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Upcoming Meeting:  Next Regular Meeting:  September 9th, 2020, 7:00pm, (VIRTUAL) 

 
 

1. CALL MEETING TO ORDER, PLEDGE OF ALLEGIANCE, AND ROLL CALL. 
The City is utilizing remote attendance for Councilmembers and City employees.  Please note: OPMA rules 
regarding provision for the public in a space have been suspended by proclamation of the Governor. The 
meeting/hearing is however, available for the public by a computer link and call in number: To join the 
meeting/hearing on a computer or mobile phone use the following link or phone number: 
https://bluejeans.com/826646223?src=calendarLink -Phone Dial-in- +1.408.419.1715 -Meeting ID: 826 646 223 
 
REQUEST FOR ADDITIONS OR CORRECTIONS TO THE AGENDA. 
 

2. PUBLIC COMMENTS: Comments may be sent to the City Clerk at: jmontgomery@cityoforting.org by 3pm 
on August 26th, 2020, and will be read in to the record at the meeting.  In the case of a question, the chair will 
refer the matter to the appropriate administrative staff member or committee.   
 

3. AB20-68-APPOINTMENT OF PLANNING COMMISSIONER 
 Mayor Penner 

Motion: To Confirm the Mayor’s appointment of Lloyd Hartman to the position of Planning 
Commissioner.   

 
4. PUBLIC HEARING- Any person may speak at the public hearing but if unable to attend, written comments 

may be submitted to the Clerk’s office at jmontgomery@cityoforting.org  no later than 3:00pm on August 
26th, 2020.  
 
A.  Revenue Sources 2020.  

  Scott Larson 
 

5. CONSENT AGENDA – Any Requests for Consent Agenda Items to Be Pulled For Discussion? 
A. Regular Meeting Minutes of August 12th, 2020. 
B. Payroll and Claims Warrants. 
C. AB20-58–To Approve the Inter Local Agreement for School Resource Officer Services with the Orting School 

District as Prepared. 
D. AB20-67- To Adopt Ordinance No. 2020-1065, An Ordinance Of The City Of Orting, Washington,  Relating To 

Appointive Officers; Amending Orting Municipal Code Sections 1-7-1, 1-7-2, And  1- 7-3; Providing For 
Severability; And Establishing An Effective Date. AND To Approve Resolution No 2020-21, A Resolution Of The 
City Of Orting, Washington, Adopting Duties And Qualifications Of Appointive Officers. 
 
Motion:  To approve Consent Agenda as prepared, OR- To approve Consent Agenda with the exception 
of agenda item(s) #________.   

       
6. OLD BUSINESS 

A. AB20-64- CARES Fund Allocations. 
 Scott Larson/ CM Drennen/ CM Williams/CM Gunther 

 
Motion: To Approve Resolution 2020-23 Establishing The Orting Cares Act Small Business Grant 
Program, Declaring A Public Purpose And Authorizing A City Grant Of Funds To Orting Businesses For 
Covid-19 Relief.  

 

Councilmembers 
Position No. 
1. Tod Gunther 
2. John Kelly 
3. Tony Belot 
4. John Williams 
5. Gregg Bradshaw 
6. Greg Hogan 
7. Scott Drennen 

 
     
      REVISED 

 
Mayor Joshua Penner, Chair 

Orting City Council   
Regular Business Meeting Agenda 
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Orting, WA  

              August 26, 2020, 7:00pm                           
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Motion: To Approve Resolution 2020-24 Establishing The Orting Cares Act Non-Profit Grant Program, 
Declaring A Public Purpose And Authorizing City Grants Of Funds To Non-Profit Organizations For 
Covid-19 Relief. 

 
7. EXECUTIVE SESSION 

 
8.  ADJOURNMENT- Motion:  To Adjourn. 



 

City Of Orting  
Council Agenda Summary Sheet 

 
 Agenda Bill #   Recommending 

Committee 

Study 
Session 
Dates 

Regular Meeting Dates 

 
Subject: 
Appointment of 
Planning 
Commissioner. 

AB20-68    

 N/A N/A 8.26.20 

 
Department:  Executive 
Date Submitted: 8.18.20 

Cost of Item:   $ 
Amount Budgeted:   $ 
Unexpended Balance:   $  
Bars #:   
Timeline:  
Submitted By: City Clerk/ Mayor Penner 
Fiscal Note:  
Attachments: Application and Letter of Interest 
SUMMARY STATEMENT:  
 
There is currently a vacancy on the Planning Commission that the Mayor is seeking to fill.   
 
Per the  City Code: 
 
There is hereby created, in accordance with Revised Code of Washington 35A.63, a planning 
commission for the city which will consist of seven (7) members, two (2) of whom may be 
nonresident owners of real property within the city, to be appointed by the mayor with the consent 
of the council. (Ord. 783, 1-8-2004) 
 
 
 
 
 
 
 
RECOMMENDED ACTION:  MOTION: To Confirm the Mayor’s appointment of Lloyd 
Hartman to the position of Planning Commissioner.   
 

 



PUBLIC HEARING 

REVENUE SOURCES FOR 2021 



City of Orting 
2021 Revenue

SCOTT LARSON, CITY TREASURER



Revenue Sources Overview

 Beginning Cash & Investments (fund balance/reserves):
 Taxes: Including property taxes, Utility Taxes for power, cable and 

telecom, sales & use, gambling taxes, Liquor Excise Tax
 Licenses and Permits:  Building Permits, Business Licenses, and 

Franchise Fees.



Revenue Sources Overview 
(Continued)

 Intergovernmental: Grants, State Assistance, Criminal Justice Special 
Programs Grant, School Resource Officer, Liquor Profits

 Charges for Goods & Services: Court Costs, Building Plan Review 
and Inspection Fees, Engineering Plan Review Fees, Utility Fees 
(Water, Sewer, and Storm Rates), Cemetery Fees

 Fines & Forfeits: Convictions for Crimes, Civil Penalties, Traffic 
Infractions, DUI Penalties, Utility Late Fees and Shut Off Fees, NSF 
Checks

 Miscellaneous Revenue: Investment Interest, Rentals & Leases, 
Donations, Special Events



Beginning Fund Balance

All Funds: Beginning Fund Balance 2019 2020 2021 2022 Change from 2021

Actual Actual Estimated Estimated $ %
General Fund 001 3,783,305 932,659 1,100,000 1,102,700 2,700 18.2%
City Streets 101 291,572 114,620 300,000 300,500 500 162.2%
Cemetery 104 45 11,715 - - - -100.0%
Parks Department 105 780,998 604,381 650,000 650,390 390 7.6%
Tourism Fund 107 6,283 7,037 7,300 7,259 (41) 3.2%
TBD 108 220,239 281,105 320,000 325,999 5,999 16.0%
Police Department Drug 120 3,844 3,933 3,950 3,950 - 0.4%
Emergency Evacuation Bridge Fund 303 - - - - - 0.0%

City Hall Construction 304 446,091 4,300,540 - - - -100.0%
Transportation Impact 320 519,360 616,208 310,000 310,000 - -49.7%
Water 401 1,552,126 1,277,876 1,780,000 1,777,000 (3,000) 39.1%
Wastewater 408 7,571,441 7,109,681 7,850,000 7,850,500 500 10.4%
Stormwater 410 2,381,694 2,062,099 2,400,000 2,400,000 - 16.4%
Utility Land Acquisition 412 768,821 84,340 60,000 - (60,000) -100.0%
Cemetery Perpetual Fund 701 510,217 518,992 514,000 514,000 - -1.0%
Skinner Estate Fund 704 472,754 480,884 476,000 476,000 - -1.0%
Total 19,308,791 18,406,072 15,771,250 15,718,299 (52,951) -13.9%



Total Revenue (All Funds)

Transfers are subtracted out of Total Revenue to avoid the effect of double counting

All Funds 2018 2019 2020 2021 Change from 2020
Actual Actual Budget Actual Budget Budget $ %

Revenues
New Request - - - - - - - 0.0%
Taxes 3,576,660.92 3,578,154.50 3,380,811.16 1,804,451.94 3,343,940.61 3,356,060.00 12,119.39 0.4%
Licenses and Permits 388,832.18 254,830.15 436,500.00 74,893.33 248,500.00 219,200.00 (29,300.00) -6.7%
Intergovernmental 850,863.57 855,237.93 2,278,900.00 1,158,466.98 2,371,900.00 1,783,600.00 (588,300.00) -25.8%
Goods and Services 5,963,948.26 5,544,452.70 5,934,567.50 2,959,695.00 5,169,932.50 5,866,832.50 696,900.00 11.7%
Fines and Penalties 109,953.05 108,236.77 94,100.00 41,204.15 86,500.00 86,500.00 - 0.0%
Miscellaneous 317,140.78 457,981.73 122,042.00 160,145.89 154,010.00 154,010.00 - 0.0%
Nonrevenues 157,806.38 152,410.80 136,200.00 4,202.33 200.00 200.00 - 0.0%
Transfers 291,284.55 6,829,678.95 1,346,342.33 885,120.40 745,042.33 745,042.33 - 0.0%
Other 2,198,424.64 53,452.92 - 209,375.28 - - - 0.0%

Total Revenue 13,563,629.78 11,004,757.50 12,383,120.66 6,412,434.90 11,374,983.11 11,466,402.50 91,419.39 0.7%



General Fund Revenue Overview

General Fund 2018 2019 2020 2021 Change from 2020
Actual Actual Budget Actual Budget Budget $ %

Revenues
New Request - - - - - -
Taxes 2,670,228 2,911,232 2,770,751 1,495,404 2,813,881 2,826,000 12,119 0.4%
Licenses and Permits 388,832 254,830 436,500 74,893 248,500 219,200 (29,300) -6.7%
Intergovernmental 239,043 256,819 250,900 697,749 843,900 255,600 (588,300) -234.5%
Goods and Services 343,810 269,050 305,690 137,189 227,040 223,940 (3,100) -1.0%
Fines and Penalties 72,088 63,102 72,100 29,254 64,500 64,500 - 0.0%
Miscellaneous 101,329 99,634 26,500 124,569 51,500 51,500 - 0.0%
Nonrevenues 16,981 13,085 - 4,404 - - - 0.0%
Transfers - - 4,000 - 4,000 4,000 - 0.0%
Other 2,198,425 51,120 - 204,723 - - - 0.0%

Total Revenue 6,030,736 3,918,872 3,866,441 2,768,186 4,253,321 3,644,740 (608,581) -15.7%



General Fund Revenue
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General Fund Taxes - Property
 Property Taxes are based on the assessed valuation that the County 

Assessor assigns to your property. The City’s levies $1.54 per $1,000 of 
assessed valuation in property taxes. We will have more discussion on 
Property Taxes, and a public hearing in the fall when we consider the 
2021 Property Tax levy. The Following table breaks out what jurisdictions 
are collecting Property Taxes within the City of Orting:

2020 Property Tax Breakout

Conservation Futures $0.04 0.31%

Flood Control Zone $0.10 0.83%

Port of Tacoma $0.18 1.49%

Central Puget Sound RTA $0.20 1.62%

Pierce County Rural Library $0.47 3.82%

Fire District 18 $2.24 18.21%

State $1.96 15.88%

County $1.01 8.22%

City of Orting $1.54 12.48%

Orting School District $4.58 37.16%

Total: $12.33 100.00%
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Fire District 18

State

County

City of Orting

Orting School District



City of Orting Property Taxes
Year Assessed Value Collection Amt. Rate

2007 445,896,318 983,513 $            2.2057 

2008 558,253,887 1,131,375 $            2.0258 

2009 577,187,234 1,182,007 $            2.0090 

2010 539,525,876 1,214,365 $            2.2444 

2011 435,048,557 696,078 $            1.3613 

2012 435,048,557 652,000 $            1.4987 

2013 378,099,092 604,959 $            1.4987 

2014 393,369,675 629,391 $            1.6000 

2015 479,430,424 767,089 $            1.6000 

2016 521,947,708 835,116 $            1.6000 

2017 585,603,519 942,618 $            1.6097 

2018 675,107,252 1,082,557 $            1.6035 

2019 806,719,473 1,290,751 $            1.6000 

2020 868,926,540 1,335,880 $            1.54 

2021 920,000,000 1,355,918 $             1.47

2021 Assessed Value is estimated
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City of Orting Sales Tax
 Sales tax is imposed on every taxable transaction occurring within 

the City, and it applies to the same transactions which the state 
sales tax applies. The total sales tax rate within the city is 9.2%, and 
the city’s rate is 1% 

Sales Tax Breakout By Jurisdiction
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City of Orting Utility Taxes
 Utility taxes in the city are only levied on telecommunications, gas 

and electricity at 6% of gross revenues. The city has the authority to 
impose further utility taxes on garbage and public utilities including 
water, sewer, and stormwater, but is not proposing such a tax at this 
time.

Year Electricity Natural Gas Cable Telecom

2013 216,401.52 112,354.87 99,892.00 177,004.11 

2014 220,170.24 121,436.92 105,479.32 183,969.50 

2015 210,800.44 111,452.79 113,868.12 153,462.44 

2016 234,758.29 106,131.68 124,776.65 137,368.34 

2017 245,865.62 122,029.66 135,575.81 122,026.77 

2018 251,507.00 122,612.00 135,000.00 115,000.00 

2019 244,843.24 114,788.55 139,878.08 90,524.85 

2020 260,000.00 130,000.00 135,000.00 90,000.00 

2021 260,000.00 130,000.00 135,000.00 90,000.00 
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Streets & Parks 
Revenue

 Streets and Parks are both facing 
similar challenges over the next 
few years. The City relies on 
revenue from Impact fees and 
the development of new 
property has been slow. Also, the 
City has not yet seen a pull back 
in the sales of houses during the
current recession. If the pace of
house sales falls off our REET
revenue will decrease. Both 
issues will contribute to 
uncertainty in the revenue of 
these funds over the coming 
years.

Streets 2016 2017 2018 2019 2020 2021
Actual Actual Actual Actual Budget Budget 

Grants 32,656.86 28,188.75 - 2,346.67 346,000.00 200,000.00 

REET 187,229.04 277,924.94 342,009.89 217,103.15 160,000.00 160,000.00 

Gas Tax 157,345.08 163,186.46 171,522.95 170,874.92 155,000.00 155,000.00 

Other 8,938.51 15,620.41 19,316.14 38,844.42 25,200.00 25,200.00 

Total 386,169.49 484,920.56 532,848.98 429,169.16 686,200.00 540,200.00 

Trans. Impact 2016 2017 2018 2019 2020 2021
Actual Actual Actual Estimated Budget Budget 

Impact Fee 189,112.00 300,860.00 186,963.00 100,000.00 44,000.00 44,000.00 

Grant - 643,660.97 400,189.03 - - -

Other 2,693.69 3,992.87 4,799.12 6,000.00 1,000.00 1,000.00 

Total 191,805.69 948,513.84 591,951.15 106,000.00 45,000.00 45,000.00 

Parks 2016 2017 2018 2019 2020 2021
Actual Actual Actual Actual Budget Budget 

Parks Impact Fees 53,120.00 34,030.00 29,880.00 4,814.00 16,250.00 16,250.00 

Sales Tax 68,394.82 75,050.85 76,087.03 91,215.82 70,000.00 70,000.00 

REET 187,229.03 277,924.93 349,441.29 217,103.13 160,000.00 160,000.00 

Grants - - - - 194,000.00 194,000.00 

Other 5,392.27 10,477.10 13,437.84 23,230.68 4,600.00 4,600.00 

Total 314,136.12 397,482.88 468,846.16 336,363.63 444,850.00 444,850.00 



Cemetery Revenue

 We expect the Cemetery to continue to struggle for revenue in 2021 
as end of life preferences have changed. The biggest source of 
budgeted revenue for the Cemetery will continue to be transfers 
from the General Fund.

Cemetery 2018 2019 2020 2021 Change from 2020
Actual Actual Budget Actual Budget Budget $ %

Revenues
New Request - - - - - -
Goods and Services 23,457 24,602 18,500 12,414.64 14,700.00 14,700.00 - 0.0%
Miscellaneous - 1,050 - - - - - 0.0%
Nonrevenues 326 326 200 232.50 200.00 200.00 - 0.0%
Transfers 17,716 22,014 15,300 3,788 26,000 26,000 - 0.0%

Total Revenue 41,498 47,992 34,000 16,435 40,900 40,900 - 0.0%



Transportation Benefit District (TBD) 
Revenue

TBD 2018 2019 2020 2021 Change from 2020
Actual Actual Budget Actual Budget Budget $ %

Revenues
New Request - - - - - - -
Taxes 138,493 140,898 140,000 40,758.30 140,000.00 140,000.00 - 0.0%
Miscellaneous 3,093 6,554 1,000 1,160.48 1,000.00 1,000.00 - 0.0%

Total Revenue 141,585 147,453 141,000 41,919 141,000 141,000 - 0.0%



Utilities

 Utility Rates – In 2019 the City hired a consultant to evaluate our 
utility rates to make recommendations how to keep rates as fair as 
possible over the coming years and be able to reinvest into our 
infrastructure. The consultant recommended a rate structure that 
covered 2020 to 2024 and allows us to meet our goals as laid out the 
respective utilities Capital Improvement Plan.



Water

Water 2018 2019 2020 2021 Change from 2020
Actual Actual Budget Actual Budget Budget $ %

Revenues
New Request - - - - - - -
Goods and Services 2,037,090 1,947,073 1,973,000 993,585 1,792,400 2,039,400 247,000 13%
Fines and Penalties 37,865 45,135 22,000 11,950 22,000 22,000 - 0%
Miscellaneous 28,067 45,030 11,000 3,730 8,000 8,000 - 0%
Nonrevenues 1,500 - - (434) - - - 0%
Transfers - - - - - - - 0%
Other - - - 884 - - - 0%

Total Revenue 2,104,522 2,037,238 2,006,000 1,009,715 1,822,400 2,069,400 247,000 12%



Sewer

Sewer 2018 2019 2020 2021 Change from 2020
Actual Actual Budget Actual Budget Budget $ %

Revenues
New Request - - - - - - -
Goods and Services 2,464,439 2,325,268 2,568,300 1,289,611 2,226,100 2,576,100 350,000 14%
Miscellaneous 106,767 153,237 55,732 4,067 50,700 50,700 - 0%
Nonrevenues 139,000 139,000 136,000 - - - - 0%
Transfers - - - - - - - 0%
Other - - - 2,372 - - - 0%

Total Revenue 2,710,205 2,617,505 2,760,032 1,296,050 2,276,800 2,626,800 350,000 13%



Stormwater

Stormwater 2018 2019 2020 2021 Change from 2020
Actual Actual Budget Actual Budget Budget $ %

Revenues
New Request - - - - - - -
Intergovernmental 29,083 77,145 325,000 31,267 325,000 325,000 - 0%
Goods and Services 878,309 881,669 888,328 524,969 849,443 952,443 103,000 12%
Miscellaneous 24,210 39,140 10,500 4,180 10,500 10,500 - 0%
Transfers - - - - - - - 0%
Other - 2,332 - 244 - - - 0%

Total Revenue 931,603 1,000,286 1,223,828 560,660 1,184,943 1,287,943 103,000 8%



Questions?
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COUNCILMEMBERS 
Position No. 
1. Tod Gunther 
2. John Kelly 
3. Tony Belot 
4. John Williams 
5. Gregg Bradshaw 
6. Greg Hogan 
7. Scott Drennen 

 

 
 
 

ORTING CITY COUNCIL  
Regular Business Meeting Minutes 

Virtual Meeting, Orting, WA  
August 12th,  2020 

7 p.m. 

Mayor Joshua Penner, Chair 
 
 

1. CALL MEETING TO ORDER, PLEDGE OF ALLEGIANCE, AND ROLL CALL. 
*The City utilized remote attendance for Councilmembers and City employees.  Please note: OPMA rules 
regarding provision for the public in a space was suspended by proclamation of the Governor. The meeting was 
however, available for the public, by a call in number. 
 
Mayor Penner called the meeting to order at 7:00pm, and Councilmember Bradshaw led the pledge 
of allegiance.   
Councilmembers Present: Deputy Mayor Greg Hogan, Councilmembers Tod Gunther, John Kelly, 
John Williams, Scott Drennen, Tony Belot and Gregg Bradshaw. 
Staff Present: Mark Bethune, City Administrator, Jane Montgomery, City Clerk, Scott Larson, 
Treasurer/Assistant City Administrator, Charlotte Archer, City Attorney, JC Hungerford, Engineer, 
Chris Gard, Chief of Police, Emily Adams, City Planner. 

 
REQUEST FOR ADDITIONS OR MODIFICATIONS TO THE AGENDA. 
 

Councilmember Gunther made a motion to Add AB20-64, Cares Funds allocation discussion, 
under Old business 5B. Second by Councilmember Williams.  Motion passed (7 -0) 
 

2. PUBLIC COMMENTS 
None.   

 
3. HEARING 

A. AB20-63- An Ordinance of The City of Orting, Washington, Relating to Lot Coverage  
Requirements; Amending Orting Municipal Code Sections 9-5a-4, 13-5-1, And 13-2. 

Mayor Penner opened the hearing on lot coverage code amendments, at 7:05pm read the rules for 
the Public hearing, and then asked Emily Adams to give her staff report. 
 
2020 LID code amendments included an update of the coverage definition in OMC 13-2 relating to 
hard surface and impervious surface definitions which created issues for citizens regarding the 
maximum coverage allowed in zones. Previously only structures were counted towards maximum 
coverage, now all structures, impervious, and hard surfaces are counted towards a lot’s maximum 
coverage. The proposed regulation amendments are consistent with the comprehensive plan by 
ensuring citizens are not unduly limited in how they wish to develop their land. A public hearing was 
held by the Planning Commission on July 6, 2020. Two written comments were received prior to the 
hearing and read into the record, both were in support of the amendments. At the hearing, seven 
citizens spoke in support of increasing the coverage maximums. Ms. Adams recommended approval 
of the ordinance and amendments as presented.  Mayor Penner asked for any public comments.  
 
Public Comments 
Cheryl White 
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Ms. White lives in Majestic View Estates, and is in favor of the proposed amendments.  She stated 
that currently the code does not allow her to add a deck or beautify her yard.  She stressed that the 
passage of these amendments is very important to her personally and many residents in the City. 
 
Mayor Penner asked for council comments or questions.  Council discussion followed with most of 
the Councilmembers indicating that they felt the current code was unnecessarily restrictive. The 
proposed amendments bring the City back to where it was plus gives a little extra to accommodate 
eaves.   
 
Mayor Penner closed the hearing at 7:20pm and asked if there would be a motion entertained.  

 
Deputy Mayor Hogan made a motion to approve ordinance No. 2020-1063 An Ordinance of The City 
of Orting, Washington, Relating to Lot Coverage Requirements; Amending Orting Municipal Code 
Sections 9-5a-4,13-5-1, And 13-2; Providing Severability; And Establishing An Effective Date. 
Second by Councilmember Belot.   
 

Discussion followed and Councilmember Kelly stated that he wished to have more time to analyze 
the amendments at a study session.  He took issue with the maximum hard surface development 
standards that were listed in Section 3- OMC 13.5.1 Table 1.  He felt the percentages should be 
increased by an additional 10% for the RC, RU, and RMF zones. This would change RC zone to 
50%, RU zone to 65%, and RMF zone to 75%. Both Engineer Hungerford and Attorney Archer were 
asked if this would create any conflicts and neither felt it would be an issue.   
 

Councilmember Kelly made an amendment to the motion to increase the proposed maximum hard 
surface coverage in the RC, RU, and RMF zones by an additional 10% in each residential zone. 
Second by Councilmember Bradshaw.  Amended Motion passed by Roll call vote (6-1).  
Nay vote- Councilmember Williams.  Motion as amended passed by a roll call vote (6-1).  
Nay vote- Councilmember Williams. 
 

4. CONSENT AGENDA- (Any Consent items pulled for discussion?) 
A. Study Session Meeting Minutes of July 15th, 2020. 
B. Regular Meeting Minutes of July 29th, 2020.  
C. Payroll and Claims Warrants. 

 
Councilmember Kelly made a Motion to approve Consent Agenda as prepared. Second by 
Deputy Mayor Hogan. Motion passed (7-0).   
 

5. OLD BUSINESS 
A.  AB20-61- Gambling Tax Penalty Relief And Due Date Extension. 
Assistant City Administrator/Treasurer Larson briefed on the proposed ordinance. He explained that 
the City received a request from a business that pays gambling taxes, asking to extend the due date 
to make the payment. The request was made because the Governor’s Stay Home Proclamation 
caused the business not to be able to operate normally, or perform regular duties in the same way. 
The State extended the deadline to pay first quarter gambling taxes and there was some confusion 
with the business as to whether or not that extended their obligation to the city. Based on these factors 
and feedback from Council the proposed Ordinance was drafted extending the deadline to pay both 
first and second quarter gambling taxes until August 28th.  

 
Deputy Mayor Hogan made a Motion: To Adopt Ordinance No. 2020-1064, An Ordinance of the 
City of Orting, Washington, Providing Temporary Relief From OMC 4-5-3, Relating To The 
Quarterly Computation And Remittance Of Gambling Taxes, Extending The Payment Due Date 
until August 28th, 2020, Providing For Severability; And Establishing An Effective Date. Second 
by Councilmember Belot. Motion passed (7-0). 
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B. AB20-64- CARES Funds Allocation Discussion 
Councilmember Gunther briefed that the ADHOC Committee met and recommended the following: 
 
- $60k to be allocated to small business grants and PPE reimbursement.  
- $30k allocated to restaurant vouchers which will be distributed to clients of the Food Bank and 

the Senior Center 
- $20k allocated to youth assistance. This could include assistance with childcare or some sort of 

educational assistance. 
- $20k for low income assistance.  
- $20k for organizations in our community that provide food assistance 
- $5k for behavioral health services. This could be money allocated to an organization that 

provides these services or working with an organization that can provide behavioral health 
services. 
 

Action: Councilmembers will think about the specifics of dispersing the funds and bring ideas back 
to the study session meeting on the 19th.  

6. COVID19 DISCUSSION 
No updates as there have not been any policy changes.   

 
7. EXECUTIVE SESSION 

No session.  
 
8. ADJOURNMENT 
      

Councilmember Belot made a motion to adjourn.  Second by Deputy Mayor Hogan.   
                   Motion passed (7 -0) 

 
Mayor Penner recessed the meeting at 8:24pm. 

 
 

ATTEST: 
 
 
 _____________________________      _________________________                                  
Jane Montgomery, City Clerk, CMC                                Joshua Penner, Mayor      
 

 
 
 
 































 

City Of Orting  
Council Agenda Summary Sheet 

 
 Agenda Bill #   Recommending 

Committee 

Study 
Session 
Dates 

Regular Meeting Dates 

 
Subject: School 
Resource Officer 
Inter Local 
Agreement (SRO 
ILA) Renewal 

AB20-58    

 7/10/20 7.15.20 8.12.20 

8.26.20 
 
Department:  Police/Finance 
Date Submitted: August 1, 2020 

Cost of Item:     N/A Revenue Item 
Amount Budgeted:     N/A 
Unexpended Balance:     N/A 
Bars #:        001-342-10-00-00 
Timeline:       By Sept. 1 
Submitted By:       Chris Gard/Scott Larson 
Fiscal Note: The School District will pay the City $97,500 for the 2020-2021 school year and $100,000 
for the 2021 – 2022 school year. 
Attachments: ILA and Attachments 
SUMMARY STATEMENT:  
 
The School District and the City have negotiated a new ILA for School Resource Officer Services. We 
have agreed to prorate the fee by week in the event that in person school is prohibited. We have 
also increased the annual fee and the cost of overtime. 
 
 
 
 
 
 
 
 
 
 
RECOMMENDED ACTION:  MOTION: To Approve The Inter- Local Agreement For School 
Resource Officer Services With The Orting School District As Prepared.   
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INTERLOCAL AGREEMENT BETWEEN THE ORTING SCHOOL DISTRICT 
AND CITY OF ORTING  

FOR THE SCHOOL RESOURCE OFFICER PROGRAM 
 

THIS AGREEMENT, made and entered into this 26th , day of August, 2020, by and 
between the Orting School District (“District”) and the City of Orting (“City”). 

 
WHEREAS, the City is a municipal corporation of the State of Washington, organized 

and operating under the Optional Municipal Code, Title 35A RCW; and 
 
WHEREAS, the District is a municipal corporation organized pursuant to Title 28A of 

the Revised Code of Washington, RCW 28A; and 
 
WHEREAS, the City and the District have the power, authority and responsibility to 

provide public safety services within their respective jurisdictions and facilities; and 
 
WHEREAS, the District has expressed a desire to execute an agreement with the City for 

the services of one full-time police officer, known as a School Resource Officer ("SRO") to be 
stationed at Orting High School and serving the District's schools located within the City's 
corporate boundaries; and 

 
WHEREAS, both parties desire to enter into an agreement for the purpose of utilizing 

the City’s capabilities to provide the District with SRO services; and 
 
WHEREAS, the District and the City believe the services rendered by an SRO will 

enhance school security and benefit public safety; and 
 
WHEREAS, the City is willing to assign a police officer to serve as an SRO as set forth 

herein, subject to the District's commitment to reimburse the City  its proportional share of the 
costs of maintaining such position, as specified in this Agreement; and 

 
WHEREAS, the City and the District agree to fund an SRO position in accordance with 

the terms and conditions set forth in this Agreement; and 
 
WHEREAS, this Agreement is specifically authorized by the Interlocal Cooperation Act 

set forth in Chapter 39.34 of the Revised Code of Washington, 
 
NOW, THEREFORE, IN CONSIDERATION OF THE PROMISES AND 

AGREEMENTS CONTAINED HEREIN, IT IS AGREED AS FOLLOWS: 
 
1. Scope of Services.  The City will assign one regularly employed Orting police officer to 
serve as a School Resource Officer (“SRO”).  This SRO will provide a uniformed presence on 
campus to promote safety and serve as a positive resource to the schools and surrounding 
neighborhoods.  The SRO will patrol Orting schools and surrounding areas, focusing primarily on 
Orting High School and the District’s secondary schools, in order to identify, investigate, deter, 
and prevent crime, especially those incidents involving weapons, youth violence, harassment, 
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gang involvement, drugs, or other similar activities.  In addition, the SRO will provide students, 
parents, teachers, administrators and neighborhood residents with information, support, and 
problem-solving mediation and facilitation. The SRO shall perform the duties set forth on 
Appendix B to this agreement, adopted herein by this reference, which contains a comprehensive 
School Resource Officer Scope of Work. 
 
While school is in session, the SRO will be assigned to the District on a full-time, forty (40) hours 
work week, minus any scheduled vacation time, sick time, training time, court time, or any other 
unavoidable police-related activity, including any emergencies such as civil disasters. 
 
Except as provided herein, scheduling for the SRO while school is in session will be determined 
by mutual agreement of the District and the SRO’s police supervisor. The SRO will not take 
vacation while school is in session unless approved by his/her police supervisor.  On scheduled 
work days when school is not in session (summer vacation, school breaks, holidays, etc.), the SRO 
will work on assignments as determined by their police supervisor. 
 
The SRO will attend a weekly meeting with the District's Superintendent to review and discuss 
timely school safety issues. The City shall have the sole discretion as to the staffing, but will 
accept input from the District. The City shall have the sole discretion for equipment, uniform, and 
supplies used by the SRO and shall be the sole judge as to the most appropriate, efficient and 
effective manner of handling and responding to calls for Services or the rendering thereof.  The 
SRO will remain an employee of the City.  The delivery of services, the standards of performance, 
the discipline of officer, the supervision of the SRO and any other City personnel, and other 
matters incidental to the performance of the Services, shall remain under the control of the City. 
 
2. Salary, Retirement and Overtime. The District shall not assume any liability for the direct 
payment of any salaries, wages, or other compensation to an SRO performing the Services 
provided hereunder, except as provided herein.  The District shall be responsible for the cost of 
overtime necessitated by the performance of this Agreement, and will be periodically billed for 
overtime incurred.  The District shall be responsible for any off-duty employment costs. Off-duty 
employment agreements shall be between the District and the City using the City's standard 
agreement. Except as otherwise specified herein, the District shall not be liable for compensation 
for wages for any City employee for injury or sickness arising out of his/her employment pursuant 
to this Agreement, except for any injury or sickness that occurs as a result of the District's 
negligent or intentional acts. 
 
3. Term. This Agreement shall be effective for a term from September 1, 2020 through June 
30, 2022.  Following expiration of the initial term, this Agreement may be extended, by mutual 
agreement, for an additional year thereafter upon the same terms and conditions, provided that the 
Parties may modify the reimbursement amount set forth in paragraph 4 below.   
 
4. Payment for Services. The District will reimburse the City for the services of one (1) SRO, 
as provided by this Agreement as outlined in Appendix A, for the initial term of this Agreement. 
Charges will be billed in two (2) installments in October and April. The District shall remit 
payment to the City within thirty (30) days after receipt of invoice. The Finance Directors for each 
party are authorized to modify this payment schedule and process by subsequent mutual 
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agreement, provided such understandings or modifications shall be in writing. 
 
In the event that school buildings are closed to students by proclamation of the Governor, State 
Superintendent, Orting School District Superintendent, or health official, the District will only be 
responsible for payment for services rendered for any week(s) during which schools buildings are 
partially or fully open to students. The Parties will prorate the remaining portion of this Agreement 
by week based on 41 weeks of service for any weeks the District’s buildings are fully closed.   
 
5. Emergency Situations. During days when school is in session, the SRO will not be 
assigned by the City to duties other than those set forth herein, except for required Departmental 
training or in response to emergency situations, as determined by the sole discretion of the Chief 
of Police or his designee, necessitating the response of additional police personnel. 
 
6. Indemnification. The District agrees to defend at its own expense, indemnify and hold 
harmless the City, its hired, appointed and elected officers, officials, employees, agents, and 
volunteers from and against any and all liabilities, judgments, liens, losses, costs, damages and 
expenses, including costs and attorney fees in defense thereof, because of actions, claims or 
lawsuits of any kind that allege injury or death to a person, or damage, injury or destruction to 
property or the enjoyment of property caused or allegedly caused or occasioned in whole or in 
part by or arising out of the performance or carrying out the terms of this Agreement and/or 
amendments to this Agreement except to the extent that such injury or death to a person, or 
damage, injury, or destruction of property or the enjoyment of property is caused by the negligent 
or intentional tortuous acts of the City and/or its hired, appointed and elected officers, officials, 
employees, agents, and volunteers. The City agrees to defend at its own expense, indemnify and 
hold harmless the District, its hired, appointed and elected officers, officials, employees, agents, 
and volunteers from and against any and all liabilities, judgments, liens, losses, costs, damages 
and expenses, including costs and attorney fees in defense thereof, because of actions, claims or 
lawsuits of any kind that allege injury or death to a person, or damage, injury or destruction to 
property or the enjoyment of property caused or allegedly caused or occasioned in whole or in 
part by or arising out of the performance or carrying out the terms of this Agreement and/or 
amendments to this Agreement except to the extent that such injury or death to a person, or 
damage, injury, or destruction of property or the enjoyment of property is caused by the negligent 
or intentional tortuous acts of the District and/or its hired, appointed and elected officers, officials, 
employees, agents, and volunteers. 
 
7. Compliance with Laws. In exercise of its rights to provide the City with input on the 
selection of an assigned SRO, the District acknowledges, in addition to compliance by the City 
with all applicable laws and regulations relating to employee hiring, the City's Civil Service rules 
prohibit discrimination on the basis of non-merit factors. Additionally, the District acknowledges 
and agrees the Services rendered hereunder may be affected by provisions of the collective 
bargaining agreement between the City and the union representing the SRO. Furthermore, this 
Agreement shall be subject to all laws, rules, and regulations of the United States of America, 
State of Washington, and the City of Orting. Should any such authority effectively prevent the 
performance of the obligations set forth herein or otherwise materially interfere with the 
achievement of the purposes of this Agreement, either party may terminate this Agreement upon 
thirty (30) days written notice to the other. 
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8. Termination. If either party fails to comply with the terms and conditions of this 
Agreement, the other party, upon thirty (30) days prior written notice to the breaching party, may 
terminate this Agreement. 
 
9. Modification. Either party may, in writing, request changes in the Agreement. Except as 
otherwise provided herein, any and all agreed modifications shall be in writing, signed by each of 
the parties and affixed to this Agreement. 
 
10. Venue and Governing Law. In the event of litigation arising out of any of the terms of this 
Agreement, the venue of such action of litigation shall be in the courts of the State of Washington, 
County of Pierce. This Agreement shall be governed by the law of the State of Washington. 
 
11. Mediation / Arbitration Clause. If a dispute arises from or relates to this Agreement or the 
breach thereof and if the dispute cannot be resolved through direct discussions, the parties agree 
to endeavor first to settle the dispute in an amicable manner by mediation administered by a 
mediator under Judicial Dispute Resolution LLC ("JDR") service rules or policies before resorting 
to arbitration. If the parties are unable to agree on the selection of a mediator or are unable to 
resolve the dispute by mediation pursuant to this section, or the parties waive mediation by written 
agreement, then the parties agree to submit their dispute to binding arbitration by delivering 
written demand for arbitration to the other party. The parties shall agree upon one arbitrator within 
ten (10) days of the arbitration demand. The arbitrator must be a JDR panelist. If the parties do 
not mutually agree on the identity of the arbitrator within such period, the arbitrator shall be 
selected by the administrator of the JDR, according to the arbitration rules of the JDR, without 
further input by the parties. All statutes of limitations which would otherwise be applicable shall 
apply to any arbitration proceeding hereunder. The arbitration will be conducted in Orting, 
Washington under the procedures of the Arbitration Rules of Judicial Dispute Resolution LLC in 
effect on the date hereof as modified by this Section. Any issue about whether a claim must be 
arbitrated pursuant to this provision shall be determined by the arbitrator. 
 
12. Confidentiality.  Laws involving confidentiality govern both the District and the City. Both 
the District and the City agree their employees, subcontractors, and others shall maintain the 
confidentiality of all information provided by the other to the extent required by the laws 
governing each. The federal Family Educational Rights and Privacy Act governs the District and 
the City understands this act and other state and federal laws will restrict the dissemination of 
certain information to the City. The District likewise understands that certain intelligence and law 
enforcement information is to remain confidential and in the sole control of the City. Each party 
agrees to respect the requirement imposed on the other and, in the event of any judicial action, to 
promptly notify the other of any attempt to seek disclosure of information. 
 
13. Notices. Any notices required to be given by the Parties shall be delivered at the addresses 
set forth below. Any notices may be delivered personally to the addressee of the notice or may be 
deposited in the United States mail, postage prepaid, to the address set forth below. Any notice so 
posted in the United States mail shall be deemed received three (3) days after the date of mailing. 
 
14. No Joint Venture or Separate Entity Created.  No joint venture or partnership is formed as 
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a result of this Agreement, and no separate legal entity is formed hereby.  The employees or agents 
of each Party who are engaged in the performance of this Agreement shall continue to be 
employees or agents of that Party subject to the policies, procedures and control of that Party, and 
shall not be considered for any purpose to be employees or agents of the other Party.   
 
15. Severability. If any term or condition of this Agreement or the application thereof to any 
persons(s) or circumstances is held to be unconstitutional or invalid, such invalidity shall not 
affect the validity of the remaining portion of this Agreement and the remainder shall remain in 
full force and effect. The terms and conditions of this Agreement are declared severable. 
 
16. Captions. The captions used herein are for convenience only and are not a part of this 
Agreement and do not in any way limit or amplify the terms and provisions hereof 
 
17. No Waiver. Waiver of any breach or condition of this Agreement shall not be deemed a 
waiver of any prior or subsequent breach. No term or condition of this Agreement shall be held to 
be waived, modified or deleted except by an instrument, in writing, signed by the parties hereto. 
 
18. Entire Agreement. This written Agreement represents the entire agreement between the 
parties and supersedes any prior oral statements, discussions, or understanding between the 
parties. 
 
19. Counterpart Originals. This Agreement may be executed in two (2) or more counterparts, 
each of which shall be deemed an original, but all of which together shall constitute one and the 
same instrument. 
 
IN WITNESS WHEREOF, the parties below have executed this Agreement, and by doing so, 
acknowledge that they have read this Agreement, understand its terms, and enter this Agreement 
in a knowing, intelligent, and voluntary manner. 
 

ORTING SCHOOL DISTRICT CITY OF ORTING 
 
By:  _________________________                                  By:  _________________________ 
 
Date: ________________________             Date: ________________________ 
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Appendix A: Payment for Services Schedule 
 
 
 

Payments to the City shall be based on the following schedule: 
 

2020 – 2021 School Year    $97,500.00 
2021 – 2022 School Year    $100,000.00 
 
 

Additional hours that are requested by the District shall be based on the following schedule: 

2020 – 2021 School Year    $77.00 / hour 
2021 – 2022 School Year    $79.00 / hour 

 



Appendix B– School Resource Officer Scope of Work 

 

The School Resource Officer (SRO) is a fully-commissioned, uniformed police officer assigned 
to maintain a safe and secure environment for students and faculty at schools located in the 
Orting School District.  The SRO position is funded through an inter-local agreement between 
the City of Orting and the Orting School District.   

Goal and Program Benefits: 

The SRO program should help reduce crime in the schools and community.  It will do so by 
intervening earlier in the delinquency pattern as well as offering students a positive role model.  
The physical security of the schools will be improved.  This will result in a safer environment for 
students and faculty.  The SRO will improve the liaison between students and faculty and the 
City of Orting Police Department.  Overall, the relationship between the schools, staff, students, 
the City of Orting Police Department, and the community will improve. 

 

SRO Duties: 

1. Patrol all four district schools and surrounding areas to identify, investigate, deter and 
prevent crimes, especially incidents involving drugs, gang involvement, weapons, youth 
violence, harassment or similar activities.  Patrol other district facilities within the city on 
an “as needed” basis. 
 

2. Provide specialized training to school staff and students designed to improve security in 
the school.  Topics, for example, can include drug and gang identification, stranger 
awareness, sexual predators, crime prevention, and safety presentations, etc. 
 

3. Provide advice to school district personnel on law enforcement issues.  SRO will assist in 
suggesting solutions to security problems that arise in the school district. 
 

4. Provides a positive atmosphere when interacting with students.  Will be available during 
student lunch periods, recess, before school, and assemblies when schedule permits. 
 

5. Handle traffic complaints involving students on district properties and immediately 
adjoining areas. 
 

6. Work with school district security personnel on matters of mutual concern and provide 
them with training to enhance school safety. 
 

7. Assist school district personnel in the identification of/and behavior modification of 
behaviors not conducive to a positive school environment and assist in law enforcement 
and security-related problem solutions. 



 
8. Work flexible or adjusted shifts when necessary and permissible by labor agreement 

(CBA) to accommodate evening meetings, presentations or other activities involving the 
SRO. 
 

9. Attend City of Orting Police Department training and meetings as required. 
 

10. SROs generally will strive to limit vacations during periods in which school is in session.  
If this should occur, the City agrees to make reasonable efforts to assign other officers to 
provide SRO services in the regular officer’s absence. 
 

11. The SRO shall comply with and be subject to the City of Orting Police Department’s 
operating policies and personnel policies. 
 

12. The SRO shall not be responsible for the administration of student discipline.  The 
administration of student discipline shall be the duty of the District. 
 

13. The Assistant Superintendent of Business, Operations and Safety will be the main point 
of contact for the SRO and will meet on a regular basis to provide oversight of district 
needs and discussion of impacting issues. 
 

14. The SRO and Assistant Superintendent will oversee a working schedule that meets the 
needs of the district. 

  

 

 

 



 

City Of Orting  
Council Agenda Summary Sheet 

 
 Agenda Bill #   Recommending 

Committee 
Study Session 

Dates Regular Meeting Dates 

Subject: City 
Administrator 
Vacancy, 
Ordinance 
Amending OMC 
1-7-1, 1-7-2, and 
1-7-3 Officer 
Level Job 
Descriptions 

AB20-67    

 N/A 8.19.2020 8.26.20 

 
Department:   Mayor 
Date 
Submitted: 

  August 13, 2020 

Cost of Item: N/A 
Amount Budgeted: N/A 
Unexpended Balance: N/A 
Bars #:   N/A 
Timeline:  August 28, 2020 to start search process 
Submitted By:  Mayor Penner 
Fiscal Note: None. 
Attachments: Ord 2020-1065, Res 2020-21, Officer Level Job Descriptions 
SUMMARY STATEMENT: Our current City Administrator has announced his retirement effective October 
31, 2020. I am recommending that we start a competitive process to identify a new City Administrator 
with the goal of having them start before the end of 2020. The current City Administrator has indicated 
that he may be willing to push his retirement date to help with orientation of a new City Administrator if 
needed.  
 
The Job Descriptions for the City Administrator, City Treasurer and City Clerk are currently enshrined in 
the Orting Municipal Code 1-7-3. Due to the fluid nature of Job Descriptions I would recommend to the 
council that we amend this section of our code to have all Officer level job descriptions approved by 
resolution. Further, as we update this section staff are also recommending that we update the “City 
Treasurer” title to Finance Director which is the standard title for code cities. City Treasurer is a term 
that is typically used with “Towns.”  
 
RECOMMENDED ACTION:  Motion:  
1. To Adopt Ordinance No. 2020-1065, An Ordinance Of The City Of Orting, Washington,  Relating To Appointive 
Officers; Amending Orting Municipal Code Sections 1-7-1, 1-7-2, And  1- 7-3; Providing For Severability; And 
Establishing An Effective Date. 
AND  
2.To Approve Resolution No 2020-21, A Resolution Of The City Of Orting, Washington, Adopting Duties And 
Qualifications Of Appointive Officers 
 

 



CITY OF ORTING  
 WASHINGTON 
 ORDINANCE NO.  2020-1065    
______________________________________________________________________________ 
  

AN ORDINANCE OF THE CITY OF ORTING, 
WASHINGTON, RELATING TO APPOINTIVE OFFICERS; 
AMENDING ORTING MUNICIPAL CODE SECTIONS 1-7-1, 
1-7-2, AND 1-7-3; PROVIDING FOR SEVERABILITY; AND 
ESTABLISHING AN EFFECTIVE DATE 

______________________________________________________________________________ 
 
 WHEREAS, the City of Orting is a non-charter optional municipal code city as provided in 
Title 35A RCW, incorporated under the laws of the state of Washington; and 

 WHEREAS, pursuant to RCW 35A.11.020 and 35A.12.020, the City Council has the 
authority define the authority, duties, and qualifications of the City’s appointive officers; and  

 WHEREAS, at Orting Municipal Code Chapter 1-7, the City Council established the 
appointive officer positions of clerk, treasurer, and city administrator, among others; and 

 WHEREAS, the detailed qualifications and duties of the City Administrator, City Clerk and 
City Treasurer are currently in the Orting Municipal Code, requiring a full code amendment process 
for any modifications thereto; and 

 WHEREAS, for added flexibility, the City Council desires to approve clerk, treasurer, and 
city administrator duties and qualifications by resolution; and  

 WHEREAS, in addition, the City Council wishes to update position titles typically found in 
other cities organized as code cities;  

 NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF ORTING, 
WASHINGTON, DOES ORDAIN AS FOLLOWS: 

Section 1.  OMC Section 1-7-1, Amended.  Orting Municipal Code Section 1-7-1 is hereby 
amended as follows: 

The government of the city shall be vested in a mayor and a council consisting of seven (7) members 
all elective with such powers as provided by law. The mayor shall appoint a clerk, treasurerfinance 
director, police chief and a municipal judge; and may appoint a city attorney, city administrator, public 
works director, and such police and other subordinate officers as may be provided for by ordinance, 
with such powers as authorized by law. All of the above described appointive officers shall hold office 
at the pleasure of the mayor and shall be subject to confirmation by majority vote of the city council, 
except that a municipal judge shall be appointed and confirmed as provided pursuant to chapter 10 of 
this title and may be removed only upon conviction of misconduct or malfeasance in office, or because 
of physical or mental disability rendering him incapable of performing the duties of his office. 



Section 2.   OMC Section 1-7-2, Amended. Orting Municipal Code Section 1-7-2 is hereby 
amended as follows:  

Every officer of the city, before entering upon the duties of his office, shall take and file with the clerk 
his/her oath of office. The clerk, treasurerfinance director, and police chief, before entering upon the 
respective duties, shall also each execute a bond approved by the council in the following amounts, 
provided if more than one position is held by one person, then the bonding requirements for that 
person shall be satisfied by bonding for the one position with the highest bond: 

  

Clerk  $5,000.00 

TreasurerFinance Director $5,000.00 

Police chief $2,000.00 

*** 
Section 3.   OMC Section 1-7-3, Amended. Orting Municipal Code Section 1-7-3 is hereby 
amended as follows:  

A.   No Employment Rights Created: This section is not intended to create any employment right or 
benefit for an individual employee or appointive officer. 

A. The authority, duties and qualifications for appointive officers established in OMC 1-7-1 may 
be set by resolution of the City Council.    

B.   City Clerk: 

      1.   City Clerk: There is hereby created the non-classified, at will, management position and office 
of city clerk to perform the duties and functions as set forth herein by the City Council via resolution 
for such office under the direction and supervision of the city administrator, or in the absence of the 
city administrator, the mayor or other designee. 

      2.   Minimum Qualifications: The city clerk shall possess one or more of the following 
qualifications: 

         a.   A certified municipal clerk designation; 

         b.   Experience in information science, archives and records management, business/public 
administration; 

         c.   Actual managerial or operational experiences in entity wide records and information 
management field; 

         d.   Appointment as the city administrator; or 

         e.   Such other qualifications as the mayor determines demonstrate the requisite knowledge, 
experience, skills and competency to perform the duties of the office. 



      3.   Duties; Authority: The city clerk, under the supervision of the city administrator, and subject 
to applicable general laws and ordinances, shall have, perform, keep and maintain the following duties 
and authority: 

         a.   Keep a full and true record (journal) of every act and proceeding of the city council and keep 
such books, accounts and make such reports as may be required by the state auditor; 

         b.   Record all ordinances, annexing thereto his or her certificate giving the number and title of 
the ordinance, stating that the ordinance was published and posted according to law and that the record 
is a true and correct copy thereof. The record copy with the clerk's certificate shall, in accordance with 
Revised Code Of Washington 5.44.080, be prima facie evidence of the contents of the ordinance and 
of its passage and publication and shall be admissible as such evidence in any court or proceeding; 

         c.   Be custodian of the seal of the city and official city records, including, but not limited to, 
contracts, deeds, titles, and other evidences of city ownerships or responsibilities, and shall have 
authority to acknowledge the execution of all instruments by the city which require acknowledgment; 

         d.   Publish all legal notices unless otherwise provided by general law or ordinance; 

         e.   Prepare and distribute the council agenda and packet for each council meeting; 

         f.   Perform such duties as required by Revised Code Of Washington 35A.42.040 (city clerks 
and controllers); 

         g.   Perform the duties of public records officer in accordance with Revised Code Of Washington 
42.56.580; 

         h.   Keep and maintain, for use and examination by the public, copies of any statute, ordinance, 
code, regulations, standard code of technical regulations, or any portion thereof, with amendments or 
additions, that has by ordinance been adopted by reference under authority of Revised Code Of 
Washington 35A.12.140 or 35.21.180; 

         i.   Provide copies of regulatory ordinances to state agencies in accordance with Revised Code 
Of Washington 35.21.185 and other similar statutes requiring distribution of regulatory ordinances to 
state agencies; 

         j.   Receive service of process on behalf of the city of Orting pursuant to Revised Code Of 
Washington 4.28.080(2); 

         k.   Receive assessment rolls for filing; 

         l.   Attend all regular and special meetings of the city council; provided that, in the absence of 
the city clerk or other qualified person appointed by the city clerk, the mayor or the city council may 
perform the duties of the office of the city clerk at such meeting 1 ; 

         m.   Be the agent on behalf of the city appointed to receive any claim for damages filed pursuant 
to Revised Code Of Washington chapter 4.96 and shall keep and maintain such claim forms as are 



required pursuant to Revised Code Of Washington chapter 4.96 to be maintained by the city and filed 
with the state, and make such forms and instructions available to the public; 

         n.   Perform such duties as required pursuant to the applicable budget statutes 2 ; and 

         o.   Perform such other duties and possess such authority as assigned to the office of city clerk 
pursuant to law or ordinance, or as assigned by the city administrator or mayor. 

   C.   City TreasurerFinance Director: 

      1.   City TreasurerFinance Director: There is hereby created the non-classified, at will, 
management position and office of city treasurer to perform the duties and functions as set forth by 
the City Council via resolutionherein for such office under the direction and supervision of the city 
administrator, or in the absence of the city administrator, the mayor or other designee. 

      2.   Minimum Qualifications: The city treasurer shall possess one or more of the following 
qualifications: 

         a.   Two (2) year degree or certificate of completion in accounting; 

         b.   Four (4) year degree in accounting, or related field preferred; 

         c.   Seven (7) years of experience in governmental accounting; 

         d.   Five (5) years of progressively responsible work experience in a governmental supervisory 
and/or administrative capacity; or 

         e.   Such other qualifications as the mayor determines demonstrate the requisite knowledge, 
experience, skills and competency to perform the duties of the office. 

      3.   Duties; Authority: The city treasurer, under the supervision of the city administrator, and 
subject to applicable general laws and ordinances, shall have, perform, keep and maintain the 
following duties and authority: 

         a.   Maintain revenue, expenditure and general accounting ledgers; 

         b.   Keep separate and distinct accounts for each fund as required by law; 

         c.   Be responsible for the receipt, custody, and disbursement of all city funds and all local 
improvement district funds and other trust funds; 

         d.   Monitor all cash handling procedures; 

         e.   Coordinate the development of the annual budget and monitor revenues and expenditures; 

         f.   Prepare and maintain financial records of county, state and federal grants; 

         g.   Oversee accounts receivable and monthly age analysis reports and provide daily closeout 
function; 



         h.   Investment management in accordance with Washington state guidelines; 

         i.   Prepare annual financial report in accordance with Washington state budgeting, accounting 
and reporting system (BARS); 

         j.   Prepare revenue and expenditure monthly reports for review by the city administrator; 

         k.   Receive all demands and accounts against the city and with the necessary evidence in support 
thereof, submit the same to the city council who shall by a vote direct whether the same shall be paid 
in whole or in part; 

         l.   When the city council orders any account or demand to be paid, draw a warrant for the 
amount ordered paid, which warrant must be signed by the mayor and attested by the city clerk; 

         m.   Redeem claims and payroll warrants; 

         n.   Make all deposits of city funds in banks in the manner prescribed by law; 

         o.   Sign all checks and warrants of the city or, in case of his/her absence or inability to act, by 
his/her representative designated by him/her in writing; provided that, the mayor may require that all 
such checks and warrants be countersigned; 

         p.   Build and provide the excise tax reports; 

         q.   Process passports in accordance with applicable federal regulations; 

         r.   Administer and enforce title 3, "Revenue And Finances", and title 4, "Business And License 
Regulations", of this code including, by way of example and not limitation, processing business 
license applications, billing, receipt and collection of occupation tax, utility tax, gambling tax, lodging 
tax, and business license payments, auditing taxpayer returns, books and accounts to determine the 
correct tax owing, conducting investigations to determine whether a person or firm should be 
registered and paying their fair share of tax; preparing and sending out delinquent penalty and 
additional assessment notices, and adopting, publishing and enforcing rules and regulations for the 
proper administration of titles 3 and 4 of this code; 

         s.   Keep an accurate and detailed account of all collections and disbursements; 

         t.   Post receivables; 

         u.   Establish utility billing, accounts payable and payroll procedures; 

         v.   Supervise accounts payable, utility billing, audit, and collection procedures; 

         w.   Communicate with customers or others in person or via telephone; 

         x.   Assist with problems, complaints, and customer concerns; 

         y.   Provide A/P billing of city debt; 



         z.   Comply with the requirements of Revised Code Of Washington 35A.42.010 (city treasurer 
- miscellaneous authority and duties); 

         aa.   Perform routine office tasks as required; and 

         bb.   Perform such other duties and possess such authority as assigned to the office pursuant to 
law or ordinance, or as assigned by the city administrator or mayor. 

      4.   Additional Duties; Human Resources: The city treasurer, under the supervision of the city 
administrator, and subject to applicable general laws and ordinances, shall have, perform, keep and 
maintain the following additional duties and authority: 

         a.   Serve as personnel officer for the city; 

         b.   Direct and administer uniform human resources policies, procedures and programs including 
citywide recruitment, classification, compensation, benefits, labor relations, training and professional 
development; provide advice, problem mitigation/resolution, and counsel to city officials and staff 
regarding human resource issues; 

         c.   Keep and maintain personnel files for city employees; provided that, personnel files for 
commissioned law enforcement officers shall be kept and maintained by the chief of police; 

         d.   Provide payroll functions including necessary reports; 

         e.   Investigate whistleblower and other complaints of employee/public official misconduct; 
provided that, a complaint involving the treasurer shall be directed to the city administrator for 
investigation and complaints involving commissioned law enforcement officers and volunteers, other 
than the chief of police, shall be investigated by the chief of police; 

         f.   Make recommendations and/or provide guidance to the mayor regarding disciplinary actions; 
and 

         g.   Perform such other duties related to human resources as assigned by the city administrator 
or mayor, or as may be otherwise provided by law or ordinance. 

   D.   City Administrator: 

      1.   City Administrator: There is hereby created the non-classified, at will, management position 
and office of city administrator to perform the duties and functions as set forth by the City Council 
via resolutionherein for such office under the direction and supervision of the mayor, or in the absence 
of the mayor, the deputy mayor. 

The city administrator assists in supervising the city's department heads and all subordinate personnel 
and assists in managing the city government on behalf of the mayor to implement city council policies 
and goals and the duly enacted ordinances of the city. The individual serving in this position provides 
advice and counsel to the mayor and department heads concerning fiscal and administrative 
alternatives and options. 



Nothing herein is intended to abrogate or diminish the authority granted to the mayor pursuant to 
Revised Code Of Washington 35A.12.100 as chief executive and administrative officer of the city. 

      2.   Minimum Qualifications: The city administrator shall possess one or more of the following 
qualifications: 

         a.   A graduate of a recognized college or university; 

         b.   Experience in public administration; 

         c.   Experience in financial administration, accounting and/or personnel management or similar 
fields as deemed appropriate by the mayor; or 

         d.   Such other qualifications as the mayor determines demonstrate the requisite knowledge, 
experience, skills and competency to perform the duties of the office. 

      3.   Duties; Authority: The city administrator, under the direction and supervision of the mayor, 
or in the absence of the mayor, the deputy mayor, and subject to applicable general laws and 
ordinances, shall have, perform, keep and maintain the following duties and authority: 

         a.   Provide a preliminary budget proposal to the mayor and city council each fiscal year; 

         b.   Keep the mayor fully informed of the financial condition of the city, to include anticipated 
future needs; 

         c.   Utilize financial and administrative expertise to perform analysis and provide special reports 
to the mayor to facilitate decision making; 

         d.   Provide advice and guidance with respect to any issue affecting the business or the well 
being of the city; 

         e.   Participate in related committee work or prepare special projects to accomplish same; 

         f.   Prepare administrative or financial reports for the mayor; 

         g.   Make recommendations to the mayor regarding adoption of such financial measures as may 
be deemed appropriate or expedient; 

         h.   Assist in supervising duties of the department heads; 

         i.   Participate as a member of the city's bargaining committee in all labor negotiations; 

         j.   Attend meetings of the city council and such other meetings as may be suggested or required 
by the mayor; 

         k.   Supervise the activities of the city clerk and city treasurer; 

         l.   General supervision of all city employees; 



         m.   Coordinate the activities and functions of the various city offices, departments, 
commissions, and boards in carrying out the required mandates of city ordinances and the policies of 
the mayor and the city council; 

         n.   Administer and supervise the carrying out of decisions, regulations, and policies of the 
various city departments, commissions, and boards; provided, that nothing herein shall be construed 
to abridge or to limit the responsibilities or authority of a civil service commission relative to 
uniformed personnel; 

         o.   Report regularly to the mayor and the city council concerning the status of all assignments, 
duties, projects, and functions of the various city offices, departments, commissions, and boards; 

         p.   Supervise all purchasing by the various city officers, departments, commissions, and boards, 
for the purpose of keeping the same within the limitation of the adopted budget and any long range 
planning projected for the city; 

         q.   Maintain a current capital improvements program based on long range plans and policies 
developed by the city; 

         r.   Analyze all facets of proposed capital expenditures in order to facilitate the decisions of the 
mayor and the city council; 

         s.   Assist each department in ascertaining whether or not all city departments are adequately 
and properly manned and organized in order to carry out their functions; 

         t.   Represent the city at meetings with other governmental units, agencies, commissions, and 
associations as directed by the mayor; 

         u.   Be informed about and remain cognizant of federal and state grant and loan opportunities 
that could be of pecuniary value to the city, and to alert the proper city officials to any opportunities 
for taking advantage of federal and state grants which could benefit the city; 

         v.   Coordinate and work with all other municipal corporations; 

         w.   Conduct the city's business with the public (i.e., answer questions, provide information); 

         x.   Seek funding sources and prepare and process grants and furtherance of municipal planning 
goals; 

         y.   Plan and prepare grants and monitor resultant program activity; 

         z.   Administer, enforce and implement the city development code (titles 13 and 15 of this code) 
and the flood control code (title 14 of this code); the critical areas and shoreline code (title 11 of this 
code); and, the subdivision regulations (title 12 of this code); 

         aa.   Be the SEPA responsible official in accordance with section 15-14-2-4 of this code; 



         bb.   Lead, develop, and execute an economic development program or programs designed to 
foster economic vitality; 

         cc.   Research, plan, and implement development projects; 

         dd.   Lead development efforts for neighborhoods and business districts; 

         ee.   Advise other departments, the mayor, and the city council on issues and opportunities 
relating to economic development; and 

         ff.   Perform such other duties and possess such authority as assigned to the office pursuant to 
law or ordinance, or as assigned by the mayor. 

      4.   Combination Of Position: The mayor may combine the office and position of city 
administrator with any other appointive position in the city; provided that, when combined, the 
compensation shall be fixed by the city council for the combined office and shall not necessarily be 
the total of the compensation fixed for each office individually. 

      5.   Exclusive Employment: The city administrator shall work exclusively for the city and shall 
not be allowed to work for any other municipality during his/her term as city administrator. 

      6.   Council Member Ineligible: No person elected to membership on the city council shall, 
subsequent to such election, be eligible for the appointment of city administrator until one year has 
elapsed following the expiration of the last term for which he/she was elected. 

      7.   Mayoral Vacancy/Absence: In the event a vacancy occurs in the office of mayor, or the mayor 
is absent from office, the city administrator shall report directly to the deputy mayor. (Ord. 958, 7-9-
2014) 

Appointive officers’ duties and qualifications shall be approved by resolution of the City Council. 

Section 4.  Codification. The City Council authorizes the City Clerk to correct any non-
substantive errors herein, codify the above, and publish the amended code.  

Section 5.   Effective Date.  This Ordinance shall be published in the official newspaper of the 
City and shall take effect and be in full force five (5) days after the date of publication.  

 ADOPTED BY THE CITY COUNCIL AT A REGULAR MEETING THEREOF ON THE 
________________ DAY OF _____________________, 2020. 
              
                                                                                    CITY OF ORTING 

     
Joshua Penner, Mayor 

ATTEST/AUTHENTICATED: 
 
      
Jane Montgomery, City Clerk, CMC 



 
Approved as to form: 
 
     
Charlotte A. Archer, City Attorney 
Inslee, Best, Doezie & Ryder, P.S. 
 

Filed with the City Clerk: 8.13.20 
Passed by the City Council:  
Date of Publication: 
Effective Date: 



CITY OF ORTING 
WASHINGTON 

RESOLUTION NO. 2020-21 
 

A RESOLUTION OF THE CITY OF ORTING, WASHINGTON, ADOPTING 
DUTIES AND QUALIFICATIONS OF APPOINTIVE OFFICERS. 

 
 
 WHEREAS, pursuant to RCW 35A.11.020 and 35A.12.020, the City Council has the 
authority define the authority, duties, and qualifications of the City’s appointive officers; and  
 
 WHEREAS, the Orting Municipal Code (OMC) 1-7-1 establishes appointive offices of the 
City, and by OMC 1-7-3, the duties and qualifications of appointive officers of the city may be 
adopted by resolution of the City Council; and  
  
 WHEREAS, the City Council desires to establish authority, duties and qualifications for 
appointive officers of the City, as set forth in Job Descriptions of the City Administrator, Finance 
Director, and City Clerk and finds that the Job Descriptions represent the duties required to carry 
out the functions of the City. 
 

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF ORTING, 
WASHINGTON, DOES RESOLVE AS FOLLOWS: 
 

Section 1. Adoption. The City Council hereby adopts the Job Descriptions in the following 
exhibits:  

Exhibit 1- City Administrator, Exhibit 2- Finance Director, Exhibit 3-City Clerk 
  

Section 2. Corrections.  The City Clerk is authorized to make necessary clerical 
corrections to this resolution including, but not limited to, the correction of scrivener’s errors, 
references, resolution numbering, section/subsection numbers and any references thereto. 

 
Section 3. Effective Date.  This Resolution shall take effect and be in full force upon 

passage and signatures hereon. 
 

PASSED BY THE CITY COUNCIL AT A REGULAR MEETING THEREOF ON 
THE  26TH , DAY OF AUGUST, 2020. 

  CITY OF ORTING 
 

                    ___________________________ 
                       Joshua Penner, Mayor 
ATTEST/AUTHENTICATED: 
 
      
Jane Montgomery, City Clerk, CMC 
 
Approved as to form: 
 
     
Charlotte A. Archer, City Attorney 
Inslee Best 
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CITY OF ORTING  

JOB DESCRIPTION 

Job Title: City Administrator Department: Administration 

Reports to: Mayor Effective Date: TBD 

Annual Salary: Closing Date: N/A 

SUMMARY DESCRIPTION 
This position is a full-time, FLSA exempt non-civil service position. Under the general supervision 
of the Mayor and policy direction the City Administrator plans, directs, manages and oversees the 
activities and operations of the City of Orting including Law Enforcement, Public Works, Finance, 
Code Enforcement, Planning, Human Resources and City Clerk’s and City Attorney’s Office; 
implements policy decisions made by the City Council; facilitates the development and 
implementation of City goals and objectives; and provides highly complex administrative support to 
the Mayor and City Council. 

REPRESENTATIVE DUTIES 
Duties may include, but are not limited to, the following: 

1. Assume full management and supervisory responsibility for all City operations and personnel;
assess ongoing operational needs through department heads and determine the best organizational
structure to meet goals and objectives; develop, recommend and administer policies and
procedures.

2. Manage the development and implementation of the City’s goals, objectives, policies and
priorities.

3. Establish, with City policy, appropriate service and staffing levels; monitor and evaluate the
efficiency and effectiveness of service delivery methods and procedures; allocate resources
accordingly.

4. Plan, direct and coordinate, through subordinate level staff, the Police Department’s work plan;
assign projects and programmatic areas of responsibility; review and evaluate work methods and
procedures; meet with key staff to identify and resolve problems.

5. Select, motivate and evaluate personnel; resolve personnel concerns and issues; maintain the
City’s labor relations program.

6. Oversee the development and administration of the City budget; approve the forecasts;
implement budgetary adjustments as appropriate and necessary.

7. Explain, justify and defend City programs, policies and activities; negotiate and resolve sensitive 
and controversial issues.

8. Represent the City to all departments and outside agencies; coordinate City activities with those

Exhibit 1



 

_________________________________________________________________________________________ 
Job Description                                  City Administrator                                               Page 2 of 4 
 

of other cities, counties and outside agencies and organizations. 
9. Provide staff assistance to the Mayor; attend City Council meetings; prepare and present staff 

reports and other necessary correspondence. 
10. Lead, develop, and execute the City’s economic development program. 
11. Supervises and oversees the work of contracted staff and vendors. 
12. Provide staff assistance and attend various boards and commissions. 
13. Attend and participate in professional group meetings; stay abreast of new trends and innovations 

in the field of City management and administration. 
14. Respond to media inquiries, City Council concerns and issues and community needs. 
15. Respond to and resolve sensitive citizen inquiries and complaints. 
16. Perform related duties as required. 
 
QUALIFICATIONS 
The following generally describes the knowledge and ability required to enter the job and/or be 
learned within a short period of time in order to successfully perform the assigned duties: 
 
Knowledge of: 
- Operations, services and activities of a City organization. 
- Principles and practices of public administration. 
- Government, council and legislative processes. 
- Principles and practices of program development and administration. 
- Principles and practices of municipal budget preparation and administration. 
- Principles of supervision, training and performance evaluation. 
- Methods of analyzing, evaluating and modifying administrative procedures. 
- Office procedures, methods, and equipment including computers and applicable software 

applications such as word processing, spreadsheets and databases. 
 
Ability to: 
- Manage and direct the operations, services and activities of a municipality. 
- Plan, organize and direct the work of lower level staff. 
- Select, supervise, train and evaluate staff. 
- Delegate authority and responsibility. 
- Identify and respond to community issues, concerns and needs. 
- Deal effectively with sensitive and complex issues. 
- Develop and administer city-wide goals, objectives and procedures. 
- Prepare clear and concise administrative and financial reports. 
- Prepare and administer large and complex budgets. 
- Analyze problems, identify alternative solutions, project consequences of proposed actions 

and implement recommendations in support of goals. 
- Research, analyze and evaluate new service delivery methods and techniques. 
- Interpret and apply federal state and local policies, laws and regulations. 
- Operate office equipment including computers and supporting word processing, spreadsheet, 

and database applications. 
- Communicate clearly and concisely, both orally and in writing. 
- Establish and maintain effective working relationships with those contacted in the course of 
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work. 
 
 
Education and Experience Guidelines 
Any combination of education and experience that would likely provide the required knowledge and 
abilities is qualifying. A typical way to obtain the knowledge and abilities would be: 
 
Education/Training:  
− Equivalent to a Bachelor’s degree from an accredited college or university with major course 

work in public administration, business administration or a related field. An advanced degree 
in public administration or a closely related field is desirable. 
 

Experience:  
Five (5) years of increasingly responsible experience in municipal government, including three years 
of administrative and supervisory responsibility. 
 
License(s) or Certificate(s): 
− Valid Washington State Driver’s License 
 
PHYSICAL DEMANDS AND WORKING ENVIRONMENT 
The conditions herein are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential job functions. 
 
Environment: Standard office setting. 
 
Physical: Sufficient physical ability to lift up to 10 pounds; walking, sitting or standing for duration 
of workday. 

 
Vision: See in the normal visual range with or without correction; vision sufficient to read computer 
screens and printed documents. 

 
Hearing: Hear in the normal audio range with or without correction. 
 
REASONABLE ACCOMMODATIONS 
Reasonable accommodations may be made in accordance with the Americans with Disabilities 
Act and the Fair Employment and Housing Act.  
 

This job description does not constitute an employment agreement between the 
Employer and Employee and is subject to change as the needs of the Employer and 
requirements of the job change.  This job description is not designed to cover or 
contain a comprehensive listing of all activities, duties, or responsibilities that are 
required of the employee.   
 
The City of Orting provides equal employment opportunities to all employees and 
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applicants for employment without regard to race, color, creed, religion, sex, sexual 
orientation, marital status, national origin, age, gender, disability, genetics, or status 
as a protected veteran.  

 
 
 
______________________________ _______________________________ 
Mayor Signature Employee Signature 
 
 
________________ 

 
 
_______________ 

Date Date 
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CITY OF ORTING 
JOB DESCRIPTION 

Job Title:  Finance Director Department:  Finance 

Reports to:  City Administrator Effective date:  

Wage Range:  Closing Date:  

SUMMARY DESCRIPTION 
The Finance Director is a full-time Federal Labor Standard Act exempt, non-Civil Service 
management position. Under the general supervision of the City Administrator the Finance Director 
directs, manages, supervises and coordinates the activities and operations of the Finance Department 
within; coordinates assigned activities with other divisions, departments and outside agencies; and 
provides highly responsible and complex administrative support to the City Administrator. 

REPRESENTATIVE DUTIES 
Duties may include, but are not limited to the following: 

1. Assume management responsibility for assigned services and activities of the Fiscal Services
division including accounting and reporting the City’s financial transactions.

2. Manage and participate in the development and implementation of goals, objectives, policies
and priorities for assigned programs; recommend and administer policies and procedures.

3. Monitor and evaluate the efficiency and effectiveness of service delivery methods and
procedures; recommend, within departmental policy, appropriate service and staffing levels.

4. Plan, direct, coordinate and review the work plan for fiscal services staff; assign work
activities, projects and programs; review and evaluate work products, methods and
procedures; meet with staff to identify and resolve problems.

5. Manage the City’s fiscal functions including accounts payable, accounts receivable, general
ledger, grants, debt, investments, payroll, bank accounts, and audits; negotiate draft and
edit/implement auditor’s findings.

6. Oversee staff responsible for accounts payable, accounts receivable, travel, purchasing,
business licenses and payroll.

7. Assume management responsibility for all compliance reporting including grant compliance
reporting, payroll taxes, sales and excise tax.

8. Select, train, motivate and evaluate finance personnel; provide or coordinate staff training;
9. facilitate teambuilding; work with employees to correct deficiencies; implement discipline

and termination procedures.
10. Oversee and participate in the development and administration of the City’s annual budget;

participate in the forecast of funds needed for staffing, equipment, materials and supplies;
monitor and approve expenditures; implement adjustments.

11. Complete the City’s annual report in accordance with the Washington State Auditor’s BARS
manual.

12. Serve as staff on the City Council and a variety of boards, commissions and committees;
prepare and present staff reports, answer questions and complete other necessary
correspondence.

Exhibit 2
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13. Provide responsible staff assistance to the City Administrator and Mayor. 
14. Conduct a variety of organizational studies, investigations and operational studies; 

recommend modifications to fiscal services programs, policies and procedures as appropriate. 
15. Attend and participate in professional group meetings; stay abreast of new trends and 

innovations in the field of finance; implement GASB pronouncements. 
16. Act as the City’s Personnel Director. 
17. Respond to and resolve difficult and sensitive citizen inquiries and complaints. 
18. Perform related duties as required. 

 
 
QUALIFICATIONS 
The following generally describes the knowledge and ability required to enter the job and/or be 
learned within a short period of time in order to successfully perform the assigned duties: 
 
Knowledge of: 
− The principles and practices of public finance, accounting, and auditing 
− Fixed income portfolio management 
− Application Software Products accounting, payroll, utility billing and cash receipting software 

programs 
− Office practices and equipment 
− Word processing, spreadsheets, databases and presentation software 
 
Ability to: 
− Oversee and participate in the management of the fiscal services program. 
− Oversee, direct and coordinate the work of lower level staff. 
− Select, supervise, train and evaluate staff. 
− Participate in the development and administration of division goals, objectives and procedures. 
− Formulate and implement long range strategic plans. 
− Prepare and administer large program budgets. 
− Prepare clear and concise administrative and financial reports. 
− Operate office equipment including computers and supporting word processing, spreadsheet, and 

database applications. 
− Adapt to changing technologies and learn functionality of new equipment and systems. 
− Analyze problems, identify alternative solutions, project consequences of proposed actions and 

implement recommendations in support of goals. 
− Research, analyze and evaluate new service delivery methods and techniques. 
− Interpret and apply federal, state and local policies, laws and regulations. 
− Communicate clearly and concisely, both orally and in writing. 
− Establish and maintain effective working relationships with those contacted in the course of work. 
 
Education and Experience Guidelines 
Any combination of education and experience that would likely provide the required knowledge and 
abilities is qualifying. A typical way to obtain the knowledge and abilities would be: 
 

Education/Training: 
Equivalent to a Bachelor’s degree from an accredited college or university with major course 
work in finance, accounting or a related field. 

 
Experience:   
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Five years of increasingly responsible fiscal services experience including two years of 
administrative and supervisory responsibility. 

 
License or Certification:   

 Valid Washington State Driver’s License 
 CPA Preferred 
 
PHYSICAL DEMANDS AND WORKING ENVIRONMENT 
The conditions herein are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential job functions. 

 
Environment: Standard office setting. 
 
Physical: Sufficient physical ability to lift up to 10 pounds; walking, sitting or standing for duration of 
workday. 

 
Vision: See in the normal visual range with or without correction; vision sufficient to read computer 
screens and printed documents. 

 
Hearing: Hear in the normal audio range with or without correction. 
 
REASONABLE ACCOMMODATIONS 
Reasonable accommodations may be made in accordance with the Americans with Disabilities Act and 
the Fair Employment and Housing Act.  
 

This job description does not constitute an employment agreement between the Employer 
and Employee and is subject to change as the needs of the Employer and requirements of 
the job change.  This job description is not designed to cover or contain a comprehensive 
listing of all activities, duties, or responsibilities that are required of the employee.   
 
The City of Orting provides equal employment opportunities to all employees and applicants 
for employment without regard to race, color, creed, religion, sex, sexual orientation, marital 
status, national origin, age, gender, disability, genetics, or status as a protected veteran. 
 
 
______________________________     

 
______________________________ 

Finance Director Signature Employee Signature 
 

 
_______________ 

 
_______________ 

Date  
 

Date  
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CITY OF ORTING  

JOB DESCRIPTION 

Job Title:  City Clerk Department:  Administration 

Reports to:  Mayor/City Administrator Effective Date: TBD 

Annual Salary: Closing Date: N/A 

SUMMARY DESCRIPTION 
This is a full-time FLSA exempt, non-Civil Service management position. Under the general supervision 
of the Mayor and City Administrator and policy direction the City Clerk performs a variety of 
professional support work including management and preparation of City Council meetings, agendas, 
council packets, meeting notices, and legal requirement to facilitate Council activities. Maintains 
custody of official records and archives of the City, including: ordinances, resolutions, contracts and 
minutes. The City Clerk is the official records officer for the City. The City Clerk may supervise a 
Records Clerk or Administrative Assistant.  

REPRESENTATIVE DUTIES 
Duties may include but are not limited to, the following: 

1. Responsible for the preparation of the agenda and information packet for City Council and
other public meetings; attending City Council and other public meetings;

2. Recording and producing official minutes of meetings, distributing notices of action and
maintaining agenda bill, city ordinance, resolution, and city code records.

3. Coordinates with other staff to notice hearings, meetings, and other legal notices according to
related laws, regulations and policies.

4. Manage contracts, Request for Quotes and Request for Proposals.
5. Responsible for codification of ordinances.
6. Responsible for developing, implementing and maintaining a records management process

for ordinances, resolutions, policies, agreements and other documents; involves work with
other City Departments to coordinate records storage and retrieval processes in accordance
with the State records retention schedule;

7. Serves as the official City Records Officer.
8. Serves as keeper of the city seal; and notary public.
9. Assists City Administrator and Mayor in conducting their administrative duties as needed.

Acts as the staff liaison to the City Council, as directed by the Administration.
10. Coordinates and monitors public disclosure requests pursuant to the city policy and RCW.
11. Manage communication with the elections of City Council and Mayoral positions, by

implementing processes and procedures necessary in accordance with all applicable State and
Federal requirements.

12. Serve as City Website Focal, maintains and updates the City website, including but not
limited to meetings, minutes, agendas and the calendar for the City.

Exhibit 3
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13. Serves as the point of general first contact for the public with regard to directing inquires,
releasing City communications, postings, and ensuring continuity of communication.

14. Perform other assigned tasks as directed by the City Administrator or Mayor.
15. Maintain impeccable standards of confidentiality.
16. Implements and applies adopted policies and procedures as directed by Administration.
17. Perform customer service functions by interacting with and supplying information to elected

officials, department heads, external agencies and the public both in person and via
technology.

18. Manage requests for public records by ensuring legal time lines are met and consultation with
the City Attorney regarding legal procedures occurs as needed.

19. Attend and record meetings of the City Council and prepare meeting minutes.
20. Liaison with the City’s IT and website contractor.
21. Communicate with customers or others in person or via telephone
22. Assist with problems, complaints, and customer concerns.
23. Perform routine office tasks as required
24. Coordinate Hearing Examiner cases

QUALIFICATIONS 
The following generally describes the knowledge and ability required to enter the job and/or be learned 
within a short period of time in order to successfully perform the assigned duties: 

Knowledge, Skills and Abilities: 
While requirements may be representative of minimum levels of knowledge, skills and abilities, to 
perform this job successfully, the incumbent will possess the abilities or aptitudes to perform each duty 
proficiently. 

• Legal requirements pertaining to the recording and preservation of municipal actions
including modern records management techniques for recording, retention  and disclosure.

• Understanding and interpreting RCW regulations for Washington cities pertaining to
recording requirements and the Open Public Meetings Act.

• Municipal Code provisions that are related to the operations of the City Clerk's function and
matters which come before the Council.

• Correct English usage, grammar, spelling, punctuation and vocabulary.
• Oral and written communications skills.
• Web site and community communication management and best practices.
• Operation of a personal computer and associated (Microsoft & Web) software.
• Interpersonal skills using tact, patience and courtesy.
• Municipal organization, operation, programs, policies and objectives.
• Ability to work on multiple projects simultaneously in a fast-paced and challenging

environment.

Education and Experience Guidelines 
Any combination of education and experience that would likely provide the required knowledge and 
abilities is qualifying. A typical way to obtain the knowledge and abilities would be: 

Education/Training: 
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- Equivalent to a Bachelor’s degree from an accredited college or university is desirable

Experience: 
- A minimum of five years of office/business management, with a preference for municipal

experience, of which two years should include supervisory experience.

License(s) or Certificate(s): 
- Valid Washington State driver’s license
- Certified Municipal Clerk (CMC) Certification or obtain within three (3) years of hire date
- Notary Public License or ability to obtain within three (3) months of hire

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 
The conditions herein are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential job functions. 

Environment: Standard office setting. 

Physical: Sufficient physical ability to lift up to 10 pounds; walking, sitting or standing for duration of 
workday. 

Vision: See in the normal visual range with or without correction; vision sufficient to read computer 
screens and printed documents. 

Hearing: Hear in the normal audio range with or without correction. 

REASONABLE ACCOMMODATIONS 
Reasonable accommodations may be made in accordance with the Americans with Disabilities Act and 
the Fair Employment and Housing Act.  

This job description does not constitute an employment agreement between the Employer and 
Employee and is subject to change as the needs of the Employer and requirements of the job change.  
This job description is not designed to cover or contain a comprehensive listing of all activities, 
duties, or responsibilities that are required of the employee.   

The City of Orting provides equal employment opportunities to all employees and applicants for 
employment without regard to race, color, creed, religion, sex, sexual orientation, marital status, 
national origin, age, gender, disability, genetics, or status as a protected veteran.  

______________________________ _______________________________ 
Mayor Signature Employee Signature 

________________ _______________ 
Date Date 



City Of Orting  
Council Agenda Summary Sheet 

Subject: CARES Funds 
Allocation, Resolution 
No. 2020-24 Related to 
Non-profit Grant 
Programs and 
Resolution No. 2020-23 
Related to Small 
Business Relief Grants 

Recommending 
Committee: AB# Study 

Session Regular Meeting 

AD HOC AB20-64 8.19.20 8.12.20 

8.26.20 

Department:  Administration 
Date 
Submitted: 

  August 11, 2020 

Cost of Item:  $150,000 
Amount Budgeted:  N/A 
Unexpended Balance:  N/A 
Bars #:   TBD 
Timeline:   August 31, 2020 
Submitted By:   Scott Larson 
Fiscal Note: These grants will be refunded from the City’s CARES funds allocation. The 
expenses will initially be paid for out of our working capital. Council will have to 
approve a budget amendment to before the end of the year to account for these 
funds. 
Attachments: Resolution 2020-23 and Resolution 2020-24 
SUMMARY STATEMENT:  
Based on comments staff received from council we have prepared two resolutions 
related to the granting of our CARES funds: 

1. Grant to Non-profit Organizations who are adept at helping mitigate the
socioeconomic problems that have been brought on by the pandemic. These
include:
a. Orting Senior Center - $10,000
b. St. Vincent De Paul Tacoma - $10,000
c. Orting Valley Recovery Café - $20,000
d. Orting Teen Center - $10,000

2. Small Business Relief Grants to businesses within Orting. These grants would be
up to $5,000 per business and up to $100,000 total. The eligibility criteria are as
follows:
a. Must have been in operation and licensed within the City of Orting before

March 1, 2020
b. Must Have a current City of Orting Business license.
c. Been in business for at least one year prior to the date of the application
d. Have a physical location in the City of Orting on or before March 1, 2020



e. Have no more than 10 full-time equivalent employees as of March 1, 2020
f. A for-profit business engaged in a type of business eligible to receive funding

by the US Small Business Administration
g. The business is not owned, partially owned, by employees or public officials

associated with the City of Orting
h. Demonstrate a financial loss due COVID-19 in the 2nd quarter of 2020 of

20% or more when compared to the 2nd quarter of 2019. The City retains its
rights to audit the businesses books and records at a later date to verify this.

i. Business has reopened prior to the date of the application

RECOMMENDED ACTION:  

MOTION: To Approve Resolution 2020-23- ESTABLISHING THE ORTING CARES ACT 
SMALL BUSINESS GRANT PROGRAM, DECLARING A PUBLIC PURPOSE AND 
AUTHORIZING A CITY GRANT OF FUNDS TO ORTING BUSINESSES FOR COVID-19 
RELIEF.  

MOTION: To Approve Resolution 2020-24 ESTABLISHING THE ORTING CARES ACT 
NON-PROFIT GRANT PROGRAM, DECLARING A PUBLIC PURPOSE AND AUTHORIZING 
CITY GRANTS OF FUNDS TO NON-PROFIT ORGANIZATIONS FOR COVID-19 RELIEF. 
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 CITY OF ORTING 
WASHINGTON 

RESOLUTION NO. 2020-24 

A RESOLUTION OF THE CITY OF ORTING, 
WASHINGTON, ESTABLISHING THE ORTING CARES 
ACT NON-PROFIT GRANT PROGRAM, DECLARING A 
PUBLIC PURPOSE AND AUTHORIZING CITY GRANTS 
OF FUNDS TO NON-PROFIT ORGANIZATIONS FOR 
COVID-19 RELIEF. 

______________________________________________________________________________ 

WHEREAS, on March 27, 2020, the United States Congress adopted the Coronavirus Aid, 
Relief, and Economic Security Act (“CARES Act”) which, among other things, amended Section 
601(a) of the Social Security Act and established the Coronavirus Relief Fund into which Congress 
appropriated $150 billion to make payments for specified uses to States and certain local 
governments; and  

WHEREAS, the Coronavirus Relief Fund is available to reimburse government recipients 
for necessary expenditures incurred due to the COVID-19 public health emergency that were not 
accounted for in the government recipient’s most-recently appropriated budget and that were 
incurred during the period between March 1, 2020 and December 30, 2020; and 

WHEREAS, guidance issued by the U.S. Treasury Department and Washington State 
Department of Commerce indicates that necessary expenditures incurred due to the COVID-19 
public health emergency include using the funds to provide various resources to support 
individuals and households that have been impacted by COVID-19, including shelter assistance, 
food assistance, and utilities assistance; and  

WHEREAS, the City of Orting desires to establish a COVID-19 / CARES Act Non-Profit 
Grant Program to provide grant funding to non-profit organizations which the City Council 
determines bring a significant value to the residents of Orting in response to the COVID-19 
pandemic thereby serving a valid municipal purpose; and  

WHEREAS, the City has been allocated funding from the Coronavirus Aid, Relief, and 
Economic Security Act (“CARES Act”), and that funding may be used for this type of grant relief 
to provide relief to Orting’s residents from the public health, safety and economic crises resulting 
from the COVID-19 pandemic; and  

WHEREAS, the City Council desires to partner with local nonprofit corporations 
registered with the State of Washington, to disseminate the funding to the poor and infirmed and 
those individuals and households that have been negatively impacted by COVID-19; and  
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WHEREAS, the City Council finds that funding these organizations serves the valid 
municipal purpose of promoting the health, safety and welfare of the City’s residents who are 
struggling due to the COVID-19 pandemic and the economic impact thereof;  

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF ORTING, 
WASHINGTON, DOES RESOLVE AS FOLLOWS: 

Section 1. Program Establishment and Declaration of Public Purpose.  The City 
Council establishes the Orting CARES Act Non-Profit Grant Program, to award cash grants from 
the City’s allocated CARES Act funding to non-profit organizations serving the residents of the 
City of Orting by providing relief to Orting’s residents from the public health, safety and economic 
crises resulting from the COVID-19 pandemic.  The City declares that funding the organizations 
identified in Section 2 will serve the valid municipal purposes described herein, and that the 
organizations meet those purposes and are equipped to respond to the COVID-19 pandemic and 
related economic crisis. 

Section 2. Authorization of Funding.  The City Council authorizes the City’s grant 
awards to the following organizations, pursuant to the aforementioned policy, in the amount 
specified below.  The Mayor is authorized to enter into contracts with the organizations to 
memorialize the grant funding authorized herein and ensure that the beneficiary organizations 
utilize the funds for the necessary and permitted purposes described herein in conformance with 
the federal and state requirements for the use of these funds.  The City Council authorizes payment 
of this grant from the City’s general fund, and requests the Mayor or designee seek reimbursement 
for these amounts from the CARES Act funding allocated to the City.  

Organization Amount Granted Municipal Purpose for Funding 
Orting Senior Center $10,000 Provide aid to senior residents of 

Orting to facilitate compliance with 
COVID-19 related public health 

measures  
St. Vincent De Paul 
Tacoma (for relief to 
Orting residents only) 

$10,000 Provide aid to vulnerable residents of 
Orting for housing and utility relief in 
response to COVID-19 public health 

emergency 
Orting Valley 
Recovery Café 

$20,000 Provide aid to vulnerable residents of 
Orting in response to COVID-19 

public health emergency 
Orting Teen Center $10,000 Provide aid to vulnerable residents of 

Orting in response to COVID-19 
public health emergency 

Section 3.  Effective Date.  This Resolution shall take effect and be in full force 
immediately upon its passage.  

Section 4. Corrections Authorized.  The City Clerk is authorized to make necessary 
corrections to this Resolution, including but not limited to correction of clerical errors.   
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PASSED BY THE CITY COUNCIL AT A REGULAR MEETING THEREOF ON 
THE __________ DAY OF AUGUST, 2020. 

CITY OF ORTING 

Joshua Penner, Mayor 
ATTEST/AUTHENTICATED: 

Jane Montgomery, City Clerk 

Approved as to form: 

Charlotte A. Archer 
Inslee Best 
City Attorney 



Grant Application-CARES FUNDS 
City of Orting - Office of the City Clerk 
PO Box 489-110 Train St., Orting, WA 98360 

Phone: (360) 893-2219 ext.133 - Fax: (360) 893-6809 
www.cityoforting.org 

Name of Organization:  UBI #: 

Contact Person’s Name and Title: 

Mailing Address:   

Phone:  Email Address: 

Amount Requested: $ 

How the grant will be used to support pandemic relief within Orting’s community? (This information can be 
provided in a letter, attached to this application): 

This grant is required to serve those within the political boundaries of Orting. How will you verify that the 
funds are being used in conformance with this requirement? (This information can be provided in a letter, 
attached to this application): 

All groups seeking grants from the City of Orting must: 
1. Submit one (1) original and one (1) electronic copy of this application, along with the following
attachments to the City by no later than September 2nd, at 3:00pm. Grants will be approved and
distributed at the City’s discretion.

1. Previous year’s annual financial statement
2. Current year’s budget
3. Proof of non-profit status, including but not limited to 501(c)(3) identification number.
4. Copy of Liability Insurance with rider for the City (rider may be provided after approval).

2. A representative of the applicant may be asked to attend the City Council’s Community and
Government Affairs Committee Meeting to discuss the contents of the application. 

3. If selected, an authorized representative of the applicant shall execute a contract with the City before
the group shall receive the funding. 

_ / / 
Signature of Authorized Representative of Applicant Date 

Please return completed form and any additional information to: City of Orting – Attn: City Clerk 110 Train 
St. SE, PO Box 489, Orting, WA 98360 For more information, please call (360)893-2219. 

FOR CITY CLERK USE ONLY: 

http://www.cityoforting.org/
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 CITY OF ORTING 
WASHINGTON 

RESOLUTION NO. 2020-23 

A RESOLUTION OF THE CITY OF ORTING, 
WASHINGTON, ESTABLISHING THE ORTING CARES 
ACT SMALL BUSINESS GRANT PROGRAM, DECLARING 
A PUBLIC PURPOSE AND AUTHORIZING A CITY GRANT 
OF FUNDS TO ORTING BUSINESSES FOR COVID-19 
RELIEF. 

______________________________________________________________________________ 

WHEREAS, on March 27, 2020, the United States Congress adopted the Coronavirus Aid, 
Relief, and Economic Security Act (“CARES Act”) which, among other things, amended Section 
601(a) of the Social Security Act and established the Coronavirus Relief Fund into which Congress 
appropriated $150 billion to make payments for specified uses to States and certain local 
governments; and  

WHEREAS, the Coronavirus Relief Fund is available to reimburse government recipients 
for necessary expenditures incurred due to the COVID-19 public health emergency that were not 
accounted for in the government recipient’s most-recently appropriated budget and that were 
incurred during the period between March 1, 2020 and December 30, 2020; and 

WHEREAS, Guidance issued by the U.S. Treasury Department indicates that necessary 
expenditures incurred due to the COVID-19 public health emergency include costs incurred to 
support local businesses that suffered losses due to COVID-19 business interruptions, or incurred 
costs for personal protective equipment or other materials, supplies and equipment needed to safely 
operate following a COVID-19-related closure; and 

WHEREAS, the City Council believes a functioning local economy is critical to protect 
the health and wellbeing of Orting residents, as the failure of small businesses due to the pandemic 
will create a serious hardship on owners and individuals employed by those businesses, and create 
additional financial burdens on government services by increasing demand for government support 
to individuals who are unemployed coupled with a substantial decrease in sales tax revenue for the 
City due to the pandemic; and 

WHEREAS, the City of Orting desires to establish adopted a COVID-19 / CARES Act 
Small Business Grant Program to provide grant funding to businesses within the City of Orting 
who have been negatively impacted by the COVID-19 pandemic; and  

WHEREAS, the City has been allocated funding from the Coronavirus Aid, Relief, and 
Economic Security Act (“CARES Act”), and the City Council desires to use a portion of the 
funding for grant relief to provide relief to Orting’s businesses from the public health, safety and 
economic crises resulting from the COVID-19 pandemic; and  
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WHEREAS, the City Council finds that this program will serve a governmental purpose 
by wherein in exchange for cash allocations, qualified small businesses will be able to re-open and 
provide the City’s residents with jobs, services and/or goods, and public services via tax revenue; 
and  

WHEREAS, the City Council finds that the grant program is necessary and the eligibility 
requirements are compliant with the requirements for use of funds established by the Washington 
Department of Commerce, the administrator for the CARES Act funding allocated to the City, 
and the federal government; and  

WHEREAS, the City Council finds that funding the business grants serves the valid 
municipal purpose of promoting the health, safety and welfare of the City’s businesses who are 
struggling due to the COVID-19 pandemic and the economic impact thereof;  

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF ORTING, 
WASHINGTON, DOES RESOLVE AS FOLLOWS: 

Section 1. Program Establishment and Declaration of Public Purpose.  The City 
Council establishes the Orting CARES Act Small Business Grant Program to award cash grants to 
eligible small businesses serving residents of Orting with jobs, services and goods during the 
public health, safety and economic crises resulting from the COVID-19 pandemic.  The City 
Council declares that this program serves the valid municipal purposes described herein and is 
necessary to ensure that the Orting businesses are equipped to respond to the COVID-19 pandemic 
and related economic crisis. 

Section 2. Authorization of Funding.  The City Council allocates $100,000 for economic 
recovery response to the impacts resulting from the COVID-19 pandemic through the Orting 
CARES Act Small Business Grant Program.  The City Council directs staff to disseminate the 
funding pursuant to the program criteria in Exhibit A, and to solicit eligible grant recipients using 
Exhibit B, Grant Application - CARES BUSINESS RELIEF GRANT.  Grant recipients shall 
execute a contract with the City prior to receipt of the funds in a form acceptable to the City 
Attorney, an illustrative example is attached hereto as Exhibit C.  The City Council authorizes 
payment of this grant from the City’s general fund, and requests the Mayor or designee seek 
reimbursement from the CARES Act funding allocated to the City.  

Section 3.  Program Implementation.  The City Council requests the Mayor adopt any 
necessary administrative processes to implement this resolution and attached policy, and in 
compliance with the provisions of state and federal law. 

Section 4.  Effective Date.  This Resolution shall take effect and be in full force 
immediately upon its passage.  

Section 5. Corrections Authorized.  The City Clerk is authorized to make necessary 
corrections to this Resolution, including but not limited to correction of clerical errors.   
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PASSED BY THE CITY COUNCIL AT A REGULAR MEETING THEREOF ON 
THE _______ DAY OF AUGUST, 2020. 

CITY OF ORTING 

Joshua Penner, Mayor 
ATTEST/AUTHENTICATED: 

Jane Montgomery, City Clerk 

Approved as to form: 

Charlotte A. Archer 
Inslee Best 
City Attorney 
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EXHIBIT A 

City of Orting CARES Act Small Business Grant Program 

The City of Orting Small Business Grant Program is intended to ensure the economic health of the 
City of Orting, and thereby improve the public health and welfare for Orting’s residents.  The grant 
funded allocated hereunder is designed to help small businesses keep their doors open, protect 
local jobs threatened by the COVID-19 pandemic, support community recovery, and increase the 
resiliency of local businesses in our community.  The City anticipates awarding eligible small 
businesses with a one-time cash grant of up to $5,000. 

Eligible Business Criteria: 

• Must have been in operation and licensed within the City of Orting before March 1, 2020
• Must Have a current City of Orting Business license.
• Been in business for at least one year prior to the date of the application
• Have a physical location in the City of Orting on or before March 1, 2020
• Have no more than 10 full-time equivalent employees as of March 1, 2020
• A for-profit business engaged in a type of business eligible to receive funding by the US

Small Business Administration
• The business is not owned, partially owned, by employees or public officials associated

with the City of Orting
• Demonstrate a financial loss due COVID-19 in the 2nd quarter of 2020 of 20% or more

when compared to the 2nd quarter of 2019. The City retains its rights to audit the
businesses books and records at a later date to verify this.

• Business has reopened prior to the date of the application

Examples of Eligible Uses of Program Award Funds: 

• Payment of rent or required monthly loan payments.
• Payments of regular wages, employee benefits and taxes; provided such expenses have

not been and, to the best knowledge of the Recipient, will not be reimbursed under any
federal, state or regional program, including any grant or loan programs.

• Expenditures involved in typical operating costs, including those set forth on an income
statement as a regular, ongoing cost of operating the business.

• Typical draws or wages paid on a regular interval to the owner; provided such draws or
wages are consistent with those paid to the owner in previous corresponding quarters,
years or other appropriate time intervals.

• Expenses for compliance with COVID-19-related public health measures, including
personal protective equipment and supplies, plexiglass barriers or other similar
equipment and expenses reasonably necessary for the protection of public health and the
health of Recipient owners and employees.

Examples of Ineligible Uses of Program Award Funds: 
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• Political campaign contributions or donations.
• Charitable contributions or gifts.
• Bonus payments to Recipient owners, officers or employees.
• Payment of wages to any member of the Recipient owner’s family who is not a bona fide

employee.
• Draws or salary to Recipient owner that exceeds the amount paid over a corresponding

interval, quarter, or year in 2019.
• Paydown or payoff of debt by more than the monthly amount required by the underlying

debt instrument.
• Payroll and other employee- or business-associated costs for which the Recipient has

received or expects to receive reimbursement from other federal, state or regional funds
(e.g. Payroll Protection Program or unemployment insurance).

• Damages covered by insurance.
• Reimbursement to donors for donated items or services.
• Severance pay.
• Legal settlements.
• Any expenses not considered an eligible business expenses by the Department of the

Treasury Internal Revenue Service.

Terms and Conditions for Receiving and Grant: 
1) Businesses must meet all of the criteria laid out above under “Eligible Business

Criteria.”
2) All representations made by a business receiving a Grant from the City are subject to

verification by the city in a manner acceptable to the City. The City may also audit
how the funds were spent to verify they conform with Eligible Expenses. If it is
determined that a business made an intentional misrepresentation on this application
the business may be required to repay all amounts granted to the business.

3) You must complete this application and sign and return it by September 21, 2020
4) Eligible Expenses for the funds are limited to the following:

a) Retaining and/or supporting employees, payroll and benefits
b) Restoring financial resiliency
c) Business rent or mortgage payments
d) Addressing temporary COVID-19 related restrictions on business activity
e) Increasing technology capacity to enable alternative work forms or service

delivery
f) Creating new marketing campaigns
g) Revising business plans
h) Paying vendor invoices
i) Facility cleaning/restoration

5) Grant amounts will not exceed $5,000 per business or common business owner.
6) The City has allocated $100,000 to Business Relief Grants. If the applications exceed

$100,000 all businesses who applied will be placed in a lottery and will be drawn in
front of City Hall on September 25, 2020 at 2:00 pm. Businesses who are not selected
will not receive a grant.

7) The City will mail checks to the selected businesses the week of September 28, 2020.
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Required Documentation from Eligible Businesses 
• Completed Application Form
• Financial documentation to evidence business loss due to COVID-19
• Executed agreement with City



Grant Application-CARES BUSINESS RELIEF GRANT
City of Orting - Office of the City Clerk 
PO Box 489-110 Train St., Orting, WA 98360 

Phone: (360) 893-2219 ext.133 - Fax: (360) 893-6809 
www.cityoforting.org 

Name of Organization:  UBI #: 

Contact Person’s Name and Title: 

Mailing Address:   
Physical Address: 

Phone:  Email Address:   

Number of Employees: _______________Amount Requested: $  _____________________ 

Eligible Business Criteria: 

1. Physical “brick and mortar” location within the City of Orting’s political boundaries.
2. Been in operation and licensed within the City of Orting before March 1, 2020.
3. Have a current City of Orting Business license.
4. Be a for-profit business.
5. The business must have 10 or fewer full-time equivalent employees as of March 1, 2020.
6. The business is not owned, partially owned, by employees or public officials associated with the City of

Orting
7. Demonstrate a financial loss due COVID-19 in the 2nd quarter of 2020 of 20% or more when compared

to the 2nd quarter of 2019. The City retains its rights to audit the businesses books and records at a
later date to verify this.

8. Must have reopened prior to the date of the application

How has your business been impacted by the pandemic? (This information can be provided in a letter, 
attached to this application): 

Terms and Conditions for Receiving and Grant: 
1) You must meet all of the “Eligible Business Criteria.”

2) All representations made by a business receiving a Grant from the City are subject to verification by
the city in a manner acceptable to the City. The City may also audit how the funds were spent to
verify they conform with Eligible Expenses. If it is determined that a business made an intentional
misrepresentation on this application the business may be required to repay all amounts granted to
the business.

3) You must complete this application and sign and return it by September 21, 2020

4) Eligible Expenses for the funds are limited to the following:

a) Retaining and/or supporting employees, payroll and benefits

b) Restoring financial resiliency

c) Business rent or mortgage payments

FOR CITY CLERK USE ONLY: 

http://www.cityoforting.org/


d) Addressing temporary COVID-19 related restrictions on business activity

e) Increasing technology capacity to enable alternative work forms or service delivery

f) Creating new marketing campaigns

g) Revising business plans

h) Paying vendor invoices

i) Facility cleaning/restoration

5) Ineligible Expenses include the following:

a) Political campaign contributions or donations.

b) Charitable contributions or gifts.

c) Bonus payments to Recipient owners, officers or employees.

d) Payment of wages to any member of the Recipient owner’s family who is not a bona fide
employee.

e) Draws or salary to Recipient owner that exceeds the amount paid over a corresponding interval,
quarter, or year in 2019.

f) Paydown or payoff of debt by more than the monthly amount required by the underlying debt
instrument.

g) Payroll and other employee- or business-associated costs for which the Recipient has received
or expects to receive reimbursement from other federal, state or regional funds (e.g. Payroll
Protection Program or unemployment insurance).

h) Damages covered by insurance.

i) Reimbursement to donors for donated items or services.

j) Severance pay.

k) Legal settlements.

l) Any expenses not considered an eligible business expenses by the Department of the Treasury
Internal Revenue Service.

6) Grant amounts will not exceed $5,000 per business or common business owner.

7) The City has allocated $100,000 to Business Relief Grants. If the applications exceed $100,000 all
businesses who applied will be placed in a lottery and will be drawn in front of City Hall on September
25, 2020 at 2:00 pm. Businesses who are not selected will not receive a grant.

8) The City will mail checks to the selected businesses the week of September 28, 2020.

I certify that I have read and understand the terms and conditions of this application and any statements and 
representations I have made are true and correct. 

_ / / 
Signature of Authorized Representative of Applicant Date 

Please return completed form and any additional information to: City of Orting – Attn: City Clerk 110 Train 
St. SE, PO Box 489, Orting, WA 98360 For more information, please call (360)893-2219. 
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AGREEMENT FOR THE RECEIPT OF FUNDS  
FROM THE ORTING SMALL BUSINESS RELIEF GRANT PROGRAM 

THIS AGREEMENT is entered into on this _____ day of August, 2020, by and between the 
City of Orting, a Washington municipal corporation (“City”) and __________________, a 
Washington _______________ and a recipient of a grant award under the Orting Small Business 
Relief Grant Program (the “Recipient”). 

RECITALS 

A. On March 27, 2020, the United States Congress adopted the Coronavirus Aid, Relief,
and Economic Security Act (“CARES Act”) which, among other things, amended Section 601(a) of 
the Social Security Act and established the Coronavirus Relief Fund into which Congress 
appropriated $150 billion to make payments for specified uses to States and certain local 
governments. 

B. The Coronavirus Relief Fund is available to reimburse government recipients for
necessary expenditures incurred due to the COVID-19 public health emergency that were not 
accounted for in the government recipient’s most-recently appropriated budget and that were 
incurred during the period between March 1, 2020 and December 30, 2020.  

C. Guidance issued by the U.S. Treasury Department indicates that necessary
expenditures incurred due to the COVID-19 public health emergency include costs incurred to 
support local businesses that suffered losses due to COVID-19 business interruptions, or incurred 
costs for personal protective equipment or other materials, supplies and equipment needed to safely 
operate following a COVID-19-related closure. 

D. The State of Washington determined to distribute a certain portion of its share of the
CARES Act funds to Washington cities, including the City of Orting, with such funds being 
administered through the Washington State Department of Commerce.  

E. The City has entered into an Interagency Agreement with the Washington State
Department of Commerce, which governs the City’s receipt of the CARES Act funds allocated to 
the City, through the City’s request for reimbursement of eligible expenditures (the “Interagency 
Agreement”).  Under the Interagency Agreement, the City’s reimbursable expenditures must be 
incurred during the period between March 1, 2020 and October 31, 2020 in order for the State of 
Washington to close out its contracts in time to meet the United States Treasury’s December 30, 
2020 end date.   

F. To address the COVID-19 public health crisis, on March 23, 2020, Governor Inslee
issued Proclamation 20-25, “Stay Home -- Stay Healthy,” which prohibited all people in Washington 
State from leaving their homes with certain exceptions, and generally prohibited all nonessential 
businesses from conducting business.  On May 31, 2020, after extending Proclamation 20-25 several 
times, Governor Inslee issued Proclamation 20-25.4, which recreates a transition from “Stay Home 
-- Stay Healthy” to Safe Start – Stay Healthy” on a County by County basis, and in accordance with 
a four phase re-opening plan.   
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G. Currently, Pierce County is in Phase 2 of the re-opening plan.  Many businesses in
Orting have not yet re-opened, or are only open in a limited capacity.  Without financial assistance, 
many businesses will not have the resources to re-open in the future, or if they have attempted to re-
open, may have to cease operating or operate in limited capacity.  Disruptions to workers and 
businesses are serious, as small businesses are the backbone of our economy, and provide the 
foundation of employment, services for the community, and revenue for cities and other public 
agencies to continue to provide essential services for the public welfare and benefit.   

H. The City recognizes that one of its essential functions is to secure the health and
welfare of the community.  Resources are necessary to help small businesses survive this unexpected 
economic downturn caused by the unprecedented COVID-19 crises.  Therefore, the City established 
the Orting Small Business Relief Grant Program (“Program”), the purpose of which is to provide 
short-term economic stability via monetary grants to qualifying businesses located within City limits. 

I. The City has determined that the Recipient is eligible for assistance under the
Program; provided, that the Recipient agrees to and complies with the terms of this Agreement. 

NOW, THEREFORE, the Parties mutually agree as follows: 

AGREEMENT 

1. Award Amount.   The total amount to be awarded to Recipient under the Program is
$_________ (“Program Award Funds”).   

2. Use of Award for Eligible Expenses.  Recipient shall use the Program Award Funds
only to pay or reimburse Recipient for Eligible Expenses incurred during the time period set forth in 
Section 3.  Eligible Expenses are limited to expenditures for costs of business interruption caused by 
closures and limited re-openings due to COVID, and must be specifically for COVID-related 
impacts.  A list of examples of Eligible and Ineligible Expenses is attached as Exhibit A.     

a. No Use of Program Award Funds for Expenses Covered by Other Programs. The
Recipient shall not use Program Award Funds to cover payroll or other employee-related or business-
associated costs for which the Recipient has received other federal, state or regional funds, including 
without limitation funds made available under the Payroll Protection Program (“PPP”) or 
unemployment insurance compensation.  

b. The Recipient understands that any expenses incurred in excess of Program Award
Funds are the Recipient’s sole responsibility and will not be paid by the City.  Further, the Recipient 
understands that the funding for the grant under this Agreement comes solely as reimbursement of 
payments made by the City, from the State of Washington.  The City has no independent obligation 
to provide the Recipient with funds from any other source.   

c. If the Recipient expends or otherwise uses Program Award Funds on Ineligible
Expenses, the amount expended or used on the Ineligible Expenses shall be subject to recapture at 
the discretion of the City. The Recipient agrees to repay to the City, within ten (10) days or such 
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other the time period specified by the City, all Program Award Funds determined by the City to have 
been spent or otherwise used on an Ineligible Expense.  In the alternative, the City may recapture 
such funds from payments due under this Agreement. 

3. Time Period.  All Eligible Expenses must be incurred by the Recipient between
March 1, 2020 and October 31, 2020. Any expenses incurred before or after this period are not 
Eligible Expenses for Program Award Funds.  

4. Recipient’s Documentation of Eligible Expenses.  On or before ___________,
2020, the Recipient shall submit proof to the City of the Recipient’s Eligible Expenses, establishing 
that the Recipient’s Eligible Expenses are equal to or exceed the Program Award Funds, together 
with such forms as the City may reasonably require (“Documentation”).  The submittals may include 
but are not limited to invoices, sales receipts, payroll information, contracts, or other evidence and 
documentation establishing the Recipient’s payment of Eligible Expenses.  If after review of the 
Recipient’s Documentation, the City determines that the Recipient’s Eligible Expenses do not equal 
or exceed the Program Award Funds, the City shall provide written notice to Recipient to return to 
the City the portion of the Program Award Funds that exceeds the Recipient’s Eligible Expenses, 
within ten (10) calendar days of the date of the notice.  Upon receipt of the notice, Recipient shall 
return the funds to the City as stated in the notice. 

5. Compliance with Federal, State and Local Laws; City’s Right to Recapture. The
Recipient shall comply with and obey all applicable federal, state and local laws, regulations, and 
ordinances. Should the Recipient’s spending of the Program Award Funds be inconsistent with 
applicable laws, provisions of this Agreement, or otherwise inappropriate, the City shall have the 
right to the return of any portion of the Funds that are later determined to have been spent in violation 
of applicable laws.  In the alternative, the City may recapture such funds from payments due under 
this Agreement.  The City shall not exercise this right until it has given written notice of 
noncompliance with applicable laws or this Agreement to Recipient, and allowed Recipient a period 
of ten (10) calendar days from the date of notice for Recipient to cure the noncompliance.  The right 
of recapture provided in this section is in addition to and not in lieu of any right which Washington 
law provides for breach of contract.  

a. Requirement to Provide Accurate Information. The Recipient understands and
acknowledges that providing false information on any documents submitted to the City or its 
designees as part of the Recipient’s participation in the Program may constitute fraud, and may be 
subject to civil and/or criminal penalties and/or sanctions.  

b. Certification Regarding Debarment, Suspension, Ineligibility and Voluntary
Exclusion – Lower Tier Covered Transaction. Recipient certifies, by signing this Agreement that 
neither it nor its principals is presently debarred, suspended, proposed for debarment, declared 
ineligible, or voluntarily excluded from participation in this transaction by any Federal or State 
department or agency.   

6. Maintenance of Records. The Recipient shall maintain accurate written records,
including accounting records such as invoices, sales receipts, and proof of payment, books, 
documents, data and other evidence that reflects all of Recipient’s direct and indirect expenditures 
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of Program Award Funds.  These records must be sufficient to demonstrate that the funds have been 
used in accordance with Section 601(d) of the Social Security Act. The City may at any time review 
the documentation to determine the Recipient’s conformance with the requirements of the Program, 
and the Recipient shall make available to the City, upon request, all of the Recipient’s records and 
documents with respect to all matters covered by this Agreement.  

a. The City may require the Recipient to provide additional documentation if the existing
documentation is deemed incomplete. 

b. The Recipient shall retain all records related to this Agreement for a period of six (6)
years following the receipt of Program Award Funds. These records, including materials generated 
under the contract, shall be subject at all reasonable times to inspection and review by the City, and 
to an audit by the Washington State Department of Commerce, personnel duly authorized by 
Commerce, the Office of the State Auditor, and federal and state officials so authorized by law, 
regulation or agreement.  

c. If any litigation, claim or audit is started before the expiration of the six (6) year period
provided in Section 4(b) above, the records shall be retained until all litigation, claims, or audit 
findings involving the records have been resolved. 

7. Termination.

a. If the Recipient fails to fulfil its obligations under this Agreement, the City may
terminate this Agreement upon written notice to Recipient specifying the reason for termination and 
the date of termination, and may seek to recover any Program Award Funds paid to Recipient. 

b. Notwithstanding the provision of Section 7.a above, if the Recipient fails to comply
with its obligations under Sections 2 and 4 above, the Recipient shall be obligated to return any 
Program Award Funds received from the City. 

8. No Employee Relationship. The Recipient understands and acknowledges that
neither the Recipient nor any officer, employee or agent of the Recipient shall be considered to be 
an employee of the City, nor entitled to any benefits accorded City employees, by virtue of the 
services provided under this Agreement. The City shall not be responsible for assuming the duties of 
an employer with respect to the Recipient or any employee of the Recipient.  

9. Indemnification. The Recipient shall indemnify and hold the City harmless against
any claim or liability of any nature in connection with or arising in any manner out of this Agreement 
or the Recipient’s receipt or use of Program Award Funds. In the event of any dispute between the 
Recipient and its employees, contractors, subcontractors or any third party with a claim to some or 
all of the Recipient’s Program Award Funds, the Recipient shall be responsible for resolution of any 
such claim and the City shall have no responsibility or obligation in the resolution process or 
outcome. The Recipient shall ensure that any sub-recipient of any Program Award Funds shall agree 
to defend and indemnify the City to the extent and on the same terms and conditions as the Recipient. 
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10. Non-discrimination. The Recipient shall conduct its business and use funds in a
manner which assures fair, equal and non-discriminatory treatment of all persons, including 
maintaining open hiring and employment practices, and compliance with all requirements of 
applicable federal, state or local laws or regulations related to hiring and employment practices and 
providing services to all persons, without discrimination as to any person’s race, color, religion, sex, 
sexual orientation, disabled veteran condition, physical or mental handicap or national origin.  

11. Complete Agreement. This Agreement sets forth the complete expression of the
agreement between the Parties, and any oral representations or understandings not incorporated 
herein are excluded.  

12. Waiver. Any waiver by the Recipient or the City of the breach of any provision of
this Agreement by the other party will not operate, or be construed, as a waiver of any subsequent 
breach by either party or prevent either party from thereafter enforcing any such provisions. 

13. Modification. This Agreement may only be amended by written agreement signed
by both Parties. 

14. Severability. If any part of this Agreement is found to be in conflict with applicable
laws, such part shall be inoperative, null and void, insofar as it is in conflict with said laws, and the 
remainder of the Agreement shall remain in full force and effect.  

15. Notices. All notices or other communications required or permitted under this
Agreement shall be in writing and shall be (a) personally delivered, in which case the notice or 
communication shall be deemed given on the date of receipt at the office of the addressee; (b) sent 
by registered or certified mail, postage prepaid, return receipt requested, in which case the notice or 
communication shall be deemed given three (3) business days after the date of deposit in the United 
States mail; or (c) sent by overnight delivery using a nationally recognized overnight courier service, 
in which case the notice or communication shall be deemed given one business day after the date of 
deposit with such courier.  Notices shall be sent to the following addresses: 

a. Notices to the City of Orting shall be sent to the following address:
City of Orting 
Attn: ______________ 
____________________
110 Train Street SE Orting, 
WA 98360 

b. Notices to the Recipient shall be sent to the following address:

________________________
________________________ 
________________________ 
________________________

16. Assignment of Contract. The Recipient shall not assign this Agreement without the
prior written consent of the City. 
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17. Venue. This Agreement shall be governed by the law of the State of Washington and
venue for any lawsuit arising out of this Agreement shall be in Pierce County. 

18. Interagency Agreement Amendments.  Notwithstanding Sections 11 and 13 above,
the Parties acknowledge that Washington State may require or request changes to the Interagency 
Agreement or its requirements or provisions.  Any changes or alterations to the Interagency 
Agreement terms and conditions that are applicable or relevant to this Agreement shall be 
incorporated into this Agreement by amendment of this Agreement, upon notice by the City to the 
Recipient. 

19. Public Disclosure.  All Recipient documents and records comprising the Agreement,
and all other documents and records provided to the City by the Recipient, are deemed public records 
under the Washington Public Records Act, Ch. 42.56 RCW, and may be subject to disclosure by the 
City.  The City may be required, upon request, to disclose the Agreement, and the documents and 
records submitted to the City by Recipient, unless an exemption under the Public Records Act 
applies. 

20. Disclaimer of Liability. Washington State Department of Commerce and the State
of Washington are not liable for claims or damages arising from the Recipient’s performance of this 
Agreement.  

IN WITNESS WHEREOF, the City and the Recipient have executed this Agreement as of 
the date first above written.  

CITY OF ORTING, 
WASHINGTON 

By:_______________________ 
    Joshua Penner, Mayor 

Date:______________________ 

   [Recipient’s Complete Legal Name] 

By:___________________________ 
Typed/Printed Name:__________________ 
Its:__________________________________ 
Date:_______________________________ 

APPROVED AS TO FORM: 

By:_______________________ 
Charlotte A. Archer, City Attorney 
Date: ________________________ 
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Exhibit A 
ORTING SMALL BUSINESS RELIEF GRANT PROGRAM 

A. Examples of Eligible Uses of Program Award Funds:

a. Payment of rent or required monthly loan payments.
b. Payments of regular wages, employee benefits and taxes; provided such expenses

have not been and, to the best knowledge of the Recipient, will not be reimbursed
under any federal, state or regional program, including any grant or loan
programs.

c. Expenditures involved in typical operating costs, including those set forth on an
income statement as a regular, ongoing cost of operating the business.

d. Typical draws or wages paid on a regular interval to the owner; provided such
draws or wages are consistent with those paid to the owner in previous
corresponding quarters, years or other appropriate time intervals.

e. Expenses for compliance with COVID-19-related public health measures,
including personal protective equipment and supplies, plexiglass barriers or other
similar equipment and expenses reasonably necessary for the protection of public
health and the health of Recipient owners and employees.

B. Examples of Ineligible Uses of Program Award Funds:

a. Political campaign contributions or donations.
b. Charitable contributions or gifts.
c. Bonus payments to Recipient owners, officers or employees.
d. Payment of wages to any member of the Recipient owner’s family who is not a

bona fide employee.
e. Draws or salary to Recipient owner that exceeds the amount paid over a

corresponding interval, quarter, or year in 2019.
f. Paydown or payoff of debt by more than the monthly amount required by the

underlying debt instrument.
g. Payroll and other employee- or business-associated costs for which the Recipient

has received or expects to receive reimbursement from other federal, state or
regional funds (e.g. Payroll Protection Program or unemployment insurance).

h. Damages covered by insurance.
i. Reimbursement to donors for donated items or services.
j. Severance pay.
k. Legal settlements.
l. Any expenses not considered an eligible business expenses by the Department of

the Treasury Internal Revenue Service.
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