportal.centralpierce.org/DavWWWRoot/Policies/Section%20300%20-%20Administration/Policy%20306%20-%20Advance%20Travel%20Payment%20and%20Reimbursement
file://///infoportal.centralpierce.org/DavWWWRoot/Policies/Section%20300%20-%20Administration/Policy%20327%20-%20Purchasing%20Policy


 

CENTRAL PIERCE FIRE & RESCUE 
ATTACHMENT 

 
TITLE: Credit Card User Agreement 

ATTACHMENT NUMBER: 330.A 

 

 

 

Policy 330.A Credit Card User Agreement   Page 1 of 2 

I, _____________________, as an employee of Central Pierce Fire & Rescue (CPFR), accept personal 
responsibility for the safeguard and proper use of CPFRs credit card #___________________, which has 
been assigned to me for use in the performance of my job, in accordance with the terms outlined below. 
 
I will only use CPFRs credit card for the following purposes: 
1. Travel:  Credit cards may be used by District personnel who are in travel status on official District 

business for meals, lodging, airfare, parking, taxi, car rental, and fuel in accordance with the amounts 
allowed per the travel policy (see Advanced Travel Policy #306).  Use of the District credit card is for 
exceptions only; all attempts must be made to receive funds prior to departure through the Advanced 
Travel process.  Official District business includes but is not limited to travel for Puget Sound Strike 
Team or State mobilizations and prospective employee background investigations. 

 Use of the credit card for meals shall be restricted to the per diem amount referenced by 
District Resolution 20-08, utilizing Internal Revenue Service (IRS) Publication 1542.  
specified by District Resolution 01-04.  Any charges that exceed the per diem amount are 
to be reimbursed to the District when the District Expense Claim Form (with charge slips 
attached) is submitted.  The receipt must include the name of the business in which the 
purchase was made, an itemization of the meals purchased, the date, and total amount 
charged.  Receipts that do not contain the required information will need to have an 
explanation attached stating why the required information is missing and a list of the 
missing information, to the best of the credit card user’s knowledge.  Name(s) of others 
who partook of meals, or otherwise incurred expenses (i.e. retreat meals, etc.) must be 
listed on the District Expense Claim Form.  State whether they were District personnel.  If 
they are not, state who they were and what connection they had with District business.   

 Tips for meals are not in addition to the per diem amount, but must also be included within 
that amount or they are not reimbursable. 

 Alcohol may not be purchased with the credit card. 

 Cards may not be used for cash advances, entertainment, or hotel/motel amenities. 
 
 

2. Registration or Enrollment/Texts and Training Materials:  Credit cards may be used for 
conference registration related to official District business, only after approval on the Outside 
Class Request Form.  Payment via credit card will only be approved if vendor will not accept a 
check as payment. 

 
3. Purchases:  Credit cards may be used for the purchase of goods or supplies if vendors are unable to 

comply with normal District purchasing procedures (see Purchasing Policy #327 & #353).   

 The credit card is not to be used as a means to bypass the normal District purchasing 
procedures. 

 Cards may not be used for personal purchases. 

 Cards may not be used for cash advances. 

 Cards may not be used to purchase services (i.e. consultant fees, temporary help, etc.)  Cards 
may be used to secure lodging, airfare, and rental cars for District personnel who are in travel 
status on official District business when the use of Advanced Travel funds is not possible.  
Cards may be used for emergent vehicle repair services in the event that District-provided 
vehicle maintenance and/or service cannot reasonably be performed and it is necessary to 
ensure the safety of District personnel and/or property.  Refer to the definition of emergency 
purchases in section 14 1.7 of the purchasing policy #353 for clarification. 

 Cards may not be used to pay other invoices or statements. 
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I will not use CPFRs credit card for any inappropriate purpose.  Inappropriate purposes consist of the 
following: 
1. Using the credit card as a means to bypass the normal District purchasing procedures. 
2. Using the credit card for personal purchases. 
3. Using the credit card for cash advances. 
4. Using the credit card to pay other invoices or statements. 
 
I will provide all necessary documentation as follows to Finance within the time specified: 
Complete a District Business Expense Claim Form will be completed and the necessary documentation is 
as follows: 
 

1. The card user shall reconcile the transaction in the accounting software (currently OneSolution) 
which includes attaching the receipt, providing the description of the item purchased, and 
assigning the cost to a budget line item.  

1.2. The user shall reconcile the transaction in the accounting software within seven (7) business days 
following the purchase transaction being uploaded and available for reconciliation in the 
accounting software.  The District Expense Claim Form with all supporting documentation will be 
filled out and turned in to the Senior Accountant within seven (7) business days following the 
purchase or completion of travel.  If later than seven (7) days, an explanation as to why it is late 
will need to be attached. 

2.3. Appropriate supporting documentation includes but is not limited to delivery confirmations, receipts 
and/or packing slips. 

3.4. Employees will document Internet purchases by printing out the purchase confirmation page from 
the vendor’s website. 

4.5. Employees will document phone purchases by signing a copy of the page the item was ordered 
from (i.e. catalog page, brochure, flyer, etc.) 

5.6. The names(s) of others who traveled, partook of meals, or otherwise incurred expenses (i.e. retreat 
meals, etc.) must be listed on the form.  State whether others who traveled, partook of meals, or 
otherwise incurred expenses they were District personnel.  If they are not, state who they were 
and what connection they had with District business.   

6.7. Attach original receipts to the District Expense Claim Formsoftware reconciliation.  The receipt 
must include the name of the business in which the purchase was made, an itemization of the 
goods or supplies purchased, date, and total amount charged.  If receipt does not contain the 
required information, an explanation as to why the information is missing will need to be attached. 

7.8. Include the General Ledger account code in which the purchase is to be charged on the form. 
8.9. All District Expense Claim Formscredit card expenses must be approved and signed by 

employee’s supervisor, Fire Chief or thereviewed by  Finance Director prior to claims being 
processed.  This is to ensure appropriate internal control and segregation of duties. 

 
I understand the Fire Chief or Finance Director will disallow my use of District credit cards for violation or 
misuse of a District credit card and/or Credit Card Usage policy. 
 
I understand that I will be held personally responsible for any inappropriate charges I incur with the 
District credit card, and payment for any such inappropriate charges is hereby authorized to be withheld 
from my paycheck. 
 
Employee Signature    Date        
 
Finance Director Signature   

72



 

CENTRAL PIERCE FIRE & RESCUE 
ATTACHMENT 

 
TITLE: Credit Card User Agreement 

ATTACHMENT NUMBER: 330.A 

 

 

 

Policy 330.A Credit Card User Agreement   Page 1 of 2 

I, _____________________, as an employee of Central Pierce Fire & Rescue (CPFR), accept personal 
responsibility for the safeguard and proper use of CPFRs credit card #___________________, which has 
been assigned to me for use in the performance of my job, in accordance with the terms outlined below. 
 
I will only use CPFRs credit card for the following purposes: 
1. Travel:  Credit cards may be used by District personnel who are in travel status on official District 

business for meals, lodging, airfare, parking, taxi, car rental, and fuel in accordance with the amounts 
allowed per the travel policy (see Advanced Travel Policy #306).  Use of the District credit card is for 
exceptions only; all attempts must be made to receive funds prior to departure through the Advanced 
Travel process.  Official District business includes but is not limited to travel for Puget Sound Strike 
Team or State mobilizations and prospective employee background investigations. 

 Use of the credit card for meals shall be restricted to the per diem amount referenced by 
District Resolution 20-08, utilizing Internal Revenue Service (IRS) Publication 1542.  .  Any 
charges that exceed the per diem amount are to be reimbursed to the District when the 
District Expense Claim Form (with charge slips attached) is submitted.  The receipt must 
include the name of the business in which the purchase was made, an itemization of the 
meals purchased, the date, and total amount charged.  Receipts that do not contain the 
required information will need to have an explanation attached stating why the required 
information is missing and a list of the missing information, to the best of the credit card 
user’s knowledge.  Name(s) of others who partook of meals, or otherwise incurred 
expenses (i.e. retreat meals, etc.) must be listed on the District Expense Claim Form.  State 
whether they were District personnel.  If they are not, state who they were and what 
connection they had with District business.   

 Tips for meals are not in addition to the per diem amount, but must also be included within 
that amount or they are not reimbursable. 

 Alcohol may not be purchased with the credit card. 

 Cards may not be used for cash advances, entertainment, or hotel/motel amenities. 
 
 

2. Registration or Enrollment/Texts and Training Materials:  Credit cards may be used for 
conference registration related to official District business, only after approval on the Outside 
Class Request Form.  Payment via credit card will only be approved if vendor will not accept a 
check as payment. 

 
3. Purchases:  Credit cards may be used for the purchase of goods or supplies if vendors are unable to 

comply with normal District purchasing procedures (see Purchasing Policy #327 & #353).   

 The credit card is not to be used as a means to bypass the normal District purchasing 
procedures. 

 Cards may not be used for personal purchases. 

 Cards may not be used for cash advances. 

 Cards may not be used to purchase services (i.e. consultant fees, temporary help, etc.)  Cards 
may be used to secure lodging, airfare, and rental cars for District personnel who are in travel 
status on official District business when the use of Advanced Travel funds is not possible.  
Cards may be used for emergent vehicle repair services in the event that District-provided 
vehicle maintenance and/or service cannot reasonably be performed and it is necessary to 
ensure the safety of District personnel and/or property.  Refer to the definition of emergency 
purchases in section 1.7 of purchasing policy #353 for clarification. 

 Cards may not be used to pay other invoices or statements. 
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I will not use CPFRs credit card for any inappropriate purpose.  Inappropriate purposes consist of the 
following: 
1. Using the credit card as a means to bypass the normal District purchasing procedures. 
2. Using the credit card for personal purchases. 
3. Using the credit card for cash advances. 
4. Using the credit card to pay other invoices or statements. 
 
I will provide all necessary documentation as follows to Finance within the time specified: 
Complete a District Business Expense Claim Form will be completed and the necessary documentation is 
as follows: 
 

1. The card user shall reconcile the transaction in the accounting software (currently OneSolution) 
which includes attaching the receipt, providing the description of the item purchased, and 
assigning the cost to a budget line item.  

2. The user shall reconcile the transaction in the accounting software within seven (7) business days 
following the purchase transaction being uploaded and available for reconciliation in the 
accounting software.   

3. Appropriate supporting documentation includes but is not limited to delivery confirmations, receipts 
and/or packing slips. 

4. Employees will document Internet purchases by printing out the purchase confirmation page from 
the vendor’s website. 

5. Employees will document phone purchases by signing a copy of the page the item was ordered 
from (i.e. catalog page, brochure, flyer, etc.) 

6. State whether others who traveled, partook of meals, or otherwise incurred expenses were District 
personnel.  If they are not, state who they were and what connection they had with District 
business.   

7. Attach original receipts to the software reconciliation.  The receipt must include the name of the 
business in which the purchase was made, an itemization of the goods or supplies purchased, 
date, and total amount charged.  If receipt does not contain the required information, an 
explanation as to why the information is missing will need to be attached. 

8. Include the General Ledger account code in which the purchase is to be charged on the form. 
9. All credit card expenses must be reviewed by Finance prior to claims being processed.  This is to 

ensure appropriate internal control and segregation of duties. 
 

I understand the Fire Chief or Finance Director will disallow my use of District credit cards for violation or 
misuse of a District credit card and/or Credit Card Usage policy. 
 
I understand that I will be held personally responsible for any inappropriate charges I incur with the 
District credit card, and payment for any such inappropriate charges is hereby authorized to be withheld 
from my paycheck. 
 
Employee Signature    Date        
 
Finance Director Signature   
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Agenda Date: January 24th, 2022 

Item Title:  Information Technology Division Report 

Attachments:  N/A 

Submitted by: I.T. Director Scott-Ralston 
 

 
RECOMMENDED ACTION BY THE BOARD:  

 

 

 

 

 
 
SUMMARY:     
 

1. IT Key Performance Indicators 
 

a. Resolved 247 Consortium-Wide Trouble Tickets and Requests 
b. Resolved 302 Consortium-Wide Helpdesk Calls 
c. 27 On-Station Support Visits 
d. Tier 1 Application Availability: 100.00% 
e. Network Availability: 100.00% 
f. 892 Active User Accounts  

 
 

2. Projects Completed 
 

a. Virtual Private Network (VPN) deployment 
b. Server Storage Upgrade  
c. Graham ESO Launch 

 
3. Major Projects Underway 

 
a. Continued UcaaS implementation (Mitel Phones) 
b. Planning for the Consortium-wide O365 - Exchange Upgrade 
c. Redundant Data Center  
d. Redundant Network Circuits 
e. Identify Network and Application Monitoring/Security software 
f. Continued Network Administrator and System Administrator position placement 
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Agenda Date:    January 24th, 2022    

Item Title:     Logistics Update 

Attachments:      

Submitted by:    AC Stueve 
 

 
RECOMMENDED ACTION BY THE BOARD:  

 

 

 

 

 
 
SUMMARY:     

  

 Apparatus – E68(E21-3) was placed in service on January 12, 2022.  Next up is 
E63(E21-2) with an expected in service roll out the week of January 24th.   

 Apparatus – KME has given us a midpoint inspection dates of early March with a 
Final inspection of the two pumpers @ the end of March.  

 Facilities – We expect to place an RFP out for the roof renovation & repair of 
Station 65 at the end of this month.  The award of low responsible Bidder will be 
brought forth at the February 28th BOC meeting.  Optimistically, we’ll see 
construction/repair begin in late spring.  Concept is engineered and overlaid 
purlin panel system that will only increase rise in overall roof by 3”.  And, keep 
water out.   

 In December, Central Pierce experienced a “loss” of edraulic extrication tools 
from E619, deployed from Station 61.  It is with great news that Central Pierce 
was able to recover the “lost” tools with the assistance of Rick Rainwater, 
Hurst/Jaws of Life NW Regional Sales Manager and PCSO, Deputy Kevin 
Pressel.  

 
FINANCIAL IMPACT:  
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Agenda Date: Jan 24th, 2022 

Item Title: Prevention and Education 

Attachments: None 

Submitted by: Guy Overby 

 

RECOMMENDED ACTION BY THE BOARD:   

 

 

 

 

   

 
SUMMARY:     

  
1-Excited to announce our new Fire Educator, Courtney Thompson, started work this last Tuesday. 
Courtney comes to us from Arizona and has an extensive background in education. I am confident she is 
going to do great job for Central Pierce.  She will be focused on Community Risk Reduction, social media 
presence and helping with public relations. I want to personally thank the BOC for approving the funding 
for this very important position.  
 
2-As you may have heard DFM Levings will be on extended sick leave due to his cancer returning. We do 
not expect him returning to the office anytime soon. DFM Berdan continues to operate in his place.  
 
3-The Great Escape is being presented to our districts 5th graders again this year after being canceled in 
2021. There are still challenges and many schools will only allow small groups of students to gather at 
once. This has led to them requesting multiple presentations at the same school. We are doing the best 
we can with the resources we have available.  
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Agenda Date:   01/24/22 

Item Title:    Health & Safety Div. Report 

Attachments:    Click here to enter text. 

Submitted by:   AC McKenzie 
 

 
RECOMMENDED ACTION BY THE BOARD:  

 

 

 

 

 
 
SUMMARY:    

1. Pierce County & State continue to see higher infection currently    
 
2. First Qtr. FIIRE Program Completed. 

a.   Objectives APP update ongoing, Safety Committee  
       Committee risk management training class 1 of 2 completed 
                 CPFR Vulnerability Assessment Through Fallen Firefighter Foundation     
                 Completed   
 
3. 2nd QTR Objectives 
       Safety Improvement plan 
                 Review VAP 
                 Upgrade CPFR APP 
  
4. OSHA injury to report 1 Musculoskeletal Injury  
 
 

Date of 
Incident Location 

Days 
Away 

Days with Job 
Restrictions Description 

OSHA 
Classification 

12/2/2021 Shop 0 25 

After replacing heavy frame to 
suspension brackets with a lot of 
bending and stooping up inside 
frame rails, experienced low back 
pain radiating down left leg to 
foot. Placed on light duty. Injury 

 
 
 
FINANCIAL IMPACT:  N/A 
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Agenda Date: January 24, 2022 

Item Title:  DC Admin 

Attachments:    Click here to enter text. 

Submitted by: Russ Karns, Deputy Chief 
 

 
RECOMMENDED ACTION BY THE BOARD:  

 

 

 

 

 
 
SUMMARY:    
 
Reviewing preemployment backgrounds, suitability exams and oral boards for multiple 
positions. 
 
We’ve had multiple meetings on multiple projects. Stations 66 land eval and purchase, 73 new 
conditions and terms, 61 suitability and possible 73 options. 
 
Station 72 dirt mediation took place on the 19th of January and I’ll provide a verbal update to 
progress on that subject. 
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Agenda Date: January 24, 2022 

Item Title:  Fire Chief’s Report   

Attachments:  None 

Submitted by: Chief Morrow   
 

 
RECOMMENDED ACTION BY THE BOARD:  

 

 

 

 

 
 
SUMMARY:     
  
August Ballot Measures 
Staff continues to work with Lund Faucett on our efforts towards the August Ballot Measures. 
We now have a solid work plan that informs our actions month to month through the election. 
 
Armory Property 
Staff has met with the parties that are signature to the MOA. There has been some 
miscommunication through the process. Staff now understands that the MOA will have little 
impact to Central Pierce developing the site. The MOA also provides the opportunity for the 
District to develop the “Memorial Plaza” in the fashion desired by the Commissioners.  
 
Policy Revamp 
The Fire Chief’s Office is developing the necessary communications and process to revamp the 
entire “policy book” for the District. The intent of this revamp is to get the number of 
policies/guidelines down to a manageable number that will allow for the legal, appropriate, and 
manageable administration of the organization. It is expected that this process will initiate in 
February and carry on through 2022. 
 
Staffing Software 
Staff continues to work towards implementing Vector Scheduling to replace TeleStaff. The 
software is part of the Vector Solutions suite of capabilities and may allow for greater 
operational efficiencies in the future. The costs for Vector Scheduling would be neutral, as the 
District would end its contract with TeleStaff, freeing up those funds. 

 
 
FINANCIAL IMPACT: None 
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