From: Leider, Mary (SAQ

To: AnonymousPrivatePerson@proton.me

Subject: SAO Response to PRR #7547 - La Conner Swinomish Library
Date: Thursday, December 5, 2024 2:26:00 PM
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PRR7547 LaConnerLibrary Emails.pdf

Dear Anonymous,

The Office of the Washington State Auditor has completed our response to your public
records request sent in via email, as follows:

All communications between the auditor and The La Conner Swinomish
Library regarding their audit that was reported on 4/29/24. Emails, texts,
etc. and any attachments to emails. 1/1/24 to 6/1/24.

In response, we have attached all the responsive records found to fulfill your request
with us. Please let us know if you have any questions, concerns or issues regarding
this request. We will now consider this closed.

Sincerely,

Mary Leider, CPRO

Public Records Officer, Office of the Washington State Auditor
(564) 999-0919 (find me anywhere via Teams)

Let us help you improve your cyber health: #BeCyberSmart.
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V.

For the best experience, open this PDF portfolio in
Acrobat X or Adobe Reader X, or later.

Get Adobe Reader Now!




http://www.adobe.com/go/reader





From: State Auditor"s Office

To: jmarkert@Iclib.lib.wa.us

Subject: Audit report for La Conner Regional Library District
Date: Monday, April 29, 2024 11:13:35 AM
Greetings,

You are receiving this email because today our Office published your La Conner Regional
Library District’s official audit report online, at sao.wa.gov.

To find a copy of your official audit report, please go to sao.wa.gov, scroll down to “Quick
Search Audit Reports,” and enter report number 1034659. When you click search, the audit
report should appear.

In the past, as a courtesy, this email included a link to the report on our website and also
may have attached the final report as a PDF. We have changed this practice in our

continuing effort to clearly communicate with you while following cybersecurity
best practices by avoiding extra links and attachments.

Please distribute the report to anyone who might be interested.

If you have any questions, comments or concerns, please email webmaster@sao.wa.gov or
call 564-999-0950.

Thank you,
Office of the Washington State Auditor
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From: Eazio, Christine (SAQ)

To: Orcutt, Karyna (SAQ); Garza, Deena (SAQ)
Subject: FW: FY 22 Audit - Status Update

Date: Thursday, March 14, 2024 3:01:27 PM
Attachments: image005.png

Hi Deena and Karyna,

Just FYI, Jean called to explain about her not having a librarian’s certificate as required by the
RCW. She said it was discussed in one of the board meetings and the board agreed to hire her
without the certificate, because they wanted to go in a different direction, and see if they might
have better success with a non-librarian. She mentioned she reached out to the State Librarian,
who said she should obtain as soon as she could. She has since been taking classes, and will be
complete in October 2024.

| suggested she provide backup to document the conversation with the State Librarian, but so far |
haven’t received anything. And, as we are all too aware, the District has not been good about
taking adequate minutes. This would have been a really great item to record, including the board’s
consideration, reaching out to the State Librarian, etc. Something else to consider: Jean was the
former board chair, and supposedly left the position to become the interim library director. The
Board then voted to have her stay. Did she also have a vote when making the decision to not have
certificate?

| can add to the LOR, and add as a change to the audit plan. For the level of reporting, what do the
two of you think? | was leaning towards exit, because they need to start following rules and
keeping better documentation! But, | am not set on this (either higher or lower).

Thanks!

Christy

Christy Fazio, CPA, MBA

Assistant State Auditor, Office of the Washington State Auditor

Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.

From: Fazio, Christine (SAQ)

Sent: Wednesday, March 13, 2024 11:32 AM
To: Jean Markert <jmarkert@lIclib.lib.wa.us>
Cc: Orcutt, Karyna (SAQ) <orcuttk@sao.wa.gov>
Subject: FY 22 Audit - Status Update

HiJean,
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We are in the review stage for the District’s findings. Once these have final approval, | will send
copies to you for the District’s response, which will be included in the audit report. With four
findings this will be four separate responses, but once this is complete, we should be able to set
an Exit Conference date.

One other item has arisen concerning whether the District is following RCW 27.04.055,
Qualification of librarian — Rules — Fees:

No library serving a community having over four thousand population, nor any library
operated by the state or under its authority, may have in its employ, in the position of
librarian or in any other full-time professional library position, a person who does not hold
a librarian's certificate issued by the state librarian or its predecessor. A full-time
professional library position, is one that requires, in the opinion of the state librarian, a
knowledge of information resources and library/information service delivery equivalent to
that required for graduation from an accredited library education program. This section
does not apply to the state law library or to county law libraries. The state librarian shall:
(1) Establish rules for, and prescribe and hold examinations to test, the
qualifications of those seeking certificates as librarians;
(2) Grant librarians' certificates without examination to applicants who are
graduates of library schools programs accredited or otherwise officially recognized
by the American library association for general library training, and grant
certificates to other applicants when it has satisfied itself by examination that the
applicant has attainments and abilities equivalent to those of a graduate of a library
school program accredited or otherwise officially recognized by the American
library association; and
(3) Charge a fee to recover the costs associated with the application to be paid by
each applicant for a librarian's certificate. Money paid as fees shall be retained by
the state library as a recovery of costs.

Can you please confirm whether you and anyone else who is in a full-time professional library
position at the District holds the required librarian’s certificate?

Please feel free to contact me with any questions or concerns. | really appreciate your help during
the audit. The end is nearly in sight!

Thank you!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.
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From: Eazio, Christine (SAQ)

To: 150

Cc: Orcutt, Karyna (SAQ)

Subject: FW: La Conner Regional Library District Audit Request — Findings Responses
Date: Wednesday, April 10, 2024 11:49:00 AM

Attachments: image001.png

FI LaConnerLibrary FY22 Procurement.pdf

FI LaConnerLibrary FY22 OPMA.pdf

EI LaConnerLibrary FY22 Disbursements.pdf
FI LaConnerLIbrary FY22 AnnualReporting.pdf

HiJean,
I am just checking on the status of the findings responses. Will we be receiving these today?
Thank you!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.

From: Fazio, Christine (SAQ)

Sent: Monday, April 1, 2024 2:59 PM

To: Jean Markert <jmarkert@Iclib.lib.wa.us>

Subject: La Conner Regional Library District Audit Request — Findings Responses

Dear Jean,

We expect to issue our report on the results of our Fiscal Year 2022 audit of the La Conner
Regional Library District soon. The report will include findings, as we have already discussed.

Please review the attached preliminary drafts of our audit findings and take the following steps to
provide an official response for us to include in our report:
e Letus know immediately if you think there are any factual errors in our preliminary draft.

Providing supporting documentation for any areas of disagreement will help us ensure a
fair, complete, and accurate description of issues.

e Share this preliminary draft with the Board of Trustees and other key staff who might
contribute to the response.

o Please provide your written responses to the findings in the body of an emailoras a
Microsoft Word file (.docx) to help ensure we can accurately copy it into the report without
delay.

e Provide your written responses by Wednesday, April 10, 2024 for us to include in our
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SCHEDULE OF AUDIT FINDINGS AND RESPONSES

2022-004

La Conner Swinomish Library
January 1, 2020 through December 31, 2022

The District did not have adequate internal controls or policies to
ensure compliance with state procurement requirements.

Background

District management is responsible for designing, implementing and maintaining
internal controls to ensure compliance with state laws and protect public resources.
Missing or inadequate internal controls can hinder the District’s ability to comply
with state laws.

Procurement laws are intended to prevent fraud, collusion and favoritism when
awarding public contracts and purchasing goods and services. When procuring
public works contracts and purchases over certain dollar amounts established by
District policy, state law (RCW 27.12) requires the District to formally solicit bids,
obtain quotes from different vendors, and award contracts to the lowest responsible
bidder to ensure that a competitive price is established.

Description of Condition

The District has not established a policy for competitive bidding. As such, all
purchases, including public works projects, require the District to complete the
competitive bidding process.

For the period beginning in 2020 and ending in 2022, the District spent $3,563,438
on a new library building. Our audit found the District did not ensure it followed
the competitive bid process for constructing this building, as required by state law.
The District hired an outside consultant who oversaw the bidding process, selected
the construction vendor and oversaw the subsequent work on the new building.
Neither the consultant nor the District retained records to show compliance with
procurement requirements.

We also noted the District requested changes to reduce the cost of the bid after it
was opened. Without adequate documentation, the District cannot demonstrate that
all interested bidders had an opportunity to revise their bids to meet these changes.

Cause of Condition
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The District does not have experience procuring for public works projects and
relied on an outside consultant to bid and oversee the new library construction. In
addition, the District experienced turnover in the Library Director position, who
was responsible for communicating with the outside consultant.

Effect of Condition

Procurement laws are designed to protect public resources. Since the District did
not retain documentation, it cannot demonstrate it obtained the services at the
lowest cost, that it selected the most qualified bidder, or that costs were within the
contracted amount.

Recommendation
We recommend the District:
e Establish a formal procurement policy
e [Establish internal controls over procurement processes to ensure
compliance with state laws when contracting for public works projects and
architectural and engineering services, or when purchasing supplies,
materials and equipment

e Retain all documentation to demonstrate its compliance with competitive
bidding requirements

District’s Response

Auditor’s Remarks

Applicable Laws and Regulations

Budgeting, Accounting and Reporting System (BARS Manual), Section 3.1.3 —
Internal Control

Chapter 39.04 RCW — Public Works
Chapter 27.12 RCW — Public Libraries
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SCHEDULE OF AUDIT FINDINGS AND RESPONSES

2022-001

La Conner Swinomish Library
January 1, 2020 through December 31, 2022

The District did not comply with the Open Public Meetings Act’s
requirements for minutes, agendas and executive sessions.

Background

The Washington State Open Public Meetings Act (OPMA) requires any discussion
and business decisions of the District, including approval of vouchers and
resolutions, to be conducted in an open public forum. A meeting subject to the OPMA
occurs when a quorum of trustees gathers to conduct District business. The OPMA
also requires the District to adequately document its meetings in publicly available
minutes and post meeting agendas online 24 hours ahead of all board meetings.
Official District business conducted by the governing body includes, but is not
limited to, approval of expenditures and contracts, discussions, reviews, evaluations,
and final actions taken by the Board.

The District is governed by a five-member Board of Trustees, which conducts
District business once a month to approve vouchers, award contracts and make other
decisions.

Description of Condition

Our audit found the District’s meeting minutes lacked elements necessary to detail
the Board’s business decisions and demonstrate compliance with the OPMA.
Specifically, we noted the following:

e The District did not retain all meeting minutes, so we were unable to
determine whether monthly meetings were held, as required by state law.

e The Board’s business discussions and activities during open public
meetings were not adequately documented in meeting minutes.

e Previously scheduled meeting dates and times did not consistently occur as
announced, with no documentation or announcement that the meetings had
been changed.

e Documentation for executive sessions did not include information about
their duration, end time, or whether a vote would be held following the
session.

e It was unclear whether the District posted meeting agendas online before
Board meetings, as required by RCW 42.30.077.
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Cause of Condition

District officials were unaware of the OPMA requirements, and thus did not
dedicate the necessary resources to ensure compliant documentation of minutes.

Effect of Condition

The intent of the OPMA is to ensure people have access to the deliberations and
actions of governments. Because the District did not retain all minutes, did not
consistently announce changes to meeting dates, and did not adequately document
important business discussions, the public was not appropriately informed about
the District’s meeting proceedings.

Recommendation

We recommend District officials complete available training on the OPMA to better
familiarize themselves with its requirements.

Further, we recommend the District follow the OPMA, including:

e Conducting all Board meetings in a format that is properly announced and
publicly open

e Ensuring minutes for all its public meetings contain sufficient information
to demonstrate compliance with the OPMA

e Properly document executive sessions

e Retain meeting minutes to ensure people have access to deliberations and
actions of the District

District’s Response

Auditor’s Remarks

Applicable Laws and Regulations

Chapter 42.30.010 RCW — Legislative declaration

Chapter 42.30.020 RCW — Definitions

Chapter 42.30.035 RCW — Minutes declared open and public
Chapter 42.30.110 RCW — Executive sessions
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SCHEDULE OF AUDIT FINDINGS AND RESPONSES

2022-003

La Conner Swinomish Library
January 1, 2020 through December 31, 2022

The District lacked adequate internal controls to ensure
disbursements were properly supported, approved and allowable.

Background

The La Conner Regional Library District provides library services to about 4,700
Skagit County residents and uses the County as its treasurer. When performing its
statutorily defined duties, the District acts as a public agency subject to audit, as
defined in RCW 42.30.020 (1)(c).

From January 2020 through December 2022, the District had annual operating
expenditures ranging from $303,894 to $404,650 in addition to $3,563,438 of
expenditures for capital improvements.

The District is responsible for designing, implementing and maintaining internal
controls that provide reasonable assurance it safeguards public resources and uses
the resources in compliance with applicable state laws and the Budgeting,
Accounting and Reporting System (BARS Manual).

Description of Condition

The District lacked written policies for internal controls over accounts payable
disbursements and theft-sensitive assets. Furthermore, the District’s internal
controls were inadequate for ensuring transactions were properly supported by
third-party documents and for an allowable purpose. We noted the following:

e The District did not have a process to ensure the Board of Trustees received
complete and accurate information to approve accounts payable
disbursements at its monthly meetings, as required by state law. From
January 2020 through April 2020, management provided the Board a list of
monthly transactions for review and approval. After this date, there was
inconsistent documentation to show the Board received or reviewed a list
of disbursements to verify they were for allowable purchases.

e The District does not have an adequate segregation of duties to ensure
management could not initiate, approve and issue payments. District
management was unable to locate the signed disbursement transmittal
forms, which are required to be submitted to the County, for three insurance
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reimbursements made to the former Library Director totaling $10,107.
Although these were allowable, the former Director approved these
payments to himself with no evidence of Board approval.

e The District’s controls were inadequate to ensure theft-sensitive assets had
not been lost or stolen. Of the $28,447 in credit card transactions, $13,879
were for theft-sensitive items that were shipped to a District employee’s
home address instead of the library. In our review of these items, District
management was unable to locate one gaming computer, a docking station
and monitor totaling $1,529.

Cause of Condition

The District experienced turnover in the Library Director position over the last few
years. Due to the District’s operations size, this position oversees daily operations,
including processing all of the District’s accounts payable and other financial
activities. The Director’s duties were not adequately segregated. The Board did not
provide adequate oversight to ensure payments were only made for valid purchases
and the District safeguarded theft-sensitive assets.

Effect of Condition

Without adequate controls to ensure that its disbursements are properly supported,
approved and allowable, the District cannot support the validity of its financial
transactions. Further, these deficiencies increase the District’s risk of a
misappropriation or loss of public resources that is not quickly detected.

Recommendation

We recommend that the District:

e Implement policies that specify the review process for disbursements and
ensure that supporting documentation is consistently maintained for all
expenditures

e Establish controls to ensure the Board receives all accounts payable
disbursements for review and approval during open public meetings and
documents review in compliance with the BARS Manual requirements

e Establish controls to ensure it adequately safeguards theft-sensitive assets

District’s Response
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Auditor’s Remarks

Applicable Laws and Regulations

Budgeting, Accounting and Reporting System (BARS Manual), Section 3.1.3 —
Internal Control

BARS Manual, Section 3.1.4 — Original Supporting Documentation
BARS Manual, Section 3.8.5 — Voucher Certification and Approval

The State Constitution in Article VIII section 7 and Article XI section 14 prohibits
uncompensated gifting, lending or private benefit from public resources. Our Office
would therefore expect adequate controls in place to safeguard public property from
misappropriation and misuse.
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SCHEDULE OF AUDIT FINDINGS AND RESPONSES

2022-002

La Conner Swinomish Library
January 1, 2020 through December 31, 2022

The District’s internal controls over annual report filing were
inadequate for ensuring submission of accurate and complete
reports to the Office of the Washington State Auditor by the
statutory deadline.

Background

State law (RCW 43.09.230) requires local governments to submit accurate and
complete annual financial reports to our Office within 150 days after their fiscal
year ends.

District management, the Legislature, and state and federal agencies rely on annual
reports to make financial decisions. Management is responsible for establishing and
following internal controls that provide reasonable assurance financial reports are
accurate, complete and submitted on time.

From January 2020 through December 2022, the District had annual operating
expenditures ranging from $303,894 to $404,650. In addition, the District had
capital improvement expenditures of $3,563,438 for the construction of its new
library.

Description of Condition

The District lacked necessary internal controls to ensure accurate and complete
annual reports were submitted to our Office.

While the District submitted its 2020, 2021 and 2022 annual reports by the required
deadline, the reports included incomplete information. Specifically, the District did
not report its capital fund which tracks the revenues and expenditures associated
with its new library construction. Further, the Schedule of Liabilities did not include
all bond activity.

Cause of Condition
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District officials were unaware they needed to include financial information related
to the new library capital improvement project in the annual reports. This is the first
time the District has completed a project of this nature.

Additionally, the District did not dedicate sufficient resources to ensure staff had
adequate training to complete accurate annual reports.

Effect of Condition

Inaccurate financial information deprives the public, the Legislature, and state and
federal agencies of a transparent overview of the District’s financial operations.

Recommendation

We recommend the District establish the necessary internal controls to ensure it
submits accurate and complete financial reports to our Office.

We also recommend the District dedicate the necessary resources to ensure staff
have adequate training to complete accurate financial reports.

District’s Response

Auditor’s Remarks

Applicable Laws and Regulations

Chapter 42.09.230 RCW — Local government accounting — Annual reports —
Comparative statistics.

Budgeting, Accounting and Reporting System (BARS Manual), Section 3.1.3 —
Internal Control
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published report.
e Ifyou need more time to prepare your responses or would like to meet with us to further
discuss the findings, please contact us immediately.

We view your response as an important part of completing our audit. For this reason, we will
perform the following steps when preparing our report:
o We willinclude the District’s responses, or a synopsis of the responses, in our final report.
o Ifthe responses disagrees with any part of our findings, we will evaluate any new facts,
perspective, or support you provide to determine if we should make any changes to the
report.
o If we disagree with the responses, we may include information in our final report to explain
our position.
o If we do notreceive the responses, our final report will indicate that we gave the District an
opportunity to respond, but it declined to do so.

If you have any questions about the findings or would like advice on drafting your response,
please contact me via email or phone.

Sincerely,

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.
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From: Eazio, Christine (SAQ)

To: Orcutt, Karyna (SAQ)

Subject: FW: Meeting Request - Financial Condition and Library Project
Date: Thursday, January 25, 2024 1:32:42 PM

Attachments: image001.png

Well, this isn’t great — see message below. They are missing an entire computer setup. | will check to
see what the values are for each of these items, who purchased them, and then add to disbursements
and follow up issues.

Thanks, and hope you are feeling better today!

Christy Fazio, CPA, MBA

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Thursday, January 25, 2024 12:19 PM

To: Fazio, Christine (SAQ) <fazioc@sao.wa.gov>

Subject: Re: Meeting Request - Financial Condition and Library Project

External Email

Hi Christy

| have located most of the items on the purchase list, the photos are attached. |see onthe list
thereis a scanner and a barcode scanner, is that a mistype or are they two separate things?
I can not locate the following items:

Acer Nitro Gaming Laptop
Docking station
127" IPS monitor

On Wed, Jan 24, 2024 at 2:14 PM Fazio, Christine (SAO) <fazioc@sao.wa.gov> wrote:

HiJean,

While we wait for our meeting, | wanted to add a few more details to the equipment purchases list. |
took a closer look at Jared’s purchases on 8/20/2020. It included the following:
e 1-ASUS M15 gaming computer at $1499.99 plus tax
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e 2-LG 27inch IPS monitors at $429.99 plus tax
e 1-LG 27inch IPS monitors at $379.99 plus tax (it looks like this one was located)
¢ Docking station at $99.99 plus tax

Reviewing the existing list plus items listed above, here are the items that still need to be located:

ASUS M15 gaming computer at $1499.99 plus tax
2 LG 27inch IPS monitors at $429.99 plus tax
Docking station at $99.99 plus tax

Laser jet printer

Scanner

Monitors

Acer Nitro gaming laptop

Barcode scanner

Thermal Receipt printer

APC network UPS

CyberPower LCD UPS System and other associated computer items

Nikkor 35 mm fixed lens zoom camera
Thanks!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, January 24, 2024 1:11 PM

To: Fazio, Christine (SAQ) <fazioc@sao.wa.gov>

Subject: Re: Meeting Request - Financial Condition and Library Project

External Email

How about 2:45

On Wed, Jan 24, 2024 at 12:36 PM Fazio, Christine (SAQO) <fazioc@sao.wa.gov> wrote:

Hi Jean,
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| was hoping to meet with you some time today to discuss the District’s financial condition. |
am currently available all afternoon until 4:30, so please feel free to suggest a time to meet
and I will send a Teams appointment request.

We can also use this time to discuss the library project, and hopefully answer questions you
mentioned earlier in the week.

Thank you!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at

sao.wa.gov/jobs.

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

Jean Markert, Director
La Conner Swinomish Library
360-466-3352
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From: Aguilar, Tamara (SAO)

To: SAO DL APP EIS Updates
Subject: FW: Online Filing request from La Conner Rural Partial County Library District
Date: Tuesday, March 5, 2024 12:45:00 PM

Please see updated address for MCAG 0454
Thank you!

Tamara Aguilar
Program Specialist, Office of the Washington State Auditor

WWW.S30.Wa.80Vv

From: Pat McCarthy, State Auditor <WAStateAuditorSubscriptions@sao.wa.gov>
Sent: Tuesday, March 5, 2024 9:56 AM

To: Pat McCarthy, State Auditor <WAStateAuditorSubscriptions@sao.wa.gov>; 150
<jmarkert@Iclib.lib.wa.us>

Subject: Online Filing request from La Conner Rural Partial County Library District

Jean Markert is requesting updates to their government information.

Their message:
'We need to update the library address, our new address is 520 Morris Street/PO Box 370

La Conner, WA 98257'
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From: Eazio, Christine (SAQ)

To: 150

Cc: Orcutt, Karyna (SAQ)

Subject: FY 2022 Audit - Additional Resources
Date: Tuesday, April 23, 2024 12:10:27 PM
Attachments: image001.png

ES-Checklist-for-Prep-and-Review-cash-basis-Jan-24.Pdf
Accounts-Payable-Guide.pdf
Seareagation-of-Duties-Guide (3).pdf

HiJean,

It was nice to meet with Susan, Sara and you at the Exit Conference yesterday. As we mentioned,
there are many great resources available on both the SAO and MRSC websites, which can be
accessed using the following links:

® Resource Library | Office of the Washington State Auditor
e MRSC - Home

Here are some items specific to this year’s audit:

® Open Public Meetings Act: MRSC has a lot of very useful information, which can be found
here: MRSC - Open Public Meetings Act Basics. By following this link, you will be able to
access even more information about the OPMA, with summary pages to help the District
meet the requirements, some of which can be found by clicking on the following links:

opma_agency obligations practice tips.pdf (mrsc.or

opma_notice requirements_practice tips.pdf (mrsc.or

OPMA-Agendas-Practice-Tips.pdf (mrsc.org)
OPMA-Minutes-Practice-Tips.pdf (mrsc.org)

opma_electronic communications_practice tips.pdf (mrsc.or

O O O O

® Segregation of Duties: We also talked a lot about segregation of duties, and how to
address when there are only a few employees. The attached guide from the SAO Resource
Library (link above) is long, but it gives great examples for accounts payable, accounts
receivable and other key operational areas. See attached above.

® Financial Statements: For financial statement preparation, I’ve attached a copy of one of
the checklists found in the SAO Resource Library. | hope this will help when preparing
financial statements in the future. See attached above.

® Accounts Payable: Lastly, for accounts payable, I’ve attached a copy of one of the SAO
handouts found in the SAO Resource Library. See attached above.

I hope this information helps. If there are any questions in the future, please don’t hesitate to
reach out to either Audit Manager Deena Garza (Deena.Garza@sao.wa.gov) or Audit Supervisor
Karyna Orcutt (Karyna.Orcutt@sao.wa.gov).
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Center for Government

Innovation

Checklist for Preparing and Reviewing Cash-Basis Financial
Statements

Date of Review:

Completed by:

Key recommendations:

Instructions: Use this checklist to help prepare and review financial statements prepared in accordance with the cash-basis
Budgeting, Accounting and Reporting System (BARS Manual). Complete this optional checklist before filing your annual report with
our Office.

Question Yes | No |[N/A Comments

General ledger

Does your government have a process in place to ensure that all journal entries are
1 [completed and reviewed by someone other than the preparer? Does the reviewer check for
accuracy and support?

Did someone verify that the general ledger reflects all of your government’s cash and
2 |related activity? For example, you should include the cash and related activity for a
separate court bank account.

Did someone reconcile each month’s general ledger ending cash and investments balance
to third-party documents, such as bank statements or county treasurer reports? (BARS
3.1.9) Note: Your reconciliation must be global, meaning it includes all activity and
balances for all accounts.

Did someone reconcile each month’s general ledger revenues to total cash receipts as per
third-party documents, such as bank statements or county treasurer reports? (BARS 3.1.9)

Did someone reconcile each month’s general ledger expenditures to total cash payments
5 |as per third-party documents, such as bank statements or county treasurer reports? (BARS
3.1.9)

Did someone reconcile each month any subsidiary ledgers to the general ledger? Note: A
6 |subsidiary ledger, such as a utility billing and receipting module, provides transactional
data for the general ledger; reconciliations can identify discrepancies or posting errors.

Did someone other than the preparer verify the reconciliations were completed, accurate
and performed on time?

Do your general ledger balances agree to the amounts reported on your financial
8 [statements? Note: You should avoid any off-book adjustments between your general
ledger and your reported financial activity.

BARS changes

Did someone review the “Overview of Changes” section in the BARS Manual for the
9 |current reporting year, as well as any BARS Alerts sent out during the year? Note: The
“Overview of Changes” is finalized in December of each reporting year.
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Question

Yes

No

N/A

Comments

10

Have appropriate staff attended a recent BARS training? Note: The State Auditor’s Office
offers a BARS cash-basis overview through the Washington Finance Officers
Association (find non-conference education and pre-conference trainings at WFOA.org).
The State Auditor’s Office also offers an annual BARS update, see sao.wa.gov/bars-
annual-filing/filing-training-and-workshops/#elearnings .

Subscription-Based Information Technology Arrangements (SBITA)
Implementation — NEW for 2023!

11

Did someone identify all of your government’s SBITA agreements and ensure they are
properly recorded in the accounting records, accurately presented on the Schedule of
Liabilities, and disclosed in the notes to the financial statements? (BARS 3.4.21, Note X —
SBITA) Note: The State Auditor’s Office offers a cash-basis SBITA implementation
training: www.youtube.com/watch?v=fe05FJTTnnY

12

Did someone properly calculate the subscription term for each SBITA, specifically
considering any options to extend or terminate each agreement? (BARS 3.4.21)

13

Did someone calculate a beginning balance (as of Jan. 1) for existing SBITAs to be
reported on the Schedule of Liabilities? (BARS 3.4.21.50)

14

Did someone ensure all new SBITAs entered into during the year (2023) are shown as
additions on the Schedule of Liabilities? (BARS 3.4.21.50)

15

Did your government disclose SBITA activity in its note disclosure, and did someone
ensure that the future SBITA payment total agrees to the ending SBITA liability balance
reported on Schedule of Liabilities? (Note X — SBITA)

Public-private & public-public partnerships (PPP) and service concession
arrangement (SCA) implementation — NEW for 2023!

16

Did someone evaluate whether your government has any PPP or SCA arrangements, and
if s0, did someone ensure you properly implemented the new accounting and reporting
guidance related to them? (BARS 3.4.22) Note: The State Auditor’s Office offers this
implementation training: www.youtube.com/watch?v=fe05FJTTnnY

Fund structure

17

Did someone combine all managerial funds into a reporting fund, for reporting purposes?
(BARS 3.1.7.50, 4.3.12.60) Note: If you create extra funds outside of what is prescribed,
then you must roll them into the appropriate fund type for external financial reporting.
You must also eliminate intrafund activity (see checklist question 30).

18

Did your government report only one general fund? (BARS 3.1.7.50, 4.3.12.60)

19

Did your government use special revenue funds appropriately? (BARS 3.1.7.50) Note:
You should only use special revenue funds (1xx) to report revenues that qualify as
restricted or committed for specific purposes. Do not use them for debt service or capital
projects.

20

Did your government use all debt service funds appropriately? (BARS 3.1.7.50) Note:
You should only use debt service funds (2xx) to report revenues or resources set aside to
make payments on debt. Do not use them for enterprise/proprietary fund debt.

21

Did your government use all capital projects funds appropriately? (BARS 3.1.7.50) Note:
You should only use capital project funds (3xx) to account for revenues or resources for
capital outlays, construction of facilities or to acquire other capital assets. Do not use
them for enterprise/proprietary fund capital projects.

22

Did your government report all qualifying activities in an enterprise fund? (BARS
3.1.7.50) Note: For example, report self-supporting activities for which your policy
requires you to fully recover the costs (as is the case with utilities and most building and
planning functions).
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23

Did someone combine enterprise funds that constitute a single activity, for reporting
purposes? (BARS 3.1.7.50) Note: For example, you would combine a water operating
fund and water capital reserve fund for reporting purposes, as well as perform certain
eliminations (see checklist question 30).

24

Did your government use internal service funds appropriately? (BARS 3.1.7.50) Note:
You should only use internal service funds (5xx) when a function of your government
provides a service predominately to other funds within your government on a cost-
reimbursement basis.

25

Did your government use fiduciary funds appropriately? (BARS 3.1.7.50 and 4.3.14)
Note: BARS 4.3.14 includes detailed instructions and examples of how to apply the
criteria to determine if an activity must be reported in a fiduciary fund.

Beginning and ending cash and investments

26

Did someone verify that beginning and ending cash and investments include all reportable
balances? Note: Include all petty cash and imprest accounts, all investment accounts,
and any bank accounts in your government’s name and control, such as court trust
accounts and Department of Licensing accounts (counties only).

27

Did someone agree the beginning cash and investments balance, as per the current year
financial statements, to the ending cash and investments balance in the prior year
statements? Note: Error corrections should not directly affect beginning cash—you must
show them separately as a prior-period adjustment.

28

Did someone verify the proper classification of your government’s ending cash and
investment balances, for every fund presented? (BARS 3.1.8)

29

Did someone check for proper use of unassigned fund balance? (BARS 3.1.8.31,
3.1.8.140) Note: General fund uses unassigned, while other fund types do not unless the
total fund balance is negative.

Revenues and expenditures

30

Did someone eliminate intrafund activity for each reporting fund? (BARS 4.3.12.70)
Note: Intrafund activities are transactions or transfers that occur within the reporting
fund between departments, programs or managerial funds.

31

Does your government account for overhead payments as an expenditure
reduction—when one fund collects payment from other funds for their share of pooled
activities? (BARS 3.9.4, 3.9.8)

32

If your government allocates shared costs to its various funds, did someone make sure that
the basis for allocation is fair, equitable, and reflects the value of the services provided?
(BARS 3.9.5)

33

Did someone ensure that revenues and expenditures are reported at gross amounts and
only netted when prescribed by the BARS Manual? (BARS 3.9.4)

34

Did someone resolve all transactions held in a suspense account, before the annual report
is prepared? (BARS 3.6.11) Note: Any unresolved receipts should be included in the

general fund’s balance.

35

Did you code expenditures to the appropriate year during the open period, if applicable?
(BARS 3.1.7.40) Note: An open period is an exception to expenditure recognition. It
allows you to charge expenditures against the previous period for claims incurred in the
previous period. BARS requirements and options vary based on entity type.

36

Did you properly record interfund loans and interfund transfers for each reporting fund?
(BARS 3.1.9.1) Note: A negative ending cash balance in a fund may indicate a missing
entry or an unrecorded loan or transfer.
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37

Did your government engage any third party that physically handled money on your
behalf and executed transactions with that money (as might occur with a bond refunding
or the local loan program)? If so, did someone then record the associated transactions in
your government’s general ledger? (BARS 3.4.11, 3.4.14, 3.1.7.40). Note: With bond
refunding, you must record the full proceeds of the new debt and the payoff of the old
debt separately.

3

[e<)

Were any of your government’s loans forgiven this year? If so, did someone record the
debt principal repayment and grant revenue in the year it was forgiven, as well as update
the Schedule of Liabilities? (BARS 3.4.7)

Online filing checks

39

Did someone review the checks and balances on the Schedule 01 and Schedule 09
Summary of the online filing system, and correct any issues? Note: For more
information, see the “Online Filing Correcting Errors Guide” on the BARS reporting
templates webpage at sao.wa.gov/bars-annual-filing/bars-reporting-templates/

Schedule of Liabilities

40

Did someone review the Schedule of Liabilities to ensure that all liabilities have been
included? (BARS 4.14.13) Note: List all debt, regardless of whether it is for operating,
capital or refunding purposes. Report debt at face value, and do not include anticipated
interest or bond premiums or bond discounts.

41

Did someone other than the preparer review the pension liability calculation, and
reconcile the calculated pension liability total to the reported amount on the Schedule of
Liabilities? (BARS 3.4.13) Note: Do not include pension assets in the amount reported
on the Schedule of Liabilities. The BARS Manual contains step-by-step written guidance
and links to other resources to help you, including a training video.

42

Did someone ensure the Schedule of Liabilities properly reflects the issuance and
redemption of debt, respectively shown in the additions and reductions column? (BARS
4.14.13) Note: This should include any bond refunding.

43

Did someone reconcile each reported liability balance on the Schedule of Liabilities to
supporting records, such as amortization schedules, county treasurer reports or system
reports?

44

Did someone properly identify your government’s other postemployment benefits (OPEB)
liabilities, accurately calculate the amount, report it on the Schedule of Liabilities, and
disclose it in the notes? (BARS 3.4.16) Note: OPEB plans are medical, dental or long-
term care plans provided to employees after retirement—they include state-sponsored,
government-sponsored, and pre-LEOFF 1 plans. You have an OPEB plan if you
participate in the Washington Health Care Authority and your employees can access
health benefits after employment at the group rate. The State Auditor’s Olffice offers
training: sao.wa.gov/bars-annual-filing/filing-training-and-workshops/#elearnings.

45

Did someone properly identify your government’s asset retirement obligations (AROs),
accurately calculate the amount owed, report it on the Schedule of Liabilities, and disclose
it in the notes? (BARS 3.4.18) Note: An ARO arises when you have legally mandated
steps to decommission an asset; recognition occurs when you are certain you will retire
the asset and can estimate the costs.

46

Did someone identify any and all of your environmental/pollution remediation
obligations, accurately calculate the liability, report it on the Schedule of Liabilities, and
disclose it in the notes? (BARS 3.4.18) Note: If you can reasonably estimate the amount
of liability—and it’s probable your government will pay it—then your government
should report it.

47

Did someone identify all of your government’s leases and ensure they are properly
recorded in the accounting records, accurately presented on the Schedule of Liabilities,
and disclosed in the notes to the financial statements? (BARS 3.4.1, Note X — Leases)
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Notes to the financial statements

48

NEW for 2023! Did your government prepare one set of notes for each financial
reporting year? (BARS 4.6.2)

49

Did someone review and implement BARS Manual changes to note disclosure
requirements?

50

Did someone evaluate significant events and transactions, and consider the potential
effect on the note disclosures?

51

Did someone review the note disclosures to ensure obsolete, trivial or unnecessary
information is not included? (BARS 4.6.2)

52

Did someone agree all note disclosure dollar figures to the financial statements or other
supporting accounting records? Note: For example, you should reconcile the cash and
investments note to the ending balances on the Statement C-4 and C-5, total principal in
the long-term debt note to the Schedule of Liabilities, the OPEB note to the Schedule of
Liabilities, and the expense column in the budget note to expenses on the Statement C-4.

53

Did someone verify note disclosure data tables properly foot and cross-foot?

54

Did your government disclose all appropriate subsequent events? (BARS — See Note X —
Other Disclosures) Note: Some examples of possible subsequent events needing
disclosure include debt issuance, settlement of significant litigation, or an unresolved
strike.

55

Did someone verify the note disclosures include all required pension information? Did
someone also reconcile the total pension liability (excluding any asset amounts) to the
Schedule of Liabilities? (BARS — See Note X — Pension Plans) Note: Your pension
disclosure must include your government’s share of the net pension liability (asset) and
the related liability (asset) amounts.

56

NEW as of 2022! Does your government provide telecommunication services? If so, did
your government disclose it in the note disclosures? (BARS — See Note X —
Telecommunications)

57

Did someone read the final note disclosures to ensure they are understandable, complete,
and make sense in light of your government’s activities during the year? (BARS 4.6.2)

Schedule of Expenditures of Federal Awards (SEFA)

5

@

Did appropriate staff review the most current BARS Manual guidance on the SEFA
before preparing it? (BARS 4.14.5) Note: This guidance is comprehensive and includes a
sample SEFA and note disclosures. If you have questions about how to prepare a SEFA,
submit them to our HelpDesk in the client portal.

5

©

Did someone familiar with all of your government’s federal programs check to ensure the
SEFA information aligns with their understanding of existing federal programs and the
level of activity that occurred during the year?

60

Did someone evaluate new grant awards with state agencies or other local governments to
determine if the funding is federal? Note: You should review each grant agreement to
determine if the funds are federal. The agreement should reference an Assistance Listing
Number (ALN), compliance with the Uniform Guidance 2 CFR 200, and refer to audit
requirements. If in doubt, contact the awarding agency directly.

6

iy

Did someone ensure your government listed all COVID-19 expenditures separately in the
SEFA? (BARS 4.14.5.60) Note: You should list COVID-19 expenditures on a separate
line by ALN, with “COVID-19" added as a prefix to the program name.
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62

Did your government report all federally funded non-cash assistance on its SEFA? (BARS
4.14.5.80-90) Note: A common example is equipment transferred from the federal
government. State agencies acting as pass-through agencies can also transfer federal
non-cash assistance.

63

Did someone reconcile SEFA information to claims for reimbursement or other
underlying supporting accounting records, such as the general ledger information?

64

Did someone review SEFA presentation, specifically checking that it is properly
formatted to include the correct ALNs and program titles as per federal requirements?
Note: You provide ALNs when completing the SEFA template in the State Auditor’s
Office’s online filing portal, which then allows our system to generate a SEFA with
corresponding program titles organized by cluster. You should make sure you enter
correct ALNs and confirm the overall presentation is accurate.

65

Is your government’s SEFA prepared on the same accounting basis as the financial
statements? If not, describe the departure in the notes to the SEFA.

66

Does your government have any new or outstanding federal loans? If so, did someone
review the loan terms and evaluate whether your government needs to report the loan(s)
on its SEFA? (BARS 4.14.5.130) Note: Loans have unique reporting requirements,
which often include reporting the beginning of the period balance. Refer to detailed
guidance in BARS 4.14.5.130 and note the exceptions to the rule.

67

Did your government pass through money to subrecipients? If so, did someone ensure
your government properly reported it on its SEFA?

68

Did someone prepare the SEFA note disclosures, and do they meet all the requirements?
Note: A best practice is to use the template provided in the client portal to file SEFA note
disclosures online.

69

Does your government’s total SEFA expenditures equal or exceed $750,000? If yes,
federal regulations require your government to obtain a federal single audit by the federal
deadline. Contact your local audit team to schedule a single audit if your government does
not regularly receive one each year. Note: To find your local audit team, go to
sao0.wa.gov/about-audits/find-your-audit-team/

70

Are your government’s total SEFA expenditures less than but almost $750,000? If yes,
consider double-checking the reported programs and expenditures to ensure you included
all appropriate activity.

Final Review

71

Did someone with knowledge of your government’s operations review the statements,
notes, and schedules to ensure the expected revenue and expenditure activity, as well as
ending cash balances, are consistent with general expectations and knowledge of actual
results? Note: The reviewer should develop expectations about financial activity before
the review (using knowledge of significant financial transactions, prior-year amounts or
budgeted figures).

72

Did someone with knowledge of BARS Manual reporting requirements review the
statements, notes, and schedules to ensure they comply with the technical elements of the
BARS Manual? Note: Consider partnering with another government if no one is
available at your government.

73

Has a finance committee or other qualified staff reviewed the entire annual report to
ensure the required components are included and submitted to the State Auditor’s Office
by the reporting deadline of 150 days after your government’s fiscal year-end? Note: A
best practice is to plan to file early to allow time for resolving unanticipated issues that
can arise during the filing process.

74

Did your governing body have the opportunity to review the annual report and approve it?
Note: The governing body is ultimately responsible for financial reporting, so you
should give them the opportunity to participate.
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For assistance

This resource has been developed by the Center for Government Innovation of the Office of the Washington State Auditor. Please send any questions, comments,

or suggestions to Center@sao.wa.gov.

Disclaimer

This resource is for informational purposes only. It does not represent prescriptive guidance, legal advice, an audit recommendation, or audit assurance. It does not

relieve governments of their responsibilities to assess risks, design appropriate controls, and make management decisions.

Updated January 2024
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Leadership

Leadership sets policy
and direction for
financial operations,
such as accounts
payable. They also make
important decisions
about the overall
structure of control
systems — how accounts
payable functions will
be organized, when to
invest in technology,
and when to invest in
making improvements
to the overall process.

A/P Clerks

Accounts payable

(A/P) clerks carry out

the fundamental tasks
of processing vendor
payments. They are
responsible for following
policy established by
leadership, following the
internal control system
principles established

by management, and
safeguarding sensitive
information.

Supervisors

Supervisors of the accounts
payable process monitor
disbursement activities

to ensure policies are
followed and internal
controls operate as
designed. They oversee
disbursements to vendors
to ensure they are valid
and supported. They are
deeply involved in the
day-to-day oversight of the
disbursement processes.

=
»

Managers

Managers carry out
high-level policy
decisions set by
leadership, determine
the design of internal
control systems,

and suggest system
improvements. They
support the overall
accounts payable
function and look for
ways to reduce risks
or increase efficiency.
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Summary

Accounts payable processes significant payments to vendors for goods and services,
keeping local government operational. Those vendors, some of which are in your
community, rely on prompt payment so that they can cover their own bills, too.
Payment must be accurate, as taxpayer dollars need to be spent wisely. Internal
controls must be strong to avoid costly errors and to spot fraudsters attempting

to divert payments.

The pandemic has spurred increased interest in paperless processes
and automation in accounts payable. In fact, some local governments
have made considerable gains in efficiency by automating repetitive,
manual processes. Now’s a good time to look at new ways to
automate your processes and new methods to reduce your

risks of errors or fraud.

We know the challenges governments face in managing If yo ur g overnment
accounts payable processes, and in striking just the

right balance between internal controls and the costs doeS n’t h ave a pol |Cy
of those controls. Governments are busy managing

daily operations, and sometimes they don’t have the cove ri N g accounts
time to do the research to discover better ways of

doing business. payable internal
An organization-wide policy that sets the direction controls. this qu ide can

and expectations for accounts payable processing
is critical. If your government doesn’'t have a policy

help you get started

can help you get started developing one. Although there d aye I Op| n g one.

is no one solution that fits every government and every

covering accounts payable internal controls, this guide

situation, there are certainly some best practices, ideas, and
suggestions to consider.

We know you have limited time. That’s why we have prepared
guidance for you, regardless of your role. We've made it easy for you

to find just what is relevant to you. This guide can be printed in sections
and distributed to whomever is in charge of certain responsibilities.

This guide is intended to provide ideas and best practices
that can help you build a stronger accounts payable
process. We hope you find our Accounts Payable

guide helpful in your work!
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Leadership

Start your accounts payable policies today!

Accounts payable is a routine process that might escape your notice, but let’s not
forget how many public dollars flow through this system. It's important to have
a comprehensive policy over this key process to communicate expectations and
establish internal controls. Here are some things you might think about when
developing your policies, no matter the size of your organization.

Make sure employees know the rules

Different types of transactions need different types of policies. Each policy
will authorize the expenditure to occur, let employees know what to
do, and provide finance staff the information they need to audit the
payment request to the governing body’s specifications. Municipal
Research and Services Center (MRSC) has many examples of
such policies on its website (https://mrsc.org/Home.aspx),

such as:

« Travel and meals policies are critical if you give travel
advances, reimburse employees for their work-related
travel costs, or pay for meals in or out of travel status.

« Credit card policies should support the program you
have in place, including how to handle violations like
late or missing receipts or misuse.

« Procurement policies guide employees to comply with
local, state, and federal laws and regulations and ensure
a fair price is obtained. Your policies should establish
when purchase orders are required and how the goods
should be received and evaluated upon arrival.

« Other policy categories might include employee recognition,
wellness programs, retirement awards, or employee tuition
reimbursement.

Develop expectations for managers (or departments)
who approve invoices or other payments

« Approval timeline — Specify the turnaround time for approvals so that
vendors can be paid on time and expenditures can be recorded in the
appropriate accounting period. For example, you might require that
review take place within a week of receipt.

OO

« Required support — Describe the support required for various payment >
types. Address requirements for purchase orders, original (and detailed) \
receipts and source records, and evidence goods or services were received.
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Leadership

« Screening for duplicates - Make it clear that employees are expected to watch for and avoid
approving duplicate invoices or payment requests.

o Check run schedule - You probably have a weekly, biweekly or monthly check run schedule.
Formalize it in policy and establish a cut-off date for others to submit payment requests.

« Rushed check requests - Document the criteria that will be considered for any rushed check
requests and who will approve them outside of the scheduled check runs. You might consider
someone of higher rank as the designated approver to minimize and discourage requests.

Manage your vendor master file

« Verify vendor information — Describe your internal
control steps for adding a new vendor. Limit who is
permitted to add new vendors (it’s a conflicting duty
for accounts payable), describe the information and
support needed to verify they are legitimate,
and require staff to verify it is not a duplicate.

« Keep it current — Define how your
vendor database should be monitored and

maintained to ensure it only contains active, I
valid vendors. A good policy will require a l.
periodic review for duplicates and address

the process for when vendors should be
inactivated, purged or archived.

« Standardize vendor names - Establish
a naming convention to standardize
how vendor names will be entered into
the master file. This should address
how to handle capitalization, acronyms,
punctuation, and vendors that begin
with “The”” This helps prevent
duplicate vendors, a cause of duplicate
payments.

« Safeguard vendor information - Address the controls over adding or changing a vendor’s
contact or banking information to ensure they are valid.

« Identify riskier vendors - Define your procedure for identifying and monitoring vendors that
have more issues than others. These might be vendors that send duplicate invoices, fail to issue
credit memos for returns, have frequent pricing issues, or send incomplete statements.

Develop guidelines for those processing invoices and payments

« Standardize invoice number entry - Establish standards for invoice number entry, including
how to handle punctuation and capitalization. This is important because the invoice field is
often a software control to identify potential duplicate payments.
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« Three-way match controls - A three-way match means comparing quantities and price on the
purchase order, receiving document, and invoice. This is a standard industry best practice.

« Invoice processing — Provide direction on the steps to review and verify each type of invoice
or payment request. For an example, refer to Appendix A.

« Invoice approvals — There should be a list of approvers and a corresponding approval dollar
limit for those who process payments. Designate who is responsible for preparing and updating
this list. This information should not be included in policy or made widely available within
your organization, to make it more difficult for unauthorized payments to be forged or
manipulated from within or outside of your organization.

o Accuracy check - Communicate how those who process invoices should verify the accuracy
of their data entry. One option is to enter invoices in batches, where dollar amounts are compared
in total. Another option is a self-audit or peer-audit of the system information to source records.
Reviews might be regular or periodic.

« Duplicate prevention — Identify the controls that you have in place to prevent and/or detect
duplicate payments. See Appendix B for a list of possible controls that help with duplicate
payments.

« Payment timelines and methods - Communicate your expectations about taking advantage
of early payment discounts and paying vendors within agreed-upon credit terms. Identify
how you will pay those vendors (check, ACH, credit card, wire, etc.), and the process and
controls over each payment type.

Define the monitoring or supervisory activities

« Data entry review — Describe the extent to which the data entry should be monitored for
accuracy by a supervisor.

« Execution of payments - Summarize what must be done to issue payments to vendors and
designate who will review the report of scheduled payments and who will compare this to
the report of actual payments issued to ensure no unauthorized changes were made.

« Statement reconciliation - Assign responsibility for reconciling vendor statements and the
monitoring of those reconciliations.

i
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« Auditing officer — Designate this role and document their responsibilities (RCW 42.24.080).

« Records retention and destruction — Address the retention and archival of expenditure records
(hard copy and electronic) by establishing the length of time records must be kept, how records
should be retained and disposed of, and who is responsible.

Segregate conflicting duties
You can be broad in your policy and give some general guidelines about l \
segregating duties.

If you have the ability to fully implement segregation of duties, you
can segregate duties between the following roles. Make
sure that no one has more than one role in the overall process.

o Authorization responsibilities — those who approve
purchase orders or invoices/payments, or sign checks.

« Recording responsibilities — those who process payables
and record them in the general ledger.

® O
‘r\
o ©

« Custody of assets — those who perform the check run
and mail checks to vendors, or those that receive the

goods supplied by vendors.
« Reconciliation - those who reconcile the claims clearing
or other bank account.
Alternatively, you have the option to be very specific. Again,
assuming you have the ability to fully implement segregation
of duties, you can:

« Specify any duties accounts payable should not do. For example,

accounts payable clerks are not allowed to purchase or receive goods,
reconcile the bank account, perform or approve the check run, or add
or edit vendors in the vendor master file.

« Require the accounts payable supervisor to be independent of processing
payables in order to effectively conduct oversight procedures.

If you are a smaller organization and there are conflicting duties you cannot
segregate, then you can modify accordingly and instead describe compensating

duties you have in place. x x x

Do you want to know more about segregating duties? See the accounts payable
section of our guide at https://portal.sao.wa.gov/PerformanceCenter/#/ x x
address?mid=6&rid=18538
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Leadership

Tips to save time in your
accounts payable process

The accounts payable process verifies more
transactions than any other finance activity
and pays out significant sums of money. It takes
resources to do this properly, and there is much
at stake. It's worth evaluating ways to preserve
resources and make better use of staff time.
Here are several options to consider:

Take advantage of early payment discounts

You are usually better off taking advantage of early payment discounts - for
example, saving 1% for paying 20 days early translates to an annualized rate
of 36% (more than you can earn in the investment market; use this tool
to check potential savings). However, if you do not have the available
cash, then you might need to pay on standard terms. Make sure to
communicate to accounts payable staft your expectations about taking
advantage of early payment discounts. If you have an automated payment system, you are in an
even better position to process payments quickly and possibly negotiate more favorable early
payment terms with your vendors.

Avoid the many costs of late payments

Late payments can strain vendor relations and result in penalties, late fees, and second invoice
copies sent to you (a common cause of duplicate payments). Devote adequate resources to paying
on time. In addition, develop strong monitoring controls such as the use of a performance
measure, like percentage of invoices paid by the due date.

Put a rush on it, please
Last-minute payment requests for manual checks
are costly! It takes extra work to approve, generate,
and record rush payments outside of your
normal process. Ideas to reduce these include:

1) perform check runs more frequently,

2) make it more difficult to obtain a rush
payment by requiring special approval
from a high-ranking finance official, 3) pay
electronically, and 4) track reasons for the
requests to see if there is a pattern and if
other solutions might be an option.
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Cash in on rebates with p-card programs

Purchasing-card programs have two primary benefits that can save you time or money. First, they
consolidate many small purchases into one monthly statement, which can save hours of processing
time. Second, these programs offer rebates that can be negotiated!

So many reasons to go paperless

You can save on data entry by employing technology that reads invoices. Once the invoice is
scanned, you can also route electronic invoices for approval and shorten processing times. This
increases transparency, allowing the documentation to be readily available to those who might need
to see it. Of course, you'll need the right security protocols and audit trails in place to go paperless.

Explore electronic payment options

There are many benefits to switching to electronic payments, INVOICE

such as ACH. Youd no longer have to print checks or deal
with stolen, lost or stale-dated checks. However, you will
need the appropriate security controls for using the electronic
payment method.

Take ordering and receiving online

An electronic purchase order coupled with electronic §/H ! /3

receiving eliminates routing hardcopy documents to

accounts payables. This means the invoices can often

be processed quickly, using a digital three-way match

(purchase order, packing slip, and invoice). This can also allow
you to more easily take advantage of early payment discounts, too.

Help vendors help themselves

If you use a vendor portal, vendors can access and update bank accounts or remittance
addresses and lookup the status of their invoices—all without contacting accounts payable.
This saves your staff time. Make sure to use multifactor authentication for any vendor self-
service portal.

Automate invoice dispute resolution

Invoice and payment disputes often involve multiple departments, communication with the
vendor, and time-consuming follow up for accounts payable staff. Automating this process
can help bring more visibility as well as an easier and faster resolution to disputes.

Cash in on duplicate payments

Duplicate payments are costly to an organization and may occur despite your best efforts to

prevent them. You might not have the resources or ability to identify all potential duplicate

payments that occurred during a year. To recoup losses, some organizations contract for a

special audit to find these duplicate payments. The contracted auditor is usually compensated

on a contingency basis, so there is no cost to you. Accounts Payable Guide | 9









Accounts Payable Clerks

Accounts payable clerks

Remember these best practices when processing
invoices

You process a significant amount of payments accurately and timely, verifying
information as you go and paying attention to numerous details. Your work ensures
vendors in and outside of your community are paid on time for the goods or services
they provide. To help you along the way, here are some best practices and principles.

Let policy be your guide
Always follow policies and procedures and make sure to adhere stringently to

all internal controls. If you have suggestions where policy or procedure could
be improved, speak up and share them with your manager.

Make your own handbook

You know your job, but would others if they had to step in? Maintaining desk
manuals of your duties adds value to the internal control system. Snapshots
of the various computer screens are helpful when detailed instructions are
needed on how to do something.

Some things just shouldn’t be shared

Don't share your log-in credentials and lock your
terminal when you step away from your desk.

Be on your guard for bad actors

Your position responsibilities could make you a target
for fraudsters. This means that you might receive fake
or phishing emails, where bad actors try to gain access to
your system or get you to send payments to their account.
Before you take action, be sure to verify the requester’s
identity by contacting them directly from information
you already have on file.

Think like an auditor

Be diligent, thorough, and questioning in the verification steps that you take when
reviewing invoices and supporting documentation. Make sure you check everything
you should. If you are not clear on the verification steps needed for each type of
payment, make sure to ask your supervisor for guidance.
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Accounts Payable Clerks

Play your part in preventing duplicate payments

When in doubt, always look up whether an invoice has already been entered or
paid—before you enter it. During data entry, it's important to enter invoice numbers
accurately and consistently, so that the software controls can alert you to a potential
duplicate (most software uses the invoice field to warn of potential duplicates).
Other important steps can include identifying and inactivating duplicate vendors

in the vendor master file.

Travel has its risks, but so does paying travel bills

Employees should clear a travel advance promptly after returning from a trip.
Make sure to track these and notify management if they are outstanding too long.

There is also a risk of duplicate payments when an employee has both a government
credit card and submits expenses for reimbursement. You should review the charges
for both sets of documents simultaneously to monitor for this risk.

Don’t be late for important dates

Pay invoices on time! Only pay early when taking advantage
of early-pay discounts, otherwise it can negatively affect your
government’s cash flow. Avoid paying late too. Vendors count
on punctual payment so they can cover their own bills. IIV ,/

Paying on time also guards against late fees and vendors OICE

sending a second invoice—a common cause of duplicates.

Ask for help with missing receipts

Credit cards and procurement cards can save costs,
but they also can result in some issues. If tracking
missing receipts becomes a burden for you be

sure to involve your manager. It’s important they
understand the entirety of the problem, so that
they can take action and hold cardholders

responsible. &Q&\Q\
.=

Persevere with the problem payments

Invoices with discrepancies often become past due . ' ' ' -
and take a significant amount of resources
to resolve. You might be following

up repeatedly or waiting on other ' ) '\Q’\“\' \\(\\\\\

departments or the vendor. Be diligent | ; \\\
in your follow up, but also discuss with /| \
your manager if you are spending a lot e «

of time and not getting the response o
from others that you need. 100
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Supervisors

Remember these best practices when reviewing
accounts payable

Supervisors play an important role in the accounts payables process! They are in the

best position to identify red flags and discrepancies while performing their oversight
procedures. Here are some tips to help you make sure your oversight procedures are

top notch.

Review vendor statements

It’s an industry best practice to reconcile vendor statements to accounts payable
records. While your staft may do the reconciliation to identify duplicate payments
or other discrepancies, it’s important that you periodically review statements too.
You’'ll want to make sure they are reconciled and activity meets your expectation,
including the timeliness of payments. Some vendors do not send statements,
unless you request them. Others send statements and do not include all activity.
You might need to work with your vendors to get what you need.

Flag and monitor high-risk vendors

A scoring system can help you identify your highest risk
vendors for more frequent monitoring. Higher risk vendors
might include those that send duplicative invoices, fail to
send credit memos, send statements without all activity or
do not send statements at all, do not include purchase order
numbers on invoices, or have frequent pricing issues.

Review your before and after reports

Make sure you review and approve a report of scheduled
payments (check and electronic) and compare it to the final
report of actual payments made. You should approve both
reports and document that you performed this important
internal control that verifies no unauthorized changes were
made in between preliminary approval and actual payment.
The preliminary reports should receive a robust review.

Keep watch on the check runs

Secure your check stock when it is not in use and monitor it to ensure it’s all
accounted for by looking for gaps in the numbering sequence. Blank check
stock should be pre-numbered (usually it's on the back of the page; this is
different from the warrant or check number). After a check run, reconcile
to the number of checks printed and account for any differences.
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Late fees

Of course you want to pay invoices on time to avoid late fees and penalties but if they
happen, be sure to track and monitor them in your general ledger.

Monitor exception invoices

As a supervisor, you should monitor the nature and extent of invoices held for payment
because of discrepancies or other issues, including those that have not been entered into
the system. It’s best to identify common causes for the holds and coordinate with others
in your agency to resolve the underlying issues preventing ease of processing. If resolving
accounts payable holds depends on others’ assistance, help them understand a timely
response is needed so delays are minimized.

Review and monitor aging reports

Aging reports are critical to monitoring an accounts payable process and
ensuring vendors are paid on time. The aging of entered, but unpaid invoices
should be reviewed for its non-current activity (probably anything over 30 days)
to determine if it is reasonable and meeting expectations. The information in
this report can also help you forecast cash flow needs. In addition, the credit
memo aging report should be evaluated, in case you need to request refunds
from vendors with outstanding credit balances.

Monitor any exception reports that you have

Your software system might come with canned reports to help you
identify unusual activity. Explore the reporting options available to
you, or custom-design queries for your own use. For example, one
exception report might be payments made to any accounts payable
staff or others in management or finance. Monitor these reports to
identify potential issues.

Conduct rolling audits

Enhance your monitoring efforts with audits. Appendix C
provides a list of possibilities like vendor, pricing, and sales
tax audits. It deters fraud when others know you are
checking, and it helps you identify issues before they
become larger, long-term problems.

Track performance metrics

Metrics are a great way to measure how accounts payable is
doing over time. Appendix D includes a list of possible measures,
like the percentage of invoices processed within 10 days.

-
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Managers

Managers

Reduce risks in your accounts payable process

Significant amounts of money are expended through an accounts payable process, so it’s
important to ensure internal controls are strong to minimize risk of error, fraud, or loss.
Here are some steps managers can take.

It's time to clean house

Give your vendor master file an annual scrubbing! It's important to clear out any duplicate
or unused vendors as well as bankrupt or out-of-business vendors. You might inactivate
vendors when you need to retain transaction history, and then archive those vendors
when the history is no longer needed. Limit access to this file, so that it stays as clean

as possible in between scrubbings!

Is that new vendor legit?

It's important to take steps to verify that any proposed new vendors are legitimate. Steps
can include requiring a W-9 form for all vendors and validating the information via the
Internal Revenue Service Tax Identification Number Match application, which
can be found online at https://www.irs.gov/tax-professionals/taxpayer-
identification-number-tin-matching. Other steps might

be checking for licensure, registration with the state,

running a credit report, or other Internet research. 4
-

Use naming conventions

Vendor names (when added to the vendor master

file) and invoice numbers (when entered for payment)
need to be entered consistently to prevent duplicate
vendors or payments from occurring. Developing a
naming convention can assure you achieve consistency.
This should address the challenges of capitalization,
punctuation, abbreviation differences, and vendor
names that start with “The.”

An industry best practice:
the three-way match

Your internal controls should include the three-way match, which
involves agreeing the purchase order, receiving document, and the
invoice. If quantities and price agree among all three source documents,
then the invoice can be processed and paid. This is an industry standard
and best practice for ensuring accurate payments, and it should not be
eliminated in order to save time.
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Managers

Centralize accounts payable processing

Processing and entering invoices is best done in a centralized department, in finance. This
means a core set of employees will receive training to understand processes and controls to
ensure a high degree of accuracy and consistency when verifying invoices or other payment
requests. It also allows for proper segregation of duties, because central accounts payables
clerks do not typically approve, order, or receive goods.

Keep it on the “need-to-know” basis

At least annually, someone should check that employees have only the system rights needed
to perform their job duties and no more. For example, if a clerk doesn’t generate A/P checks,
then they don’t need access to this function in the software application. Also, the accounts
payable manager should not have super user or admin rights. All access should be need
driven and no user (not even the manager) should have the ability to create, approve, and

process a transaction from start to finish.

Put a stamp on approval and
signature authorities

You should clearly communicate to
accounts payable clerks who is authorized
to approve invoices, up to what dollar
threshold, and when two signatures

are required. In larger organizations,
accounts payable personnel might also
need signature specimens to validate

the approval. This approval hierarchy
should not be broadly available across the
organization, only to those who need it.

In addition, limit check signers to as few

as possible and make sure they are available
to sign checks. Check signers should not be
selected based on title or rank, but rather by
business need. Preferably, their signatures
would not be on public-facing documents,
which could increase the risk of check fraud.

¥
g\
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""Managers

Use banking services to verify payments

If you process checks, then payee positive pay can help you detect check fraud. Banks offer .
this service, which matches up information on a check presented for payment against

a list of information that you supply. You can also opt to use an account validation

service for ACH payments. This service allows you to verify that the account

you are sending to is owned by who you think it is. It

also can provide the status of the account. Consult

periodically with your bank to see about any new

service offerings that might be beneficial.

Make efforts to reduce duplicate
payments

Duplicate payments are a common problem with
accounts payable functions. Avoiding duplicates
requires a concentrated multi-pronged approach
within your internal control process. See Appendix B
for a list of possible controls that help prevent or detect
duplicate payments.

Empower accounts payable staff to
speak up

Accounts payable staff are an important line of defense

in making sure payments are legitimate and accurate before they go out the
door. They should have the support and encouragement of management to

raise questions and get answers to anything that looks strange. They should have
the discretion to hold any payment if needed until further research can be done.

This can help protect your organization in many ways, including from fraudsters N I Ve
who pose as authority figures and pressure for immediate payments to occur.

Give your controls a periodic check-up

SAO’s Center for Government Innovation has resources to help you give your accounts payable
review controls an in-depth annual checkup:

1) Accounts payable process internal control checklist: //portal.sao.wa.gov/
PerformanceCenter/#/address?mid=6&rid=18562

2) Segregation of duties guidance, accounts payable chapter: //portal.sao.wa.gov/
PerformanceCenter/#/address?mid=6&rid=18538

3) Segregation of duties checklist, see accounts payable section: //portal.sao.wa.gov/
PerformanceCenter/#/address?mid=6&rid=18549
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Appendix A: Example verification procedures

Here are some examples of invoice verification procedures you can refer to when developing
your own. Verification procedures can vary by payment type and might be influenced by the
policies you have in place.

Payment type Verification procedure

Standard, applies « Verify the invoice has a corresponding purchase order, if one is
to every payment required by policy for this type of purchase.
o Check that the invoice has the appropriate level of detail to identify the

goods or services provided.

« Confirm that the invoice is approved by the authorized person, if not
authorized in a purchase order. Verify the signature if necessary.

« Check that the general ledger coding is accurate and that the account
code and fund charged make sense for this type of purchase.

« Compare items and quantities billed to evidence that the goods or
services were received (packing slip or receiving document).

f— « Compare the vendor name and information, items, and quantities
k billed to purchase-order terms (policy might allow for a small
variance).
—_— « Confirm the invoice is not a duplicate (especially if the invoice
— date is not current or there are any concerns with the source
documents).

« Ensure the documentation clearly identifies the business purpose of
the expenditure.

« Review the invoice terms to determine if an early payment discount
is offered and if there is sufficient time to take advantage of the
discount.

o Check that sales or use tax is appropriately applied, if applicable.

« If near or at year’s end, determine the fiscal year the invoice relates to
and ensure it is set to be recorded in the appropriate period.
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Employee « Compare the reimbursement requests to original, itemized
reimbursement receipts.

« Confirm that the receipts and per diem claims are within the start and
end trip dates. For a conference, this should reasonably coincide with
conference start and end dates (see conference agenda).

o Verify the employee did not duplicate the expense by charging it on
your government’s credit card.

« Confirm that the per diem amounts are consistent with policy and are
not claimed if, for example, a conference provided meals.

« Scan receipts for unusual transactions, personal purchases,
unreasonably high or extravagant costs, and excessive gratuities.

« Confirm that any outstanding travel advance properly reduces any

reimbursement.
Credit card o Review the type of items purchased and ensure this is in line with
statements policy parameters.

o Verify that all itemized receipts are attached to support the
payment.

« Confirm there is a business purpose documented for all items
purchased.

o Verify that the employee did not duplicate the expense, such as on a
reimbursement request or via reimbursement by a third party (such as
an affiliated association).

Meals « Determine if the names of all attendees who received a paid meal are
documented.

» Confirm that the business purpose of the meal is documented.

o Verify that the receipt is detailed and no unallowable items are
included.

Travel advance « Ensure the employee has cleared all prior travel advances before being
paid out another one.

m e
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Managers

Appendix B: Examples of controls that prevent or detect
duplicate payments

There are many types of controls that help prevent duplicate payments. Here are
some that you might consider as part of designing your control system and policy.

Description

Controls that prevent duplicates from occurring:

Software controls Use software that screens for and flags potential duplicates during the
data entry process. Most programs report an exception when the same
invoice number and date is entered for a vendor, but this may vary by
software program.

Vendor master file Check the vendor master file regularly for duplicate vendors and remove
them. Also, inactivate or purge vendors that are no longer used so there
is less opportunity to choose the incorrect vendor.

Invoice receipt Decide on one way, such as mail or email, that you will receive invoices
protocol and restrict your vendors to this one method. Ideally, invoices would be
received centrally at one location.

Naming conventions | Standardize how you enter invoice numbers and vendor names to
ensure consistency in data entry. Prescribe how to handle capitalization,
acronyms, punctuation, and vendors that begin with “The”.

Centralized controls Use well-trained, centralized staff to process invoices and other payment
over data entry requests. This practice is more likely to prevent duplicates than using
various departmental staff to assist with data entry.

Purchase orders The use of purchase orders is a good practice in so many ways. A
purchase order will close when all items received are invoiced. This will
be a red flag for accounts payable if another invoice is received against
that purchase order.

Accounts Payable Guide | 19










Source
documentation

Ensure you have good controls over the types of source documents you
pay from. This decreases your risk of paying for the same invoice twice.

Employee diligence

Advise managers to be diligent and careful when reviewing and
approving invoices. They should take extra care not to approve the
same invoice twice. Finance should follow up with managers who are
approving invoices twice and discuss options on how they might better
keep track of their approvals. In addition, prior to entering an invoice,
an accounts payable clerk might need to confirm it is not a duplicate
by verifying unpaid and paid invoices already entered for that vendor,
especially if there are red flags such as an older invoice date or missing
packing slips.

Rush payments

Limit rush payments to protect against duplicates. A rush request might
be for something that has already been processed and not yet paid,
especially if you are paying from a check request form instead of an
invoice and backup is missing or limited. The more rush payments you
process, the higher the risk of duplicates.

Restrict payment

Use one payment method per vendor. A vendor paid by a purchasing

methods card might also send an invoice, resulting in a duplicate payment.
However, if certain vendors are only paid using one form, this would
eliminate this possibility.

Train staff Share examples of duplicate payments with staff so that they understand

these do occur and what to look for.

Controls that detect duplicates after they occur

Data mining

Use queries or exception reports to identify potential duplicates that
are paid, such as to identify invoice numbers that are similar in nature
across multiple vendor numbers. Use broader criteria than what your
software uses to red flag potential duplicates.

Reconcile vendor
statements

Reconcile your records to vendor statements. If your records report
more invoices than the vendor’s statement displays, then this is probably
a duplicate or overpayment and needs to be investigated.
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Duplicate payment Contract for a duplicate-payment audit. These are typically performed
audit on a contingency basis by various private entities. Since there is no
cash outlay to pay for this service, entities should have little to lose and
potentially much to gain by participating.

Monitor problem Review payment information more frequently for vendors that are
vendors known to send repetitive invoices or change their invoice number for
second billing copies.

Appendix C: Types of rolling audits

Below is a list of potential audits that an internal audit or an accounts payable
supervisor or manager might perform.

Type of audit Description of general audit scope

Vendor audit Select vendors and trace payments to supporting documentation,
ensuring charges are appropriate, supported, and approved. Reconcile
activity to the vendor’s statement.

Pricing audit Test whether prices charged are appropriate.
Duplicate payment Look for suspect invoices or charges that might have been paid twice.
audit Use queries to look for potential duplicates, such as payments for the

same dollar amount.

Rebate program audit | Review rebate programs, such as with credit cards, to ensure you are
receiving the agreed-upon rebate.
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Sales tax audit

Verify sales tax is paid only when appropriate and at the correct
rate, given the location, and that use tax is accrued only when it is
appropriate to do so.

Returns audit

Audit returns to determine if credit memos have been received as
expected.

Appendix D: Performance metrics

Below is list of suggested performance metrics that management can use to monitor or
evaluate the accounts payable function.

Metric category

Evaluate performance

Description of metric

Percentage of invoices processed on time (before due date)

Percentage of invoices processed within X days of receipt

Average cost per invoice

Measure the impacts
of others

Number of invoices with exceptions (that delayed processing or
payment)

Number of manual (rushed) checks handled outside of the scheduled
check run

Number of supplier inquiries, discrepancies, or disputes

Evaluate staffing
levels

Total number of invoices received

MEDIUM
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Effectiveness of Percentage of invoices linked to a purchase order
controls

Degree of automation | Percentage of invoices received or paid electronically

Payment timeliness Percentage of invoices paid on time

Percentage of early-pay discounts captured

Total late payments and penalties

Loading










Add
thi

t i< checkli
S tOOIeIgIe(:!cSt

e \zg\\\((\’a\c"
et yith the qate: e
onflicts of interest” identify owners and
satio™
on e for all active \A‘,l\ée(s
Tt e '(
Jead 10 i
' {

requit
e 0% an

qmeone ™

W endor does S

ant o 7"

eventing &
»
ool

5 inmpo”
eatio™ o
°

S
N

This
S'Ci'f—asseSSme
eckli
cklist will lrwtl
P

you
gOVernisseSS your
COnternt s intern
a
°l enVironI
fo ent
rt
IO: 2 EEERIT
ya S
ble functio
n





https://portal.sao.wa.gov/PerformanceCenter/#/address?mid=6&rid=18566







Be sure to check out our
Cash Receipting Guide,
Payroll Guide, and our
Segregation of Duties
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. Separate conflicting duties whenever it is feasible with your current
staffing levels.

. When you can't segregate duties, establish properly designed
compensating controls that are suffi cient to mitigate key areas of risk.

. Document the controls you put in place and include them in policy, so
expectations are clear to employees and management alike.

. Be ready to incorporate consistent and effective supervision to ensure
the controls you put in place are the correct ones and continue
to operate effectively.

. Align user access and permissions in your financial software with the
job responsibilities of each user: no more, no less, access than they
need to do their jobs.

. Review and reevaluate the internal controls you've put in place
regularly, especially during times of change. For example: when new
software is installed, when staff leave or are hired, or when job duties
have changed.
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Disclaimer

This guidance is intended to supplement information management should consider when establishing
internal controls. The guidance might not include all information that should be considered and is not
intended to supersede management’s judgement in establishing internal controls, including regularly
monitoring risks and ensuring internal controls are in place to address potential areas of concern.
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Section |- Introduction

Section 1 - Separating conflicting
duty assignments can help protect
your local government’s assets

Every government in Washington, no matter how wide-ranging
or narrow its responsibilities, has a primary duty to safeguard
the resources entrusted to it.

As straightforward as this directive sounds, small local government organizations
— those with fewer than 20 or even 10 employees - struggle to live up to its

expectations. Why? Because with limited people to both do the work and provide We assume that a
oversight, these small governments may find themselves caught in a trap of local government’s
incompatible job responsibilities. And when the same hands take in a customer’s cash management and its
payment, write out the deposit ticket, walk it to the bank, and balance the statement governing body will

at month’s end, the opportunities for undetected error, fraud or theft increase. Just ask work in harmony, so
the State Auditor’s Office. We have plenty of examples in our files, and we don’t want we mean both parties
your local government to join them. when we refer to“you”

The principle of distributing these and similar tasks between different people is called throughout this guide.

a separation or segregation of duties. The separation of conflicting duties can reduce

certain risks associated with financial processes and can help detect errors or fraudulent

activity. It is a best practice for all local governments to follow as best they can with current staffing.
This guide, issued by the Center for Government Innovation, offers even the smallest governments
guidance so they can put in place compensating controls that can help mitigate conflicting duties.

What's in this guide
There are entire books devoted to issues in accounting controls. This guide will not attempt to describe

all the controls that should be in place for various financial systems. It will cover:

o Overarching controls with broad benefits that support and enhance any specific controls you
decide to put in place

« Identifying particular risks associated with specific incompatible duty assignments
« Control options to help minimize the risk when you can’t separate tasks
» Using features in financial software to align job responsibility with user access and permissions

«  Strategies to help assign tasks and responsibilities to separate elements of closely related tasks
in a small office with one, two or three employees
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Section | - Introduction

First, some basic concepts

Separating duties involves assigning responsibilities to employees in a manner that reduces
risk of fraud or error occurring or going undetected. When incompatible over-lapping duties
are unavoidable, you must rely on controls that compensate for the risks and that include
adequate monitoring and managerial oversight. Well-designed controls not only help prevent
fraud or theft, but also make it easier to catch mistakes and to hold staff accountable should
loss or errors occur.

Because there are many ways to attain effective internal control, the specific controls in

place may look very different from one government to another. The State Auditor doesn’t
require any specific controls, but when we audit your government, we consider whether the
procedures you've put in place provide reasonable assurance that they meet compliance and
financial reporting objectives. And because you are ultimately responsible for both achieving
your government’s objectives and deciding the design and operation of controls, the burden
of showing they are adequate rests with you.

An example of well-separated responsibilities

Banking responsibilities are a perfect example of tasks that should be performed by different
people. This illustration shows how the roles of holding cash (Custody), adjusting accounting
records (Recording), ensuring the deposit has been made correctly (Reconciliation), and
transferring funds (Authorization) have each been held at arm’s length.

As you see, Robert may handle

cash, but he can't adjust Custody

entries in the general ledger Robert receives cash from

or accounting records, or customers andtakes it

move funds between accounts. to the bankfor deposit. Reconciliation
Michael, Angela and Beth do He giveé Angela the Michael reconciles the daily
not have access to .custom‘er validated bank receipt and depos!t to ensure 'It was
payments. Separating duties support for the deposit. made intact and timely.

like this helps reduce the risk of
theft because no one employee

has too much control over a
process. This local government
has minimized opportunities
for someone to commit fraud
or make significant errors

Authorization

in this particular receipting Beth can sign checks and Recordi ng

process without it being

o ] authorize the transfer money Angela reconciles the bank
det?cted. Identl.fyl.ng which between accounts. account. She can adjust
duties are conflicting can be accounting records and
challenging, but typically they perform journal entries.

follow the custody, recording,
reconciliation and authorization
framework shown here.
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Section |- Introduction

Within the office, an employee who has no access to cash or related deposits can be
considered “independent” when reconciling the deposits between bank records and system
reports. An independent reviewer can identify and report discrepancies, such as a missing
deposit, without being implicated in the misappropriation. But for some small governments,
designing a cash receipting system like the one in our example might be close to impossible if
limited staffing means there’s only one employee to perform all these roles.

The independent reviewer gains importance when you cannot separate duties among different
employees. The compensating controls you put in place will typically call for additional
monitoring and oversight, which means the reviewer must understand the risks being
monitored if you are to successfully prevent errors, fraud or theft. For independent oversight,
you might turn to one of your government’s elected officials or a neighboring community

you can swap oversight services with. If the budget allows, consider hiring an accountant to
provide periodic reviews.

The next few pages list some overarching changes you can make to your organization’s Just don’t wait for the
expectations, policies and procedures. The chapters in Section 2 address in more State Auditor’s Office
detail the risks posed when your employees are carrying out conflicting assignments,
with compensating controls you might put in place to reduce the risks. Section 3
considers the risks posed by your financial and accounting software. Appendix A

sets out some strategies for small offices with one, two or three employees. Finally,
Appendix B has a detailed checklist to help you assess where your government stands.

to arrive to start work
on these important
financial safeguards.

Overarching strategies that can have far-reaching effects

Attention to detail is important, but without attention to the big picture, individual actions
can lack the context needed to have a worthwhile effect. Here are some ideas that can deliver
a far-reaching effect on the control structures of your local government. Some need only
minimal resources to put in place.

1. Begin by reflecting on the tone you want to set from the top of your organization, as
elected officials, executives and department managers. The standards you want to guide your
employees’ behavior — and of course, your own - can then become policies. Policies should
incorporate actions and procedures, and where necessary, detail the consequences of failing
to follow them.

The ideal local government leadership team is:

Active Review financial activity regularly. Ask questions about transactions
that don’t look quite right - and insist on seeing original supporting
documents. Participate in the audit process: discuss issues and risks,
and make sure you understand the audit results — especially if the
auditor identifies possible or actual problems or concerns. Make sure
audit recommendations are followed up on.
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Section |- Introduction

Responsible Develop and use financial forecasting and budgeting tools that include
strong controls to limit spending. Set expectations around financial
activity, and establish a monitoring mechanism on a line item basis.
Follow up with staft if actual results are not in line with expectations.

Observant  Get to know your employees. Pay attention to changes in lifestyle or
financial pressures. Watch for red flags in behavior, such as working
late or on weekends, or resisting changes to workplace practices.
Address even small concerns or complaints brought to you by others,
whether customers, colleagues or staff. They can reveal larger issues
once investigated.

Communicative Make sure every employee knows what your expectations are
concerning accountability and ethical behavior. It should be clear you
will hold staff accountable and monitor activities.

2. Having established the standards you want to see followed and embraced, formalize
them in policies that all employees are expected to understand and agree to. Policies around
financial and accountability practices might include:

Ethical behavior. Items to consider include reporting and addressing conflicts of interest.
Include expectations of employees in policy, whether that be a cash receipting, travel, or
any other policy addressing how employees should carry out financial transactions when
conducting government business

Establish a whistleblower policy or other mechanism so that employees can share concerns in a
safe setting.

Background checks. Establish which positions are subject to mandatory background checks
and/or bonding.

Vacation leave. Set and enforce mandatory annual leave for fiscal staft at all levels. Establish
how and when people are authorized to step in to perform a colleague’s tasks during vacation
or sick leave. Make it clear work will not be held while anyone is away.

Performing a risk assessment. Establish how and when the leadership team should conduct a
robust internal risk assessment process that considers internal control systems, fraud risks,
along with other enterprise risks. The assessment should include an evaluation of software
system weaknesses that might increase risk for fraud or errors.

Managing financial and enterprise software. As part of software management, consider who
controls installation and updates, and the corresponding user permissions. Establish the
policy and procedures to be used to reevaluate software access, especially during periods of
change (such as software implementations, staff turnover, new or eliminated positions) when
duties might evolve or shift over time, and how to de-authorize a staff member’s access to a
portion of the system when no longer needed.
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Section |- Introduction

3. Policies are most effective when followed through with practices and actions. Among
the many elements that might arise as you plan and write policies, these are particularly
relevant to reducing financial risk.

Training.

« Make sure employees understand how your internal control systems work, and can
recognize the symptoms of fraud. Make sure they know how and when to report
concerns or “red flags” to management.

« Cross-train employees in each other’s tasks, so you can periodically rotate
assignments and responsibilities. This allows employees to periodically review each
other’s work, and in doing so, detect concerns.

Plan financial reviews.

o Schedule regular management review of financial reports, such as exception reports
targeted at specific risks. For example, one such report might flag transactions
posted in the system outside of regular work hours.

« Review revenue and expense trends for any unusual fluctuations, and follow up
on any you discover.

» Periodically conduct unannounced spot checks, for example of bank deposits.
Outsource duties. The practice of outsourcing duties can relieve considerable pain at the
pinch-points of conflicting responsibilities. Among possible options:

« Accounts payable processed by the county auditor

« Payroll managed by a contracted payroll service

« Bank account reconciliation performed by a contracted accountant

« Independent oversight or services performed as a trade with another government
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Section Il - Specific areas for attention

Section 2 - Specific areas that
need close attention

Each numbered chapter follows the same pattern. First, we describe the tasks, duties and
responsibilities associated with a key role within different monetary areas of a typical local
government. A diagram shows that role’s relationship to others whose duties should be
segregated from its own. The key role is highlighted. Finally, a table with three columns sets
out related but conflicting responsibilities the employee might be assigned.

o« 'The first column lists the conflicting duties or tasks.

o The second column lists some of the risks that arise when the same person is
assigned the secondary duty or responsibility in addition to their main role.

o The third column offers some actions you can take to reduce the related risk.

Ideally, your local government looks just like the diagram on page 5, with enough staff to
eliminate conflicting job duties. But we recognize this is often impractical or impossible.
Even large, generally well-staffed governments can have conflicts between duties, for
example in a small department like cash receipting, or when an employee is out sick or on
vacation and someone else must cover their work. That’s where the suggested compensating
controls in the third column come into action. It might take a combination of several
controls, carefully chosen using your best judgment or the advice of an accounting
professional, to effectively reduce risk.

Even if they can’t eliminate the risk of the conflicting duty entirely, when used effectively,
these controls can help reduce risk to an acceptable level.
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1. Cash receipting

Section Il - Chapter 1: Cash receipting

Handling inbound cash and checks - for example, taking payment for water bills or property
taxes - is one of the most common functions in local government accounting. This role is
shown in the orange box in Diagram 1. It is separate from other functions such as roles that
prepare customer billings, post payments to customer accounts, or perform oversight of the

deposit (reconciliation controls).

Diagram 1 - Cash receipting roles

The accounts receivable clerk
posts payments to customer
accounts, adjusts accounts, and
handles customer concerns

Accounts payable issues
customer refunds

Independent person reconciles
the deposit to system records
and validated bank receipt

A different clerk, not involved
in previous steps, takes the
deposit to the bank

Governing body establishes
fees, cash receipting and
revenue collection policies

Accounts receivable or
operational functions
generates invoices

Two people open mailed
payments and record on a log

Cash receipting personnel
accept payment from
customers, issue receipts,
and reconcile cash drawers

A different clerk prepares
the deposit
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Section Il - Chapter 1: Cash receipting

Table 1 - If the employee’s job is to receive payments and produce receipts for customers, or have

other access to money, whether cash or checks, for deposit, then:

Other roles this employee

should not have

Issuing receipts without
supervision

Void receipts or issue refunds

Accept cash and admit entry
(such as into an event)

The risk if the employee does
both roles

Skimming schemes. One version
involves taking cash before it has been
recorded or before issuing a receipt for
the payment.

Another trick involves using a manual or
unauthorized receipt book, to hide the
funds that are pocketed.

Note: Risk for such schemes is lower
when all cash intake is expected.
However, even in these settings,
unexpected or miscellaneous revenues
can be at risk.

Reversing transaction schemes.
Deposits can be misappropriated and
concealed by voiding a receipt or issuing
a refund.

Skimming scheme. Without a ticket
taker to confirm payment was made, it is
easier for the person taking payments to
skim some of the cash received.

« Place surveillance cameras on receipting
operations

Place signs telling customers to expect a receipt,
and urging them to contact a manager if they have
concerns

- Use cash drawers that capture zero receipts
(drawer was opened but no receipt was given)

- Monitor the daily deposit for reasonableness, in
total and amount of cash

Conduct surprise cash counts, and look for
unauthorized receipt books during the count

Put in place additional controls to monitor
unexpected revenue streams

Conduct an internal audit test: Have an auditor
pose as a customer, pay in cash, and not ask for
a receipt. Assess whether the funds are properly
recorded and the cashier insisted on providing a
receipt.

Monitor inventory for unexplained shortages

Require cashiers to document all voids or refunds
and account for them in the daily reconciliation.
Periodically review void or refund activity for
reasonableness.

Excessive voided sales, as noted in voided
transaction report, should be investigated

Require management approval for voids or refunds
above a certain dollar amount

- Whenever possible, do not hold ticketless events

Post a sign telling customers to expect a receipt
or numbered ticket, and to tell a manager if they
don't get one.

- Check revenue generated meets expectations

- Perform surprise cash counts
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Table 1 - If the employee’s job is to receive payments and produce receipts for customers, or have

other access to money, whether cash or checks, for deposit, then:

Other roles this employee

should not have

Opening payments received in

the mail

Bill for goods or services

Adjust customer accounts

Perform inventory adjustments

(if accepting payment for
inventoried goods)

The risk if the employee does
both roles

Check for cash substitution schemes.
This involves substituting a check, such
as an unexpected payment that came
in the mail, for cash that was collected
and recorded earlier.

Stolen checks

A clerk who can modify the customer’s
invoice so that it demands more than
is actually due, and also then open the
over-payment when it arrives, isin a
position to skim the amount over-paid.

Write-off schemes. When the cashier
can also adjust the customer’s account
to reduce the apparent amount owed,
it becomes easier to conceal a stolen
payment.

Helps conceal a skimming scheme.
When the cashier can also adjust
inventory, it becomes easier to hide
skimmed payments for goods that were
sold without a record of the sale.

- Require the employee to open mail in a supervised

area, and as soon as all mail has been opened,
endorse checks with the government’s banking
information and prepare the deposit.

- Place surveillance cameras where mail is opened

Put in place additional controls to monitor
infrequent and unexpected revenue streams

Contract out payment processing to a third party
that has the desired controls

Periodically compare bank-validated deposit
receipts to cash-receipting system reports to
confirm the deposit’s cash/check composition
agrees with what has been received and recorded
in the system.

- Periodically trace transactions through the

accounting system from origination to billing
to payment as a spot check, possibly during an
internal audit.

« Periodically review billings before they are mailed

Independently send customers a separate
statement, asking them to call management
directly with questions about their bills.

Monitor active accounts to ensure all are being
correctly billed for services. For example, many
utilities can produce account reports to identify
any with high or low billings.

Require supporting documentation for all
customer account adjustments

Periodically review customer account adjustments
for reasonableness and for the presence of
supporting documentation

- Independently send customers detailed

statements reflecting all activity on their account.
Ask them to call management directly with
questions about their bills.

Require documentation for inventory adjustments,
including management approval

Periodically review inventory adjustments for
reasonableness and the presence of supporting
documentation
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Section Il - Chapter 1: Cash receipting

Table 1 - If the employee’s job is to receive payments and produce receipts for customers, or have

other access to money, whether cash or checks, for deposit, then:

Other roles this employee

should not have

Applying payments to
customer accounts

Preparing the deposit

The risk if the employee does
both roles

Lapping schemes. These involve
stealing Customer A's payment, and
concealing the theft by applying
Customer B's payment to Customer A’s
account.

Over-posting schemes. When the
cashier can also mark accounts as paid,
it is easier to conceal stolen deposits by
recording more payments than were
received.

Borrowing schemes. A clerk who both
accepts cash and prepares the deposit
can substitute a personal check or a
check from a later deposit for “borrowed”
cash.

Particularly for lapping schemes:

- Periodically spot-check how payments have
been applied to accounts, and compare date
of payments with the date of posting on the
accounts.

- Monitor employees regularly working late hours or
not taking vacations

- Monitor accounts receivable aging reports for
changes from past history

- Monitor and enforce a collection policy

- Independently send customers detailed
statements reflecting all the activity on their
account. Ask them to call management directly
with questions about their bills.

Particularly for over-posting schemes:

- Reconcile and monitor that the funds deposited
agree with the payments posted to customer
accounts

Addresses both risks:

- Require daily balancing to cash-receipting system
reports for all deposits

- Another employee or manager reviews a deposit
before it goes to the bank to ensure cash/check
composition agrees with what is recorded in the
cash-receipting system.

« Ask the bank to periodically return the deposit for
review and analysis by management

- Conduct a surprise cash count to look for personal
checks in the deposit
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Table 1 - If the employee’s job is to receive payments and produce receipts for customers, or have

other access to money, whether cash or checks, for deposit, then:

Other roles this employee

should not have

Taking the deposit to the bank

Reconcile source records for
the deposit to bank receipts

Reconcile the general ledger to
bank statements

Participate in accounts payable
functions

The risk if the employee does
both roles

Shorting or missing deposit. A clerk
who both accepts money and takes the
deposit to the bank can more easily steal
part or all of the deposit.

Delayed deposits. \When the deposit
isn't made promptly, the delay increases
opportunities for tampering or theft. This
includes check-for-cash substitutions
and borrowing schemes.

Stolen deposit, in part or in full

Stolen deposit, in part or in full

A clerk who can both receive cash and
issue checks can issue checks to backfill
shorted deposits into the bank account.
In other words, cash could be withdrawn
from the deposit and the government’s
own check substituted for stolen cash.

- Independently reconcile the deposit to ensure it
was intact and timely

- Establish a policy that sets out the frequency
of deposits. State law (RCW 43.09.240) calls for
deposit within 24 consecutive hours of receiving
the money. If this is not practical for your
government, you can apply for a waiver from the
county treasurer’s office, but you must comply
with the 24-hour rule until you receive it.

+ Monitor to ensure the deposit is done daily or
as expected

- Ask the bank for a validated receipt with cash and
check components to help monitoring efforts

Note: We strongly advise local governments not to
give both these roles to the same person.

- If it is unavoidable, at a minimum an independent
person should periodically review the reconciliation
to ensure deposits are made intact and on time.

+ Note: We strongly advise local governments not
to give both these roles to the same person.

- If it is unavoidable, at a minimum an independent
person should periodically review the bank
reconciliation to ensure all money collected is
accounted for in the general ledger.

- Periodically have an independent person perform
the reconciliation in its entirety

« Thoroughly review accounts payable payments

« Periodically review the composition of a deposit
right before it is taken to the bank. For example,
look for checks other than those from customers.

- Check the deposit records to ensure cash/check
composition agrees with what is recorded in the
cash-receipting system.
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2. Accounts receivable

Accounts receivable oversees customer accounts and activity, posting payments, and
performing collection efforts to collect on past due amounts for services rendered, such as
utility services. This role is shown in the orange box in Diagram 2. It is separate from other
functions such as roles that receipt cash, generate billings or process customer refunds

Diagram 2 - Accounts receivable roles

Governing body establishes
fees, cash receipting and
revenue collection policies

Accounts payable issues

e Tty Information Technology staff

update source tables for billing
rates based on approved fee
schedules

Management approves

customer write-offs, customer

refunds, payment plans,

monitors aging reports Operational staff generate
billings, for example based on
services provided to hospital
patients, utility meter usage
reads, permitting charges

The accounts receivable clerk
posts payments to customer
accounts, adjusts accounts,
performs collections, and

receives customer concerns Cash receipting personnel

accept payment from
customers, prepare the deposit
and deliver to the bank
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Table 2 - If the employee’s job is to handle customer accounts and collections as accounts receivable,

then:

Other roles this employee

should not have

Have or take custody of cash or
checks, including:

« Acting as a primary or backup
cashier

« Handling or having access to
deposits

« Access to mailed payments,
including non-routine payments
such as those received from
collection agencies

Be responsible for managing
the billing/ invoicing system,
including updating it for billing
rates and editing billings, and
sending out invoices

The risk if the employee does
both roles

Lapping schemes. These involve
stealing Customer A's payment, and
concealing the theft by applying
Customer B's payment to Customer A's
account.

Write off schemes. When the accounts
receivable clerk also takes in cash or
checks, it becomes easier to conceal

a theft by adjusting the customer’s
account to reduce the amount owed
and pocketing the balance.

Over-posting schemes. When the
cashier can also mark accounts as paid,
it is easier to conceal stolen deposits by
recording more payments than were
received.

Other risks might be present
depending upon extent and nature
of cash receipting duties. See the
Chapter 1, Cash Receipting, for more
information.

When the clerk responsible for cash
receipting also bills customers, it is easier
to manipulate invoices to collect more
than is expected, steal the excess, and
conceal the theft.

If the accounts receivable clerk does not
have access to deposits, then the risk is
limited to having too much control over
the process, and that errors may occur
which go undetected.

Note: Only a few employees should have
access to the billing source tables to
reduce the risk of errors and accidental
changes.

Particularly for lapping schemes:

- Periodically spot check how payments are applied

to accounts

« Monitor employees regularly working late hours or

not taking vacations

« Require daily balancing of all deposits, including
mode of payment, to cash-receipting system
reports

- Develop and enforce a collection policy that
includes monitoring all collection efforts.

+ Monitor accounts receivable aging reports for
changes from past history

Particularly for write-off schemes:

- Require supporting documentation for all
customer account adjustments

- Periodically review account adjustments

Addresses lapping and write-off:

- Independently send customers detailed
statements reflecting all activity on their account.
Ask them to call management directly with
questions about their bills.

Particularly for over-posting schemes:

« Reconcile and monitor that the funds deposited
agree with the payments posted to customer
accounts

- Periodically trace transactions through the billing
system from origination to billing to payment as a
spot check

- Periodically review invoices before they are mailed

- Independently send customers detailed
statements reflecting all activity on their account.
Ask them to call management directly with
questions about their bills.

- Monitor active accounts to ensure all are being
correctly billed for services. For example, many
utilities have reports for accounts with missing
meter reads and high or low billings.
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Table 2 - If the employee’s job is to handle customer accounts and collections as accounts receivable,
then:

Other roles this employee The risk if the employee does

should not have both roles
Authorize write-offs of When the same employee is responsible  « Develop and enforce a collection policy that
customer accounts, customer for billing, has access to cash or deposits, establishes expectations for the accounts
credit memos or customer and can also adjust customer accounts, receivable clerk:

refunds adjustments can be used to conceal

= Require supporting documentation for all
theft. . .

account write offs, credits or refunds
If the accounts receivable clerk does not
have access to deposits, then the risk is
limited to having too much control over
the collections process. For example, - Monitor collection efforts to ensure policy
they might write off accounts that requirements are followed

should have been in active collection.

= Require secondary authorization for write offs,
or for those exceeding a certain amount

- Periodically review customer account adjustments
for reasonableness and the presence of supporting
documentation

Approve payment plans Gives accounts receivable clerks too - Periodically review the accounts of customers
much control over the collections on payment plans against the aging accounts
process. They might not follow the receivable reports for reasonableness, and to
collections policy, such as by showing ensure past due balances are legitimate and
too much leniency to customers. policies have been followed.
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3. Payroll

Section Il - Chapter 3: Payroll

The payroll clerk typically processes employee timesheets and generates payroll for a local
government. This employee’s position is shown in the orange box in Diagram 3. It is separate
from other functions around payroll, such as positions that establish wage rates, approve
payroll payments, and issue or distribute payroll checks.

Diagram 3 - Payroll

Treasury personnel reconciles
bank statements and cleared
checks

Governing body certifies
payroll payments

Other personnel file payroll
taxes, track leave usage,
prepare and distribute
payroll checks

Financial manager authorizes
payroll, leave buyouts

Governing body establishes
compensation and benefits
policies

HR adds new employees and
wage rates, makes changes
to employee benefits in the
financial software

Employees complete
timesheets and submit leave

Supervisors approve time
worked and leave usage,
including leave buyouts

Payroll processess the
timesheets and generates
payroll
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Table 3 - If the employee’s job is to process payroll payments (typically called a payroll clerk), then:

Other roles this employee

should not have

Edit personnel master file,
including the ability to add new
employees, change wage rates or
compensation, or change bank
routing information for direct
deposits.

Approve time sheets or process
unapproved time sheets

Generate payments or have
access to checks

The risk if the employee does
both roles

It becomes easier to create ghost
(fictitious) employees to divert
funds to a personal account. A
related scheme converts a terminated
employee’s record into a fake ongoing
payee by changing bank routing
information.

Note: The risk of ghost employees rises
if your software configuration allows
the payroll clerk to approve or process
unapproved timesheets.

Increasing personal compensation for
self, friends, family, or in collusion with
another employee

Increasing personal compensation for
self, friends, family, or in collusion with
another employee

Processing unauthorized payroll
payments. When the same employee
responsible for producing payroll can
also generate checks, it is easier to alter
the payee name or deposit the checks
directly into a personal account (such as
for a fictitious employee).

« Review a weekly report of any changes made

within the payroll system

- Periodically review employee addresses and

bank account numbers to determine if multiple
payments are going to the same address or bank
account. Verify requests to change a street address
toa P O. box.

« Periodically compare a report of paid employees

and wage rates to personnel files, including
confirming terminated employees

- If the final payroll register has been prepared by

one person with these conflicting duties, pay
special attention to issues in this list when you
conduct the detailed review of payroll.

- Set a policy requiring managers to regularly review

their employee payroll reports

- If the final payroll register has been prepared by

one person with these conflicting duties, pay
special attention to issues in this list when you
conduct the detailed review of payroll

- Set a policy requiring managers to regularly review

their employee payroll reports

- Consider outsourcing payroll payment generation

and distribution, as well as payment of payroll
taxes, to a payroll processing company.

- Eliminate paychecks as much as possible by

requiring employees to sign up for direct deposit,
and ensure payroll staff cannot change routing
information for direct deposits.

- Secure the check stock until the day and time

scheduled for payroll staff to produce paychecks

- Review endorsed paychecks, preferably received

directly from the bank, for alterations or
unauthorized payments

- Consider using your bank’s Positive Pay service

to detect check alterations. Reverse Positive Pay
might also be an option.

- Use a separate bank account (called a clearing

account) for payroll payments to limit the funds
available for payroll payments.
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Table 3 - If the employee’s job is to process payroll payments (typically called a payroll clerk), then:

Other roles this employee

should not have

Generate payments or have
access to checks, continued

Authorize payroll payments or
be able to sign checks on the
bank account

Reconcile bank accounts

Authorize leave buyouts, and
also track leave usage for all
employees (including self)

Make changes to employee
benefits

The risk if the employee does
both roles

Process unauthorized payroll
payments

Execute unauthorized payroll
payments

When the same employee processes
payroll and reconciles bank accounts,
it is easier to make and conceal
unauthorized payments

When a payroll clerk can also process
leave buyouts, it is easier to add
unauthorized payments.

A payroll clerk that can adjust all leave
might not record their own leave
accurately.

The payroll clerk might allow health

care benefits to non-qualifying persons
he/she is connected with (such as a
spouse after divorce) or make additional
contributions for retirement purposes for
personal benefit.

- Reconcile the payroll clearing account to make
sure only the appropriate amount of payments
were withdrawn

Note: We strongly advise local governments not to
give both these roles to the same person.

- If it is unavoidable, at a minimum, an independent
person should periodically review payroll
payments to ensure they are for genuine
government employees.

- Conduct a thorough background check and
purchase a bond to cover this person’s activities

- Use two-signature authorizations on payroll
checks. However, some banks will not monitor for
this and you will need to consider other controls.

- Periodically review banking activity online or by
requesting a copy of the bank statement directly
from the bank

- Compare bank statements and endorsed checks
returned directly from the bank for irregularities

« Periodically perform a secondary review of the
bank reconciliation

- Periodically have an independent person perform
the reconciliation in its entirety

- Outsource the bank reconciliation to an
independent reviewer

« Monitor leave buyouts and review supporting
documentation to ensure they comply with policy
and were authorized

- Monitor the payroll clerk’s leave use and balances

- Periodically review supporting documentation for

health benefits and retirement benefit payments
to ensure they are correct
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4, Accounts payable

The accounts payable department typically processes all of a local government’s payments
to vendors. The accounts payable processor’s role is shown in the orange box in Diagram 4.
It is separate from other functions such as roles that authorize payments, issue/mail checks,
or reconcile the bank account.

Diagram 4 - Accounts payable roles

Department managers
authorize purchase order
requisitions or approve
invoices

Treasury reconciles bank

Purchasing department issues
account and cleared checks g oepa

purchase orders

The governing body certifies

payments Departmental personnel
record the receipt of goods

Other finance personnel print
and mail the checks

Other personnel manage the
vendor master file

Management authorizes check
generation

Auditing officer approves/
certifies payments
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Table 4 - If the employee’s job is to process vendor payments (typically as an accounts payable clerk), then:

Other roles this employee

should not have

Create new vendors or make
other changes to the vendor
master file

Generate payments or have
access to checks

The risk if the employee does
both roles

Fictitious vendor schemes. An
accounts payable clerk who can

also create a new vendor can set up

a fictitious payee using a personal
address and/or bank account and direct
payments to that account.

A variation redirects payment for a
legitimate vendor to the clerk’s own
address or bank account.

Process unauthorized payments

Check alteration schemes — Modifying
checks, such as altering the payee, or
depositing the checks directly into a
personal account

- Require management approval to set up new
vendors or to make changes to existing vendors

- Verify new vendors are legitimate businesses
before approving set up

» Periodically review a financial system report for
any changes to vendor information and verify it
is correct

- Periodically compare employee addresses and
phone numbers to those of vendors

- Periodically evaluate that the vendor’s efforts to
carry out contracted work match expectations

- When approving payments, monitor for and follow
up on new or unfamiliar vendors, or those with
unfamiliar “ship-to” addresses.

Note: We strongly advise local governments not to
give both these roles to the same person.

- Consider contracting with another suitable
government or service provider, such as the county
or an educational service district, to generate
payments made on your accounts

- Secure the check stock until accounts payable
is ready to print checks, and then only provide
enough to print the number of checks authorized

- Review authorized check runs carefully to ensure
there are no unaccounted-for gaps in the check
sequence

- Assign someone other than the accounts payable
clerk to mail all checks

- Review endorsed checks, preferably received
directly from the bank, for alterations

- Consider using your bank’s Positive Pay service
to detect check alterations. Reverse Positive Pay
might also be an option.

- Use a separate bank account (called a clearing
account) for accounts payable payments to
limit the funds available for making authorized
payments.
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Table 4 - If the employee’s job is to process vendor payments (typically as an accounts payable clerk), then:

Other roles this employee The risk if the employee does

should not have both roles
Serve as the auditing officer When the same employee can process Note: We strongly advise local governments not to
payments and conduct audits of the give both these roles to the same person.

payment system, it is easier to conceal

; « If it is unavoidable, at a minimum consider
unauthorized payments

transferring the oversight responsibilities of the
auditing officer to someone else, such as an
elected official or a contractor

- Consider establishing a financial oversight
subcommittee of the governing body to review all
payments before sending out checks

- Do not allow payments to be processed before the
governing body approves them

Authorize payments in any When the same employee can both Note: We strongly advise local governments not to
form, including checks, electronic  process and authorize payments, it give both these roles to the same person.

funds transfer and wire transfer, or is possible to make unauthorized
otherwise serve as a signer on any  payments.

of the government’s accounts

- If it is unavoidable, at a minimum perform a
secondary review of payments to ensure payments
are for valid government purposes.

- Conduct a thorough background check and
purchase a bond to cover this person’s activities

- Use two-signature authorizations on all checks.
However, some banks will not monitor for this and
you will need to consider other controls.

- Require a secondary authorization for electronic
funds and wire transfers, at least above a specified
threshold

- Do not allow payments to be processed before the
governing body approves them

- Periodically review banking activity online or by
requesting a copy of the bank statement directly
from the bank

Reconcile the bank accountor  When the same employee processes - Perodically review banking activity online, or

clearing account accounts payable and reconciles bank by requesting a copy of the bank statement
accounts, it is easier to make and directly from the bank for unusual activity. Review
conceal unauthorized payments endorsed checks as part of this monitoring process

for any irregularities.

« Perform a secondary spot-check review of the
bank reconciliation

- Outsource the bank reconciliation to an
independent reviewer

- Periodically have an independent person perform
the reconciliation in its entirety
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Table 4 - If the employee’s job is to process vendor payments (typically as an accounts payable clerk), then:

Other roles this employee The risk if the employee does

should not have both roles
Participate in cash receipting An accounts payable clerk with the - Thoroughly review accounts payable payments
functions ability to write checks and also receive

- Periodically review the composition of a deposit
right before it is taken to the bank. For example,
look for checks other than those from customers.

cash, can issue checks to back-fill

shorted deposits. In other words, cash

could be withdrawn from the deposit

and the government’s own check - Check the deposit records to ensure cash/check

substituted for stolen cash. composition agrees with what is recorded in the
cash-receipting system
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5. Purchasing and procurement

Of the multiple people who may be involved in procuring goods or services for a local
government, the procurement or purchasing department is usually responsible for both
vendor selection and negotiations, as well as issuing purchase orders and contracts.

Their roles are shown in the orange box in Diagram 5. They are separate from other roles,
such as taking custody of the goods or processing payments to vendors.

Diagram 5 - Purchasing system roles

The governing body
establishes procurement
policies

Accounts payable processes
payments to vendors

Department managers
authorize purchase order
requisitions

Other personnel manage the
vendor master file

Multiple procurement personnel
are involved in vendor selection
and negotiation; procurement

issues purchase orders
Departmental personnel
record the receipt of goods or
services
--------------------- Optional: Department

managers might have
some involvment in vendor

Optional: Legal counsel might J
evaluation

review final contract language

_____________________

_____________________
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Table 5 - If the employee’s job is to purchase or procure goods and services from vendors, then:

Other roles this employee

should not have

Create new vendors in the
financial software

Enter and process payments in
the accounts payable system

Negotiate contracts without
oversight or involvement by
other personnel

Receive or take custody of the
goods they procure

The risk if the employee does
both roles

Fictitious vendor schemes. When the
same employee can both purchase
goods or services and enter a new
vendor in the financial system, it is
easier to create a fake business using a
personal bank account, and “purchase”
nonexistent products. The fake business
might even use a legitimate vendor’s
name with a false pay-to account.

Fictitious vendor schemes

Kickback schemes. An employee is
bribed with cash, gifts or other forms of
enticement in exchange for awarding

a contract to the vendor, potentially
without inviting competing bids or at
unfavorable pricing.

Order and take schemes. Employees
purchase goods that they can then use
for personal purposes, privately sell, or
return for credits or gift cards.

- Require management approval to set up new

vendors or to make changes to existing vendors

- Verify new vendors are legitimate businesses

before approving set up

- Periodically review all changes to vendor

information using a system report if one is available

« Periodically compare employee addresses and

phone numbers to those of vendors

« Periodically evaluate that the vendor’s efforts to

carry out contracted work match expectations

« When approving payments, monitor for and follow

up on new or unfamiliar vendors, or those with
unfamiliar “ship-to” addresses

- When approving payments, monitor for and follow

up on new or unfamiliar vendors, or those with
unfamiliar “ship-to” addresses

- Perform a secondary review of contracts,

considering the selection process, terms and
vendor performance

- Evaluate pricing of goods and services for

reasonableness, and monitor for significant
price increases that appear unfavorable to the
government

- Establish a procurement policy setting out steps

employees must take to ensure they receive the
best price. Policies should encourage competitive
bidding or obtaining multiple quotations.

- Establish a code of ethics policy for vendors and

share it with them, such as on a schedule (once
a year) or included in bid packets for significant
procurements.

- Periodically review a report of new vendor activity

and ensure they are valid vendors

- Perform a spot check to ensure that received

goods arrived and are on-site

- Review purchase activity for reasonableness, nature

and frequency of purchases

- Establish a policy for tracking “small and attractive”

assets
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6. Inventory

The employee tasked with looking after inventory is managing consumable goods and
equipment. Depending on your local government’s role, inventory might encompass vehicle
parts and supplies for a county repair shop, hospital supplies or pharmaceuticals, or copper
and steel building materials for a public utility district. The orange box in Diagram 6 shows
the position of the person directly managing inventory; this role is separate from authorizing
purchases, recording the initial receipt of goods, and making adjustments to inventory levels.
However, not many government hold inventories of a size to warrant segregating these duties;
the controls we suggest here are intended to compensate for your biggest risks.

Diagram 6 - Inventory system roles

Governing body establishes
policies over inventory controls
and audit frequency

Procurement orders inventory

Independent personnel
P P purchases

conduct inventory audits

Other personnel receive
materials, check it, and
record it

Management approves
inventory purchases, inventory
write-offs, and performs
monitoring

Other departments submit
requests for inventory

Independent personnel withdrawals

perform inventory adjustments

Staff in charge of inventory
monitor levels, fulfill
requests and request
reorders
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Table 6 - If the employee’s job is to be responsible for/in charge of consumables or equipment held

in inventory stores, then:

Other roles this employee

should not have

Purchasing

Receive and record inventory

Adjust inventory levels

Conduct inventory counts or
audits

Authorize inventory
distributions or withdrawals

The risk if the employee does
both roles

When the same employee purchases
consumables and is responsible for
managing them, it is easier to order extra
stock and convert it to personal use.

When the same employee can record
items as received and manage the
quantity of stock, it is easier to disguise
quantities by not recording them upon
receipt, in turn making theft easier to
hide.

Stock can be stolen and the act
concealed by adjusting inventory
records.

Inventory might be missing but no one
is alerted.

When the person responsible for
maintaining inventory stocks can also
authorize distribution of stock, it is easier
to disguise improper withdrawals from
stock.

« Review inventory purchases for unreasonable
frequency or amounts

- Periodically conduct independent spot-checks
that ordered items were received and recorded in
inventory records, specifically include in the spot
check some valuable or high risk items

» Require documentation of inventory adjustments,
including for quantity adjustments and other
write-offs

- Set authorization levels appropriately, including
the option of two-person approvals for significant
adjustments

- Periodically review the adjustment activity for
reasonableness

Note: We strongly advise local governments not to
give both these roles to the same person.

- If it is unavoidable, at a minimum review the
inventory and spot-check some items

- Periodically conduct independent surprise
inventory counts, especially for valuable and high
risk items

- Review system reports for incorrect or unlikely
results, such as items with negative inventory
balances, and follow up

« Require supporting documentation for inventory
withdrawals to ensure they are both reasonable
and valid

Segregation of Duties | Section Il - Chapter 6 | 28









Section Il - Chapter 6: Inventory

Table 6 - If the employee’s job is to be responsible for/in charge of consumables or equipment held
in inventory stores, then:

Other roles this employee The risk if the employee does

should not have both roles
Scrapping or disposing When the person responsible for Note: Compensating controls will vary based on the
of inventory (such as maintaining inventory stocks is also in type and amount of inventory to be scrapped
pharmaceuticals pelzs,t exp|rlat|on 'charge.ofd|sposmg of unwanted goods, Require doeumentation for scrappediinventory,
date or a type of wire that is no it is easier to convert them to personal

including two-person certification for how it was

longer used in operations) use or sell them for personal gain. clsmosed of

- Monitor the value of scrapped inventory to ensure
it meets expectations for normal business patterns

- Monitor scrap revenues, if the items are metal and
sold for scrap
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7. Capital and other valuable assets

The employee tasked with looking after capital assets is managing durable goods that you
likely expect to be safeguarded, accounted for, and only used in the government’s operations.
Depending on your local government’s role, capital assets might include “small and attractive”
items like computers, cell phones, heavy equipment or vehicles. The orange box in Diagram

7 shows the position of the person managing capital assets. This employee’s role is separate
from authorizing purchases, updating the tracking system for changes, and handling the sale
or surplus of assets.

Diagram 7 - Capital and valuable assets roles

Governing body establishes
policies over capital and small
or attractive assets

Independent personnel Procurement or department
conduct periodic audits managment handles new asset
of assets purchases

Management approves asset

purchases, surplus actions, Other personnel update the
monitors losses, and oversees asset tracking system for
asset activity purchases and disposals

Independent personnel

execute disposal or sale Employees with custody

procedures of assets use them in job
duties, or manage a check
in/check out for other staff
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Table 7 - If the employee’s job is to be physically responsible for capital or other valuable assets, then:

Other roles this employee

should not have

Authorize purchases

Record the asset on an asset-
tracking and/or accounting
system

Modify the asset-tracking
system and/or accounting
system

Conduct all tasks involved in
disposing of assets, including:

« Authorizing disposal

+ Making arrangements for the
sale or disposal

« Physically execute the sale as
the last person responsible for
the item

The risk if the employee does
both roles

When the same employee can authorize
a purchase and is responsible for
managing the item, it is easier to order
extra or unneeded equipment and
convert it to personal use.

The purchase might not be recorded
on the asset tracking system in order to
conceal a misappropriation.

When the same employee can

modify the quantity or details of
purchased asset, it is easier to conceal
misappropriation by deleting records
from the tracking or accounting system.

When the same employee has custody
of capital assets and can arrange for their
disposal, it is easier to take the proceeds
from the sale or use the money for
unallowable purposes, or to convert
discarded items to personal use.

- Periodically assess purchasing activity to see if it is

reasonable

- Establish a system to track assets upon purchase

« Periodically conduct an internal audit of the asset-

tracking system

« Periodically spot-check that purchases arrived at

the correct address and are on site

- Establish a central file to hold titles for assets such

as vehicles

- Periodically spot-check that assets have been

properly recorded using recent purchasing records

« Periodically review deleted records from the asset

tracking or accounting system

« Periodically trace purchases from purchase order

through the tracking system to ensure all assets are
recorded properly

- Establish clear policies concerning surplus

procedures and ethical expectations of employees
If employees may purchase surplused items,
ensure the policy states how they may do so.

- Set up a central monitoring system to ensure asset

disposals are tracked and funds are received

- Require that supporting documents, such as bills

of sale, are retained in the central system

- Establish a secure, central file to hold titles for

assets such as vehicles

- Set up a two-person approval system so that

capital asset sales can't be executed by one person

- Periodically spot-check new capital purchases to

ensure the items that previously performed the
function were disposed of properly.
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Table 7 - If the employee’s job is to be physically responsible for capital or other valuable assets, then:

Other roles this employee The risk if the employee does

should not have both roles
Conduct internal audits of When the same employee has both Note: We strongly advise local governments not to
capital assets custody of assets and is responsible for give both these roles to the same person.

accounting for their whereabouts, it is

) 2 - If it is unavoidable, at a minimum spot-check
easier to disguise theft or loss.

internal audits to ensure they have been done
properly.
« Periodically trace purchases from purchase order

through the tracking system to ensure all assets
have been properly accounted for.
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8. Banking systems

One of the most important tasks in managing local government finances is to reconcile bank
statements to the general ledger to ensure financial transactions are occurring as expected,
as well as to detect any irregularities either on the bank’s part or due to internal concerns.
This role is shown in the orange box in Diagram 8. It is separate from other functions, such
as those that cash receipt, process accounts payable or payroll payments, and - perhaps most
importantly — people that can sign on the organization’s bank accounts.

Diagram 8 - Banking system roles

Governing body establishes
policies over internal controls

Bank reconciliation compares

financial transactions on Cash receipting functions
bank statement to those receipfc cash and make the
in accounting records deposit

Accounts payable and payroll
staff process payments

Management serves as
bank signers, and authorize
payments including those
made by wire transfer

Other staff issue and mail
check payments, such as for
accounts payable or payroll
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Table 8 - If the employee’s job is to be responsible for reconciling the bank statement and its activity, then:

Other roles this employee

should not have

Access to the bank deposit,
including having access to
the safe

Process payroll or accounts
payable payments

Be able to process or authorize
electronic funds transfer

or wire transfers or other
electronic payments

Be an authorized signer on the
government’s bank account

The risk if the employee does
both roles

The bank deposit may be stolen or lost
and the theft go undetected.

When the same employee can both
process payments and reconcile bank
statements, it is easier to conceal theft
or loss.

When the same employee can both
process and authorize electronic
payments and reconcile bank
statements, it is easier to make and
conceal unauthorized payments.

Allows the employee to make
withdrawals or transfers to other
accounts without detection

- Conduct a secondary review of the reconciliation

to ensure deposits are accounted for and
deposited

- Review endorsed checks, preferably received

directly from the bank, for alterations

- Periodically review bank accounts online, or at least

between monthly statements, to check for unusual
activity

- Ensure there are no gaps in check sequences for

payments certified by the governing body

- Perform a secondary review of the bank

reconciliation

- Periodically have an independent person perform

the reconciliation in its entirety

- Outsource the bank reconciliation to an

independent reviewer

- Establish a protocol with the bank to require a

secondary approver for electronic payments or
wire transfers

- Impose a limit with the bank so that those

authorized to send wires are limited in how much
they can execute

- Review bank account activity, using online access

or bank statements sent directly by the bank, for
reasonableness and accuracy

Segregation of Duties | Section Il - Chapter 8 | 34









Section Il - Chapter 9: General ledger

9. General ledger

Accountants are responsible for recording transactions and making journal entries and other
changes to the government’s general ledger. They should not have access to assets or authorize
the transactions for the journal entry that they prepare. Their role is shown in the orange

box in Diagram 9. It is separate from other functions such as cash receipting and processing
accounts payable or payroll payments.

Diagram 9 - General ledger system roles

Governing body establishes
policies over internal controls

The accounting manager

approves journal entries based

on support Cash receipting functions
receipt cash and make the
deposit

Accounts payable and payroll
staff process payments

Accountants prepare the
journal entries, manage and
reconcile the general ledger

Other staff issue and mail
check payments, such as for
accounts payable or payroll
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Table 9 - If the employee’s job is to perform journal entries or make other changes to the general

ledger, then:
Other roles this employee The risk if the employee does
should not have both roles
Access to deposits or other When the same employee has access « Require secondary review of each journal entry
funds and assets to money or assets and can also make and its supporting documentation. Be alert to
journal entries, it is easier to move funds entries directly affecting cash or reclassifications of
within the general ledger conceal theft revenue or expense.

or oss of funds. » Periodically spot-check for unusual journal entries

and follow up

Process accounts payable or When the same employee can make or - Require secondary review of each journal entry
payroll approve payments or payroll, and can and its supporting documentation. Be alert to
also make journal entries, it is easier to entries directly affecting cash or reclassifications of
move funds within the general ledger revenue or expense.

conceal theft or loss of funds. - Periodically spot-check for unusual journal entries

and follow up
Prepare and approve a journal ~ When the same employee both Note: We strongly advise local governments not to
entry enters and approves journal entries, give both these roles to the same person.

unintentional errors that affect the

- Consider contracting with an external reviewer if
general ledger can go undetected.

no one within staff or the governing body has the
knowledge or ability to review journal entries.

- Consider partnering with a neighboring
government to help each other monitor certain
tasks such as journal entries.
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Section 3 - Information Technology:
Aligning software user access with duties

Local governments can separate employee duties in practice but it might not actually reduce
risk if they do not also restrict access to the related software applications and systems. You
can do this most easily by setting up appropriate user access or permissions in your financial
software. For example, the payroll clerk should not have the ability to add new employees to
the payroll system, which means the clerk should not have access to that function within the
software. Employees should have the minimum system access they need to perform their job
duties and nothing more.

Leading practices recommend that no one employee be able to initiate, process, post, adjust
and approve a transaction within a system. If you separate duties properly, and align user
access permissions with those assigned duties, you can achieve a significant reduction in risk.
Establish a process for setting user access that includes regularly reviewing those permissions
and you can reduce risk even further.

What to look out for

The most common risk points include:

« Employees are given full access to software features, such as editing an entry, when
read-only access is sufficient to perform their jobs.

« Employees and managers are given full access in case they might be asked to fill in
during a colleague’s vacation or sick leave.

« Employees transitioning between departments and job responsibilities retain access
to wrap up old projects, but also gain additional access for new duties. Once given,
the access for their previous job might not be re-evaluated for some time - or at all.

« During new system implementations, employees are given full access while they
familiarize themselves with the system and how it functions. Again, once given, the
permission levels might not be reviewed and adjusted for some time.

« Software might not allow customization of user access permissions, effectively
having an “all or nothing” functionality.

If you can’t configure your financial system’s user access profiles to reduce the risks, then you
will need to choose and implement one or more of the compensating controls in this guide to
help detect problems if they arise.
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Steps you can take to reduce risk related to software
and information technology (IT) systems

At the most basic level, this list of best practices outlines what experts advise small local
governments to do in order to reduce the risk that financial, accounting and other types
of computer software will be misused. Read below the list for ideas about on how to put
them into action.

1. Align software access and permission levels with job duties, which means to
the least access they need to do their job duties.

2. Assign users “read-only” access when viewing transactions is sufficient to do
their job.

3. Ensure the IT department manages all user permissions for all software systems
you use.

4. Limit administrative access to software systems— even within the IT team - as much
as possible.

5. Do not grant employee or manager access to software for sick-leave or vacation
cover until it is actually needed.

6. Regularly monitor and review user permissions on a routine basis, at least
annually.

7. Manage user permissions during a new system implementation, and review
as promptly as possible afterwards.

8. Develop and implement policies and procedures to manage user permissions.

The policy should set out procedures your office can follow to act
on your IT access policies

The policies you develop around financial software do not have to be long or complex to

be effective. At a minimum, though, it should address two essential issues: when to review
user access and who is responsible for managing user access. The policy might also require
the use of forms to document the approval process for changes to user access. In fact, these
policies should apply to all software your office uses. An ex-employee who can still log in to
email or network folders increases risk to data and information you don’t want exposed.

When to review user access

Your financial software policy should set out the circumstances, timing and frequency of
software reviews. Experts recommend these timings:

o Atleast annually
«  When software or systems are updated with new versions or security patches

«  When new employees are hired or existing employees move to another role in
the organization

o When employees leave your office
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Who should manage user access

Most small governments have limited approaches to managing financial software, and which
you choose will likely be driven as much by staffing as by the desire to follow best practices.

If you have an IT department or a dedicated employee. Best practice recommends
assigning an IT specialist with no conflicting duties in finance to manage user-access rights
and permissions within financial software applications. Your policy should spell out that

the IT specialist coordinate with finance or other departments to understand the job duties
associated with user-access levels in the software, and restrict employee access as appropriate.

If you lack an IT specialist but have software expertise within the department that uses
it. Some governments choose to use this approach even if they have an IT specialist, on the
grounds that the department best understands the job duties of its personnel. However, the
department may find it very difficult to fully separate conflicting duties or provide adequate
oversight to reduce risk. Specifically, it opens the door for administrative users to initiate,
process, post, adjust or approve their own transactions, and to change and manipulate
transactions or other user profiles, without proper oversight. If you choose this strategy,
you will need to create compensating controls to address any risks the decision can create,
although it might be challenging to do so.

If an elected official or board member has relevant IT expertise. A third option is to

seek the help of the governing body. Because they are unlikely to work in the day-to-day
transactions of financial systems, they may be in a good position to adjust user access
permissions without compromising your system of controls. But be sure their experience is
truly relevant: adjusting user access is not necessarily as simple as installing Microsoft Office
on a new PC.

If you have sufficient funds to pay an outside expert. Budgeting for an annual review of
your IT system health and user access permissions may be a very workable alternative to
managing these tasks in-house — especially if doing so eliminates a significant portion of
conflicting duties.
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Appendix A - Example of duty
assignments for small governments

One-person accounting department

Strong oversight and independent authorization of transactions are essential if you must function with a
one-person accounting department. Innumerable risks arise when one person is given so many duties and
responsibilities. To adequately mitigate risk, you will need at least one other person to provide oversight. Among
your options:

o An elected official or member of the governing body

« An outside contractor, such as a local accounting firm

» A task-exchange with a nearby government, in which you perform oversight functions for each other
Whichever solution you choose, make sure the person involved understands the risks they are looking for. (A quick
review of the Risks column in the detailed sections of this guide can help.) And finally, don't rely on an audit to

discover fraud or verify it isn’t taking place. Every local government is responsible for safeguarding its assets before
something happens. Figure 1 illustrates one way duties might be separated in a one-person accounting department.

Figure 1: One way to organize a one-person department

Duty (and related page) Oversight person

Ensure deposits were made intact by comparing paper
Collect receipts from customers, prepare receipt records (source records to support the deposit) to

Cash receipt (p. 10) the deposit, and make the deposit with bank statement deposit information. This should include
the bank confirming that cash vs. check composition is correct for
all deposits.
Send out billings, post payments to Monitor key reports including aging reports, monthly

Accounts receivable (p. 15 4 - )
215 accounts, perform collections revenue activity, and adjustments to customer accounts

Process and prepare checks (or use a 3rd Review the payroll register, approve time sheets, sign and

Payroll (p. 18) party vendor or County Auditor if possible)  distribute checks

Process invoices and prepare checks (or Review supporting documentation, approve invoices, sign
Accounts payable (p.21) i prep ( ; PP 9 +apP 9
use County auditor) and mail checks
Purchasing and ) ) ) ) )
9 Obtain or review quotes or bids Review and sign all contracts or purchase orders

procurement (p. 25)
Periodically check to ensure all assets are accounted for

ital ! Maintain a listi '
Capital assets (p- 30) aintain a listing (inventory) and used for governmental purposes
Be the signer on the account. Review the bank
Banking (p. 33) Prepare the bank reconciliation reconciliation. Momtor bgnkmg activity with fj|rect.on||ne
access or by having an original statement mailed directly
with the copies of endorsed checks.
General ledger (p. 35) Perform journal entries Review and approve
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Two-person accounting department

A two-person department allows for improved separation of duties, especially if they can periodically rotate duties
to further strengthen controls. But there are still plenty of conflicting responsibilities to look out for. To adequately
mitigate risk, you will need at least one other person to provide oversight. Among your options:

o An elected official or member of the governing body

» An outside contractor, such as a local accounting firm

« A task-exchange with a nearby government, in which you perform oversight functions for each other

Whichever solution you choose, make sure the person involved understands the risks they are looking for. (A quick
review of the Risks column in the detailed sections of this guide can help.) Figure 2 illustrates one way duties might
be separated in a two-person accounting department.

Figure 2: One way to organize a two-person department

Duty (and related
page)

Cash receipt (p. 10)

Accounts receivable
(p. 15)

Payroll (p. 18)

Accounts payable
(p. 21)

Purchasing and
procurement (p. 25)

Capital assets (p. 30)

Banking (p. 33)

General ledger (p. 35)

Perform receipting, prepare the
deposit, and deliver the deposit
to the bank (if needed)

No duties

Edit the payroll master file,
preliminary review of the payroll
register, and prepare checks

Process invoices, prepare checks
No duties

Maintain a listing

None

Prepare journal entries

Backup cash receipt, but limit
access as much as possible to all
receipts and the deposit

Send out billings, manage
customer accounts, collections,
customer concerns

Process the payroll

Edit vendor master file
Obtain and review bids

Periodically conduct an inventory

Reconcile the bank activity

Review

Clerk 1 Clerk 2 Oversight person

No access. Might do a last look at the
deposit periodically to ensure checks
deposited are only that of customers.

As clerk 2 will likely be a backup to
cash receipt, additional oversight
over accounts receivable key reports
such as account adjustments

Final review of the payroll register
and payroll payments, authorize pay
increases

Final review and authorize payments

Review and approve purchase over a
certain threshold

Optional review of the inventory and
listing

Be the signer on the account. Review
the bank reconciliation in detail,
ensure deposits are made intact if
clerk 2 has any access to the deposit
(prevent if possible).

Optional review
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Appendix A — Examples of duty assignments for small governments

Three-person accounting department

Compared to one- and two-person departments, risks start to decrease significantly in a three-person operation.
Conflicting duties can be more readily distributed between three, with more opportunities to rotate duties
periodically to strengthen controls. Oversight is still needed and plays a key role, but the transactions that person
is authorizing pose fewer risks and the review procedures can be less extensive. Figure 3 illustrates one way duties
might be partially separated with a three-person accounting department.

Figure 3: One way to organize a three-person department

Duty (and
related page) Clerk 1 Clerk 2 Clerk 3 Oversight person

Cash receipt (p. 10)

Accounts
receivable (p. 15)

Payroll (p. 18)

Accounts payable
(p. 21)

Purchasing and
procurement
(p. 25)

Capital assets
(p. 30)

Banking (p. 33)

General ledger
(p. 35)

Receipt cash from
customers and take the
deposit to the bank

No duties

Add new employees and
wage rates

Process invoices and
prepare/mail the checks.
Prepare any electronic
payments.

No duties

Maintain a listing

No duties.

Prepare journal entries

Backup cash receipt, but
limit access as much as
possible to all receipts and
the deposit. Prepare the
deposit.

Post payments to
customer accounts, send
out billings

Process time sheets and
prepare/mail payroll
checks

Edit vendor master file —
add new vendors
No duties

Option to review the
listing and inventory

No duties

Prepare journal entries

Monitor to ensure the
deposits are made by
comparing validated bank
receipt to source records

Execute any account
adjustments, approve
under a threshold

Review the payroll register
and file payroll taxes

Serve as auditing officer

Obtain and review bids

Conduct an inventory

Reconcile the bank activity

Review

No duties or access to the
deposit

Approve write offs or
refunds over a certain
threshold

Approve time sheet, pay
increases, authorize payroll
payments

Authorize invoices and
checks and any electronic
payments. Review the
bank reconciliation.

Review and approve
purchase over a certain
threshold

Be the signer on the
account. Review the bank
reconciliation in detail,
ensure deposits are made
intact if clerk 2 has any
access to the deposit
(prevent if possible).

Option to review
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Appendix B - Self-assessment checklist

Appendix B - Self-assessment checklist

How to use this checklist

This checklist is intended to help you assess risks posed by conflicting duties in your organization, and give you
space to record which control you can apply to reduce those risks. Remember, in many cases the cautionary word in
the checklist is “can.” It means you should consider not only conflicting assigned duties, but also if the employee in
question has the ability to access the conflicting task, whether or not it is part of his or her assigned duty.

You may need several compensating controls to reduce risk to an acceptable level. Furthermore, a control’s
effectiveness depends as much on its operation as on its design. For example, review procedures are often a
compensating control, but to be effective, reviewers must be diligent, thorough, know and understand the risk(s)
they are reviewing for, and be prepared to follow up when they notice irregularities.

It can be difficult to conclude with confidence that the compensating controls you have selected are effective
without substantial effort and testing. Even if you can confirm a control is operating effectively, there is no
guarantee it will continue to do so in perpetuity. Use your best judgment and knowledge of your control system and
employees to select primary controls and to assess whether additional controls are warranted.

Legend to columns in the following tables

A = Are duties segregated? Yes/No. If No, go to next column, B.

B = What is management’s risk tolerance level given the specific risk(s) created by the lack of segregation of duties?
(VH=very high, H=high, M=moderate, L=low, VL=very low)

C = Describe the compensating controls in place to address the risks caused by lack of segregation of duties.
These might be broad controls and/or specific controls that directly target the risk, or some combination thereof.
Consider one or more of the possible specific controls cross-referenced in this guide.

D = In your judgment, do the compensating controls seem appropriate to reduce risk to meet the risk tolerance
level documented in column B? Yes/No. If No, go to the next column, E.

E = Describe some additional controls that might work to reduce risk to an acceptable level. Again, they might be
specific, broad or a combination.
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Mission statement and State Auditor’s Office contacts

Mission statement and State Auditor’s Office contacts

The mission of the Office of the Washington State Auditor’s Office contacts

State Auditor )
State Auditor Pat McCarthy

To provide citizens with independent and transparent 360-902-0360, Pat.McCarthy@sao.wa.gov
examinations of how state and local governments
use public funds, and develop strategies that make
government more efficient and effective.

Kelly Collins - Director of Local Audit
360-902-0091, Kelly.Collins@sao.wa.gov

Kristina Swanson - Director of Innovation
and Technology
360-753-0646, Kristina.Swanson@sao.wa.gov

The results of our work are widely distributed through
a variety of reports, which are available on our website
and through our free, electronic subscription service.

Debbie Pennick - Assistant Director for the Center
for Government Innovation
509-334-5825, x108, Deborah.Pennick@sao.wa.gov

We take our role as partners in accountability seriously.
We provide training and technical assistance to
governments and have an extensive quality assurance
program.

Sherrie Ard - Center Program Manager
360-725-5552, Sherrie.Ard@sao.wa.gov

For more information about the State Auditor’s Office,
visit www.sao.wa.gov.

Americans with Disabilities Kathleen Cooper - Director of Communications
360-902-0470, Kathleen.Cooper@sao.wa.gov

In accordance with the Americans with Disabilities Act,
this document will be made available in alternative
formats. Please email Communications@sao.wa.gov for
more information. Public Records Officer

360-725-5617, PublicRecords@sao.wa.gov

To request public records
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“Our vision is to increase
trust in government.
We are the public’s
window into how tax
money is spent.’

— Pat McCarthy, State Auditor

Washington State Auditor’s Office
PO. Box 40031 Olympia WA 98504

WWW.5a0.Wa.gov

1-866-902-3900

Office of the Washington State Auditor












Thanks again for everything!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.





https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fprotect-us.mimecast.com%2Fs%2F2vuGCM89YnHjVJKIwrsXq%3Fdomain%3Dsao.wa.gov%2F&data=05%7C02%7Corcuttk%40sao.wa.gov%7C09edb85b3e504382322508dc63c9036c%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638494962268664285%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=S9tIAxp1BYgOsyOcRPUIDYxkk74AiFt4VVnw0yi6DH4%3D&reserved=0


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsao.wa.gov%2Fjobs%2F&data=05%7C02%7Corcuttk%40sao.wa.gov%7C09edb85b3e504382322508dc63c9036c%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638494962268669536%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=Wzuri22%2Fu4Bq7OPrYu6ztHbBKUZ8otcd7pSjDlqFJaw%3D&reserved=0







From: Eazio, Christine (SAQ)

To: Orcutt, Karyna (SAQO)

Subject: FY 2022 Audit - La Conner Regional Library Entrance Conference - Monday January 8th at 1:00 pm
Date: Thursday, January 4, 2024 4:13:25 PM

Attachments: image001.png

Hi Karyna, the entrance conference is not part of the board’s monthly meeting. | let both Susan and Jean
know if there is a quorum they will have to follow OPMA. Once approved, | will send to board members
and Jean: smacek@Iclib.lib.wa.us; rhancock@]|clib.lib.wa.us; ljames@]|clib.lib.wa.us;
sbanaszak@Iclib.lib.wa.us; schristensen@Iclib.lib.wa.us; jmarkert@I|clib.lib.wa.us. Thanks!

Dear Board of Trustees,

We are pleased to notify you regarding the beginning of our audit of the La Conner Regional Library for
accountability fiscal years 2020, 2021 and 2022. The Office of the State Auditor is committed to
maintaining positive relationships and open communication with the governments we audit. As a
member of the governing body, we believe you should be fully informed about our audit work.
Therefore, we are inviting you to attend a virtual entrance conference we have scheduled with your
staff at 1:00 on Monday, January 8, 2024 using Microsoft Teams.

To attend the meeting, please either join the call using the link below, or dial 1-206-809-2214 from any
telephone number and use conference ID # 784 973 8094.

Microsoft Teams meeting

Join on your computer, mobile app or room device
Click here to join the meeting

Meeting ID: 228 093 915 679

Passcode: LHXL2N

Download Teams | Join on the web

Or call in (audio only)

+1206-809-2214,,784973809# United States, Seattle
Phone Conference ID: 784 973 809#

Find a local number | Reset PIN

Learn More | Meeting options

At the conference, we will discuss the audit including the timing and cost of the audit. We also ask if you
or staff have any areas of concern that you would like us to include in the scope of our audit, please
bring it to our attention.

After we finish our audit work, we plan to contact you again to invite you to attend an exit conference,
in which we will share the results of the audit. This is an opportunity for you to hear directly from us
about what we found and to ask any questions you may have about the audit process or results.

Please note that if a quorum of board members attend either of these conferences, the District will be
responsible for ensuring requirements of the Open Public Meetings Act are met.
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We take very seriously our responsibility of serving citizens by promoting accountability, fiscal integrity
and openness in state and local government. We believe it is critical to citizens and the mission of the
District that we work together as partners in accountability to prevent or constructively resolve issues.

We look forward to meeting with management and the governing body at the entrance conference and
hope to see you there. If you have any questions or matters that you would like to discuss with us, feel
free to contact me at (360) 676-2165 or by email at Christine.Fazio@sao.wa.gov.

Sincerely,

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.
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From: Eazio, Christine (SAQ)

To: 150

Cc: Orcutt, Karyna (SAO)

Subject: FY 2022 Audit - Status Update 3/28/2024
Date: Friday, March 29, 2024 7:41:26 AM
Attachments: image001.png

HiJean,

| just wanted to touch base with you concerning the status of the audit. We are still waiting for the
findings to be through final review. As | mentioned in a previous email, once these have final
approval, | will send copies to you for the District’s response, which will be included in the audit
report. With four findings this will be four separate responses, but once this is complete, we
should be able to set an Exit Conference date.

Also, | will be sending a separate email that outlines changes to the engagement that we
discussed earlier this month due to the issues we identified at the District. Look for that email in

the next few minutes.
Thanks so much for your patience, Jean!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.
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From: Eazio, Christine (SAQ)

To: 150

Cc: Orcutt, Karyna (SAO)

Subject: FY 22 Audit - Status Update

Date: Wednesday, March 13, 2024 11:32:08 AM
Attachments: image005.png

HiJean,

We are in the review stage for the District’s findings. Once these have final approval, | will send
copies to you for the District’s response, which will be included in the audit report. With four
findings this will be four separate responses, but once this is complete, we should be able to set
an Exit Conference date.

One other item has arisen concerning whether the District is following RCW 27.04.055,
Qualification of librarian — Rules — Fees:

No library serving a community having over four thousand population, nor any library
operated by the state or under its authority, may have in its employ, in the position of
librarian or in any other full-time professional library position, a person who does not hold
a librarian's certificate issued by the state librarian or its predecessor. A full-time
professional library position, is one that requires, in the opinion of the state librarian, a
knowledge of information resources and library/information service delivery equivalent to
that required for graduation from an accredited library education program. This section
does not apply to the state law library or to county law libraries. The state librarian shall:
(1) Establish rules for, and prescribe and hold examinations to test, the
qualifications of those seeking certificates as librarians;
(2) Grant librarians' certificates without examination to applicants who are
graduates of library schools programs accredited or otherwise officially recognized
by the American library association for general library training, and grant
certificates to other applicants when it has satisfied itself by examination that the
applicant has attainments and abilities equivalent to those of a graduate of a library
school program accredited or otherwise officially recognized by the American
library association; and
(3) Charge a fee to recover the costs associated with the application to be paid by
each applicant for a librarian's certificate. Money paid as fees shall be retained by
the state library as a recovery of costs.

Canyou please confirm whether you and anyone else who is in a full-time professional library
position at the District holds the required librarian’s certificate?

Please feel free to contact me with any questions or concerns. | really appreciate your help during
the audit. The end is nearly in sight!

Thank you!
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Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.
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Subject: La Conner Regional Library Audit - Initial Meeting
Attachments: La Conner Regional Library Audit - Initial Meeting.msg

Subject: La Conner Regional Library Audit - Initial Meeting
Location: Microsoft Teams Meeting

Start: Wed 1/3/2024 1:00 PM
End: Wed 1/3/2024 2:00 PM

Recurrence: (none)
Meeting Status: Accepted

Organizer:  Fazio, Christine (SAQ)
Required Attendees: Fazio, Christine (SAQ); Orcutt, Karyna (SAO); jmarkert@Iclib.lib.wa.us

Hi Jean,
It was nice to talk to you!

As | mentioned in our phone conversation, our plan for tomorrow’s meeting is for Audit Supervisor
Karyna Orcutt and | to go over general audit items related to the District during the first part of the
meeting, and then spend the second part completing the Risk Assessment. We can also use this
time to try to answer any questions you might have.

I look forward to meeting with you tomorrow at 1:00. Thank you!

Christy

Christy Fazio, CPA, MBA

Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.

Microsoft Teams meeting
Join on your computer, mobile app or room device

Click here to join the meeting

Meeting ID: 284 440 449 810
Passcode: EGE6EY

Download Teams | Join on the web
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La Conner Regional Library Audit - Initial Meeting
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Hi Jean,




 




It was nice to talk to you! 




 




As I mentioned in our phone conversation, our plan for tomorrow’s meeting is for Audit Supervisor Karyna Orcutt and I to go over general audit items related to the District during the first part of the meeting, and then spend the second part completing the Risk Assessment.  We can also use this time to try to answer any questions you might have.




 




I look forward to meeting with you tomorrow at 1:00. Thank you!




 




Christy
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					Christy Fazio, CPA, MBA




Audit Lead




 




Assistant State Auditor, Office of the Washington State Auditor




Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers




Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.
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Microsoft Teams meeting 





Join on your computer, mobile app or room device 





Click here to join the meeting 





Meeting ID: 284 440 449 810 
Passcode: EGE6EY 




Download Teams | Join on the web







Or call in (audio only) 





+1 206-809-2214,,75018937#   United States, Seattle 






Phone Conference ID: 750 189 37# 




Find a local number | Reset PIN 





Learn More | Meeting options 
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Or call in (audio only)

+1 206-809-2214,,75018937# United States, Seattle

Phone Conference ID: 750 189 37#
Find a local number | Reset PIN

Learn More | Meeting options
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Subject: La Conner Regional Library Audit - Initial Meeting
Attachments: La Conner Regional Library Audit - Initial Meeting.msg

Subject: La Conner Regional Library Audit - Initial Meeting
Location: Microsoft Teams Meeting

Start: Wed 1/3/2024 1:00 PM
End: Wed 1/3/2024 2:00 PM

Recurrence: (none)
Meeting Status: Accepted

Organizer:  Fazio, Christine (SAQ)
Required Attendees: Fazio, Christine (SAQ); Orcutt, Karyna (SAO); jmarkert@Iclib.lib.wa.us

Hi Jean,
It was nice to talk to you!

As | mentioned in our phone conversation, our plan for tomorrow’s meeting is for Audit Supervisor
Karyna Orcutt and | to go over general audit items related to the District during the first part of the
meeting, and then spend the second part completing the Risk Assessment. We can also use this
time to try to answer any questions you might have.

I look forward to meeting with you tomorrow at 1:00. Thank you!

Christy

Christy Fazio, CPA, MBA

Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.

Microsoft Teams meeting
Join on your computer, mobile app or room device

Click here to join the meeting

Meeting ID: 284 440 449 810
Passcode: EGE6EY

Download Teams | Join on the web
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La Conner Regional Library Audit - Initial Meeting



				From



				Fazio, Christine (SAO)



				To



				Fazio, Christine (SAO); Orcutt, Karyna (SAO); jmarkert@lclib.lib.wa.us



				Recipients



				fazioc@sao.wa.gov; orcuttk@sao.wa.gov; jmarkert@lclib.lib.wa.us







Hi Jean,




 




It was nice to talk to you! 




 




As I mentioned in our phone conversation, our plan for tomorrow’s meeting is for Audit Supervisor Karyna Orcutt and I to go over general audit items related to the District during the first part of the meeting, and then spend the second part completing the Risk Assessment.  We can also use this time to try to answer any questions you might have.




 




I look forward to meeting with you tomorrow at 1:00. Thank you!




 




Christy
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					Christy Fazio, CPA, MBA




Audit Lead




 




Assistant State Auditor, Office of the Washington State Auditor




Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers




Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.
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Microsoft Teams meeting 





Join on your computer, mobile app or room device 





Click here to join the meeting 





Meeting ID: 284 440 449 810 
Passcode: EGE6EY 




Download Teams | Join on the web







Or call in (audio only) 





+1 206-809-2214,,75018937#   United States, Seattle 






Phone Conference ID: 750 189 37# 




Find a local number | Reset PIN 





Learn More | Meeting options 
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Or call in (audio only)

+1 206-809-2214,,75018937# United States, Seattle

Phone Conference ID: 750 189 37#
Find a local number | Reset PIN

Learn More | Meeting options
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Subject: La Conner Regional Library District - Review Outstanding Items

Attachments: La Conner Regional Library District - Review Outstanding Items.msg
Subject: La Conner Regional Library District - Review Outstanding Items

Location: Microsoft Teams Meeting

Start: Wed 1/24/2024 2:45 PM
End: Wed 1/24/2024 3:45 PM
Show Time As: Tentative

Recurrence: (none)
Meeting Status: Not yet responded

Organizer:  Fazio, Christine (SAQ)
Required Attendees: Jean Markert; Orcutt, Karyna (SAQ)

Microsoft Teams meeting
Join on your computer, mobile app or room device

Click here to join the meeting

Meeting ID: 226 580 101 576
Passcode: gAoFYz

Download Teams | Join on the web

Or call in (audio only)

+1 206-809-2214,.67502215# United States, Seattle

Phone Conference ID: 675 022 15#

Find a local number | Reset PIN

Learn More | Meeting options





https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.microsoft.com%2Fen-us%2Fmicrosoft-teams%2Fdownload-app&data=05%7C02%7Corcuttk%40sao.wa.gov%7C837428bc9c10409075b908dc1d240a6b%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638417287854698489%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=XE3sPiIcgp%2BMKHAGdROCfK%2B89inXIYBpjgDY0ummlXY%3D&reserved=0


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.microsoft.com%2Fmicrosoft-teams%2Fjoin-a-meeting&data=05%7C02%7Corcuttk%40sao.wa.gov%7C837428bc9c10409075b908dc1d240a6b%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638417287854706024%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=LYA8GLWg2USTyw0t9xCON8OUveVVVxOPM6Pf20boQKw%3D&reserved=0


tel:+12068092214,,67502215#


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdialin.teams.microsoft.com%2F811a9140-4f87-4b3b-b4e5-c0df12d33f3f%3Fid%3D67502215&data=05%7C02%7Corcuttk%40sao.wa.gov%7C837428bc9c10409075b908dc1d240a6b%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638417287854712228%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=JzD8RXQA7ppfaRwX4rzSDDbjM4DNWFbKkB0iSqSDyfg%3D&reserved=0


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdialin.teams.microsoft.com%2Fusp%2Fpstnconferencing&data=05%7C02%7Corcuttk%40sao.wa.gov%7C837428bc9c10409075b908dc1d240a6b%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638417287854719379%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=7B%2FARb6iKZBmF%2FVu%2F%2BISr4eyX3mWuoVGVNtEmUZ3Ero%3D&reserved=0


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Faka.ms%2FJoinTeamsMeeting&data=05%7C02%7Corcuttk%40sao.wa.gov%7C837428bc9c10409075b908dc1d240a6b%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638417287854725619%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=0tNbSsa3jYXt0D5E%2B15lMG8wN%2BcJkGmUgW847embcWw%3D&reserved=0





La Conner Regional Library District - Review Outstanding Items



				From



				Fazio, Christine (SAO)



				To



				Fazio, Christine (SAO); Jean Markert; Orcutt, Karyna (SAO)



				Recipients



				fazioc@sao.wa.gov; jmarkert@lclib.lib.wa.us; orcuttk@sao.wa.gov
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Microsoft Teams meeting 





Join on your computer, mobile app or room device 





Click here to join the meeting 





Meeting ID: 226 580 101 576 
Passcode: gAoFYz 




Download Teams | Join on the web







Or call in (audio only) 





+1 206-809-2214,,67502215#   United States, Seattle 






Phone Conference ID: 675 022 15# 




Find a local number | Reset PIN 





Learn More | Meeting options 
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From: Eazio, Christine (SAQ)

To: Orcutt, Karyna (SAO)

Subject: March 28, 2024 Update to Audit Engagement Letter
Date: Thursday, March 28, 2024 2:14:37 PM
Attachments: image001.png

Update to Audit Engagement Letter.msg

Hi Karyna, will this work? Thanks!

Dear Jean,

Our original engagement letter dated November 29, 2023, as well as the update to the
engagement dated January 8, 2024, described the nature and limitations of audit services
provided, responsibilities of each party and other engagement terms. This amendment notifies
you of certain changes to the original and amended engagement letters.

As described in the original engagement letter, the estimated cost and completion date may
change if unforeseen circumstances arise or if significant audit issues are identified necessitating
additional work. This email is to notify you of an update to our estimates from the original and
amended engagement letters.

Estimated Audit Costs
An additional $4,000 is required to address additional work necessary due to significant concerns
in all areas reviewed in the fiscal year 2022 audit.

1/8/2024 amended $13,900 (exclusive of travel and other expenses)
estimate

Additions $4,000 (exclusive of travel and other expenses)
Revised estimate $17,900

Estimated Audit Timeline
We estimate the completion date to now be in April 2024.

Please respond confirming your understanding of this update or to discuss any questions
regarding these changes or the status of your audit. We look forward to continuing to work with
you and your staff to complete the audit.

Sincerely,

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.
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Update to Audit Engagement Letter



				From



				Fazio, Christine (SAO)



				To



				150



				Recipients



				jmarkert@lclib.lib.wa.us







Dear Jean,







 







Our original engagement letter dated November 29, 2023 described the nature and limitations of audit services provided, responsibilities of each party and other engagement terms. This update you of certain changes to the original engagement letter.







 







As described in the original engagement letter, the estimated cost and completion date may change if unforeseen circumstances arise or if significant audit issues are identified necessitating additional work.  This email is to notify you of an update to our estimates from the original engagement letter.







 







Estimated Audit Costs







An additional $3,400 is required to address additional work necessary due to additional risks identified with disbursements, procurement and annual report filing. 







 







Original estimate







 







$10,500







(exclusive of travel and other expenses)







Additions







 







$3,400







(exclusive of travel and other expenses)







Revised estimate







 







$13,900







 







 







Estimated Audit Timeline







With these changes, we also anticipate the estimated completion date will be February, 2024.







 







Please respond confirming your understanding of this update or to discuss any questions regarding these changes or the status of your audit. We look forward to continuing to work with you and your staff to complete the audit.







 







Thank you,







 







 















Christy Fazio, CPA, MBA







Audit Lead







 







Assistant State Auditor, Office of the Washington State Auditor







Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers







Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.
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La Conner Regional Library Signed Eng Letter.pdf



Office of the Washington State Auditor
Pat McCarthy

November 29, 2023

Board of Trustees and Library Director Jean Markert
La Conner Rural Partial County Library District

614 Morris St

La Conner, WA 98257

We are pleased to confirm the audit to be performed by the Office of the Washington State Auditor,
in accordance with the provisions of Chapter 43.09 RCW, for the La Conner Rural Partial County
Library District. This letter confirms the nature and limitations of the audit, as well as
responsibilities of the parties and other engagement terms.

Office of the Washington State Auditor Responsibilities

Accountability Audit

We will perform an accountability audit of compliance with applicable state laws, regulations, and
policies, and of controls over the safeguarding of public resources for the fiscal years ended December
31, 2020, 2021 and 2022. The audit will be conducted in accordance with provisions of RCW
43.09.260 and the Office’s audit policies, which include policies specific to these types of audits and
general audit policies. Our general audit policies apply to all our engagements and incorporate the
requirements of Government Auditing Standards, as applicable, on topics such as communications
with auditees, independence, audit evidence and documentation, and reporting.

An accountability audit involves performing procedures to obtain audit evidence about compliance
and controls in areas selected for audit. In keeping with general auditing practices, we do not examine
every transaction, activity, policy, internal control, or area. The areas examined and procedures
selected depend on the auditor’s judgment, including the assessment of the risks of fraud, loss, abuse,
or noncompliance.

Upon completion of our audit, we will issue a written report describing the overall results and
conclusions for the areas we examined.

Data Security
Our Office is committed to appropriately safeguarding the information we obtain during the course
of the audit. We have entered into a data sharing agreement with the District to ensure compliance
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with legal requirements and Executive Directives (Executive Order 16-01, RCW 42.56 and OCIO
Standard 141.10) in the handling of information considered confidential.

Reporting levels for audit issues
Issues identified through the auditing process will be communicated as follows. Failure to
appropriately address audit issues may result in escalated reporting levels.

* Findings formally address issues in an audit report. Findings report significant results of the
audit, such as significant deficiencies and material weaknesses in internal controls;
misappropriation; and material abuse or non-compliance with laws, regulations, contracts or
grant agreements. You will be given the opportunity to respond to a finding, and this response,
or a synopsis of it, will be published in the audit report. Professional auditing standards define
the issues we must report as findings with regard to non-compliance with a financial statement
effect and internal controls over financial reporting.

«  Management letters communicate control deficiencies, non-compliance, misappropriation,
abuse, or errors with a less-than-material effect on audit objectives. Management letters are
referenced, but not included, in the audit report.

« Exit items address control deficiencies, non-compliance, abuse, or errors that have an
insignificant effect on audit objectives. These issues are informally communicated to
management and are not referenced in the audit report.

Client’s Responsibilities
Management is responsible for the accuracy and completeness of information provided to the auditor
and will provide the Office of the Washington State Auditor with:
» Unrestricted access to people with whom the auditor wishes to speak.
» All information that is requested or relevant to auditor requests.
» Notification when any documents, records, files, or data contain information that is covered by
confidentiality or privacy laws.
* Adequate workspace and conditions, including interacting with auditors professionally and
respectfully and promptly communicating about any issues and concerns.

Moreover, our audit does not relieve management or the governing body of their responsibilities.
Management’s responsibilities, with oversight from the governing body, include:
» Selecting and applying appropriate administrative and accounting policies.
» Establishing and maintaining effective internal controls over financial reporting, compliance,
and safeguarding of public resources.
* Designing and following effective controls to prevent and detect fraud, theft, and loss.
*  Promptly reporting to us knowledge of any fraud, allegations of fraud or suspected fraud
involving management, employees or others, in accordance with RCW 43.09.185.
» Ensuring compliance with laws, regulations and provisions of contracts and grant agreements.

Responsibilities at the conclusion of the audit

At the conclusion of our audit, the District will provide us with a letter to confirm in writing certain
express and implied representations made during the course of the audit. This letter includes
representations regarding legal matters. A separate letter may be needed from the District’s legal
counsel.

Management and the governing body are also responsible for following up and taking corrective action
on all audit findings, including, when applicable, preparing a summary schedule of prior audit findings
and a corrective action plan on the District’s own letterhead.











Estimated Audit Costs and Timeline
We estimate the cost of the audit work to be $10,500, and other expenses, if any. Invoices for these
services will be prepared and presented each month as our audit work progresses.

We anticipate our reports will be published on our website www.sao.wa.gov and be available to you
and the public as outlined below. These estimates are based on timely access to financial information
and no significant audit reporting issues. The estimated cost and completion date may change if
unforeseen issues arise or if significant audit issues are identified necessitating additional audit work.
We will promptly notify you if this is the case.

Report Date*
Independent Auditor’s Report on Accountability February
2023

*Report Issuance Dates Are Estimates Only

The audit documentation for this engagement, which may contain confidential or sensitive
information, is the property of SAO and constitutes a public record under Chapter 42.56 RCW. Subject
to applicable laws and regulations, appropriate individuals, as well as audit documentation, will be
made available upon request and in a timely manner to appropriate auditors and reviewers, District’s
management and governing body, and federal agencies, for purposes of a public records request, a
quality review of the audit, to resolve audit findings, or to carry out oversight responsibilities.

The audit documentation for this engagement will be retained for a minimum of five years after the
report release (publish) date in accordance with the public records retention schedule established by
the Washington Secretary of State.

Expected Communications

During the course of the audit, we will communicate with the District’s selected audit liaison, Library
Director Jean Markert on the audit status, any significant changes in our planned audit scope or
schedule and preliminary results or recommendations as they are developed. The audit liaison is
responsible for regularly updating management and the governing body on these matters. We may also
provide direct communication of these matters to management and the governing body as needed or
upon request.

Please contact us if any events or concerns come to your attention of which we should be aware. We
will expect the audit liaison to keep us informed of any such matters.

Audit Dispute Process

Please contact the Audit Manager or Assistant Director to discuss any unresolved disagreements or
concerns you have during the performance of our audit. At the conclusion of the audit, we will
summarize the results at the exit conference. We will also discuss any significant difficulties or
disagreements encountered during the audit and their resolution.

By signing and returning this letter, you acknowledge that the foregoing is in accordance with your
understanding. Please contact us with any questions.

We appreciate the opportunity to be of service to you and look forward to working with you and your
staff.











Sincerely,

oma_Aopn.

Audit Manager Deena Garza November 29, 2023
Office of the Washington State Auditor

District Response:
This letter correctly sets forth our understanding.
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Board of Trustees ’ Date J eab?/fvlarkm't Date

Library Director




























From: Fazio, Christine (SAQ)

To: 150

Cc: Orcutt, Karyna (SAO)

Subject: March 28, 2024 Update to Audit Engagement Letter
Date: Friday, March 29, 2024 7:44:22 AM

Attachments: image001.png

Update to Audit Engagement Letter.msg

Dear Jean,

Our original engagement letter dated November 29, 2023, as well as the update to the engagement
dated January 8, 2024, described the nature and limitations of audit services provided,
responsibilities of each party and other engagement terms. This amendment notifies you of certain
changes to the original and amended engagement letters.

As described in the original engagement letter, the estimated cost and completion date may
change if unforeseen circumstances arise or if significant audit issues are identified necessitating
additional work. This email is to notify you of an update to our estimates from the original and
amended engagement letters.

Estimated Audit Costs
An additional $4,000 is required to address additional work necessary due to significant concerns
in all areas reviewed in the fiscal year 2022 audit.

January 8, 2024 amended estimate $13,900 (exclusive of travel and other
expenses)

Additions $4,000 (exclusive of travel and other expenses)

Revised estimate $17,900

Estimated Audit Timeline
We estimate the completion date to now be in April 2024.

Please respond confirming your understanding of this update or to discuss any questions
regarding these changes or the status of your audit. We look forward to continuing to work with
you and your staff to complete the audit.

Sincerely,

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.
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Update to Audit Engagement Letter



				From



				Fazio, Christine (SAO)
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				Recipients
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Dear Jean,







 







Our original engagement letter dated November 29, 2023 described the nature and limitations of audit services provided, responsibilities of each party and other engagement terms. This update you of certain changes to the original engagement letter.







 







As described in the original engagement letter, the estimated cost and completion date may change if unforeseen circumstances arise or if significant audit issues are identified necessitating additional work.  This email is to notify you of an update to our estimates from the original engagement letter.







 







Estimated Audit Costs







An additional $3,400 is required to address additional work necessary due to additional risks identified with disbursements, procurement and annual report filing. 







 







Original estimate







 







$10,500







(exclusive of travel and other expenses)







Additions







 







$3,400







(exclusive of travel and other expenses)







Revised estimate







 







$13,900







 







 







Estimated Audit Timeline







With these changes, we also anticipate the estimated completion date will be February, 2024.







 







Please respond confirming your understanding of this update or to discuss any questions regarding these changes or the status of your audit. We look forward to continuing to work with you and your staff to complete the audit.







 







Thank you,







 







 















Christy Fazio, CPA, MBA







Audit Lead







 







Assistant State Auditor, Office of the Washington State Auditor







Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers







Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.
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La Conner Regional Library Signed Eng Letter.pdf



Office of the Washington State Auditor
Pat McCarthy

November 29, 2023

Board of Trustees and Library Director Jean Markert
La Conner Rural Partial County Library District

614 Morris St

La Conner, WA 98257

We are pleased to confirm the audit to be performed by the Office of the Washington State Auditor,
in accordance with the provisions of Chapter 43.09 RCW, for the La Conner Rural Partial County
Library District. This letter confirms the nature and limitations of the audit, as well as
responsibilities of the parties and other engagement terms.

Office of the Washington State Auditor Responsibilities

Accountability Audit

We will perform an accountability audit of compliance with applicable state laws, regulations, and
policies, and of controls over the safeguarding of public resources for the fiscal years ended December
31, 2020, 2021 and 2022. The audit will be conducted in accordance with provisions of RCW
43.09.260 and the Office’s audit policies, which include policies specific to these types of audits and
general audit policies. Our general audit policies apply to all our engagements and incorporate the
requirements of Government Auditing Standards, as applicable, on topics such as communications
with auditees, independence, audit evidence and documentation, and reporting.

An accountability audit involves performing procedures to obtain audit evidence about compliance
and controls in areas selected for audit. In keeping with general auditing practices, we do not examine
every transaction, activity, policy, internal control, or area. The areas examined and procedures
selected depend on the auditor’s judgment, including the assessment of the risks of fraud, loss, abuse,
or noncompliance.

Upon completion of our audit, we will issue a written report describing the overall results and
conclusions for the areas we examined.

Data Security
Our Office is committed to appropriately safeguarding the information we obtain during the course
of the audit. We have entered into a data sharing agreement with the District to ensure compliance
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with legal requirements and Executive Directives (Executive Order 16-01, RCW 42.56 and OCIO
Standard 141.10) in the handling of information considered confidential.

Reporting levels for audit issues
Issues identified through the auditing process will be communicated as follows. Failure to
appropriately address audit issues may result in escalated reporting levels.

* Findings formally address issues in an audit report. Findings report significant results of the
audit, such as significant deficiencies and material weaknesses in internal controls;
misappropriation; and material abuse or non-compliance with laws, regulations, contracts or
grant agreements. You will be given the opportunity to respond to a finding, and this response,
or a synopsis of it, will be published in the audit report. Professional auditing standards define
the issues we must report as findings with regard to non-compliance with a financial statement
effect and internal controls over financial reporting.

«  Management letters communicate control deficiencies, non-compliance, misappropriation,
abuse, or errors with a less-than-material effect on audit objectives. Management letters are
referenced, but not included, in the audit report.

« Exit items address control deficiencies, non-compliance, abuse, or errors that have an
insignificant effect on audit objectives. These issues are informally communicated to
management and are not referenced in the audit report.

Client’s Responsibilities
Management is responsible for the accuracy and completeness of information provided to the auditor
and will provide the Office of the Washington State Auditor with:
» Unrestricted access to people with whom the auditor wishes to speak.
» All information that is requested or relevant to auditor requests.
» Notification when any documents, records, files, or data contain information that is covered by
confidentiality or privacy laws.
* Adequate workspace and conditions, including interacting with auditors professionally and
respectfully and promptly communicating about any issues and concerns.

Moreover, our audit does not relieve management or the governing body of their responsibilities.
Management’s responsibilities, with oversight from the governing body, include:
» Selecting and applying appropriate administrative and accounting policies.
» Establishing and maintaining effective internal controls over financial reporting, compliance,
and safeguarding of public resources.
* Designing and following effective controls to prevent and detect fraud, theft, and loss.
*  Promptly reporting to us knowledge of any fraud, allegations of fraud or suspected fraud
involving management, employees or others, in accordance with RCW 43.09.185.
» Ensuring compliance with laws, regulations and provisions of contracts and grant agreements.

Responsibilities at the conclusion of the audit

At the conclusion of our audit, the District will provide us with a letter to confirm in writing certain
express and implied representations made during the course of the audit. This letter includes
representations regarding legal matters. A separate letter may be needed from the District’s legal
counsel.

Management and the governing body are also responsible for following up and taking corrective action
on all audit findings, including, when applicable, preparing a summary schedule of prior audit findings
and a corrective action plan on the District’s own letterhead.











Estimated Audit Costs and Timeline
We estimate the cost of the audit work to be $10,500, and other expenses, if any. Invoices for these
services will be prepared and presented each month as our audit work progresses.

We anticipate our reports will be published on our website www.sao.wa.gov and be available to you
and the public as outlined below. These estimates are based on timely access to financial information
and no significant audit reporting issues. The estimated cost and completion date may change if
unforeseen issues arise or if significant audit issues are identified necessitating additional audit work.
We will promptly notify you if this is the case.

Report Date*
Independent Auditor’s Report on Accountability February
2023

*Report Issuance Dates Are Estimates Only

The audit documentation for this engagement, which may contain confidential or sensitive
information, is the property of SAO and constitutes a public record under Chapter 42.56 RCW. Subject
to applicable laws and regulations, appropriate individuals, as well as audit documentation, will be
made available upon request and in a timely manner to appropriate auditors and reviewers, District’s
management and governing body, and federal agencies, for purposes of a public records request, a
quality review of the audit, to resolve audit findings, or to carry out oversight responsibilities.

The audit documentation for this engagement will be retained for a minimum of five years after the
report release (publish) date in accordance with the public records retention schedule established by
the Washington Secretary of State.

Expected Communications

During the course of the audit, we will communicate with the District’s selected audit liaison, Library
Director Jean Markert on the audit status, any significant changes in our planned audit scope or
schedule and preliminary results or recommendations as they are developed. The audit liaison is
responsible for regularly updating management and the governing body on these matters. We may also
provide direct communication of these matters to management and the governing body as needed or
upon request.

Please contact us if any events or concerns come to your attention of which we should be aware. We
will expect the audit liaison to keep us informed of any such matters.

Audit Dispute Process

Please contact the Audit Manager or Assistant Director to discuss any unresolved disagreements or
concerns you have during the performance of our audit. At the conclusion of the audit, we will
summarize the results at the exit conference. We will also discuss any significant difficulties or
disagreements encountered during the audit and their resolution.

By signing and returning this letter, you acknowledge that the foregoing is in accordance with your
understanding. Please contact us with any questions.

We appreciate the opportunity to be of service to you and look forward to working with you and your
staff.











Sincerely,

oma_Aopn.

Audit Manager Deena Garza November 29, 2023
Office of the Washington State Auditor

District Response:
This letter correctly sets forth our understanding.

D alatal Chose 18 s N0 Dot Zz)23
Board of Trustees ’ Date J eab?/fvlarkm't Date

Library Director




























From: ‘Eazio, Chuistine (SAQ)

To: Orcutt, Karyna (SAQ)
Subject: RE: FY 2022 Audit - Additional Resources
Date: Wednesday, April 24, 2024 9:14:56 AM
Attachments:  mace nng.

image004.00a

imace05 ona

Thanks so much Karyna! And | also have enjoyed working with you and getting to know you as well! Wishing you all the best in the future.

Christy

Christy Fazio, CPA, MBA

Assistant State Auditor, Office of the Washington State Auditor

Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at sa0.wa.gov/jobs.

From: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Sent: Wednesday, April 24, 2024 8:18 AM

To: Fazio, Christine (SAO) <fazioc@sa0.wa.gov>
Subject: RE: FY 2022 Audit - Additional Resources

Sure, no problem, | will respond. Thank you!

And Christy, | did want to say that | have really enjoyed working with you during these 5+ years. It has been so great getting to know you and tackling some of these challenging audits with you. And | really have enjoyed getting to know you on a personal level as well. |
wish all the best to you in this new adventure. | am happy you found something you are really excited about!

Karyna Orcutt
Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | wwiw.sa0.wa.gov.

From: Fazio, Christine (SAO) <fazioc@sa0.wa.gov>
Sent: Wednesday, April 24, 2024 8:14 AM

To: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Subject: RE: FY 2022 Audit - Additional Resources

Ican if you'd like, but to help Scott out, | was hoping to spend as much of the day today as | possibly could working on Port of Skagit and SkagitNet, since | really have the history with those two audits.
So if you can, that would be really helpful. If not, | will squeeze it in - just let me know.

Thanks!

Christy Fazio, CPA, MBA
Assistant State Auditor, Office of the Washington State Auditor

Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at sa0.wa.gov/jobs.

From: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Sent: Wednesday, April 24, 2024 8:10 AM

To: Fazio, Christine (SAO) <fazioc@sao.wa gov>
Subject: RE: FY 2022 Audit - Additional Resources

Great observation Christy! | agree thatitis up to them to set policies, however | am sure they are not aware that once they use their personal computers, that device and account are subject to public records requests.
Are you okay responding to Jean?
Karyna Orcutt

Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | www.sa0.wa.gov

From: Fazio, Christine (SAO) <fazioc@sa0.wa.gov>
Sent: Wednesday, April 24, 2024 8:01 AM

To: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Subje E: FY 2022 Audit - Additional Resources

1 like it!
Ithink the operative words in the WAC are “could” (don’t have to) and “should” (best practice). So, the District could provide a computer or email address, or they could limit personal emails ~ they don’t have to, it's up to the District.
However, | think the part about a personal account becoming public record if used on a work computer is pretty important (and maybe something board members don’t know). The best bet is to have a well written policy, which from the WAC they should have!

Thanks Karyna!

Christy Fazio, CPA, MBA
Assistant State Auditor, Office of the Washington State Auditor

Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at s20.wa.gov/jobs.

From: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Sent: Tuesday, April 23, 2024 8:28 PM

To: Fazio, Christine (SAO) <fazioc@sa0.wa gov>
Subject: RE: FY 2022 Audit - Additional Resources

Hey Christy

I could not find anything related to them not being able to use personal e-mail, however | believe it is more related to the public records. Here is a WAC that | found that should help: WAC 44-14-03001:
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open.

por WAC 44-14-03001

"Public record” defined.

For most public records, the act uses a three-part test to determine if a record is a "public record." The document must be: A "writing,” containing information "relating to the conduct of government" or the performance
of any governmental or proprietary function, "prepared, owned, used, or retained" by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Writing. A "public record" can be any writing "regardless of physical form or characteristics.” RCW 42.56.010(3). "Writing" is defined very broadly as: "... handwriting, typewriting, printing, photostating, photographing,
and every other means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
tapes, photographic films and prints, motion picture, film and video recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
information may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings."

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the "conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almost
all records held by an agency relate to the conduct of government; however, some do not. A purely personal record having absolutely no relation to the conduct of government is not a "public record.” Even though a purely
personal record might not be a "public record,” a record of its existence might be if its existence was used for a governmental purpose.2 For example, a record showing the existence of a purely personal email sent by an agenc)
employee on an agency computer would probably be a "public record," even if the contents of the email itself were not.>

(3) "Prepared, owned, used, or retained.” A "public record" is a record "prepared, owned, used, or retained” by an agency. RCW 42.56.010(3).

Arecord can be "used” by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process it is a "public record." For example, if an agency considered technica
specifications of a public works project and returned the specifications to the contractor in another state, the specifications would be a "public record" because the agency "used" the document in its decision-making process.®
The agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.6

Sometimes agency employees or officials may work on agency business from home computers or on other personal devices, or from nonagency accounts (such as a nonagency email account), creating and storing agenc
records on those devices or in those accounts. When the records are prepared, owned, used or retained within the scope of the employees or official's employment, those records (including emails, texts and other records) wer
"used” by the agency and relate to the "conduct of government" so they are "public records."” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property.® If agency property is not subject to
unbridled searches, then neither is the home computer, or [J&FS0R8 device or personal account of an agency employee or official. Yet, because the records relating to agency business are "public records,” they are subject to
disclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees an
officials to keep agency-related documents with any retention requirements on home computers or devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
employee or official to routinely blind carbon copy ("bcc”) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees' or officials’ home
computers or personal devices, or in accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
records were on the agency's computers or n agency-oned devices or accouns. The agency employee or offcial may be required by the agency o sign an afidavit describing the nature and extent of his or her search for anc

production of responsive public records located on a home computer o t, and a description of records not provided with sufficient fa blic

\gencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agen
devices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home e computers, h

describe the obligations of employees and officials for retaining, searching for and producing the agency’s public records.'®
" Confederated Tribes of the Chehalis Reservation v. Johnson, 135 Wn.2d 734, 748, 958 P.2d 260 (1988) (oroadly interpreting

loyees' and officials’ use of home computers, personal
accounts for agency business. The policies should also
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"Public record" defined.

Please let me know your thoughts?

Karyna Orcutt
Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | www.sa0.wa.gov

From: Jean Markert <; >
Sent: Tuesday, April 23, 2024 4:20 PM

To: Fazio, Christine (SAO) <fazioc@sao.wa.gov>
Ce: Oreutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Subject: Re: FY 2022 Audit - Additional Resources

External Email

It

was nice to meet all of you in person yesterday as well, and we truly do appreciate the guidance provided. Thank you for these resources, they are very helpful.

One thing we are currently struggling with is personal versus library issued email and the regulations surrounding using a personal email for board related i Itis my that it is not allowable to use personal emails, but | can't
seem to find the documentation of that anywhere so maybe | am wrong?

Thank you,

Jean

On Tue, Apr 23, 2024 at 12:10 PM Fazio, Christine (SAO) <fazioc@sao.wa.gov> wrote:

HiJean,

It was nice to meet with Susan, Sara and you at the Exit C Aswe there are many great resources available on both the SAO and MRSC websites, which can be accessed using the following links:
® Resource Library | Office of the Washington State Auditor
® MRSC-Home

Here are some items specific to this year’s audit:

Open Public Meetings Act: MRSC has a lot of very useful information, which can be found here: MRSC - Open Public Meetings Act Basics. By following this link, you will be able to access even more information about the OPMA, with
summary pages to help the District meet the requirements, some of which can be found by clicking on the following links:

opma_agenc: practice tips.pdf (mrsc.org)

opma_notice i practice tips.pdf (mrsc.org)

o
o

© OPMA-Agendas-Practice-Tips.pdf (mrsc.org]
° y

o

opma, practice tips.pdf (mrsc.org)

Segregation of Duties: We also talked a ot about segregation of duties, and how to address when there are only a few employees. The attached guide from the SAO Resource Library (link above) is long, but it gives great examples for
accounts payable, accounts receivable and other key operational areas. See attached above.

Financial For financial p I've attached a copy of one of the checklists found in the SAO Resource Library. | hope this will help when preparing financial statements in the future. See attached above.

Accounts Payable: Lastly, for accounts payable, I've attached a copy of one of the SAO handouts found in the SAO Resource Library. See attached above.
I hope this information helps. If there are any questions in the future, please don’t hesitate to reach out to either Audit Manager Deena Garza (Deena.Garza@sao.wa.gov) or Audit Supervisor Karyna Orcutt (Karyna.Orcutt@sao.wa.gov).
Thanks again for everything!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at
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Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note mail subject to per RCW 42.56~









From: Orcutt, Karyna (SAO)

To: Jean Markert
e Feio, Christine (SAO)
Subject: RE: FY 2022 Audi - Addiional Resources
Date: Wednesday, April 24, 2024 8:28:00 AM
Attachments:  imace001 pna.

imane0m? pna

imaae003.ona
Hello Jean,

That's a really good question!

Although | can’t see anything specifically noting that personal e-mails cannot be used for District business, it is important to note that once those accounts and/or devices are used, they are subject to the public record request requirements. Therefore, | would let
the Board members know that and set policies in place to ensure the District is consistent with your practices to be able to know once public request comes in. Here is a relevant WAC that has a lot of great information that you can share with the members of the
Board: WAC 44-14-03001: . You will notice verbiage such as “could provide” in the highlighted section below, therefore it is up to the District to set those policies, however if you do choose to have personal accounts involved then all of these other requirements
have to apply to those as well. | hope this is helpful. Please let me know if you have any questions.

Agency \gs affecting this sectior

roF - WAC 44-14-03001

'Public record" defined.

For most public records, the act uses a three-part test to determine if a record is a "public record.” The document must be: A "writing,” containing information "relating to the conduct of government" or the performance
»f any governmental or proprietary function, "prepared, owned, used, or retained" by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Writing. A "public record" can be any writing "regardless of physical form or characteristics." RCW 42.56.010(3). "Writing" is defined very broadly as: "... handwriting, typewriting, printing, photostating, photographing,
ind every other means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
apes, photographic films and prints, motion picture, film and video recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
nformation may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings.”

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the “conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almost
ill records held by an agency relate to the conduct of government; however, some do not. A purely personal record having absolutely no relation to the conduct of government is not a “public record.” Even though a purely
sersonal record might not be a "public record,” a record of its existence might be if its existence was used for a governmental purpose.? For example, a record showing the existence of a purely personal email sent by an agency
:mployee on an agency computer would probably be a "public record,” even if the contents of the email itself were not.

(3) "Prepared, owned, used, or retained.” A "public record" is a record "prepared, owned, used, or retained" by an agency. RCW 42.56.010(3).

Arecord can be "used” by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process it is a "public record.™ For example, if an agency considered technical
ipecifications of a public works project and returned the specifications to the contracter in another state, the specifications would be a "public record” because the agency "used" the document in its decision-making process.®
“he agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.®

Sometimes agency employees or officials may work on agency business from home computers or on other persenal devices, or from nonagency accounts (such as a nonagency email account), creating and storing agency
ecords on those devices or in these accounts. When the records are prepared, owned, used or retained within the scope of the employee’s or official's employment, those records (including emails, texts and other records) were
used" by the agency and relate to the "conduct of government” so they are "public records.”” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property.? If agency property is not subject to
inbridled searches, then neither is the home computer, or personal device or personal account of an agency employee or official. Yet, because the records relating to agency business are "public records,” they are subject to
lisclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees and
sfficials to keep agency-related documents with any retention requirements on home computers or personal devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
:mployee or official to routinely blind carbon copy ("bce”) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees’ or officials’ home
omputers or persenal devices, or in personal accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
ecords were on the agency's computers or in agency-owned devices or accounts. The agency employee or official may be required by the agency to sign an affidavit describing the nature and extent of his or her search for and
)rodu(t\gcn of responsive public records located on a home computer or personal device, or in a nonagency account, and a description of personal records not provided with sufficient facts to show the records are not public
ecords.

Agencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agency could limit or prohibit employees’ and officials’ use of home computers, personal
levices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home computers, personal devices or personal accounts for agency business. The policies should also
Jescribe the obligations of employees and officials for retaining, searching for and producing the agency's public records.'®

Karyna Orcutt
Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | www.sao.wa.gov

From: Jean Markert <jmarkert@Iclib.lib.wa.us>
Sent: Tuesday, April 23, 2024 4:20 PM

To: Fazio, Christine (SAO) <fazioc@sao.wa.gov>
Ce: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Subject: Re: FY 2022 Audit - Additional Resources

External Email

Itwas nice to meet all of you in person yesterday as well, and we truly do appreciate the guidance provided. Thank you for these resources, they are very helpful.

One thing we are currently struggling with is personal versus library issued email and the regulations surrounding using a personal email for board related i Itis my ing that itis not all to use personal emails, but | can't

seem to find the documentation of that anywhere so maybe | am wrong?
Thank you,
Jean

On Tue, Apr 283, 2024 at 12:10 PM Fazio, Christine (SAO) <fazioc@sao.wa.gov> wrote:

HiJean,
It was nice to meet with Susan, Sara and you at the Exit Conferen As we i there are many great resources available on both the SAO and MRSC websites, which can be accessed using the following links:
® Resource Library | Office of the Washington State Auditor
® MRSC-Home
Here are some items specific to this year's audit:
® Open Public Meetings Act: MRSC has a lot of very useful information, which can be found here: MRSC - Open Public Meetings Act Basics. By following this link, you will be able to access even more information about the OPMA, with
summary pages to help the District meet the requirements, some of which can be found by clicking on the following links:
© opma agenc i practice tips.pdf (mr: rg)
© opma_notice practice tips.pdf (mrsc.org)
© OPMA-Agendas-Practice-Tips.pdf (mrsc.org)
o -Mi -Practice-Ti
© opma practice tips.pdf (mrsc.org)
® Segregation of Duties: We also talked a lot about segregation of duties, and how to address when there are only a few employees. The attached guide from the SAO Resource Library (link above) is long, but it gives great examples for
accounts payable, accounts receivable and other key operational areas. See attached above.
® Financial For financial ion, I've attached a copy of one of the checklists found in the SAO Resource Library. | hope this will help when preparing financial statements in the future. See attached above.
® Accounts Payable: Lastly, for accounts payable, I've attached a copy of one of the SAO handouts found in the SAO Resource Library. See attached above.

I hope this information helps. If there are any questions in the future, please don’t hesitate to reach out to either Audit Manager Deena Garza (Deena.Garza@sao.wa.gov) or Audit Supervisor Karyna Orcutt (Karyna.Orcutt@sao.wa.gov).

Thanks again for everything!

Christy
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‘Agency Tilings affecting this sectior
por WAC 44-14-03001

'Public record" defined.

For most public records, the act uses a three-part test to determine if a record is a “public record.” The document must be: A "writing,” containing information "relating to the conduct of government” or the performance
»f any governmental or proprietary function, "prepared, owned, used, or retained” by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Writing. A "public record" can be any writing "regardless of physical form or characteristics.” RCW 42.56.010(3). "Writing" is defined very broadly as: "... handwriting, typewriting, printing, photostating, photographing,
ind every other means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
apes, photographic films and prints, motion picture, film and video recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
nformation may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings.”

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the "conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almost
ill records held by an agency relate to the conduct of government; however, some do not. A purely personal record having absolutely no relation to the conduct of government is not a “public record." Even though a purely
»ersonal record might not be a "public record,” a record of its existence might be if its existence was used for a governmental purpose.2 For example, a record showing the existence of a purely personal email sent by an agency
:mployee on an agency computer would probably be a “public record,” even if the contents of the email itself were not.

(3) "Prepared, owned, used, or retained.” A "public record" is a record "prepared, owned, used, or retained" by an agency. RCW 42.56.010(3).

Arecord can be "used" by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process itis a "public record." For example, if an agency considered technical
pecifications of a public works project and returned the specifications to the contractor in another state, the specifications would be a "public record” because the agency "used" the document n its decision-making process.>
"he agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.5

Sometimes agency employees or officials may work on agency business from home computers or on other personal devices, or from nonagency accounts (such as a nonagency email account), creating and storing agency
‘ecords on those devices or in those accounts. When the records are prepared, owned, used or retained within the scope of the employee’s o official's employment, those records (including emails, texts and other records) were
used” by the agency and relate to the "conduct of government” so they are "public records.” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property. If agency property is not subject to
inbridled searches, then neither is the home computer, or personal device or personal account of an agency employee or official. Yet, because the records relating to agency business are “public records,” they are subject to
fisclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees and
Sfficials to keep agency-related documents with any retention requirements on home computers or personal devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
smployee or official to routinely blind carbon copy (*bcc) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees' or officials’ home
omputers or personal devices, or in personal accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
‘ecords were on the agency's computers or in agency-owned devices or accounts. The agency employee or official may be required by the agency to sign an affidavit describing the nature and extent of his or her search for and
oroduction of responsive publi records located o a home computer or personal device, o in a nonagency account, and a description of persona records not provided with sufficient facts to show the records are not public
ecords.

Agencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agency could limit or prohibit employees' and officials' use of home computers, personal
fevices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home computers, personal devices or personal accounts for agency business. The policies should also
fescribe the obligations of employees and officials for retaining, searching for and producing the agency’s public records.'®









Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Pl 't ibject to public discl per RCW 42.56~
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From: Orcutt, Karyna (SA0)

To: ‘Eazio, Chistine (SAQ)

Subject: RE: FY 2022 Audit - Additional Resources
Date: Wednesday, April 24, 2024 8:18:00 AM
Attachments: imanenn1 nan

image002.00a
imace003 ona

Sure, no problem, | will respond. Thank you!

And Christy, | did want to say that | have really enjoyed working with you during these 5+ years. It has been so great getting to know you and tackling some of these challenging audits with you. And | really have enjoyed getting to know you on a personal level as well. |
wish all the best to you in this new adventure. | am happy you found something you are really excited about!

Karyna Orcutt
Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | www.sa0.wa.gov

From: Fazio, Christine (SAO) <fazioc@sao.wa.gov>
Sent: Wednesday, April 24, 2024 8:14 AM

To: Orcutt, Karyna (SAO) <orcuttk@sa0.wa.gov>
Subject: RE: FY 2022 Audit - Additional Resources

Ican if you'd like, but to help Scott out, | was hoping to spend as much of the day today as | possibly could working on Port of Skagit and SkagitNet, since | really have the history with those two audits.

So if you can, that would be really helpful. If not, | will squeeze it in - just let me know.

Thanks!

Christy Fazio, CPA, MBA

Assistant State Auditor, Office of the Washington State Auditor

Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at sa0.wa.gov/jobs

From: Orcutt, Karyna (SAO) <orcuttk@sao.wa gov>
Sent: Wednesday, April 24, 2024 8:10 AM

To: Fazio, Christine (SAO) <fazioc@sa0.wa gov>
Subject: RE: FY 2022 Audit - Additional Resources

Great observation Christy! | agree thatitis up to them to set policies, however | am sure they are not aware that once they use their personal computers, that device and account are subject to public records requests.
Are you okay responding to Jean?
Karyna Orcutt

Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | wwiw.sa0.wa.gov.

From: Fazio, Christine (SAO) <fazioc@sa0.wa.gov>
Sent: Wednesday, April 24, 2024 8:01 AM

To: Orcutt, Karyna (SAO) <arcuttk@sao wa gov>
Subject: RE: FY 2022 Audit - Additional Resources

I like it!

Ithink the operative words in the WAC are “could” (don’t have to) and “should” (best practice). So, the District could provide a computer or email address, or they could limit personal emails ~ they don’t have to, it's up to the District.

However, | think the part about a personal account becoming public record if used on a work computer is pretty important (and maybe something board members don’t know). The best bet is to have a well written policy, which from the WAC they should have!

Thanks Karyna!

Christy Fazio, CPA, MBA
Assistant State Auditor, Office of the Washington State Auditor

Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at sa0.wa.gov/jobs.

From: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Sent: Tuesday, April 23, 2024 8:28 PM

To: Fazio, Christine (SAO) <fazioc@sao.wa.gov>
Subject: RE: FY 2022 Audit - Additional Resources

Hey Christy
I could not find anything related to them not being able to use personal e-mail, however | believe it is more related to the public records. Here is a WAC that | found that should help: WAC 44-14-03001:

open.

por  WAC 44-14-03001 m

"Public record" defined.

For most public records, the act uses a three-part test to determine if a record is a "public record.” The document must be: A “writing,” containing information "relating to the conduct of government" or the performance
of any governmental or proprietary function, "prepared, owned, used, or retained" by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Writing. A "public record" can be any writing "regardless of physical form or characteristics.” RCW 42.56.010(3). "Writing" is defined very broadly as: handwriting, typewriting, printing, photostating, photographing,
and every other means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
tapes, photographic films and prints, motion picture, film and video recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
information may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings.”

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the "conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almast
all records held by an agency relate to the conduct of government; however, some do not. A purely personal record having absolutely no relation to the conduct of government s not a "public record.” Even though a purely
personal record might not be a "public record,” a record of its existence might be if its existence was used for a governmental purpose.? For example, a record showing the existence of a purely personal email sent by an agengy
employee on an agency computer would probably be a "public record,” even if the contents of the email itself were not.

(3) "Prepared, owned, used, or retained.” A "public record" is a record "prepared, owned, used, or retained” by an agency. RCW 42.56.010(3).

Arecord can be "used” by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process it is a "public record."* For example, if an agency considered technica
specifications of a public works project and returned the specifications to the contractor in another state, the specifications would be a "public record” because the agency "used" the document in its decision-making process.®
The agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.®

Sometimes agency employees or officials may work on agency business from home computers or on other personal devices, or from nonagency accounts (such as a nenagency email account), creating and storing agenc
records on those devices or in those accounts. When the records are prepared, owned, used or retained within the scope of the employee's or official's employment, those records (including emails, texts and other records) wer
"used" by the agency and relate to the "conduct of government" so they are "public records."” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property.® If agency property is not subject to
unbridled searches, then neither is the home computer, or persenal device or personal account of an agency employee or official. Yet, because the records relating to agency business are "public records," they are subject to
disclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees anc
officials to keep agency-related documents with any retention requirements on home computers or personal devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
employee or official to routinely blind carbon copy ("bcc”) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees’ or officials’ home
computers or personal devices, or in personal accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
records were on the agency's computers or in agency-owned devices or accounts. The agency employee or official may be required by the agency to sign an affidavit describing the nature and extent of his or her search for and
product\gon of responsive public records located on a home computer or personal device, or in a nenagency account, and a description of personal records not provided with sufficient facts to show the records are not public
records.

Agencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agency could limit or prohibit employees’ and officials' use of home computers, personal
devices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home computers, personal devices or personal accounts for agency business. The policies should also
describe the obligations of employees and officials for retaining, searching for and producing the agency’s public records.®
Nesesi | Confederaied Tbes o e Crehals Reseniaion v Jahson, 135 1039 734,745, 358 P30 260 (1369)Grossly Imersresing
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por WAC 44-14-03001

"Public record” defined.

For most public records, the act uses a three-part test to determine if a record is a "public record." The document must be: A "writing,” containing information "relating to the conduct of government" or the performance
of any governmental or proprietary function, "prepared, owned, used, or retained" by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Writing. A "public record" can be any writing "regardless of physical form or characteristics.” RCW 42.56.010(3). "Writing" is defined very broadly as: "... handwriting, typewriting, printing, photostating, photographing,
and every other means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
tapes, photographic films and prints, motion picture, film and video recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
information may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings."

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the "conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almost
all records held by an agency relate to the conduct of government; however, some do not. A purely personal record having absolutely no relation to the conduct of government is not a "public record.” Even though a purely
personal record might not be a "public record,” a record of its existence might be if its existence was used for a governmental purpose.2 For example, a record showing the existence of a purely personal email sent by an agenc)
employee on an agency computer would probably be a "public record," even if the contents of the email itself were not.>

(3) "Prepared, owned, used, or retained.” A "public record" is a record "prepared, owned, used, or retained” by an agency. RCW 42.56.010(3).

Arecord can be "used” by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process it is a "public record." For example, if an agency considered technica
specifications of a public works project and returned the specifications to the contractor in another state, the specifications would be a "public record" because the agency "used" the document in its decision-making process.®
The agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.6

Sometimes agency employees or officials may work on agency business from home computers or on other personal devices, or from nonagency accounts (such as a nonagency email account), creating and storing agenc
records on those devices or in those accounts. When the records are prepared, owned, used or retained within the scope of the employees or official's employment, those records (including emails, texts and other records) wer
"used” by the agency and relate to the "conduct of government" so they are "public records."” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property.® If agency property is not subject to
unbridled searches, then neither is the home computer, or [J&FS0R8 device or personal account of an agency employee or official. Yet, because the records relating to agency business are "public records,” they are subject to
disclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees an
officials to keep agency-related documents with any retention requirements on home computers or devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
employee or official to routinely blind carbon copy ("bcc”) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees' or officials’ home
computers or personal devices, or in accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
records were on the agency's computers or n agency-oned devices or accouns. The agency employee or offcial may be required by the agency o sign an afidavit describing the nature and extent of his or her search for anc

production of responsive public records located on a home computer o t, and a description of records not provided with sufficient fa blic

\gencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agen
devices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home e computers, h

describe the obligations of employees and officials for retaining, searching for and producing the agency’s public records.'®
" Confederated Tribes of the Chehalis Reservation v. Johnson, 135 Wn.2d 734, 748, 958 P.2d 260 (1988) (oroadly interpreting

loyees' and officials’ use of home computers, personal
accounts for agency business. The policies should also









Please let me know your thoughts?

Karyna Orcutt
Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | wiww.sa0.wa.gov.

From: Jean Markert <jmarkert@Iclib.lib wa.us>
Sent: Tuesday, April 23, 2024 4:20 PM

azio, Christine (SAO) <fazioc@sao.wa.gov>
Ce: Oreutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Subject: Re: FY 2022 Audit - Additional Resources

External Email

Itwas nice to meet all of you in person yesterday as well, and we truly do appreciate the guidance provided. Thank you for these resources, they are very helpful.

One thing we are currently struggling with is personal versus library issued email and the regulations surrounding using a personal email for board related i Itis my that it is not allowable to use personal emails, but | can't
seem to find the documentation of that anywhere so maybe | am wrong?

Thank you,

Jean

On Tue, Apr 23, 2024 at 12:10 PM Fazio, Christine (SAO) <fazioc@sao.wa.gov> wrote:

HiJean,

Itwas nice to meet with Susan, Sara and you at the Exit C Aswe there are many great resources available on both the SAO and MRSC websites, which can be accessed using the following links:

® Resource Library | Office of the Washington State Auditor
® MRSC-Home

Here are some items specific to this year’s audit:

® Open Public Meetings Act: MRSC has a lot of very useful information, which can be found here: MBSC - Open Public Meetings Act Basics. By following this link, you will be able to access even more information about the OPMA, with
summary pages to help the District meet the requirements, some of which can be found by clicking on the following links:

© opma_agenc: practice tips.pdf (mrsc.org)
© opma notice i practice tips.pdf (mrsc.org)

© OPMA-Agendas-Practice-Tips.pdf (mrsc.org|

o OPMA-M P -Tips.pdf (mrsc.org)

© opma practice tips.pdf (mrsc.org)

* Segregation of Duties: We also talked a ot about segregation of duties, and how to address when there are only a few employees. The attached guide from the SAO Resource Library (link above) is long, but it gives great examples for
accounts payable, accounts receivable and other key operational areas. See attached above.

® Financial For financial p I've attached a copy of one of the checklists found in the SAO Resource Library. | hope this will help when preparing financial statements in the future. See attached above.

® Accounts Payable: Lastly, for accounts payable, I've attached a copy of one of the SAO handouts found in the SAO Resource Library. See attached above.
I hope this information helps. If there are any questions in the future, please don’t hesitate to reach out to either Audit Manager Deena Garza (Deena.Garza@sao.wa.gov) or Audit Supervisor Karyna Orcutt (Karyna.Orcutt@sao.wa.gov).
Thanks again for everything!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per ROW 42.56~
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From: ‘Eazio, Chuistine (SAQ)

To: Orcutt, Karyna (SAQ)

Subject: RE: FY 2022 Audit - Addiional Resources
Date: Wednesday, April 24, 2024 8:13:41 AM
Attachments: imanenn? non

image004.00a
imace05 ona

Ican if you'd like, but to help Scott out, | was hoping to spend as much of the day today as | possibly could working on Port of Skagit and SkagitNet, since | really have the history with those two audits.

So if you can, that would be really helpful. If not, | will squeeze it in - just let me know.

Thanks!

Christy Fazio, CPA, MBA

Assistant State Auditor, Office of the Washington State Auditor

Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.

From: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Sent: Wednesday, April 24, 2024 8:10 AM

azio, Christine (SAO) <fazioc@sao.wa.gov>
Subject: RE: FY 2022 Audit - Additional Resources

Great observation Christy! | agree thatitis up to them to set policies, however | am sure they are not aware that once they use their personal computers, that device and account are subject to public records requests.
Are you okay responding to Jean?
Karyna Orcutt

Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | www.sa0.wa.gov.

From: Fazio, Christine (SAO) <fazioc@sa0.wa.gov>
Sent: Wednesday, April 24, 2024 8:01 AM

To: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Subject: RE: FY 2022 Audit - Additional Resources

like it!
Ithink the operative words in the WAC are “could” (don’t have to) and “should” (best practice). So, the District could provide a computer or email address, or they could limit personal emails ~ they don’t have to, it's up to the District.
However, | think the part about a personal account becoming public record if used on a work computer is pretty important (and maybe something board members don’t know). The best bet is to have a well written policy, which from the WAC they should have!

Thanks Karyna!

Christy Fazio, CPA, MBA

Assistant State Auditor, Office of the Washington State Auditor

Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at s30.wa.gov/jobs

From: Orcutt, Karyna (SAO) <arcuttk@sao wa gov>
Sent: Tuesday, April 23, 2024 8:28 PM

To: Fazio, Christine (SAO) <fazioc@sa0.wa gov>
Subject: RE: FY 2022 Audit - Additional Resources

Hey Christy
I could not find anything related to them not being able to use personal e-mail, however | believe it is more related to the public records. Here is a WAC that | found that should help: WAC 44-14-03001:

apen.
por WAC 44-14-03001

For most public records, the act uses a three-part test to determine if a record is a "public record." The document must be: A "writing," containing information "relating to the conduct of government" or the performance
of any governmental or proprietary function, "prepared, owned, used, or retained" by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Writing. A "public record" can be any writing "regardless of physical form or characteristics.” RCW 42.56.010(3). "Writing" is defined very broadly as: handwriting, typewriting, printing, photostating, photographing,
and every other means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
tapes, photographic films and prints, motion picture, film and video recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
information may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings.”

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the "conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almost
all records held by an agency relate to the conduct of government; however, some do not. A purely persenal record having absolutely no relation to the conduct of governmentis not a "public record.” Even though a purely
personal record might not be a "public record,” a record of its existence might be if its existence was used for a governmental purpose.? For example, a record showing the existence of a purely personal email sent by an agency
employee on an agency computer would probably be a "public record,” even if the contents of the email itself were not.?

(3) "Prepared, owned, used, or retained.” A "public record" is a record “prepared, owned, used, or retained” by an agency. RCW 42.56.010(3).

Arecord can be "used” by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process it is a "public record."* For example, if an agency considered technica
specifications of a public works project and returned the specifications to the contractor in another state, the specifications would be a "public record” because the agency "used" the document in its decision-making process.®
The agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.®

Sometimes agency employees or officials may work on agency business from home computers or on other personal devices, or from nonagency accounts (such as a nenagency email account), creating and storing agenc
records on those devices or in those accounts. When the records are prepared, owned, used or retained within the scope of the employee's or official's employment, those records (including emails, texts and other records) wer
"used" by the agency and relate to the "conduct of government" so they are "public records."” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property.® If agency property is not subject to
unbridled searches, then neither is the home computer, or personal device or personal account of an agency employee or official. Yet, because the records relating to agency business are "public records,” they are subject to
disclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees anc
officials to keep agency-related documents with any retention requirements on home computers or personal devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
employee or official to routinely blind carbon copy ("bcc”) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees’ or officials’ home
computers or personal devices, or in personal accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
records were on the agency's computers or in agency-owned devices or accounts. The agency employee or official may be required by the agency to sign an affidavit describing the nature and extent of his or her search for and
product\gon of responsive public records located on a home computer or personal device, or in a nenagency account, and a description of personal records not provided with sufficient facts to show the records are not public
records.

Agencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agency could limit or prohibit employees’ and officials' use of home computers, personal
devices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home computers, personal devices or personal accounts for agency business. The policies should also
describe the obligations of employees and officials for retaining, searching for and producing the agency’s public records.®
Nesesi | Confederaied Tbes o e Crehals Reseniaion v Jahson, 135 1039 734,745, 358 P30 260 (1369)Grossly Imesresing

"Public record" defined.

Please let me know your thoughts?

Karyna Orcutt
Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | wa.goy

From: Jean Markert <; @I >
Sent: Tuesday, April 23, 2024 4:20 PM

To: Fazio, Christine (SAO) <fazioc@sao.wa.gov>
Ce: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Subject: Re: FY 2022 Audit - Additional Resources
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open.

por WAC 44-14-03001

"Public record” defined.

For most public records, the act uses a three-part test to determine if a record is a "public record." The document must be: A "writing,” containing information "relating to the conduct of government" or the performance
of any governmental or proprietary function, "prepared, owned, used, or retained" by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Writing. A "public record" can be any writing "regardless of physical form or characteristics.” RCW 42.56.010(3). "Writing" is defined very broadly as: "... handwriting, typewriting, printing, photostating, photographing,
and every other means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
tapes, photographic films and prints, motion picture, film and video recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
information may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings."

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the "conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almost
all records held by an agency relate to the conduct of government; however, some do not. A purely personal record having absolutely no relation to the conduct of government is not a "public record.” Even though a purely
personal record might not be a "public record,” a record of its existence might be if its existence was used for a governmental purpose.2 For example, a record showing the existence of a purely personal email sent by an agenc)
employee on an agency computer would probably be a "public record," even if the contents of the email itself were not.>

(3) "Prepared, owned, used, or retained.” A "public record" is a record "prepared, owned, used, or retained” by an agency. RCW 42.56.010(3).

Arecord can be "used” by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process it is a "public record." For example, if an agency considered technica
specifications of a public works project and returned the specifications to the contractor in another state, the specifications would be a "public record" because the agency "used" the document in its decision-making process.®
The agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.6

Sometimes agency employees or officials may work on agency business from home computers or on other personal devices, or from nonagency accounts (such as a nonagency email account), creating and storing agenc
records on those devices or in those accounts. When the records are prepared, owned, used or retained within the scope of the employees or official's employment, those records (including emails, texts and other records) wer
"used” by the agency and relate to the "conduct of government" so they are "public records."” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property.® If agency property is not subject to
unbridled searches, then neither is the home computer, or [J&FS0R8 device or personal account of an agency employee or official. Yet, because the records relating to agency business are "public records,” they are subject to
disclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees an
officials to keep agency-related documents with any retention requirements on home computers or devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
employee or official to routinely blind carbon copy ("bcc”) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees' or officials’ home
computers or personal devices, or in accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
records were on the agency's computers or n agency-oned devices or accouns. The agency employee or offcial may be required by the agency o sign an afidavit describing the nature and extent of his or her search for anc

production of responsive public records located on a home computer o t, and a description of records not provided with sufficient fa blic

\gencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agen
devices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home e computers, h

describe the obligations of employees and officials for retaining, searching for and producing the agency’s public records.'®
" Confederated Tribes of the Chehalis Reservation v. Johnson, 135 Wn.2d 734, 748, 958 P.2d 260 (1988) (oroadly interpreting

loyees' and officials’ use of home computers, personal
accounts for agency business. The policies should also









Itwas nice to meet all of you in person yesterday as well, and we truly do appreciate the guidance provided. Thank you for these resources, they are very helpful.

to use personal emails, but | can't

One thing we are currently struggling with is personal versus library issued email and the regulations surrounding using a personal email for board related i Itis my that itis not
seem to find the documentation of that anywhere so maybe | am wrong?

Thank you,
Jean

On Tue, Apr 23, 2024 at 12:10 PM Fazio, Christine (SAO) <fazioc@sao.wa.gov> wrote:

HiJean,

It was nice to meet with Susan, Sara and you at the Exit Ct . As we mentioned, there are many great resources available on both the SAO and MRSC websites, which can be accessed using the following links:

® Resource Library | Office of the Washington State Auditor
® MRSC - Home

Here are some items specific to this year's audit:
© Open Public Meetings Act: MRSC has a lot of very useful information, which can be found here: MRSC - Open Public Meetings Act Basics. By following this link, you will be able to access even more information about the OPMA, with
summary pages to help the District meet the requirements, some of which can be found by clicking on the following links:

opma_agenc; i practice tips.pdf (mrsc.org)
opma_notice practice tips.pdf (mrsc.org)

OPMA-Minutes-Practice-Tips.pdf (mrsc.org]

opma i practice tips.pdf (mrsc.org)

o0 o0 o0 o0

 Segregation of Duties: We also talked a lot about segregation of duties, and how to address when there are only a few employees. The attached guide from the SAO Resource Library (link above) is long, but it gives great examples for

accounts payable, accounts receivable and other key operational areas. See attached above.

I've attached a copy of one of the checklists found in the SAO Resource Library. | hope this will help when preparing financial statements in the future. See attached above.

® Financial For financial ol

® Accounts Payable: Lastly, for accounts payable, I've attached a copy of one of the SAO handouts found in the SAO Resource Library. See attached above.
| hope this information helps. If there are any questions in the future, please don’t hesitate to reach out to either Audit Manager Deena Garza (Deena.Garza@sao.wa.gov) or Audit Supervisor Karyna Orcutt (Karyna.Orcutt@sao.wa.gov).
Thanks again for everything!

Christy

Christy Fazio, CPA, MBA

Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at

v

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~
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From: Orcutt, Karyna (SA0)

To: ‘Eazio, Chistine (SAQ)

Subject: RE: FY 2022 Audit - Additional Resources
Date: Wednesday, April 24, 2024 8:10:00 AM
Attachments: imanenn1 nan

image002.00a
imace003 ona

Great observation Christy! | agree thatitis up to them to set policies, however | am sure they are not aware that once they use their personal computers, that device and account are subject to public records requests.
Are you okay responding to Jean?
Karyna Orcutt

Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | www.sa0.wa.gov.

From: Fazio, Christine (SAO) <fazioc@sao.wa.gov>
Sent: Wednesday, April 24, 2024 8:01 AM

To: Orcutt, Karyna (SAO) <orcuttk@sa0.wa.gov>
Subject: RE: FY 2022 Audit - Additional Resources

likeit!
Ithink the operative words in the WAC are “could” (don’t have to) and “should” (best practice). So, the District could provide a computer or email address, or they could limit personal emails ~ they don’t have to, it's up to the District.
However, | think the part about a personal account becoming public record if used on a work computer is pretty important (and maybe something board members don’t know). The best bet is to have a well written policy, which from the WAC they should have!

Thanks Karyna!

Christy Fazio, CPA, MBA

Assistant State Auditor, Office of the Washington State Auditor

Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at sa0.wa.gov/jobs

From: Orcutt, Karyna (SAO) <orcuttk@sao.wa gov>
Sent: Tuesday, April 23, 2024 8:28 PM

To: Fazio, Christine (SAO) <fazioc@sa0.wa gov>
Subject: RE: FY 2022 Audit - Additional Resources

Hey Christy
I could not find anything related to them not being able to use personal e-mail, however | believe it is more related to the public records. Here is a WAC that | found that should help: WAC 44-14-03001:

apen.
por WAC 44-14-03001

For most public records, the act uses a three-part test to determine if a record is a "public record." The document must be: A "writing," containing information "relating to the conduct of government" or the performance
of any governmental or proprietary function, "prepared, owned, used, or retained" by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Writing. A "public record" can be any writing "regardless of physical form or characteristics." RCW 42.56.010(3). "Writing" is defined very broadly as: handwriting, typewriting, printing, photostating, photographing,
and every other means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
tapes, photographic films and prints, motion picture, film and video recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
information may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings.”

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the "conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almost
all records held by an agency relate to the conduct of government; however, some do not. A purely persenal record having absolutely no relation to the conduct of governmentis not a "public record.” Even though a purely
personal record might not be a "public record,” a record of its existence might be if its existence was used for a governmental purpose.? For example, a record showing the existence of a purely personal email sent by an agency
employee on an agency computer would probably be a "public record,” even if the contents of the email itself were not.?

(3) "Prepared, owned, used, or retained.” A "public record" is a record “prepared, owned, used, or retained” by an agency. RCW 42.56.010(3).

Arecord can be "used” by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process it is a "public record."* For example, if an agency considered technica
specifications of a public works project and returned the specifications to the contractor in another state, the specifications would be a "public record” because the agency "used" the document in its decision-making process.®
The agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.®

Sometimes agency employees or officials may work on agency business from home computers or on other personal devices, or from nonagency accounts (such as a nenagency email account), creating and storing agenc
records on those devices or in those accounts. When the records are prepared, owned, used or retained within the scope of the employee's or official's employment, those records (including emails, texts and other records) wer
"used" by the agency and relate to the "conduct of government" so they are "public records."” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property.® If agency property is not subject to
unbridled searches, then neither is the home computer, or personal device or personal account of an agency employee or official. Yet, because the records relating to agency business are "public records,” they are subject to
disclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees anc
officials to keep agency-related documents with any retention requirements on home computers or personal devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
employee or official to routinely blind carbon copy ("bcc”) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees’ or officials’ home
computers or personal devices, or in personal accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
records were on the agency's computers or in agency-owned devices or accounts. The agency employee or official may be required by the agency to sign an affidavit describing the nature and extent of his or her search for and
product\gon of responsive public records located on a home computer or personal device, or in a nenagency account, and a description of personal records not provided with sufficient facts to show the records are not public
records.

Agencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agency could limit or prohibit employees’ and officials' use of home computers, personal
devices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home computers, personal devices or personal accounts for agency business. The policies should also
describe the obligations of employees and officials for retaining, searching for and producing the agency’s public records.®
Nesesi | Confederaied Tbes o e Crehals Reseniaion v Jahson, 135 1030 734,745, 358 P30 260 (1369)Grossly Imersresing

"Public record" defined.

Please let me know your thoughts?

Karyna Orcutt
Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | wa.goy

From: Jean Markert <; @I >
: Tuesday, April 23, 2024 4:20 PM

: Fazio, Christine (SAO) <fazioc@sao.wa.gov>
Ce: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Subject: Re: FY 2022 Audit - Additional Resources

External Email

Itwas nice to meet all of you in person yesterday as well, and we truly do appreciate the guidance provided. Thank you for these resources, they are very helpful.

One thing we are currently struggling with is personal versus library issued email and the regulations surrounding using a personal email for board related i Itis my that tis not to use personal emails, but | can't
seem to find the documentation of that anywhere so maybe | am wrong?

Thank you,

Jean

On Tue, Apr 23, 2024 at 12:10 PM Fazio, Christine (SAO) <fazioc@sao.wa.gov> wrote:

HiJean,
It was nice to meet with Susan, Sara and you at the Exit C Aswe i there are many great resources available on both the SAO and MRSC websites, which can be accessed using the following links:
® Resource Library | Office of the Washington State Auditor

® MRSC-Home
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open.

por WAC 44-14-03001

"Public record” defined.

For most public records, the act uses a three-part test to determine if a record is a "public record." The document must be: A "writing,” containing information "relating to the conduct of government" or the performance
of any governmental or proprietary function, "prepared, owned, used, or retained" by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Writing. A "public record" can be any writing "regardless of physical form or characteristics.” RCW 42.56.010(3). "Writing" is defined very broadly as: "... handwriting, typewriting, printing, photostating, photographing,
and every other means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
tapes, photographic films and prints, motion picture, film and video recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
information may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings."

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the "conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almost
all records held by an agency relate to the conduct of government; however, some do not. A purely personal record having absolutely no relation to the conduct of government is not a "public record.” Even though a purely
personal record might not be a "public record,” a record of its existence might be if its existence was used for a governmental purpose.2 For example, a record showing the existence of a purely personal email sent by an agenc)
employee on an agency computer would probably be a "public record," even if the contents of the email itself were not.>

(3) "Prepared, owned, used, or retained.” A "public record" is a record "prepared, owned, used, or retained” by an agency. RCW 42.56.010(3).

Arecord can be "used” by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process it is a "public record." For example, if an agency considered technica
specifications of a public works project and returned the specifications to the contractor in another state, the specifications would be a "public record" because the agency "used" the document in its decision-making process.®
The agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.6

Sometimes agency employees or officials may work on agency business from home computers or on other personal devices, or from nonagency accounts (such as a nonagency email account), creating and storing agenc
records on those devices or in those accounts. When the records are prepared, owned, used or retained within the scope of the employees or official's employment, those records (including emails, texts and other records) wer
"used” by the agency and relate to the "conduct of government" so they are "public records."” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property.® If agency property is not subject to
unbridled searches, then neither is the home computer, or [J&FS0R8 device or personal account of an agency employee or official. Yet, because the records relating to agency business are "public records,” they are subject to
disclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees an
officials to keep agency-related documents with any retention requirements on home computers or devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
employee or official to routinely blind carbon copy ("bcc”) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees' or officials’ home
computers or personal devices, or in accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
records were on the agency's computers or n agency-oned devices or accouns. The agency employee or offcial may be required by the agency o sign an afidavit describing the nature and extent of his or her search for anc

production of responsive public records located on a home computer o t, and a description of records not provided with sufficient fa blic

\gencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agen
devices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home e computers, h

describe the obligations of employees and officials for retaining, searching for and producing the agency’s public records.'®
" Confederated Tribes of the Chehalis Reservation v. Johnson, 135 Wn.2d 734, 748, 958 P.2d 260 (1988) (oroadly interpreting

loyees' and officials’ use of home computers, personal
accounts for agency business. The policies should also









Here are some items specific to this year's audit:

© Open Public Meetings Act: MRSC has a lot of very useful information, which can be found here: MRSC - Open Public Meetings Act Basics. By following this link, you will be able to access even more information about the OPMA, with
summary pages to help the District meet the requirements, some of which can be found by clicking on the following links:

© opma agenc ions_practice tips.pdf (mrsc.org)

© opma_notice practice tips.pdf (mrsc.org)

© OPMA-Agendas-Practice-Tips.pdf (mrsc.org)

© OPMA-Minutes-Practice-Tips.pdf (mrsc.org)

© opma i practice tips.pdf (mrsc.org)

 Segregation of Duties: We also talked a lot about segregation of duties, and how to address when there are only a few employees. The attached guide from the SAO Resource Library (link above) is long, but it gives great examples for
accounts payable, accounts receivable and other key operational areas. See attached above.

® Financial For financial P ion, I've attached a copy of one of the checklists found in the SAO Resource Library. | hope this will help when preparing financial statements in the future. See attached above.

© Accounts Payable: Lastly, for accounts payable, I've attached a copy of one of the SAO handouts found in the SAO Resource Library. See attached above.
| hope this information helps. If there are any questions in the future, please don’t hesitate to reach out to either Audit Manager Deena Garza (Deena.Garza@sao.wa.gov) or Audit Supervisor Karyna Orcutt (Karyna.Orcutt@sao.wa.gov).
Thanks again for everything!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570] Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at

'520.wa.gov/jobs.

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~
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From: ‘Eazio, Chuistine (SAQ)

To: Orcutt, Karyna (SAQ)
Subject: RE: FY 2022 Audit - Addiional Resources
Date: Wednesday, April 24, 2024 8:01:12 AM
Attachments: imanenn? nan

image004.00a

imace05 ona
I like it!

Ithink the operative words in the WAC are “could” (don’t have to) and “should” (best practice). So, the District could provide a computer or email address, or they could limit personal emails ~ they don’t have to, it's up to the District.
However, | think the part about a personal account becoming public record if used on a work computer is pretty important (and maybe something board members don’t know). The best bet is to have a well written policy, which from the WAC they should have!

Thanks Karyna!

Christy Fazio, CPA, MBA

Assistant State Auditor, Office of the Washington State Auditor

Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at

From: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Sent: Tuesday, April 23, 2024 8:28 PM

To: Fazio, Christine (SAO) <fazioc@sao.wa.gov>
Subject: RE: FY 2022 Audit - Additional Resources

Hey Christy
I could not find anything related to them not being able to use personal e-mail, however | believe it is more related to the public records. Here is a WAC that | found that should help: WAC 44-14-03001:

apen.
por WAC 44-14-03001

For most public records, the act uses a three-part test to determine if a record is a "public record." The document must be: A "writing," containing information "relating to the conduct of government" or the performance
of any governmental or proprietary function, "prepared, owned, used, or retained" by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Writing. A "public record" can be any writing "regardless of physical form or characteristics.” RCW 42.56.010(3). "Writing" is defined very broadly as: handwriting, typewriting, printing, photostating, photographing,
and every other means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
tapes, photographic films and prints, metion picture, film and video recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
information may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings.”

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the "conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almost
all records held by an agency relate to the conduct of government; however, some do not. A purely personal record having absolutely no relation to the conduct of governmentis not a "public record.” Even though a purely
personal record might nat be a "public record,” a record of its existence might be if its existence was used for a governmental purpose.2 For example, a record showing the existence of a purely personal email sent by an agenqy
employee on an agency computer would probably be a "public record,” even if the contents of the email itself were not.?

(3) "Prepared, owned, used, or retained.” A "public record" is a record “prepared, owned, used, or retained” by an agency. RCW 42.56.010(3).

Arecord can be "used"” by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process it is a "public record."* For example, if an agency considered technica
specifications of a public works project and returned the specifications to the contractor in another state, the specifications would be a "public record" because the agency "used" the document in its decision-making process.®
The agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.®

Sometimes agency employees or officials may work on agency business from home computers or on other personal devices, or from nonagency accounts (such as a nenagency email account), creating and storing agenc
records on those devices or in those accounts. When the records are prepared, owned, used or retained within the scope of the employee's or official's employment, those records (including emails, texts and other records) wer
"used" by the agency and relate to the "conduct of government” so they are "public records."” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property.2 If agency property is not subject to
unbridled searches, then neither is the home computer, or personal device or personal account of an agency employee or official. Yet, because the records relating to agency business are "public records,” they are subject to
disclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees anc
officials to keep agency-related documents with any retention requirements on home computers or personal devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
employee or official to routinely blind carbon copy ("bee”) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees’ or officials’ home
computers or personal devices, or in personal accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
records were on the agency's computers or in agency-owned devices or accounts. The agency employee or official may be required by the agency to sign an affidavit describing the nature and extent of his or her search for and
produ(t\gon of responsive public records located on a home computer or personal device, or in a nonagency account, and a description of personal records not provided with sufficient facts to show the records are not public
records.

Agencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agency could limit or prohibit employees’ and officials' use of home computers, personal
devices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home computers, personal devices or personal accounts for agency business. The policies should also

describe the obligations of employees and officials for retaining, searching for and producing the agency's public records.'®
Notes: Confederated Tribes of the Chehalis Reservation v Johnson, 135 Win.2d 734, 748, 958 P.2d 260 (1898) {broady interpreting
-
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"Public record” defined.

Please let me know your thoughts?

Karyna Orcutt
Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | www sa0.wa.gov

From: Jean Markert <jmarkert@Icli >
Sent: Tuesday, April 23, 2024 4:20 PM

To: Fazio, Christine (SAO) <fazioc@sao.wa.gov>
Ce: Orcutt, Karyna (SAO) <arcuttk@sao.wa.gov>
Subject: Re: FY 2022 Audit - Additional Resources

External Email

Itwas nice to meet all of you in person yesterday as well, and we truly do appreciate the guidance provided. Thank you for these resources, they are very helpful.

One thing we are currently struggling with is personal versus library issued email and the regulations surrounding using a personal email for board related i Itis my thatitis not to use personal emails, but | can't
seem to find the documentation of that anywhere so maybe | am wrong?

Thank you,

Jean

On Tue, Apr 23, 2024 at 12:10 PM Fazio, Christine (SAO) <fazioc@sao.wa.gov> wrote:

HiJean,

It was nice to meet with Susan, Sara and you at the Exit C: As we mentioned, there are many great resources available on both the SAO and MRSC websites, which can be accessed using the following links:
 Resource Library| Office of the Washington State Auditor
® MRSC-Home
Here are some items specific to this year’s audit:
 Open Public Meetings Act: MRSC has a lot of very useful information, which can be found here: MRSC - Open Public Meetings Act Basics. By following this link, you will be able to access even more information about the OPMA, with
summary pages to help the District meet the requirements, some of which can be found by clicking on the following links:

opma_agenc! i practice tips.pdf (mrsc.org)
opma_notice practice tips.pdf (mrsc.org)

OPMA-Minutes-Practice-Tips.pdf (mrsc.or
opma. icati practice tips.pdf (mrsc.org)

o0 o0 o0 o0

* Segregation of Duties: We also talked a lot about segregation of duties, and how to address when there are only a few employees. The attached guide from the SAO Resource Library (link above) is long, but it gives great examples for
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open.

por WAC 44-14-03001

"Public record” defined.

For most public records, the act uses a three-part test to determine if a record is a "public record." The document must be: A "writing,” containing information "relating to the conduct of government" or the performance
of any governmental or proprietary function, "prepared, owned, used, or retained" by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Writing. A "public record" can be any writing "regardless of physical form or characteristics.” RCW 42.56.010(3). "Writing" is defined very broadly as: "... handwriting, typewriting, printing, photostating, photographing,
and every other means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
tapes, photographic films and prints, motion picture, film and video recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
information may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings."

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the "conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almost
all records held by an agency relate to the conduct of government; however, some do not. A purely personal record having absolutely no relation to the conduct of government is not a "public record.” Even though a purely
personal record might not be a "public record,” a record of its existence might be if its existence was used for a governmental purpose.2 For example, a record showing the existence of a purely personal email sent by an agenc)
employee on an agency computer would probably be a "public record," even if the contents of the email itself were not.>

(3) "Prepared, owned, used, or retained.” A "public record" is a record "prepared, owned, used, or retained” by an agency. RCW 42.56.010(3).

Arecord can be "used” by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process it is a "public record." For example, if an agency considered technica
specifications of a public works project and returned the specifications to the contractor in another state, the specifications would be a "public record" because the agency "used" the document in its decision-making process.®
The agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.6

Sometimes agency employees or officials may work on agency business from home computers or on other personal devices, or from nonagency accounts (such as a nonagency email account), creating and storing agenc
records on those devices or in those accounts. When the records are prepared, owned, used or retained within the scope of the employees or official's employment, those records (including emails, texts and other records) wer
"used” by the agency and relate to the "conduct of government" so they are "public records."” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property.® If agency property is not subject to
unbridled searches, then neither is the home computer, or [J&FS0R8 device or personal account of an agency employee or official. Yet, because the records relating to agency business are "public records,” they are subject to
disclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees an
officials to keep agency-related documents with any retention requirements on home computers or devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
employee or official to routinely blind carbon copy ("bcc”) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees' or officials’ home
computers or personal devices, or in accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
records were on the agency's computers or n agency-oned devices or accouns. The agency employee or offcial may be required by the agency o sign an afidavit describing the nature and extent of his or her search for anc

production of responsive public records located on a home computer o t, and a description of records not provided with sufficient fa blic

\gencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agen
devices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home e computers, h

describe the obligations of employees and officials for retaining, searching for and producing the agency’s public records.'®
" Confederated Tribes of the Chehalis Reservation v. Johnson, 135 Wn.2d 734, 748, 958 P.2d 260 (1988) (oroadly interpreting

loyees' and officials’ use of home computers, personal
accounts for agency business. The policies should also

















accounts payable, accounts receivable and other key operational areas. See attached above.

® Financial For financial ol ion, I've attached a copy of one of the checklists found in the SAO Resource Library. | hope this will help when preparing financial statements in the future. See attached above.

® Accounts Payable: Lastly, for accounts payable, I've attached a copy of one of the SAO handouts found in the SAO Resource Library. See attached above.

| hope this information helps. If there are any questions in the future, please don’t hesitate to reach out to either Audit Manager Deena Garza (Deena.Garza@sao.wa.gov) or Audit Supervisor Karyna Orcutt (Karyna.Orcutt@sao.wa.gov).
Thanks again for everything!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor

Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at
sa0.wa.gov/jobs

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~
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From: Orcutt, Karyna (SA0)

To: Eazio, Christine (SAQ)
Subject: RE: FY 2022 Audit - Additional Resources:
Date: Tuesday, April 23, 2024 8:27:00 PM
Attachments:  imagenn’ ac

imacea0z ona

imacetttona
Hey Christy

I could not find anything related to them not being able to use personal e-mail, however | believe it is more related to the public records. Here is a WAC that | found that should help: WAC 44-14-03001:

apen.
por WAC 44-14-03001

For most public records, the act uses a three-part test to determine if a record is a "public record." The document must be: A "writing," containing information "relating to the conduct of government" or the performance
of any governmental or proprietary function, "prepared, owned, used, or retained" by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Writing. A "public record" can be any writing "regardless of physical form or characteristics.” RCW 42.56.010(3). "Writing" is defined very broadly as: handwriting, typewriting, printing, photostating, photographing,
and every other means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
tapes, photographic films and prints, motion picture, film and video recardings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
information may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings.”

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the "conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almost
all records held by an agency relate to the conduct of government; however, some do not. A purely persenal record having absolutely no relation to the conduct of governmentis not a "public record.” Even though a purely
personal record might not be a "public record,” a record of its existence might be if its existence was used for a governmental purpose.? For example, a record showing the existence of a purely personal email sent by an agency
employee on an agency computer would probably be a "public record,” even if the contents of the email itself were not.?

(3) "Prepared, owned, used, or retained.” A "public record" is a record “prepared, owned, used, or retained” by an agency. RCW 42.56.010(3).

Arecord can be "used” by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process it is a "public record."* For example, if an agency considered technica
specifications of a public works project and returned the specifications to the contractor in another state, the specifications would be a "public record” because the agency "used" the document in its decision-making process.®
The agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.®

Sometimes agency employees or officials may work on agency business from home computers or on other personal devices, or from nonagency accounts (such as a nenagency email account), creating and storing agenc
records on those devices or in those accounts. When the records are prepared, owned, used or retained within the scope of the employee's or official's employment, those records (including emails, texts and other records) wer
"used" by the agency and relate to the "conduct of government” so they are "public records."” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property.2 If agency property is not subject to
unbridled searches, then neither is the home computer, or personal device or personal account of an agency employee or official. Yet, because the records relating to agency business are "public records,” they are subject to
disclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees anc
officials to keep agency-related documents with any retention requirements on home computers or personal devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
employee or official to routinely blind carbon copy ("bee”) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees’ or officials’ home
computers or personal devices, or in personal accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
records were on the agency's computers or in agency-owned devices or accounts. The agency employee or official may be required by the agency to sign an affidavit describing the nature and extent of his or her search for and
produ(t\gon of responsive public records located on a home computer or personal device, or in a nonagency account, and a description of personal records not provided with sufficient facts to show the records are not public
records.

Agencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agency could limit or prohibit employees’ and officials' use of home computers, personal
devices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home computers, personal devices or personal accounts for agency business. The policies should also
describe the obligations of employees and officials for retaining, searching for and producing the agency’s public records.'®
Notes: Confederated Tribes of the Chehalis Reservation v Johnson, 135 Win.2d 734, 748, 958 P.2d 260 (1898) {broady interpreting

- nerinn

"Public record” defined.

Please let me know your thoughts?

Karyna Orcutt
Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | www.sao.wa.gov.

From: Jean Markert <jmarkert@Iclib. lib.wa.us>
Sent: Tuesday, April 23, 2024 4:20 PM

To: Fazio, Christine (SAO) <fazioc@sao.wa.gov>
Ce: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Subject: Re: FY 2022 Audit - Additional Resources

External Email

Itwas nice to meet all of you in person yesterday as well, and we truly do appreciate the guidance provided. Thank you for these resources, they are very helpful.

One thing we are currently struggling with is personal versus library issued email and the regulations surrounding using a personal email for board related information. Itis my understanding that it is not allowable to use personal emails, but | can't
seem to find the documentation of that anywhere so maybe | am wrong?

Thank you,

Jean

On Tue, Apr 23, 2024 at 12:10 PM Fazio, Christine (SAO) <fazioc@sao.wa.gov> wrote:

HiJean,

It was nice to meet with Susan, Sara and you at the Exit C terday. As we i there are many great resources available on both the SAO and MRSC websites, which can be accessed using the following links:

® Resource Library | Office of the Washington State Auditor
® MRSC-Home

Here are some items specific to this year’s audit:

Open Public Meetings Act: MRSC has a lot of very useful information, which can be found here: MRSC - Open Public Meetings Act Basics. By following this link, you will be able to access even more information about the OPMA, with
summary pages to help the District meet the requirements, some of which can be found by clicking on the following links:

o : -
© opma_notice il practice tips.pdf (mrsc.org)

© OPMA-Agendas-Practice-Tips.pdf (mrsc.org]

© OPMA-Mi Practice-Tips.pdf (mrsc.org)

© opma, practice tips.pdf (mrsc.org)

Segregation of Duties: We also talked a lot about segregation of duties, and how to address when there are only a few employees. The attached guide from the SAO Resource Library (link above) is long, but it gives great examples for
accounts payable, accounts receivable and other key operational areas. See attached above.

Financial For financial p I've attached a copy of one of the checklists found in the SAO Resource Library. | hope this will help when preparing financial statements in the future. See attached above.

Accounts Payable: Lastly, for accounts payable, I've attached a copy of one of the SAO handouts found in the SAO Resource Library. See attached above.
I hope this information helps. If there are any questions in the future, please don’t hesitate to reach out to either Audit Manager Deena Garza (Deena.Garza@sao.wa.gov) or Audit Supervisor Karyna Orcutt (Karyna.Orcutt@sao.wa.gov).
Thanks again for everything!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
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open.

por WAC 44-14-03001

"Public record” defined.

For most public records, the act uses a three-part test to determine if a record is a "public record." The document must be: A "writing,” containing information "relating to the conduct of government" or the performance
of any governmental or proprietary function, "prepared, owned, used, or retained" by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Writing. A "public record" can be any writing "regardless of physical form or characteristics.” RCW 42.56.010(3). "Writing" is defined very broadly as: "... handwriting, typewriting, printing, photostating, photographing,
and every other means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
tapes, photographic films and prints, motion picture, film and video recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
information may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings."

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the "conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almost
all records held by an agency relate to the conduct of government; however, some do not. A purely personal record having absolutely no relation to the conduct of government is not a "public record.” Even though a purely
personal record might not be a "public record,” a record of its existence might be if its existence was used for a governmental purpose.2 For example, a record showing the existence of a purely personal email sent by an agenc)
employee on an agency computer would probably be a "public record," even if the contents of the email itself were not.>

(3) "Prepared, owned, used, or retained.” A "public record" is a record "prepared, owned, used, or retained” by an agency. RCW 42.56.010(3).

Arecord can be "used” by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process it is a "public record." For example, if an agency considered technica
specifications of a public works project and returned the specifications to the contractor in another state, the specifications would be a "public record" because the agency "used" the document in its decision-making process.®
The agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.6

Sometimes agency employees or officials may work on agency business from home computers or on other personal devices, or from nonagency accounts (such as a nonagency email account), creating and storing agenc
records on those devices or in those accounts. When the records are prepared, owned, used or retained within the scope of the employees or official's employment, those records (including emails, texts and other records) wer
"used” by the agency and relate to the "conduct of government" so they are "public records."” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property.® If agency property is not subject to
unbridled searches, then neither is the home computer, or [J&FS0R8 device or personal account of an agency employee or official. Yet, because the records relating to agency business are "public records,” they are subject to
disclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees an
officials to keep agency-related documents with any retention requirements on home computers or devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
employee or official to routinely blind carbon copy ("bcc”) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees' or officials’ home
computers or personal devices, or in accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
records were on the agency's computers or n agency-oned devices or accouns. The agency employee or offcial may be required by the agency o sign an afidavit describing the nature and extent of his or her search for anc

production of responsive public records located on a home computer o t, and a description of records not provided with sufficient fa blic

\gencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agen
devices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home e computers, h

describe the obligations of employees and officials for retaining, searching for and producing the agency’s public records.'®
" Confederated Tribes of the Chehalis Reservation v. Johnson, 135 Wn.2d 734, 748, 958 P.2d 260 (1988) (oroadly interpreting

loyees' and officials’ use of home computers, personal
accounts for agency business. The policies should also

























Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at

sao.wa.gov/jobs.

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~
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To: “Jean M

o Fazio, Chritine (SA0)
Subject: RE: FY 2022 Audit - Additional Resources
Date: Monday, November 25, 2024 7:45:24 AM
Attachments: imanet ong

im2ae002.on

ima0e003 ono
Hello Jean,

That's a really good question!

Although | can’t see anything specifically noting that personal e-mails cannot be used for District business, it is important to note that once those accounts and/or devices are used, they are subject to the public record request requirements. Therefore, | would let
the Board members know that and set policies in place to ensure the District is consistent with your practices to be able to know once public request comes in. Here is a relevant WAC that has a lot of great information that you can share with the members of the
Board: WAC 44-14-0300
hope this is helpful. Please let me know if you have any questions.

You will notice verbiage such as “could provide” therefore it is up to the District to set those policies, however if you do choose to have personal accounts involved, then all of these other requirements have to apply to those as well. |

Agency gs affecting this sectior

roF - WAC 44-14-03001

‘Public record" defined.

For most public records, the act uses a three-part test to determine if a record is a "public record.” The document must be: A "writing,” containing information "relating to the conduct of government"” or the performance
»f any governmental or proprietary function, "prepared, owned, used, or retained" by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Wrriting. A "public record" can be any writing "regardless of physical form or characteristics." RCW 42.56.010(3). "Writing" is defined very broadly as: "... handwriting, typewriting, printing, photostating, photographing,
and every other means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
apes, photographic films and prints, motion picture, film and video recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
nformation may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings.”

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the "conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almost
ill records held by an agency relate to the conduct of government; however, some do not. A purely personal record having absolutely no relation to the conduct of government is not a "public record.” Even though a purely
sersonal record might not be a "public record," a record of its existence might be if its existence was used for a governmental purpose.? For example, a record showing the existence of a purely personal email sent by an agency
smployee on an agency computer would probably be a “public record,” even if the contents of the email itself were not.®

(3) "Prepared, owned, used, or retained.” A "public record" is a record "prepared, owned, used, or retained" by an agency. RCW 42.56.010(3)

Arecord can be "used" by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process it is a "public record." For example, if an agency considered technical
ipecifications of a public works project and returned the specifications to the contracter in another state, the specifications would be a "public record" because the agency "used" the document in its decision-making process.®
“he agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.®

Sometimes agency employees or officials may work on agency business from home computers or on other persenal devices, or from nonagency accounts (such as a nonagency email account), creating and storing agency
ecords on those devices or in those accounts. When the records are prepared, owned, used or retained within the scope of the employee's or official's employment, those records (including emails, texts and other records) were
used" by the agency and relate to the "conduct of government" so they are "public records."” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property.? If agency property is not subject to
nbridled searches, then neither is the home computer, or personal device or personal account of an agency employee or official. Yet, because the records relating to agency business are "public records," they are subject to
lisclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees and
sfficials to keep agency-related documents with any retention requirements on home computers or personal devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
smployee or official to routinely blind carbon copy ("bce”) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees’ or officials’ home
omputers or personal devices, or in personal accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
ecords were on the agency's computers or in agency-owned devices or accounts. The agency employee or official may be required by the agency to sign an affidavit describing the nature and extent of his or her search for and
)roductigon of respansive public records located on a home computer or personal device, or in a nonagency account, and a description of personal records not provided with sufficient facts to show the records are not public
ecords.

Agencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agency could limit or prohibit employees’ and officials’ use of home computers, personal
levices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home computers, personal devices or personal accounts for agency business. The policies should also
Jescribe the obligations of employees and officials for retaining, searching for and producing the agency's public records.'®

Karyna Orcutt
Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | www W

From: Jean Markert <jmarkert@clib.lib.wa.us>
Sent: Tuesday, April 23, 2024 4:20 PM

To: Fazio, Christine (SAO) <fazioc@sa0.wa.gov>
Ce: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Subject: Re: FY 2022 Audit - Additional Resources

External Email

Itwas nice to meet all of you in person yesterday as well, and we truly do appreciate the guidance provided. Thank you for these resources, they are very helpful.

One thing we are currently struggling with is personal versus library issued email and the regulations surrounding using a personal email for board related i i Itis my ing that it is not all ble to use personal emails, but | can't
seem to find the documentation of that anywhere so maybe | am wrong?

Thankyou,
Jean

On Tue, Apr 23, 2024 at 12:10 PM Fazio, Christine (SAO) <fazioc@sao.wa.gov> wrote:

HiJean,

It was nice to meet with Susan, Sara and you at the Exit C: As we i there are many great resources available on both the SAO and MRSC websites, which can be accessed using the following links:
® Resource Library| Office of the ington State Auditor
® MRSC-Home

Here are some items specific to this year's audit:

© Open Public Meetings Act: MRSC has a lot of very useful information, which can be found here: MRSC - Open Public Meetings Act Basics. By following this link, you will be able to access even more information about the OPMA, with
summary pages to help the District meet the requirements, some of which can be found by clicking on the following links:

© opma_agency obligations_practice tips.pdf (mrsc.org)
© opma notice requirements_practice tips.pdf (mrsc.org)
o - -Practice-Ti rsc.ory

o ] - 5

o

opma i ications practice tips.pdf (mrsc.org)

o Segregation of Duties: We also talked a lot about segregation of duties, and how to address when there are only a few employees. The attached guide from the SAO Resource Library (link above) is long, but it gives great examples for
accounts payable, accounts receivable and other key operational areas. See attached above.

® Financial For financial ion, I've attached a copy of one of the checklists found in the SAO Resource Library. | hope this will help when preparing financial statements in the future. See attached above.

® Accounts Payable: Lastly, for accounts payable, I've attached a copy of one of the SAO handouts found in the SAO Resource Library. See attached above.

I hope this information helps. If there are any questions in the future, please don’t hesitate to reach out to either Audit Manager Deena Garza (Deena, a.gov) or Audit Sup Karyna Orcutt (Karyna.Orcutt

Thanks again for everything!

Christy
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‘Agency Tilings affecting this sectior
por WAC 44-14-03001

'Public record" defined.

For most public records, the act uses a three-part test to determine if a record is a “public record.” The document must be: A "writing,” containing information "relating to the conduct of government” or the performance
»f any governmental or proprietary function, "prepared, owned, used, or retained” by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Writing. A "public record" can be any writing "regardless of physical form or characteristics.” RCW 42.56.010(3). "Writing" is defined very broadly as: "... handwriting, typewriting, printing, photostating, photographing,
ind every other means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
apes, photographic films and prints, motion picture, film and video recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
nformation may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings.”

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the "conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almost
ill records held by an agency relate to the conduct of government; however, some do not. A purely personal record having absolutely no relation to the conduct of government is not a “public record." Even though a purely
»ersonal record might not be a "public record,” a record of its existence might be if its existence was used for a governmental purpose.2 For example, a record showing the existence of a purely personal email sent by an agency
:mployee on an agency computer would probably be a “public record,” even if the contents of the email itself were not.

(3) "Prepared, owned, used, or retained.” A "public record" is a record "prepared, owned, used, or retained" by an agency. RCW 42.56.010(3).

Arecord can be "used" by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process itis a "public record." For example, if an agency considered technical
pecifications of a public works project and returned the specifications to the contractor in another state, the specifications would be a "public record” because the agency "used" the document n its decision-making process.>
"he agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.5

Sometimes agency employees or officials may work on agency business from home computers or on other personal devices, or from nonagency accounts (such as a nonagency email account), creating and storing agency
‘ecords on those devices or in those accounts. When the records are prepared, owned, used or retained within the scope of the employee’s o official's employment, those records (including emails, texts and other records) were
used” by the agency and relate to the "conduct of government” so they are "public records.” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property. If agency property is not subject to
inbridled searches, then neither is the home computer, or personal device or personal account of an agency employee or official. Yet, because the records relating to agency business are “public records,” they are subject to
fisclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees and
Sfficials to keep agency-related documents with any retention requirements on home computers or personal devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
smployee or official to routinely blind carbon copy (*bcc) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees' or officials’ home
omputers or personal devices, or in personal accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
‘ecords were on the agency's computers or in agency-owned devices or accounts. The agency employee or official may be required by the agency to sign an affidavit describing the nature and extent of his or her search for and
oroduction of responsive publi records located o a home computer or personal device, o in a nonagency account, and a description of persona records not provided with sufficient facts to show the records are not public
ecords.

Agencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agency could limit or prohibit employees' and officials' use of home computers, personal
fevices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home computers, personal devices or personal accounts for agency business. The policies should also
fescribe the obligations of employees and officials for retaining, searching for and producing the agency’s public records.'®









Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570] Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~




https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fprotect-us.mimecast.com%2Fs%2F2vuGCM89YnHjVJKIwrsXq%3Fdomain%3Dsao.wa.gov%2F&data=05%7C02%7Corcuttk%40sao.wa.gov%7C6623daee25cf4555a64a08dc63ebf6ad%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638495113422076045%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=i6e6dvkH0%2BpsTfcktBgQaHi1EXGKolhE%2BAzN8TR2ZsI%3D&reserved=0


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsao.wa.gov%2Fjobs%2F&data=05%7C02%7Corcuttk%40sao.wa.gov%7C6623daee25cf4555a64a08dc63ebf6ad%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638495113422081481%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=qullQY4PBfwF3UfLCIFalzHqKKzwIdfso7PuOD7BSYY%3D&reserved=0







From: Orcutt, Karyna (SAQ)

To: Fazio, Christine (SAQ)
Subject: RE: FY 2022 Audit - La Conner Regional Library Entrance Conference - Monday January 8th at 1:00 pm
Date: Friday, January 5, 2024 9:02:00 AM
Attachments: image002.png
image003.png

Looks great Christy, thank you!

| just bolded the OPMA note so it stands out.

Karyna Orcutt

Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | www.s20.wa.gov

From: Fazio, Christine (SAQ) <fazioc@sao.wa.gov>

Sent: Thursday, January 4, 2024 4:13 PM

To: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>

Subject: FY 2022 Audit - La Conner Regional Library Entrance Conference - Monday January 8th at 1:00
pm

Hi Karyna, the entrance conference is not part of the board’s monthly meeting. | let both Susan and Jean
know if there is a quorum they will have to follow OPMA. Once approved, | will send to board members

and Jean: smacek@Iclib.lib.wa.us; rhancock@]|clib.lib.wa.us; ljames@]|clib.lib.wa.us;
sbanaszak@Iclib.lib.wa.us; schristensen@Iclib.lib.wa.us; jmarkert@I|clib.lib.wa.us. Thanks!

Dear Board of Trustees,

We are pleased to notify you regarding the beginning of our audit of the La Conner Regional Library for
accountability fiscal years 2020, 2021 and 2022. The Office of the State Auditor is committed to
maintaining positive relationships and open communication with the governments we audit. As a
member of the governing body, we believe you should be fully informed about our audit work.
Therefore, we are inviting you to attend a virtual entrance conference we have scheduled with your
staff at 1:00 on Monday, January 8, 2024 using Microsoft Teams.

To attend the meeting, please either join the call using the link below, or dial 1-206-809-2214 from any
telephone number and use conference ID # 784 973 8094.

Microsoft Teams meeting

Join on your computer, mobile app or room device

Click here to join the meeting
Meeting ID: 228 093 915 679

Passcode: LHxL2N
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Download Teams | Join on the web

Or call in (audio only)
+1206-809-2214,,784973809# United States, Seattle
Phone Conference ID: 784 973 809#

Find a local number | Reset PIN

Learn More | Meeting options

At the conference, we will discuss the audit including the timing and cost of the audit. We also ask if you
or staff have any areas of concern that you would like us to include in the scope of our audit, please
bring it to our attention.

After we finish our audit work, we plan to contact you again to invite you to attend an exit conference,
in which we will share the results of the audit. This is an opportunity for you to hear directly from us
about what we found and to ask any questions you may have about the audit process or results.

Please note that if a quorum of board members attend either of these conferences, the District will
be responsible for ensuring requirements of the Open Public Meetings Act are met.

We take very seriously our responsibility of serving citizens by promoting accountability, fiscal integrity
and openness in state and local government. We believe it is critical to citizens and the mission of the
District that we work together as partners in accountability to prevent or constructively resolve issues.

We look forward to meeting with management and the governing body at the entrance conference and
hope to see you there. If you have any questions or matters that you would like to discuss with us, feel
free to contact me at (360) 676-2165 or by email at Christine.Fazio@sao.wa.gov.

Sincerely,

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.
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From: Orcutt, Karyna (SAQ)

To: Fazio, Christine (SAQ); Garza, Deena (SAQ)
Subject: RE: FY 22 Audit - Status Update
Date: Thursday, March 14, 2024 3:36:00 PM
Attachments: image001.png

image002.png

Thank you so much for the update, Christy! | agree that it sounds like they are working on
addressingit. Since itis a citizen concern, what do you think about scheduling a meeting with you,
Deena and | sometime next week to discuss further?

Thank you!

Karyna Orcutt

Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | www.sao.wa.gov

From: Fazio, Christine (SAO) <fazioc@sao.wa.gov>

Sent: Thursday, March 14, 2024 3:01 PM

To: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>; Garza, Deena (SAQO) <garzad @sao.wa.gov>
Subject: FW: FY 22 Audit - Status Update

Hi Deena and Karyna,

Just FYI, Jean called to explain about her not having a librarian’s certificate as required by the
RCW. She said it was discussed in one of the board meetings and the board agreed to hire her
without the certificate, because they wanted to go in a different direction, and see if they might
have better success with a non-Llibrarian. She mentioned she reached out to the State Librarian,
who said she should obtain as soon as she could. She has since been taking classes, and will be
complete in October 2024.

| suggested she provide backup to document the conversation with the State Librarian, but so far |
haven’t received anything. And, as we are all too aware, the District has not been good about
taking adequate minutes. This would have been a really great item to record, including the board’s
consideration, reaching out to the State Librarian, etc. Something else to consider: Jean was the
former board chair, and supposedly left the position to become the interim library director. The
Board then voted to have her stay. Did she also have a vote when making the decision to not have
certificate?

| can add to the LOR, and add as a change to the audit plan. For the level of reporting, what do the
two of you think? | was leaning towards exit, because they need to start following rules and

keeping better documentation! But, | am not set on this (either higher or lower).

Thanks!
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Christy

Christy Fazio, CPA, MBA

Assistant State Auditor, Office of the Washington State Auditor

Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.

From: Fazio, Christine (SAO)

Sent: Wednesday, March 13, 2024 11:32 AM
To: Jean Markert <jmarkert@Iclib.lib.wa.us>
Cc: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Subject: FY 22 Audit - Status Update

HiJean,

We are in the review stage for the District’s findings. Once these have final approval, | will send
copies to you for the District’s response, which will be included in the audit report. With four
findings this will be four separate responses, but once this is complete, we should be able to set
an Exit Conference date.

One other item has arisen concerning whether the District is following RCW 27.04.055,
Qualification of librarian — Rules — Fees:

No library serving a community having over four thousand population, nor any library
operated by the state or under its authority, may have in its employ, in the position of
librarian or in any other full-time professional library position, a person who does not hold
a librarian's certificate issued by the state librarian or its predecessor. A full-time
professional library position, is one that requires, in the opinion of the state librarian, a
knowledge of information resources and library/information service delivery equivalent to
that required for graduation from an accredited library education program. This section
does not apply to the state law library or to county law libraries. The state librarian shall:
(1) Establish rules for, and prescribe and hold examinations to test, the
qualifications of those seeking certificates as librarians;
(2) Grant librarians' certificates without examination to applicants who are
graduates of library schools programs accredited or otherwise officially recognized
by the American library association for general library training, and grant
certificates to other applicants when it has satisfied itself by examination that the
applicant has attainments and abilities equivalent to those of a graduate of a library
school program accredited or otherwise officially recognized by the American
library association; and
(3) Charge a fee to recover the costs associated with the application to be paid by
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each applicant for a librarian's certificate. Money paid as fees shall be retained by
the state library as a recovery of costs.

Can you please confirm whether you and anyone else who is in a full-time professional library
position at the District holds the required librarian’s certificate?

Please feel free to contact me with any questions or concerns. | really appreciate your help during
the audit. The end is nearly in sight!

Thank you!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.
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From: Eazio, Christine (SAQ)

To: Orcutt, Karyna (SAO)

Subject: RE: La Conner Swinomish Library Audit Progress
Date: Wednesday, February 14, 2024 10:44:26 AM
Attachments: image001.png

La Conner Regional Library - Schedule 01 Discrepancies.xlsx

Hi Karyna, can you please review and change as needed? | was hoping to strike a less scary tone,
but might have missed the mark. Thanks!

HiJean,

Your timing is perfect! In fact, | was in the process of writing another email to let you know the
status of the audit. | apologize for the lack of communication these last couple of weeks. | was
pulled away to another project, but we are now wrapping up the District’s audit.

Although these aren’t finalized, here is a brief summary of the concerns we found in the audit:

® Board meetings have not followed the Open Public Meetings Act, which impacts the

public’s ability to know what is occurring at the District.

® The District did not accurately report financial information on the Schedule 01 or Schedule
09. This impacts not only financial statement users who might rely on this information to
make decisions, but also is used by SAO to determine what type of audit to complete.
O Note: I've attached a copy of the District’s Schedule 01 for all three years. I've

highlighted the items that do not coincide with Skagit County information.

® Accounts payable/disbursement controls were not adequate to ensure payments were only
made for legitimate purposes. This includes the exposure that theft sensitive assets (such

as computers) might be lost or stolen, without the District’s knowledge.

® The District did not maintain adequate documentation to show the new library building

project followed bidding and procurement requirements.
We will be finalizing the recommendations in the next week, which Karyna and | will discuss with
you prior to moving forward. Once this is complete, we will then prepare the audit report and hold
the exit conference. Our hope is to have all complete by mid-March.
Please feel free to reach out with any questions.

Thank you!

Christy

Christy Fazio, CPA, MBA
Audit Lead
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Schedule01 - 2022



				La Conner Rural Partial County Library District



				Schedule 01



				For the year ended December 31, 2022



								MCAG				Fund #				Fund Name				BARS Account				BARS Name				Amount				Auditor Comments



								0454				001				General				3083100				Restricted Cash and Investments - Beginning				$0



								0454				001				General				3084100				Committed Cash and Investments - Beginning				$0



								0454				001				General				3085100				Assigned Cash and Investments - Beginning				$0



								0454				001				General				3089100				Unassigned Cash and Investments - Beginning				$339,164				Based on Treasurer reports, this doesn't include capital cash accounts. Doesn't tie to prior year ending balance.



								0454				001				General				3111000				Property Tax				$301,482



								0454				001				General				3370000				Local Grants, Entitlements and Other Payments				$30,567



								0454				001				General				3472000				Library Services				$250



								0454				001				General				3670000				Contributions and Donations from Nongovernmental Sources				$13,600				Does this include private donations to support the building project?



								0454				001				General				3340420				State Grant from Department of Commerce				$2,154,200				Is this the first year the District received funds from Department of Commerce?  Building project was $3M.



								0454				001				General				5721010				Administration				$133,169



								0454				001				General				5721020				Administration				$41,400



								0454				001				General				5721030				Administration				$4,589



								0454				001				General				5721040				Administration				$41,400



								0454				001				General				5722010				Library Services				$119,573



								0454				001				General				5722020				Library Services				$3,671



								0454				001				General				5722030				Library Services				$31,820



								0454				001				General				5722040				Library Services				$13,434



								0454				001				General				5724030				Training				$2,827



								0454				001				General				5724040				Training				$1,300



								0454				001				General				5725040				Facilities				$11,467



								0454				001				General				5083100				Restricted Cash and Investments - Ending				$0



								0454				001				General				5084100				Committed Cash and Investments - Ending				$0



								0454				001				General				5085100				Assigned Cash and Investments - Ending				$0



								0454				001				General				5089100				Unassigned Cash and Investments - Ending				$380,257				Based on Treasurer reports, this doesn't include capital cash accounts. Missing approximately $127K.



								0454				001				General				3821000				Refundable Deposits				$8,217



								0454				001				General				3881000				Prior Period Adjustment(s)				$75,907



								0454				001				General				5917270				Debt Repayment - Libraries				$0



								0454				001				General				5927280				Interest and Other Debt Service Cost - Libraries				$74,287



								0454				001				General				5947260				Capital Expenditures/Expenses - Libraries				$2,065,158				Building complete in 2022. First year to show expenses, even though the project has been ongoing since 2020.











Schedule01 - 2021



				La Conner Rural Partial County Library District



				Schedule 01



				For the year ended December 31, 2021



								MCAG				Fund #				Fund Name				BARS Account				BARS Name				Amount				Auditor Comments



								0454				001				General				3083100				Restricted Cash and Investments - Beginning				$0



								0454				001				General				3084100				Committed Cash and Investments - Beginning				$0



								0454				001				General				3085100				Assigned Cash and Investments - Beginning				$0



								0454				001				General				3089100				Unassigned Cash and Investments - Beginning				$286,468				Does not include capital account. From County statements, this totals $629,789.



								0454				001				General				3111000				Property Tax				$280,683



																																Were there non-governmental donations or Dept of Commerce grant funds? Nothing reported



								0454				001				General				5721010				Administration				$102,275



								0454				001				General				5721020				Administration				$27,959



								0454				001				General				5721030				Administration				$11,320



								0454				001				General				5721040				Administration				$38,340



								0454				001				General				5722010				Library Services				$79,185



								0454				001				General				5722020				Library Services				$21,931



								0454				001				General				5722030				Library Services				$14,204



								0454				001				General				5722040				Library Services				$6,600



								0454				001				General				5724010				Training				$979



								0454				001				General				5724020				Training				$1,101



								0454				001				General				5083100				Restricted Cash and Investments - Ending				$0



								0454				001				General				5084100				Committed Cash and Investments - Ending				$0



								0454				001				General				5085100				Assigned Cash and Investments - Ending				$0



								0454				001				General				5089100				Unassigned Cash and Investments - Ending				$263,257				Does not include capital cash account. From County statements, this is $672,586.



								0454				001				General				5917270				Debt Repayment - Libraries				$0



								0454				001				General				5947260				Capital Expenditures/Expenses - Libraries				$0				The project began in 2020, with most completed in 2022. We would expect this to include 2021 capital expenditures











Schedule01 - 2020



				La Conner Rural Partial County Library District



				Schedule 01



				For the year ended December 31, 2020



								MCAG				Fund #				Fund Name				BARS Account				BARS Name				Amount				Auditor Comments



								0454				001				General				3083100				Restricted Cash and Investments - Beginning				$0



								0454				001				General				3084100				Committed Cash and Investments - Beginning				$0



								0454				001				General				3085100				Assigned Cash and Investments - Beginning				$0



								0454				001				General				3089100				Unassigned Cash and Investments - Beginning				$264,293				Does this include capital cash accounts?



								0454				001				General				3111000				Property Tax				$273,950



								0454				001				General				3370000				Local Grants, Entitlements and Other Payments				$9,851



																																Were there non-governmental donations or Dept of Commerce grant funds? Nothing reported



								0454				001				General				3472000				Library Services				$40,804



								0454				001				General				3611000				Investment Earnings				$1,463



								0454				001				General				5721010				Administration				$102,275



								0454				001				General				5721020				Administration				$27,959



								0454				001				General				5721030				Administration				$11,320



								0454				001				General				5721040				Administration				$38,340



								0454				001				General				5722010				Library Services				$79,185



								0454				001				General				5722020				Library Services				$21,931



								0454				001				General				5722030				Library Services				$14,204



								0454				001				General				5722040				Library Services				$6,600



								0454				001				General				5724040				Training				$979



								0454				001				General				5725040				Facilities				$1,101



								0454				001				General				5083100				Restricted Cash and Investments - Ending				$0



								0454				001				General				5084100				Committed Cash and Investments - Ending				$0



								0454				001				General				5085100				Assigned Cash and Investments - Ending				$0



								0454				001				General				5089100				Unassigned Cash and Investments - Ending				$286,468				Does not include capital account. From County statements, this totals $629,789.



								0454				001				General				5917270				Debt Repayment - Libraries				$0



								0454				001				General				5947260				Capital Expenditures/Expenses - Libraries				$0				We noted expenditures for architecture and planning services. Are these recorded above?














Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>
Sent: Wednesday, February 14, 2024 9:18 AM

To: Fazio, Christine (SAO) <fazioc@sao.wa.gov>
Subject: La Conner Swinomish Library Audit Progress

External Email

Good Morning, Christy,

I was in and out of the office last week, so | am reaching out to see where we are in the audit
process.

Do you need anything from me?

Jean Markert, Director

La Conner Swinomish Library
360-549-3043
jmarkert@lclib.lib.wa.us
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From: Orcutt, Karyna (SAQ)

To: Fazio, Christine (SAQ)
Subject: RE: La Conner Swinomish Library Audit Progress
Date: Wednesday, February 14, 2024 11:09:00 AM
Attachments: image002.png

image003.png

This looks good, Christy! | like how you are giving her an overview. One minor thing to maybe add
at the end is to say we will have another meeting to discuss these items in more detail once we
have the reporting levels approved, but up to you.

Thank you!

Karyna Orcutt

Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | www.sao.wa.gov

From: Fazio, Christine (SAO) <fazioc@sao.wa.gov>

Sent: Wednesday, February 14, 2024 10:44 AM

To: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Subject: RE: La Conner Swinomish Library Audit Progress

Hi Karyna, can you please review and change as needed? | was hoping to strike a less scary tone,
but might have missed the mark. Thanks!

HiJean,

Your timing is perfect! In fact, | was in the process of writing another email to let you know the
status of the audit. | apologize for the lack of communication these last couple of weeks. | was
pulled away to another project, but we are now wrapping up the District’s audit.

Although these aren’t finalized, here is a brief summary of the concerns we found in the audit:

® Board meetings have not followed the Open Public Meetings Act, which impacts the

public’s ability to know what is occurring at the District.

® The District did not accurately report financial information on the Schedule 01 or Schedule
09. This impacts not only financial statement users who might rely on this information to
make decisions, but also is used by SAO to determine what type of audit to complete.
O Note: I've attached a copy of the District’s Schedule 01 for all three years. I've

highlighted the items that do not coincide with Skagit County information.

® Accounts payable/disbursement controls were not adequate to ensure payments were only
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made for legitimate purposes. This includes the exposure that theft sensitive assets (such
as computers) might be lost or stolen, without the District’s knowledge.

® The District did not maintain adequate documentation to show the new library building

project followed bidding and procurement requirements.

We will be finalizing the recommendations in the next week, which Karyna and | will discuss with
you prior to moving forward. Once this is complete, we will then prepare the audit report and hold
the exit conference. Our hope is to have all complete by mid-March.

Please feel free to reach out with any questions.
Thank you!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>
Sent: Wednesday, February 14, 2024 9:18 AM

To: Fazio, Christine (SAQ) <fazioc@sao.wa.gov>
Subject: La Conner Swinomish Library Audit Progress

External Email

Good Morning, Christy,

I was in and out of the office last week, so | am reaching out to see where we are in the audit
process.

Do you need anything from me?

Jean Markert, Director
La Conner Swinomish Library
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From: Orcutt, Karyna (SAQ)

To: Eazio, Christine (SA
Subject: RE: Meeting Request - Financial Condition and Library Project
Date: Thursday, January 25, 2024 3:36:00 PM
Attachments: image001.png
image002.png

Thanks for the update Christy! Were these the ones the prior director purchased?

Karyna Orcutt
Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | www.sa0.wa.gov

From: Fazio, Christine (SAQ) <fazioc@sao.wa.gov>

Sent: Thursday, January 25, 2024 1:32 PM

To: Orcutt, Karyna (SAQ) <orcuttk@sao.wa.gov>

Subject: FW: Meeting Request - Financial Condition and Library Project

Well, this isn’t great — see message below. They are missing an entire computer setup. | will check to
see what the values are for each of these items, who purchased them, and then add to disbursements
and follow up issues.

Thanks, and hope you are feeling better today!

Christy Fazio, CPA, MBA

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>
Sent: Thursday, January 25, 2024 12:19 PM

To: Fazio, Christine (SAQ) <fazioc@sao.wa.gov>

Subject: Re: Meeting Request - Financial Condition and Library Project

External Email
Hi Christy
| have located most of the items on the purchase list, the photos are attached. |see onthe list

there is a scanner and a barcode scanner, is that a mistype or are they two separate things?
| can not locate the following items:
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Acer Nitro Gaming Laptop
Docking station
127" IPS monitor

On Wed, Jan 24, 2024 at 2:14 PM Fazio, Christine (SAQO) <fazioc@sao.wa.gov> wrote:

Hi Jean,

While we wait for our meeting, | wanted to add a few more details to the equipment purchases list. |
took a closer look at Jared’s purchases on 8/20/2020. Itincluded the following:

e 1-ASUS M15 gaming computer at $1499.99 plus tax

e 2-LG 27inch IPS monitors at $429.99 plus tax

e 1-LG 27inch IPS monitors at $379.99 plus tax (it looks like this one was located)

e Docking station at $99.99 plus tax

Reviewing the existing list plus items listed above, here are the items that still need to be located:

ASUS M15 gaming computer at $1499.99 plus tax
2 LG 27inch IPS monitors at $429.99 plus tax
Docking station at $99.99 plus tax

Laser jet printer

Scanner

Monitors

Acer Nitro gaming laptop

Barcode scanner

Thermal Receipt printer

APC network UPS

CyberPower LCD UPS System and other associated computer items

Nikkor 35 mm fixed lens zoom camera
Thanks!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.
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From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, January 24, 2024 1:11 PM

To: Fazio, Christine (SAQ) <fazioc@sao.wa.gov>

Subject: Re: Meeting Request - Financial Condition and Library Project

External Email

How about 2:45

On Wed, Jan 24, 2024 at 12:36 PM Fazio, Christine (SAQO) <fazioc@sao.wa.gov> wrote:

Hi Jean,

I was hoping to meet with you some time today to discuss the District’s financial condition. |
am currently available all afternoon until 4:30, so please feel free to suggest a time to meet
and | will send a Teams appointment request.

We can also use this time to discuss the library project, and hopefully answer questions you
mentioned earlier in the week.

Thank you!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at

sao.wa.gov/jobs.

Jean Markert, Director
La Conner Swinomish Library
360-466-3352
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Jean Markert, Director
La Conner Swinomish Library
360-466-3352









From: Eazio, Christine (SAQ)

To: Orcutt, Karyna (SAQ)
Subject: RE: Meeting Request - Financial Condition and Library Project
Date: Thursday, January 25, 2024 3:40:03 PM
Attachments: image002.png
image003.png

It’s trickier than that! Prior director’s credit card was used, with items shipped to Mat Wend’s house
(Mat did not have credit card authority). This was part of a very large Amazon purchase. Jean was able

to find most of the items.

Christy Fazio, CPA, MBA
Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.

From: Orcutt, Karyna (SAQ) <orcuttk@sao.wa.gov>

Sent: Thursday, January 25, 2024 3:36 PM

To: Fazio, Christine (SAQ) <fazioc@sao.wa.gov>

Subject: RE: Meeting Request - Financial Condition and Library Project

Thanks for the update Christy! Were these the ones the prior director purchased?

Karyna Orcutt
Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | www.sa0.wa.gov

From: Fazio, Christine (SAO) <fazioc@sao.wa.gov>

Sent: Thursday, January 25, 2024 1:32 PM

To: Orcutt, Karyna (SAQ) <orcuttk@sao.wa.gov>

Subject: FW: Meeting Request - Financial Condition and Library Project

Well, this isn’t great — see message below. They are missing an entire computer setup. | will check to
see what the values are for each of these items, who purchased them, and then add to disbursements

and follow up issues.

Thanks, and hope you are feeling better today!

Christy Fazio, CPA, MBA

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.
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From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Thursday, January 25, 2024 12:19 PM

To: Fazio, Christine (SAQ) <fazioc@sao.wa.gov>

Subject: Re: Meeting Request - Financial Condition and Library Project

External Email

Hi Christy

| have located most of the items on the purchase list, the photos are attached. |see onthe list
there is a scanner and a barcode scanner, is that a mistype or are they two separate things?
| can not locate the following items:

Acer Nitro Gaming Laptop
Docking station
127" IPS monitor

On Wed, Jan 24, 2024 at 2:14 PM Fazio, Christine (SAO) <fazioc@sao.wa.gov> wrote:

HiJean,

While we wait for our meeting, | wanted to add a few more details to the equipment purchases list. |
took a closer look at Jared’s purchases on 8/20/2020. Itincluded the following:

e 1-ASUS M15 gaming computer at $1499.99 plus tax

e 2-LG 27inch IPS monitors at $429.99 plus tax

e 1-LG 27inch IPS monitors at $379.99 plus tax (it looks like this one was located)

¢ Docking station at $99.99 plus tax

Reviewing the existing list plus items listed above, here are the items that still need to be located:

ASUS M15 gaming computer at $1499.99 plus tax
2 LG 27inch IPS monitors at $429.99 plus tax
Docking station at $99.99 plus tax

Laser jet printer

Scanner

Monitors

Acer Nitro gaming laptop

Barcode scanner

Thermal Receipt printer
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® APC network UPS
® (CyberPower LCD UPS System and other associated computer items

® Nikkor 35 mm fixed lens zoom camera

Thanks!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at sao.wa.gov/jobs.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, January 24, 2024 1:11 PM

To: Fazio, Christine (SAO) <fazioc@sao.wa.gov>

Subject: Re: Meeting Request - Financial Condition and Library Project

External Email

How about 2:45

On Wed, Jan 24, 2024 at 12:36 PM Fazio, Christine (SAQO) <fazioc@sao.wa.gov> wrote:

Hi Jean,

| was hoping to meet with you some time today to discuss the District’s financial condition. |
am currently available all afternoon until 4:30, so please feel free to suggest a time to meet

and I will send a Teams appointment request.

We can also use this time to discuss the library project, and hopefully answer questions you
mentioned earlier in the week.

Thank you!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
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Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers
Help us continue moving the #GoodGovernment needle. Apply at

sao.wa.gov/jobs.

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

Jean Markert, Director
La Conner Swinomish Library
360-466-3352
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From: Friesner, Rachael (SAQ)

To: Agquilar, Tamara (SAQ); SAO DL APP EIS Updates

Subject: RE: Online Filing request from La Conner Rural Partial County Library District
Date: Tuesday, March 5, 2024 2:15:25 PM

Attachments: image001.png

This has been updated, thank youl!

Rachael Friesner

Billing Officer, Office of the Washington State Auditor
(564) 999-0933 |Pronouns: [she, her, hers]

We are hiring! Go to sao.wa.gov/jobs to see our openings

From: Aguilar, Tamara (SAO) <tamara.aguilar@sao.wa.gov>

Sent: Tuesday, March 5, 2024 12:45 PM

To: SAO DL APP EIS Updates <SAODLAPPEISUpdates@sao.wa.gov>

Subject: FW: Online Filing request from La Conner Rural Partial County Library District

Please see updated address for MCAG 0454
Thank you!

Tamara Aguilar
Program Specialist, Office of the Washington State Auditor
WWW.S30.Wa.gov

From: Pat McCarthy, State Auditor <WAStateAuditorSubscriptions@sao.wa.gov>
Sent: Tuesday, March 5, 2024 9:56 AM

To: Pat McCarthy, State Auditor <WAStateAuditorSubscriptions@sao.wa.gov>; 150
<jmarkert@I|clib.lib.wa.us>

Subject: Online Filing request from La Conner Rural Partial County Library District

Jean Markert is requesting updates to their government information.

Their message:
'We need to update the library address, our new address is 520 Morris Street/PO Box 370

La Conner, WA 98257'
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From: Vandenburg, Vivian (SAQ)

To: Jean Markert

Subject: RE: sk treasurer report

Date: Thursday, May 30, 2024 9:22:00 AM
Attachments: image001.pna

I hope things went well!

The fee appears to be $125 for members and $175 for non-members. To my understanding, there
is no price difference in the virtual vs in-person class that is hosted. The in-person class is hosted
at various locations throughout the state. Keep an eye on that page | sent you, it’ll be updated
when there is a confirmed location for the remaining cash basis class.

I hope this helps!
-Vivian

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Thursday, May 30, 2024 9:09 AM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Thank you Vivian,

You were very helpful yesterday. | am definitely going to take advantage of the BARS
training, do you happen to know what the fee is for the class? | need to make sure to putitin
my training budget.

I will also work with our county staff, they are awesome and always super helpful.

Have a great day and thank you again.

Jean

On Thu, May 30, 2024 at 6:15 AM Vandenburg, Vivian (SAQ)
<vivian.vandenburg@sao.wa.gov> wrote:

Jean,

We generally do a BARS training —it’s a full day, and sometimes in person but mostly online,
that | would encourage you to keep an eye out for. You do have to pay for that training, but we
talk about the Schedule 01 and BARS coding in detail during that training. | do think we are in the
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works of planning one more before the fiscal year is over but it doesn’t look like they have it
posted online yet. The training is hosted by another association, here is their page to keep track

of when the trainings are available: Non-Conference Education - Washington Finance
Officers Association (wfoa.org).

Another thing you might find helpful is the document | have attached. While it is dated, and uses
the OLD reports that Skagit Co. used to produce for their junior taxing districts, | do think there
are SOME similarities in the reports that you provided to me yesterday so hopefully you can use
this. It’s a crosswalk essentially from the County reports to the Schedule 01. If you can meet
with the County and have them assist in translating the old reports to the new reports, | think
this resource may be very helpful.

Be reminded that as you learn more and BEFORE the next audit starts, you can go in and make
adjustments to the Schedule 01 as many times as you need!! You just have to log in and unlock
the report.

| hope this helps! Let me know if you have any questions on the information | shared above!

Vivian Vandenburg, MPAcc

Assistant Audit Manager, Office of the Washington State Auditor
(509) 606-8499 | www.sa0.wa.gov

Discover BARS training, workshops and more for governments.

Disclaimer: Answers are provided for informational purposes only and are based on the specific facts
and circumstances described in the request. As laws and circumstances change or additional facts are
presented, our answers are subject to change.

This information does not represent prescriptive guidance, legal advice, an audit recommendation, or
audit assurance. It does not relieve governments of their responsibilities to assess risks, design

appropriate controls, and make management decisions.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 6:29 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Thank you again for your help today, it was much appreciated and | wish | had reached out
earlier. |do have a question, | have looked at the training online, but am still very unsure
how to get all the numbers correct on my report. Is there more training specific to the
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schedule 017 | really want to make sure | don't get in the same panic next year.

Thank you

Jean

On Wed, May 29, 2024 at 5:45 PM Jean Markert <jmarkert@lIclib.lib.wa.us> wrote:

No Worries, | can figure it out.

Thanks

On Wed, May 29, 2024 at 4:04 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Ah, in looking at what was uploaded, | should have clarified that only the column under
‘Amount — Auditor’ is what | could trace from the Skagit reports to the Schedule 01. The
other balances | did not bring forward as | was unable to identify where they came from or if
they should have belonged on the Schedule 01 in the first place. Sorry | didn’t clarify that
earlier.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:36 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

| just uploaded the corrected numbers and it still shows 6,000 and some odd number
off. Not sure what to do. | have to step out of my office for about 40 min but I will
check back as soon as | return.

On Wed, May 29, 2024 at 3:20 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Got it fixed for ya! The reduction was just in the wrong column.

If you want to save that for future years so you can see this update/save what | did, feel
free to go to the Schedule 09 page and download the report there!

From: Jean Markert <jmarkert@Iclib.lib.wa.us>
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Sent: Wednesday, May 29, 2024 3:18 PM
To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Thank you. One more question, on the schedule 09, | do have a red flag, does that
keep me from submitting the report? itis because the numbers were incorrectly
reported last year.

On Wed, May 29, 2024 at 3:15 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

| see so, I’'m attaching my summarized thoughts based on the reports you sent me.
It does look like the expenditures and revenues have been broken down further than
what | was able to identify, which is great for you to provide! | just wasn’t able to track

those so my numbers aren’t as detailed as yours.

| think it’s a rough up of what would be reported and hope it helps.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:11 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Temporary investments is our investment fund with the county either LGIP or
SKIP, the account is the same the name changed

On Wed, May 29, 2024 at 2:54 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

So I think I’'m getting close...

It doesn’t look like ‘temporary investments’ line has been included previously. Can
you remind me what this is?

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 2:20 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report
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External Email

Hi Vivian,

Here is another report that may be helpful to you itis a list of all transactions
for 2023

On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email

Jean Markert, Director

La Conner Swinomish Library
360-549-3043
jmarkert@lclib.lib.wa.us

~Please note my incoming/outgoing email messages are subject to public disclosure
requirements per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352
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~Please note my incoming/outgoing email messages are subject to public disclosure
requirements per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements
per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~







Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~









From: Vandenburg, Vivian (SAQ)

To: Jean Markert

Subject: RE: sk treasurer report

Date: Thursday, May 30, 2024 6:15:00 AM

Attachments: Pages from Skaait Co Packet.pdf
image001.png

Jean,

We generally do a BARS training — it’s a full day, and sometimes in person but mostly online,
that | would encourage you to keep an eye out for. You do have to pay for that training, but we
talk about the Schedule 01 and BARS coding in detail during that training. | do think we are in the
works of planning one more before the fiscal year is over but it doesn’t look like they have it
posted online yet. The training is hosted by another association, here is their page to keep track

of when the trainings are available: Non-Conference Education - Washington Finance
Officers Association (wfoa.org).

Another thing you might find helpfulis the document | have attached. While it is dated, and uses
the OLD reports that Skagit Co. used to produce for their junior taxing districts, | do think there
are SOME similarities in the reports that you provided to me yesterday so hopefully you can use
this. It’s a crosswalk essentially from the County reports to the Schedule 01. If you can meet
with the County and have them assist in translating the old reports to the new reports, | think
this resource may be very helpful.

Be reminded that as you learn more and BEFORE the next audit starts, you can go in and make
adjustments to the Schedule 01 as many times as you need!! You just have to log in and unlock
the report.

| hope this helps! Let me know if you have any questions on the information | shared above!

Vivian Vandenburg, MPAcc

Assistant Audit Manager, Office of the Washington State Auditor
(509) 606-8499 | www.sao.wa.gov

Discover BARS training, workshops and more for governments.

Disclaimer: Answers are provided for informational purposes only and are based on the specific facts
and circumstances described in the request. As laws and circumstances change or additional facts are
presented, our answers are subject to change.

This information does not represent prescriptive guidance, legal advice, an audit recommendation, or
audit assurance. It does not relieve governments of their responsibilities to assess risks, design

appropriate controls, and make management decisions.
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SKAGIT COUNTY JR DISTRICTS
BALANCE SHEET

[lear end 2(119

Beginning Balance

DESCRIPTION
Fnd F FIRE PD GUEMES ISLAND
Sub 001 FIRE DISTIRCT
Typ 001 ASSETS
Obj 111 CASH AND CASH EQUIVALENTS
Obj 118 TEMPORARY INVESTMENTS
Obj 121 TAXES RECEIVABLE (NET)
Typ 002 LIABILITIES & FUND EQUITY
Obj 213 ACCOUNTS/VOUCHERS PAYABLE
Obj 257 DEFERRED REVENUE
Obj 287 UNRESERVED FUND BALANCE
Sub 003 F. GUEMES CAPITAL FUND
Typ 001 ASSETS
Obj 111 CASH AND CASH EQUIVALENTS
Obj 118 TEMPORARY INVESTMENTS
Typ 002 LIABILITIES & FUND EQUITY
Obj 287 UNRESERVED FUND BALANCE
Sub- 020 BOND
Typ 002 LIABILITIES & FUND EQUITY
Obj 287 UNRESERVED FUND BALANCE

GUEMES ISLAND

BEGINNING CURRENT CURRENT ENDING
BALANCE DEBITS CREDITS BALANCE
35,692.07 197,323.12 179,329.49- 53,685.70
41,334.62 41,382.27
I : 2,739.53 157,527.96 156,656.15~ 3,611.34
8,598.44- 93,014.51 84,416.07-
2,739.53- 56,656.15 157,527.96- 3,611.34-
187,018.80~- 187,018.80-
50,000.00 17,334.12 29,801.37- 37,532.75
35,110.25 7,334.12 42,444.37
110.25- 110.25-
33,590.55 33,590.55

Part of Beginning Balance

Part of Ending Balance

Ending Balance, but
adjustments need to be
made

Adjustments that may or may not need to be done:

\

(Revenues - (receivables (debits) - receivables (credits))

(Revenues - (receivables (debits) - receivables (éredits))

(Expenditures - (payables (credits) - payables (debits))

(Expenditures - (payables (credits) - payables (debits))

Difference between receivable and payable will be the variance and reason why you may receive a red

flag regarding footing. The following adjustments may or may not be needed to have the Schedule
01 foot:

If current debits are greater then credits for receivables, then we have revenues that are overstated
If current credits are greater then debits for receivables, then we have revenues that are understated
If current credits are greater then debits for payables, then we have expenditures that are overstated

If current credits are greater then debits for payables, then we have expenditures that are overstated
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 Ending Balance, but
adjustments need to be
made
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Adjustments that may or may not need to be done: 

Difference between receivable and payable will be the variance and reason why you may receive a red 
flag regarding footing. The following adjustments may or may not be needed to have the Schedule
01 foot:

If current debits are greater then credits for receivables, then we have revenues that are overstated 

(Revenues - (receivables (debits) - receivables (credits))

If current credits are greater then debits for receivables, then we have revenues that are understated 

(Revenues - (receivables (debits) - receivables (credits))

If current credits are greater then debits for payables, then we have expenditures that are overstated

(Expenditures - (payables (credits) - payables (debits))

If current credits are greater then debits for payables, then we have expenditures that are overstated

(Expenditures - (payables (credits) - payables (debits))
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Year end 2019











SKAGIT COUNTY JR DISTRICTS

REVENUE/EXPENDITURE

[ear end 219

Fnd F

DESCRIPTION

Sub 001
Typ 003
Obj 310
Obj. 340
obj 360
obj 390

Typ 005
obj 510
Obj 520
Obj 530
Obj 540
Obj 550
Obj 599

FIRE PD

FIRE DISTIRCT
REVENUES

TAXES

CHARGES FOR GOODS AND SERV
MISCELLANEOUS REVENUES
OTHER FINANCING SOURCES

EXPENDITURES

SALARIES AND WAGES
PERSONNEL BENEFITS

SUPPLIES

OTHER SERVICES AND CHARGES
INTERGOVT/INTERFUND SVC/TA
BUDGET EXPENDITURES

GUEMES ISLAND

PRIOR MONTH
END BALANCE

15,000.00-

133,590.55

CURRENT
DEBITS

5,359.64

50,627.56

7,591.11
35,363.25
55,754.19
17,191.51

CURRENT MONTH END 2016
CREDITS BALANCE BUDGET
156,243.37- 156,243‘37
18,563.28- @13,203.64—
47.65- 47.65 o
22,467.25- 37,467.25-
.56- 50,627.00@
104.17- @7,486‘94
660.07- 34,703.18@
440.63- 55,313.56
150,782.06

156,950.00
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SKAGIT COUNTY JR DISTRICTS
REVENUE/EXPENDITURE

[ear end 219

Fnd F FIRE PD JUEMES ISLAND
DESCRIPTION
Sub 003 |  GUEMES CAPITAL FUND
Typ 003 REVENUES
Obj 360 MISCELLANEOUS REVENUES
obj 390 OTHER FINANCING SOURCES
Typ 005 EXPENDITURES

Obj 550 INTERGOVT/INTERFUND SVC/TA

PRIOR MONTH
END BALANCE

100,000.00-

15,000.00

CURRENT
DEBITS

22,467.25

CURRENT
CREDITS

@142.61-

17,191.51-

MONTH END
BALANCE

142.61-
117,191.51-

37,467.25

2016
BUDGET
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MCAG |Fund Number |Fund Name [BARS Account |Description Amount
001 General 3081000 Reserved Cash and Investments - Beginning
001 General 3088000 Unreserved Cash and Investments - Beginning 1
001 General 3111000 Property Tax 2
001 General 3422100 Fire Protection and Emergency Medical Services 3
001 General 3699100 Miscellaneous Other 4
001 General 5221010 Administration - Salaries
001 General 5221020 Administration - Benefits
001 General 5221030 Administration - Supplies
001 General 5221040 Administration - Services
001 General 5222010 Fire Suppression and Emergency Medical Services - Salaries
001 General 5222020 Fire Suppression and Emergency Medical Services - Benefits
001 General 5222030 Fire Suppression and Emergency Medical Services - Supplies
001 General 5222040 Fire Suppression and Emergency Medical Services - Services
001 General 5223010 Fire Prevention and Investigation - Salaries
001 General 5223020 Fire Prevention and Investigation - Benefits
001 General 5223030 Fire Prevention and Investigation - Supplies
001 General 5223040 Fire Prevention and Investigation - Services
001 General 5224110 Training Provided to External Parties - Salaries
001 General 5224120 Training Provided to External Parties - Benefits
001 General 5224130 Training Provided to External Parties - Supplies
001 General 5224140 Training Provided to External Parties - Services
001 General 5224510 Training Obtained by Employees - Salaries
001 General 5224520 Training Obtained by Employees - Benefits
001 General 5224530 Training Obtained by Employees - Supplies
001 General 5224540 Training Obtained by Employees - Services
001 General 5225010 Facilities - Fire and EMS - Salaries
001 General 5225020 Facilities - Fire and EMS - Benefits
001 General 5225030 Facilities - Fire and EMS - Supplies Depending on the
001 General 5225040 Facilities - Fire and EMS - Services function of the
001 General 5226010 Vehicles and Equipment Maintenance - Salaries expenditures, you
001 General 5226020 Vehicles and Equipment Maintenance - Benefits should choose the
001 General 5226030 Vehicles and Equipment Maintenance - Supplies appropriate BARS
001 General 5226040 Vehicles and Equipment Maintenance - Services code.
001 General 5227010 Ambulance Services - Salaries
001 General 5227020 Ambulance Services - Benefits The following
001 General 5227030 Ambulance Services - Supplies should be coded to
001 General 5227040 Ambulance Services - Services one of the
001 General 5251010 Administration - Disaster - Salaries expenditure BARS
001 General 5251020 Administration - Disaster - Benefits codes: 5,6,7,8
001 General 5251030 Administration - Disaster - Supplies
001 General 5251040 Administration - Disaster - Services
001 General 5252010 Disaster Response - Salaries
001 General 5252020 Disaster Response - Benefits
001 General 5252030 Disaster Response - Supplies
001 General 5252040 Disaster Response - Services
001 General 5253010 Disaster Recovery - Salaries
001 General 5253020 Disaster Recovery - Benefits
001 General 5253030 Disaster Recovery - Supplies
001 General 5253040 Disaster Recovery - Services
001 General 5255010 Disaster Facilities - Salaries
001 General 5255020 Disaster Facilities - Benefits
001 General 5255030 Disaster Facilities - Supplies
001 General 5255040 Disaster Facilities - Services
001 General 5256010 Disaster Preparedness - Salaries
001 General 5256020 Disaster Preparedness - Benefits
001 General 5256030 Disaster Preparedness - Supplies










001
001
001
001
001
001

General
General
General
General
General
General

5256040
5280010
5280020
5280030
5280040
5088000

Disaster Preparedness - Services

Dispatch Services - Salaries

Dispatch Services - Benefits

Dispatch Services - Supplies

Dispatch Services - Services

Unreserved Cash and Investments - Ending





























From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 6:29 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Thank you again for your help today, it was much appreciated and | wish | had reached out
earlier. |do have a question, | have looked at the training online, but am still very unsure
how to get all the numbers correct on my report. Is there more training specific to the
schedule 017? | really want to make sure | don't get in the same panic next year.

Thank you

Jean

On Wed, May 29, 2024 at 5:45 PM Jean Markert <jmarkert@Iclib.lib.wa.us> wrote:

No Worries, | can figure it out.

Thanks

On Wed, May 29, 2024 at 4:04 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Ah, in looking at what was uploaded, | should have clarified that only the column under
‘Amount — Auditor’ is what | could trace from the Skagit reports to the Schedule 01. The
other balances | did not bring forward as | was unable to identify where they came from or if
they should have belonged on the Schedule 01 in the first place. Sorry | didn’t clarify that
earlier.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>
Sent: Wednesday, May 29, 2024 3:36 PM

To: Vandenburg, Vivian (SAQ) <vivian.vandenburg@sao.wa.gov>

Subject: Re: sk treasurer report

External Email

Hi Vivian,

| just uploaded the corrected numbers and it still shows 6,000 and some odd number
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off. Not sure what to do. | have to step out of my office for about 40 min but | will
check back as soon as | return.

On Wed, May 29, 2024 at 3:20 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Got it fixed for ya! The reduction was just in the wrong column.

If you want to save that for future years so you can see this update/save what | did, feel
free to go to the Schedule 09 page and download the report there!

From: Jean Markert <jmarkert@I|clib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:18 PM

To: Vandenburg, Vivian (SAQ) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Thank you. One more question, on the schedule 09, | do have a red flag, does that
keep me from submitting the report? itis because the numbers were incorrectly
reported last year.

On Wed, May 29, 2024 at 3:15 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

| see so, I’'m attaching my summarized thoughts based on the reports you sent me.
It does look like the expenditures and revenues have been broken down further than
what | was able to identify, which is great for you to provide! | just wasn’t able to track

those so my numbers aren’t as detailed as yours.

| think it’s a rough up of what would be reported and hope it helps.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:11 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Temporary investments is our investment fund with the county either LGIP or
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SKIP, the account is the same the name changed

On Wed, May 29, 2024 at 2:54 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

So | think I’'m getting close...

It doesn’t look like ‘temporary investments’ line has been included previously. Can
you remind me what this is?

From: Jean Markert <jmarkert@]Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 2:20 PM

To: Vandenburg, Vivian (SAQ) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

Here is another report that may be helpful to you itis a list of all transactions
for 2023

On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email

Jean Markert, Director

La Conner Swinomish Library
360-549-3043
jmarkert@lclib.lib.wa.us
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~Please note my incoming/outgoing email messages are subject to public disclosure
requirements per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure
requirements per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements
per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~







Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~









To: Jean Markert

Subject: RE: sk treasurer report
Date: Thursday, May 30, 2024 6:06:52 AM
Jean,

We generally do a BARS training — it’s a full day, and sometimes in person but mostly online,
that | would encourage you to keep an eye out for. You do have to pay for that training, but we
talk about the Schedule 01 and BARS coding in detail during that training. | do think we are in
the works of planning one more before the fiscal year is over but it doesn’t look like they have it
posted online yet. The training is hosted by another association, here is their page to keep

track of when the trainings are available: Non-Conference Education - Washington Finance
Officers Association (wfoa.org).

Otherwise, if you receive an assessment audit, the auditors are really great about walking you
through how the numbers tie.

From: Jean Markert <jmarkert@I|clib.lib.wa.us>

Sent: Wednesday, May 29, 2024 6:29 PM

To: Vandenburg, Vivian (SAQ) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email
Thank you again for your help today, it was much appreciated and | wish | had reached
out earlier. |do have a question, | have looked at the training online, but am still very

unsure how to get all the numbers correct on my report. Is there more training specific
to the schedule 017 | really want to make sure | don't get in the same panic next year.

Thank you

Jean

On Wed, May 29, 2024 at 5:45 PM Jean Markert <jmarkert@lclib.lib.wa.us> wrote:

No Worries, | can figure it out.

Thanks

On Wed, May 29, 2024 at 4:04 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:
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Ah, in looking at what was uploaded, | should have clarified that only the column under
‘Amount — Auditor’ is what | could trace from the Skagit reports to the Schedule 01. The
other balances | did not bring forward as | was unable to identify where they came from or
if they should have belonged on the Schedule 01 in the first place. Sorry | didn’t clarify that
earlier.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:36 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

| just uploaded the corrected numbers and it still shows 6,000 and some odd
number off. Not sure what to do. | have to step out of my office for about 40 min but
| will check back as soon as | return.

On Wed, May 29, 2024 at 3:20 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Got it fixed for ya! The reduction was just in the wrong column.

If you want to save that for future years so you can see this update/save what | did, feel
free to go to the Schedule 09 page and download the report there!

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:18 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email
Thank you. One more question, on the schedule 09, | do have a red flag, does that
keep me from submitting the report? itis because the numbers were incorrectly

reported last year.

On Wed, May 29, 2024 at 3:15 PM Vandenburg, Vivian (SAO)
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<vivian.vandenburg@sao.wa.gov> wrote:

| see so, I’'m attaching my summarized thoughts based on the reports you sent me.
It does look like the expenditures and revenues have been broken down further than
what | was able to identify, which is great for you to provide! | just wasn’t able to track

those so my numbers aren’t as detailed as yours.

I think it’s a rough up of what would be reported and hope it helps.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:11 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Temporary investments is our investment fund with the county either LGIP or
SKIP, the account is the same the name changed

On Wed, May 29, 2024 at 2:54 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

So | think I’'m getting close...

It doesn’t look like ‘temporary investments’ line has been included previously. Can
you remind me what this is?

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 2:20 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

Here is another report that may be helpful to you it is a list of all transactions
for 2023

On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
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<vivian.vandenburg@sao.wa.gov> wrote:

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email

Jean Markert, Director

La Conner Swinomish Library
360-549-3043
jmarkert@lclib.lib.wa.us

~Please note my incoming/outgoing email messages are subject to public disclosure
requirements per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure
requirements per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
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360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure
requirements per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements
per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352







~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~









From: Vandenburg, Vivian (SAQ)

To: Jean Markert
Subject: RE: sk treasurer report
Date: Wednesday, May 29, 2024 4:04:00 PM

Ah, in looking at what was uploaded, | should have clarified that only the column under
‘Amount — Auditor’ is what | could trace from the Skagit reports to the Schedule 01. The other
balances | did not bring forward as | was unable to identify where they came from or if they
should have belonged on the Schedule 01 in the first place. Sorry | didn’t clarify that earlier.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:36 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

| just uploaded the corrected numbers and it still shows 6,000 and some odd number
off. Not sure what to do. | have to step out of my office for about 40 min but | will check
back as soon as | return.

On Wed, May 29, 2024 at 3:20 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Got it fixed for ya! The reduction was just in the wrong column.

If you want to save that for future years so you can see this update/save what | did, feel free
to go to the Schedule 09 page and download the report there!

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:18 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Thank you. One more question, on the schedule 09, | do have a red flag, does that
keep me from submitting the report? itis because the numbers were incorrectly
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reported last year.

On Wed, May 29, 2024 at 3:15 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

| see so, I’m attaching my summarized thoughts based on the reports you sent me.
It does look like the expenditures and revenues have been broken down further than what
| was able to identify, which is great for you to provide! | just wasn’t able to track those so

my numbers aren’t as detailed as yours.

| think it’s a rough up of what would be reported and hope it helps.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:11 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Temporary investments is our investment fund with the county either LGIP or SKIP,
the account is the same the name changed

On Wed, May 29, 2024 at 2:54 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

So | think I’'m getting close...

It doesn’t look like ‘temporary investments’ line has been included previously. Can you
remind me what this is?

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 2:20 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

Here is another report that may be helpful to you it is a list of all transactions for
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2023

On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email

Jean Markert, Director

La Conner Swinomish Library
360-549-3043
jmarkert@lclib.lib.wa.us

~Please note my incoming/outgoing email messages are subject to public disclosure
requirements per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements
per RCW 42.56~
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Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~









From: Vandenburg, Vivian (SAQ)

To: Jean Markert
Subject: RE: sk treasurer report
Date: Wednesday, May 29, 2024 3:20:00 PM

Got it fixed for ya! The reduction was just in the wrong column.

If you want to save that for future years so you can see this update/save what | did, feel free to
go to the Schedule 09 page and download the report there!

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:18 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Thank you. One more question, on the schedule 09, | do have a red flag, does that keep
me from submitting the report? itis because the numbers were incorrectly reported last

year.

On Wed, May 29, 2024 at 3:15 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

| see so, I’m attaching my summarized thoughts based on the reports you sent me.
It does look like the expenditures and revenues have been broken down further than what |
was able to identify, which is great for you to provide! | just wasn’t able to track those so my

numbers aren’t as detailed as yours.

| think it’s a rough up of what would be reported and hope it helps.

From: Jean Markert <jmarkert@I|clib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:11 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Temporary investments is our investment fund with the county either LGIP or SKIP, the

account is the same the name changed
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On Wed, May 29, 2024 at 2:54 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

So I think I’'m getting close...

It doesn’t look like ‘temporary investments’ line has been included previously. Can you
remind me what this is?

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 2:20 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

Here is another report that may be helpful to you it is a list of all transactions for
2023

On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email

Jean Markert, Director

La Conner Swinomish Library
360-549-3043
jmarkert@lclib.lib.wa.us
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~Please note my incoming/outgoing email messages are subject to public disclosure requirements
per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~
















From: Vandenburg, Vivian (SAQ)

To: Jean Markert

Subject: RE: sk treasurer report

Date: Wednesday, May 29, 2024 3:15:00 PM
Attachments: RoughEstimates.xIsx

| see so, I’m attaching my summarized thoughts based on the reports you sent me.

It does look like the expenditures and revenues have been broken down further than what |
was able to identify, which is great for you to provide! | just wasn’t able to track those so my
numbers aren’t as detailed as yours.

| think it’s a rough up of what would be reported and hope it helps.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:11 PM

To: Vandenburg, Vivian (SAQ) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Temporary investments is our investment fund with the county either LGIP or SKIP, the
account is the same the name changed

On Wed, May 29, 2024 at 2:54 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

So | think I’'m getting close...

It doesn’t look like ‘temporary investments’ line has been included previously. Can you
remind me what this is?

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 2:20 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,
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Sheet1



				MCAG				Fund Number				Fund Name				BARS Account				Description				Amount - PBC				Amount - Auditor 



				0454				001				General				3083100				Restricted Cash and Investments - Beginning				- 0



				0454				001				General				3084100				Committed Cash and Investments - Beginning				- 0



				0454				001				General				3085100				Assigned Cash and Investments - Beginning				- 0



				0454				001				General				3089100				Unassigned Cash and Investments - Beginning				390,566				495,887



				0454				001				General				3111000				Property Tax				300,382				300,223



				0454				001				General				3370000				Local Grants, Entitlements, Tribal Government Distributions, and Other Payments				62,330



				0454				001				General				3472000				Library Services				808				46,853



				0454				001				General				3611000				Investment Earnings				1,384				94,749



				0454				001				General				3670000				Contributions and Donations from Nongovernmental Sources				69,038



				0454				001				General				5721010				Administration				97,125				215,017



				0454				001				General				5721020				Administration				36,480				40,829



				0454				001				General				5721030				Administration				5,836				44,412



				0454				001				General				5721040				Administration				43,708				95,813



				0454				001				General				5722010				Library Services				117,892



				0454				001				General				5722020				Library Services				4,349



				0454				001				General				5722030				Library Services				24,323



				0454				001				General				5722040				Library Services				15,438



				0454				001				General				5725040				Facilities				48,907



				0454				001				General				5083100				Restricted Cash and Investments - Ending				- 0



				0454				001				General				5084100				Committed Cash and Investments - Ending				- 0



				0454				001				General				5085100				Assigned Cash and Investments - Ending				- 0



				0454				001				General				5089100				Unassigned Cash and Investments - Ending				117,188				159,922



				0454				001				General				3970000				Transfers-In				121,821



				0454				001				General				5917270				Debt Repayment - Libraries				355,824				358,445



				0454				001				General				5927280				Interest and Other Debt Service Cost - Libraries				2,621				2,621



				0454				001				General				5947260				Capital Expenditures/Expenses - Libraries				19,725				19,725



				0454				001				General				5970000				Transfers-Out				50,014



																												160,853								Calculation



																																-930.8200000001				Footing error <$1,000














Here is another report that may be helpful to you it is a list of all transactions for 2023

On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email

Jean Markert, Director

La Conner Swinomish Library
360-549-3043
jmarkert@lclib.lib.wa.us

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~
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Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~









From: Vandenburg, Vivian (SAQ)

To: Jean Markert
Subject: RE: sk treasurer report
Date: Wednesday, May 29, 2024 2:54:00 PM

So I think I’'m getting close...

It doesn’t look like ‘temporary investments’ line has been included previously. Can you remind
me what this is?

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 2:20 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

Here is another report that may be helpful to you itis a list of all transactions for 2023

On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email

Jean Markert, Director

La Conner Swinomish Library
360-549-3043
jmarkert@lclib.lib.wa.us
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~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~









From: Vandenburg, Vivian (SAQ)

To: Jean Markert
Subject: RE: sk treasurer report
Date: Wednesday, May 29, 2024 1:44:00 PM

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email

Jean Markert, Director

La Conner Swinomish Library
360-549-3043
jmarkert@lclib.lib.wa.us

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~
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To: Jean Markert

Subject: RE: sk treasurer report
Date: Thursday, May 30, 2024 9:22:28 AM
Attachments: image001.png

I hope things went well!

The fee appears to be $125 for members and $175 for non-members. To my understanding, there
is no price difference in the virtual vs in-person class that is hosted. The in-person class is hosted
at various locations throughout the state. Keep an eye on that page | sent you, it’ll be updated
when there is a confirmed location for the remaining cash basis class.

| hope this help,

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Thursday, May 30, 2024 9:09 AM

To: Vandenburg, Vivian (SAQ) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Thank you Vivian,

You were very helpful yesterday. | am definitely going to take advantage of the BARS
training, do you happen to know what the fee is for the class? | need to make sure to putitin
my training budget.

I will also work with our county staff, they are awesome and always super helpful.

Have a great day and thank you again.

Jean

On Thu, May 30, 2024 at 6:15 AM Vandenburg, Vivian (SAQO)
<vivian.vandenburg@sao.wa.gov> wrote:

Jean,

We generally do a BARS training — it’s a full day, and sometimes in person but mostly online,
that | would encourage you to keep an eye out for. You do have to pay for that training, but we
talk about the Schedule 01 and BARS coding in detail during that training. | do think we are in the
works of planning one more before the fiscal year is over but it doesn’t look like they have it
posted online yet. The training is hosted by another association, here is their page to keep track
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of when the trainings are available: Non-Conference Education - Washington Finance
Officers Association (wfoa.org).

Another thing you might find helpful is the document | have attached. While it is dated, and uses
the OLD reports that Skagit Co. used to produce for their junior taxing districts, | do think there
are SOME similarities in the reports that you provided to me yesterday so hopefully you can use
this. It’s a crosswalk essentially from the County reports to the Schedule 01. If you can meet
with the County and have them assist in translating the old reports to the new reports, | think
this resource may be very helpful.

Be reminded that as you learn more and BEFORE the next audit starts, you can go in and make
adjustments to the Schedule 01 as many times as you need!! You just have to log in and unlock
the report.

| hope this helps! Let me know if you have any questions on the information | shared above!

Vivian Vandenburg, MPAcc

Assistant Audit Manager, Office of the Washington State Auditor
(509) 606-8499 | www.sao.wa.gov

Discover BARS training, workshops and more for governments.

Disclaimer: Answers are provided for informational purposes only and are based on the specific facts
and circumstances described in the request. As laws and circumstances change or additional facts are
presented, our answers are subject to change.

This information does not represent prescriptive guidance, legal advice, an audit recommendation, or
audit assurance. It does not relieve governments of their responsibilities to assess risks, design

appropriate controls, and make management decisions.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 6:29 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Thank you again for your help today, it was much appreciated and | wish | had reached out
earlier. |do have a question, | have looked at the training online, but am still very unsure
how to get all the numbers correct on my report. Is there more training specific to the
schedule 017 | really want to make sure | don't get in the same panic next year.




https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.wfoa.org%2Fnon-conference_education.php&data=05%7C02%7Cvivian.vandenburg%40sao.wa.gov%7Cc42e1da89e334bb072e808dc80c2cf2f%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638526821400045871%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=xHnV5QDvp3SYtzkGZnB80pLt%2F4JBFMnR9%2F7bGvcufko%3D&reserved=0


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.wfoa.org%2Fnon-conference_education.php&data=05%7C02%7Cvivian.vandenburg%40sao.wa.gov%7Cc42e1da89e334bb072e808dc80c2cf2f%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638526821400045871%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=xHnV5QDvp3SYtzkGZnB80pLt%2F4JBFMnR9%2F7bGvcufko%3D&reserved=0


https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.sao.wa.gov%2F&data=05%7C02%7Cvivian.vandenburg%40sao.wa.gov%7Cc42e1da89e334bb072e808dc80c2cf2f%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638526821400055545%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=H2GAraUesv21akJ5RMf1eo%2FTXlwgz1V1flQYWnPUUIU%3D&reserved=0


https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.sao.wa.gov%2F&data=05%7C02%7Cvivian.vandenburg%40sao.wa.gov%7Cc42e1da89e334bb072e808dc80c2cf2f%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638526821400062082%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=huEe9Arp1pjLAircrCZWp5Q2e2%2FR3xKkXfTX9XzPf9c%3D&reserved=0


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsao.wa.gov%2Fbars-annual-filing%2Ftraining-and-workshops&data=05%7C02%7Cvivian.vandenburg%40sao.wa.gov%7Cc42e1da89e334bb072e808dc80c2cf2f%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638526821400067329%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=pCsgj4oQ5qEoVU8NNf7xnI5TdzuWl1DxhQigh8h8oeY%3D&reserved=0


mailto:jmarkert@lclib.lib.wa.us


mailto:vivian.vandenburg@sao.wa.gov





Thank you

Jean

On Wed, May 29, 2024 at 5:45 PM Jean Markert <jmarkert@lclib.lib.wa.us> wrote:

No Worries, | can figure it out.

Thanks

On Wed, May 29, 2024 at 4:04 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Ah, in looking at what was uploaded, | should have clarified that only the column under
‘Amount — Auditor’ is what | could trace from the Skagit reports to the Schedule 01. The
other balances | did not bring forward as | was unable to identify where they came from or if
they should have belonged on the Schedule 01 in the first place. Sorry | didn’t clarify that
earlier.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:36 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

| just uploaded the corrected numbers and it still shows 6,000 and some odd number
off. Not sure what to do. | have to step out of my office for about 40 min but | will
check back as soon as | return.

On Wed, May 29, 2024 at 3:20 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Got it fixed for ya! The reduction was just in the wrong column.

If you want to save that for future years so you can see this update/save what | did, feel
free to go to the Schedule 09 page and download the report there!

From: Jean Markert <jmarkert@Iclib.lib.wa.us>
Sent: Wednesday, May 29, 2024 3:18 PM
To: Vandenburg, Vivian (SAQ) <vivian.vandenburg@sao.wa.gov>

Subject: Re: sk treasurer report
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External Email

Thank you. One more question, on the schedule 09, | do have a red flag, does that
keep me from submitting the report? itis because the numbers were incorrectly
reported last year.

On Wed, May 29, 2024 at 3:15 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

| see so, I’'m attaching my summarized thoughts based on the reports you sent me.
It does look like the expenditures and revenues have been broken down further than
what | was able to identify, which is great for you to provide! | just wasn’t able to track

those so my numbers aren’t as detailed as yours.

| think it’s a rough up of what would be reported and hope it helps.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:11 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Temporary investments is our investment fund with the county either LGIP or
SKIP, the account is the same the name changed

On Wed, May 29, 2024 at 2:54 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

So I think I’m getting close...

It doesn’t look like ‘temporary investments’ line has been included previously. Can
you remind me what this is?

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 2:20 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

1





mailto:vivian.vandenburg@sao.wa.gov


mailto:jmarkert@lclib.lib.wa.us


mailto:vivian.vandenburg@sao.wa.gov


mailto:vivian.vandenburg@sao.wa.gov


mailto:jmarkert@lclib.lib.wa.us


mailto:vivian.vandenburg@sao.wa.gov





I External Email I

Hi Vivian,

Here is another report that may be helpful to you it is a list of all transactions
for 2023

On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email

Jean Markert, Director

La Conner Swinomish Library
360-549-3043
jmarkert@lclib.lib.wa.us

~Please note my incoming/outgoing email messages are subject to public disclosure
requirements per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure
requirements per RCW 42.56~
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Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements
per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director







La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~









From: Jean Markert

To: Fazio, Christine (SAQO); Susan Macek

Cc: Orcutt, Karyna (SAQ)

Subject: Re: FW: La Conner Regional Library District Audit Request — Findings Responses
Date: Wednesday, April 10, 2024 4:08:07 PM

Attachments: image001.png

LCSL Audit Findings Response.docx
LCSL Audit Exit Letter.pdf

External Email

Hello Christine,

Please find the La Conner Swinomish Library responses to our audit findings and the exit letter
attached.

I have copied Susan Macek, our board chair, in this email.
Let me know if you have any questions
Jean

On Wed, Apr 10, 2024 at 11:48 AM Fazio, Christine (SAO) <fazioc(@sao.wa.gov> wrote:

HiJean,

I am just checking on the status of the findings responses. Will we be receiving these
today?

Thank you!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her,
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2022-001 The District did not comply with the Open Public Meetings Act’s



requirements for minutes, agendas and executive sessions.







District Response:







Recommendation



We recommend District officials complete available training on the OPMA to better



familiarize themselves with its requirements.







The Board of Trustees has purchased board management software where board agendas, minutes and meeting materials will be available for the public.  This will become part of the District’s website and will be fully accessible to the public. This software will be fully implemented by May 2024.







The Board of Trustees will complete OPMA training as offered by the WA State Attorney General office.  This training will take place at the June 2024 board meeting. Trustees will complete all modules. OPMA training, once completed, will be documented in trustee files.







Further, we recommend the District follow the OPMA, including:







Conducting all Board meetings in a format that is properly announced and



publicly open







· Board meetings and agendas will be announced on the La Conner Library website no less than 24 hours prior to monthly board meetings.  Board meeting dates/times are also listed on the community calendar hosted by the local newspaper.   







Ensuring minutes for all its public meetings contain sufficient information



to demonstrate compliance with the OPMA







As a result of OPMA training, Board of Trustees will be able to ensure that minutes will contain sufficient information to demonstrate compliance with OPMA requirements. 







Properly document executive sessions



Executive sessions, going forward, will be properly documented and in compliance with OPMA requirements







Retain meeting minutes to ensure people have access to deliberations and



actions of the District







Meeting minutes will be accessible on the board’s website along with any necessary documentation to ensure that the public can access needed information.  This will be fully implemented no later than May 2024. Archived minutes and documentation will be posted to the board website no later than July 2024. 












2022-002 The District’s internal controls over annual report filing were inadequate for ensuring submission of accurate and complete reports to the Office of the Washington State Auditor by the statutory deadline.







District Response:







Recommendation



We recommend the District establish the necessary internal controls to ensure it



submits accurate and complete financial reports to our Office. 



We also recommend the District dedicate the necessary resources to ensure staff have adequate training to complete accurate financial reports.







· District will review internal controls and policies to ensure compliance with BARS Manual Requirements section 3.1.3 to ensure that reports are accurately filed. 







The Director completed annual BARS annual filing webinar on March 5, 2024 



The Director will complete online recorded training for Pension Calculations for Cash Basis Pension Calculations; training will be completed prior to the May 29 BARS report deadline.








2022-003 The District lacked adequate internal controls to ensure disbursements were properly supported, approved and allowable.



District Response



Recommendation



We recommend that the District:







Implement policies that specify the review process for disbursements and ensure that supporting documentation is consistently maintained for all expenditures







The Board of Trustees policy committee will review fiscal policy This will ensure that all procedures are up to date and in compliance with the BARS manual section 3.8.5 and 3.8.1. Review will be completed no later than July 2024.











Establish controls to ensure the Board receives all accounts payable disbursements for review and approval during open public meetings and documents review in compliance with the BARS Manual requirements.







Director will balance monthly transmittals and deposits with the monthly detailed transactions report provided by the Skagit County Auditor’s office and will present a balanced report to the board of trustees at the monthly board meeting and will ensure that the report is in compliance with BARS manual section 3.8.5.  Review will be completed no later than June 2024







The Board will review and sign the report which will then be filed with the monthly transmittals.  Transmittals to the county will be filed by month with the signed board report and the director will ensure the report is in compliance with BARS manual section 3.8.5 no later than June 2024











Establish controls to ensure it adequately safeguards theft-sensitive assets







An asset inventory has been established to track theft-sensitive assets.  



Asset tags have been attached to all sensitive assets and those assets, their location, serial number, description, date added, and item numbers have been added to an Excel Spreadsheet, and photos of all items, along with their asset tag are currently being added to the spreadsheet. When item locations change or items are removed from inventory, the new location or discard date are noted on the spreadsheet. 



Inventory of all items should be complete by the end of May 2024. 




2022-004 The District did not have adequate internal controls or policies to ensure compliance with state procurement requirements.







Recommendation



We recommend the District:







Establish a formal procurement policy



Establish internal controls over procurement processes to ensure compliance with state laws when contracting for public works projects and architectural and engineering services, or when purchasing supplies, materials and equipment







· The District has begun an update of its 2012 Public Works, Purchasing, Fixed Assets & Disposition Policy. This will include internal controls over procurement processes to ensure compliance with RCWs when contracting for public works projects, architectural and engineering services as well as purchasing supplies, materials and equipment. Work will be completed no later than August 2024.











Retain all documentation to demonstrate its compliance with competitive bidding requirements







· To demonstrate its commitment to compliance with competitive bidding requirements, the district will set up a process for retention of all documentation including formal solicitation of bids, bid responses, and award of contracts to the lowest responsible bidder. Work will be completed no later than August 2024.






LA CONNER SWINOMISH LIBRARY

DISCOVERY % CONNECTION < INSPIRATION &

April 22, 2024

Office of the Washington State Auditor
3200 Capitol Blvd

P.O. Box 40031

Olympia, WA 98504-0031

To the Office of the Washington State Auditor:

We are providing this letter in connection with your audit of the La Conner Regional Library
District (DBA La Conner Swinomish Library) for the period from January 1, 2020 through
December 31, 2022. Representations are in relation to matters existing during or subsequent to the
audit period up to the date of this letter.

Certain representations in this letter are described as being limited to matters that are significant
or material. Information is considered significant or material if it is probable that it would change
or influence the judgment of a reasonable person.

We confirm, to the best of our knowledge and belief, having made appropriate inquires to be able
to provide our representations, the following representations made to you during your audit. If we
subsequently discover information that would change our representations related to this period, we
will notify you in a timely manner.

General Representations:

1. We have provided you with unrestricted access to people you wished to speak with and
made available all relevant and requested information of which we are aware, including:

Financial records and related data.

Minutes of the meetings of the governing body or summaries of actions of recent
meetings for which minutes have not yet been prepared.

c. Other internal or external audits, examinations, investigations or studies that might
concern the objectives of the audit and the corrective action taken to address significant
findings and recommendations.

d. Communications from regulatory agencies, government representatives or others
concerning possible noncompliance, deficiencies in internal control or other matters
that might concern the objectives of the audit.

e. Related party relationships and transactions.

PO Box 370, La Conner, WA 98257-0370 | 520 Morris St., La Conner, WA 98257 | P:360-466-3352 | W:laconnerswinomishlibrary.org










f. Results of our internal assessment of business risks and risks related to financial
reporting, compliance and fraud.

2 We acknowledge our responsibility for compliance with requirements related to
confidentiality of certain information, and have notified you whenever records or data
containing information subject to any confidentiality requirements were made available.

3. We acknowledge our responsibility for compliance with applicable laws, regulations,
contracts and grant agreements.

4. We have identified and disclosed all laws, regulations, contracts and grant agreements that
could have a direct and material effect on the determination of financial statement amounts,
including legal and contractual provisions for reporting specific activities in separate funds.

5. Except as reported by the audit, we have complied with all material aspects of laws,
regulations, contracts and grant agreements.

6. We acknowledge our responsibility for establishing and maintaining effective internal
controls over compliance with applicable laws and regulations and safeguarding of public
resources, including controls to prevent and detect fraud.

7. Except as reported by the audit, we have established adequate procedures and controls to
provide reasonable assurance of safeguarding public resources and compliance with
applicable laws and regulations.

8. We have no knowledge of any loss of public funds or assets or other illegal activity, or any
allegations of fraud or suspected fraud involving management or employees.

9. In accordance with RCW 43.09.200, all transactions have been properly recorded in the
financial records.

10. We are responsible for taking corrective action on audit findings and have developed a
corrective action plan.

Lwe ook Qogun/Z

Susan Macek Jean Markert
Chair, Board of Trustees Library Director
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Hers

Help us continue moving the #GoodGovernment needle. Apply at

sao.wa.gov/jobs.

From: Fazio, Christine (SAO)

Sent: Monday, April 1, 2024 2:59 PM

To: Jean Markert <jmarkert@l]clib.lib.wa.us>

Subject: La Conner Regional Library District Audit Request — Findings Responses

Dear Jean,

We expect to issue our report on the results of our Fiscal Year 2022 audit of the La Conner
Regional Library District soon. The report will include findings, as we have already
discussed.

Please review the attached preliminary drafts of our audit findings and take the following
steps to provide an official response for us to include in our report:

o Letus know immediately if you think there are any factual errors in our preliminary draft.
Providing supporting documentation for any areas of disagreement will help us ensure a
fair, complete, and accurate description of issues.

¢ Share this preliminary draft with the Board of Trustees and other key staff who might
contribute to the response.

¢ Please provide your written responses to the findings in the body of an emailoras a
Microsoft Word file (.docx) to help ensure we can accurately copy it into the report without
delay.

¢ Provide your written responses by Wednesday, April 10, 2024 for us to include in our
published report.

¢ If you need more time to prepare your responses or would like to meet with us to further
discuss the findings, please contact us immediately.

We view your response as an important part of completing our audit. For this reason, we will
perform the following steps when preparing our report:

o We willinclude the District’s responses, or a synopsis of the responses, in our final report.
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¢ Ifthe responses disagrees with any part of our findings, we will evaluate any new facts,
perspective, or support you provide to determine if we should make any changes to the
report.

¢ If we disagree with the responses, we may include information in our final report to explain
our position.

o If we do not receive the responses, our final report will indicate that we gave the District an
opportunity to respond, but it declined to do so.

If you have any questions about the findings or would like advice on drafting your response,
please contact me via email or phone.

Sincerely,

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Offi f the Washington State A

Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her,
Hers

Help us continue moving the #GoodGovernment needle. Apply at

sao.wa.gov/jobs.

Jean Markert, Director
La Conner Swinomish Library
360-466-3352




https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fprotect-us.mimecast.com%2Fs%2F2vuGCM89YnHjVJKIwrsXq%3Fdomain%3Dsao.wa.gov%2F&data=05%7C02%7Corcuttk%40sao.wa.gov%7Cd472801438bc432910da08dc59b2f3ea%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638483872867893758%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=cF6Yn1BltBB5r1uMQesLoTZ9sk7x3509YNFjLsQpR%2Fg%3D&reserved=0


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsao.wa.gov%2Fjobs%2F&data=05%7C02%7Corcuttk%40sao.wa.gov%7Cd472801438bc432910da08dc59b2f3ea%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638483872867900229%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=bx04oPCuEne9AnRrk4B3MQCbR4EhELBKnY46ga3CmFY%3D&reserved=0







From: Jean Markert

To: Fazio, Christine (SAQ)

Cc: Orcutt, Karyna (SAQ)

Subject: Re: FY 2022 Audit - Additional Resources
Date: Tuesday, April 23, 2024 4:22:22 PM
Attachments: image001.png

External Email

It was nice to meet all of you in person yesterday as well, and we truly do appreciate the guidance
provided. Thank you for these resources, they are very helpful.

One thing we are currently struggling with is personal versus library issued email and the
regulations surrounding using a personal email for board related information. It is my
understanding that it is not allowable to use personal emails, but I can't seem to find the
documentation of that anywhere so maybe I am wrong?

Thank you,
Jean
On Tue, Apr 23, 2024 at 12:10 PM Fazio, Christine (SAO) <fazioc(@sao.wa.gov> wrote:

Hi Jean,

It was nice to meet with Susan, Sara and you at the Exit Conference yesterday. As we mentioned,
there are many great resources available on both the SAO and MRSC websites, which can be
accessed using the following links:

¢ Resource Library | Office of the Washington State Auditor
¢ MRSC - Home

Here are some items specific to this year’s audit:

e Open Public Meetings Act: MRSC has a lot of very useful information, which can be
found here: MRSC - Open Public Meetings Act Basics. By following this link, you will be
able to access even more information about the OPMA, with summary pages to help the
District meet the requirements, some of which can be found by clicking on the following
links:

o opma agency obligations practice tips.pdf (mrsc.org)

ma_notice requirements practice ti f (mrsc.or

o OPMA-Agendas-Practice-Tips.pdf (mrsc.org)

o OPMA-Minutes-Practice-Tips.pdf (mrsc.org)

o opma electronic communications practice tips.pdf (mrsc.org)

o
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o Segregation of Duties: We also talked a lot about segregation of duties, and how to
address when there are only a few employees. The attached guide from the SAO Resource
Library (link above) is long, but it gives great examples for accounts payable, accounts
receivable and other key operational areas. See attached above.

o Financial Statements: For financial statement preparation, I’ve attached a copy of one of
the checklists found in the SAO Resource Library. I hope this will help when preparing
financial statements in the future. See attached above.

¢ Accounts Payable: Lastly, for accounts payable, I’ve attached a copy of one of the SAO
handouts found in the SAO Resource Library. See attached above.

I hope this information helps. If there are any questions in the future, please don’t hesitate to
reach out to either Audit Manager Deena Garza (Deena.Garza@sao.wa.gov) or Audit Supervisor

Karyna Orcutt (Karyna.Orcutt@sao.wa.gov).

Thanks again for everything!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at

sao.wa.gov/jobs.
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Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~









From: lean Markert

To: Orutt, Karyna (SA0)
e Eazio, Chiistine (SA0)
Subject: Re: FY 2022 Audit - Additional Resources
Date: Wednesday, April 24, 2024 10:45:23 AM
Attachments:  image001.0ng
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External Email

hank you, I had actually looked at the WAC. It does have good information, 1 just wanted to make sure that I didn't miss something clse regarding cmails.
Thanks again for the information!

Jean

On Wed, Apr 24, 2024 at 8:28 AM Orcutt, Karyna (SAO) <orcuttk(@sao.wa.gov> wrote:

Hello Jean,

‘That's a really good question!

Although I can’t sce anything specifically noting that personal e-mails cannot be used for District business, it is important to note that once those accounts and/or devices are used, they are subject to the public record request requirements. Therefore, I would let the Board members
Know that and set policies in place to ensure the District is consistent with your practices to be able to know once public request comes in. Here is a relevant WAC that has a lot of great information that you can share with the members of the Board: WAC 44-14-0300L: . You will
notice verbiage such as “could provide” in the highlighted section below, therefore it is up to the District to set those policies, however if you do choose to have personal accounts involved then all of these other requirements have to apply to those as well. I hope this is helpful.
Please let me know if you have any questions.

Agency filings affecting this sectior

poF WAC 44-14-03001

'Public record" defined.

For most public records, the act uses a three-part test to determine if a record is a "public record.” The document must be: A "writing,” containing information "relating to the conduct of government"” or the performance
»f any governmental or proprietary function, "prepared, owned, used, or retained" by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Writing. A "public record” can be any writing "regardless of physical form or characteristics.” RCW 42.56.010(3). "Writing" is defined very broadly as: "... handwriting, typewriting, printing, photostating, photographing,
ind every ather means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
apes, photographic films and prints, motion picture, film and video recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
nformation may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings.”

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the "conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almost
ill records held by an agency relate to the conduct of government; however, some do not. A purely persenal record having absolutely no relation to the conduct of government is not a "public record.” Even thaugh a purely
»ersonal record might not be a "public record,” a record of its existence might be if its existence was used for a governmental purpose.? For example, a record showing the existence of a purely personal email sent by an agency
:mployee on an agency computer would probably be a “public record,” even if the contents of the email itself were not.

(3) "Prepared, owned, used, or retained.” A "public record" is a record "prepared, owned, used, or retained" by an agency. RCW 42.56.010(3),

Arecord can be "used" by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process it is a "public record." For example, if an agency considered technical
ipecifications of a public works project and returned the specifications to the contractor in another state, the specifications would be a "public record” because the agency "used” the document in its decision-making process.>
“he agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.®

Sometimes agency employees or officials may work on agency business from home computers or on other personal devices, or from nonagency accounts (such as a nonagency email account), creating and storing agency
ecords on those devices or in those accounts. When the records are prepared, owned, used or retained within the scope of the employee’s or official's employment, those records (including emails, texts and other records) were
used" by the agency and relate to the "conduct of government" so they are "public records."” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property.? If agency property is not subject to
inbridled searches, then neither is the home computer, or personal device or personal account of an agency employee or official. Yet, because the records relating to agency business are "public records,” they are subject to
lisclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees and
sfficials to keep agency-related documents with any retention requirements on home computers or personal devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
:mployee or official to routinely blind carbon copy ("bcc”) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees’ or officials' home
omputers or personal devices, or in personal accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
ecords were on the agency's computers or in agency-owned devices or accounts. The agency employee or official may be required by the agency to sign an affidavit describing the nature and extent of his or her search for and
»roduction of responsive public records located on a home computer or personal device, or in a nonagency account, and a description of personal records not provided with sufficient facts to show the records are not public
ecords.

Agencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agency could limit or prohibit employees’ and officials' use of home computers, personal
Jevices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home computers, personal devices or personal accounts for agency business. The policies should also
Jescribe the obligations of employees and officials for retaining, searching for and producing the agency's public records.’®

Karyna Orcutt
Assistant Audit Manager, Office of the Washington State Auditor
(360)676-2165 | www.sa0.wagov

From: Jean Markert <jmarkert@|clib.lib wa.us>
Sent: Tuesday, April 23, 2024 4:20 PM

To: Fazio, Christine (SAO) <fazioc@sao.wa.gov>
Ce: Orcutt, Karyna (SAO) <orcuttk@sao.wa.gov>
Subject: Re: FY 2022 Audit - Additional Resources

External Email

It was nice to meet all of you in person yesterday as well, and we truly do appreciate the guidance provided. Thank you for these resources, they are very helpful.

One thing we are currently struggling with is personal versus library issued email and the regulations surrounding using a personal email for board related information. It is my understanding that it is not allowable to use personal emails, but I can't seem to find
the documentation of that anywhere so maybe I am wrong?

Thank you,

Jean

On Tue, Apr 23, 2024 at 12:10 PM Fazio, Christine (SAO) <fazioc(@sao.wa.gov> wrote:

Hi Jean,

It was nice to meet with Susan, Sara and you at the Exit Conference yesterday. As we mentioned, there are many great resources available on both the SAO and MRSC websites, which can be accessed using the following links:

Libr ffice of the Washington State Al

Here are some items specific to this year’s audit:
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‘Agency Tilings affecting this sectior
por WAC 44-14-03001

'Public record" defined.

For most public records, the act uses a three-part test to determine if a record is a “public record.” The document must be: A "writing,” containing information "relating to the conduct of government” or the performance
»f any governmental or proprietary function, "prepared, owned, used, or retained” by an agency. Effective July 23, 2017, records of certain volunteers are excluded from the definition. RCW 42.56.010(3) (chapter 303, Laws of
2017).

(1) Writing. A "public record" can be any writing "regardless of physical form or characteristics.” RCW 42.56.010(3). "Writing" is defined very broadly as: "... handwriting, typewriting, printing, photostating, photographing,
ind every other means of recording any form of communication or representation including, but not limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper
apes, photographic films and prints, motion picture, film and video recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other documents including existing data compilations from which
nformation may be obtained or translated.” RCW 42.56.010(4). An email, text, social media posting and database are therefore also "writings.”

(2) Relating to the conduct of government. To be a "public record,” a document must relate to the "conduct of government or the performance of any governmental or proprietary function.” RCW 42.56.010(3)." Almost
ill records held by an agency relate to the conduct of government; however, some do not. A purely personal record having absolutely no relation to the conduct of government is not a “public record." Even though a purely
»ersonal record might not be a "public record,” a record of its existence might be if its existence was used for a governmental purpose.2 For example, a record showing the existence of a purely personal email sent by an agency
:mployee on an agency computer would probably be a “public record,” even if the contents of the email itself were not.

(3) "Prepared, owned, used, or retained.” A "public record" is a record "prepared, owned, used, or retained" by an agency. RCW 42.56.010(3).

Arecord can be "used" by an agency even if the agency does not actually possess the record. If an agency uses a record in its decision-making process itis a "public record." For example, if an agency considered technical
pecifications of a public works project and returned the specifications to the contractor in another state, the specifications would be a "public record” because the agency "used" the document n its decision-making process.>
"he agency could be required to obtain the public record, unless doing so would be impossible. An agency cannot send its only copy of a public record to a third party for the sole purpose of avoiding disclosure.5

Sometimes agency employees or officials may work on agency business from home computers or on other personal devices, or from nonagency accounts (such as a nonagency email account), creating and storing agency
‘ecords on those devices or in those accounts. When the records are prepared, owned, used or retained within the scope of the employee’s o official's employment, those records (including emails, texts and other records) were
used” by the agency and relate to the "conduct of government” so they are "public records.” RCW 42.56.010(3). However, the act does not authorize unbridled searches of agency property. If agency property is not subject to
inbridled searches, then neither is the home computer, or personal device or personal account of an agency employee or official. Yet, because the records relating to agency business are “public records,” they are subject to
fisclosure (unless exempt). Agencies should instruct employees and officials that all public records, regardless of where they were created, should eventually be stored on agency computers. Agencies should ask employees and
Sfficials to keep agency-related documents with any retention requirements on home computers or personal devices in separate folders temporarily, until they are provided to the agency. An agency could also require an
smployee or official to routinely blind carbon copy (*bcc) work emails in a personal account back to an agency email account. If the agency receives a request for records that are located solely on employees' or officials’ home
omputers or personal devices, or in personal accounts, the agency should direct the individual to search for and provide any responsive documents to the agency, and the agency should process the request as it would if the
‘ecords were on the agency's computers or in agency-owned devices or accounts. The agency employee or official may be required by the agency to sign an affidavit describing the nature and extent of his or her search for and
oroduction of responsive publi records located o a home computer or personal device, o in a nonagency account, and a description of persona records not provided with sufficient facts to show the records are not public
ecords.

Agencies could provide employees and officials with an agency-issued device that the agency retains a right to access. Or an agency could limit or prohibit employees' and officials' use of home computers, personal
fevices or personal accounts for agency business. Agencies should have policies describing permitted uses, if any, of home computers, personal devices or personal accounts for agency business. The policies should also
fescribe the obligations of employees and officials for retaining, searching for and producing the agency’s public records.'®









+ Open Public Meetings Act: MRSC has a lot of very useful information, which can be found here: MRSC - Open Public Meetings Act Basics. By following this link, you will be able to access even more information about the OPMA, with summary
pages to help the District meet the requirements, some of which can be found by clicking on the following links:

© opma_agenc i practice tips.pdf (mrsc.org)
o OPMA-Agendas-Practice-Tips.pdf (mrsc.org’

o opma_clectronic ications_practice tips.pdf (mrsc.org)

« Segregation of Duties: We also talked a lot about segregation of duties, and how to address when there are only a few employees. The attached guide from the SAO Resource Library (link above) is long, but it gives great examples for accounts payable,
accounts receivable and other key operational areas. See attached above.

« Financial Statements: For financial statement preparation, I've attached a copy of one of the checklists found in the SAO Resource Library. I hope this will help when preparing financial statements in the future. See attached above.

+ Accounts Payable: Lastly, for accounts payable, I've attached a copy of one of the SAO handouts found in the SAO Resource Library. Sce attached above.

1 hope this information helps. If there are any questions in the future, please don’t hesitate to reach out to either Audit Manager Deena Garza (Deena.Garza(@sao.wa.gov) or Audit Supervisor Karyna Orcutt (Karyna,Orcutt(@sao.wa.gov).

Thanks again for everything!

Christy

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor
Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her, Hers

Help us continue moving the #GoodGovernment needle. Apply at

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCIW

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~
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From: Jean Markert

To: Fazio, Christine (SAQ)
Cc: Orcutt, Karyna (SAQ)
Subject: Re: March 28, 2024 Update to Audit Engagement Letter
Date: Friday, March 29, 2024 9:07:20 AM
Attachments: image001.ong

External Email
Hi Christy,

I understand the additional charges in the audit estimate.

Jean

On Fri, Mar 29, 2024 at 7:43 AM Fazio, Christine (SAO) <fazioc@sao.wa.gov> wrote:

Dear Jean,

Our original engagement letter dated November 29, 2023, as well as the update to the engagement
dated January 8, 2024, described the nature and limitations of audit services provided,
responsibilities of each party and other engagement terms. This amendment notifies you of certain
changes to the original and amended engagement letters.

As described in the original engagement letter, the estimated cost and completion date may
change if unforeseen circumstances arise or if significant audit issues are identified
necessitating additional work. This email is to notify you of an update to our estimates from
the original and amended engagement letters.

Estimated Audit Costs

An additional $4,000 is required to address additional work necessary due to significant
concerns in all areas reviewed in the fiscal year 2022 audit.

January 8, 2024 amended estimate $13,900 (exclusive of travel and other
expenses)
Additions $4,000 (exclusive of travel and other expenses)

Revised estimate $17,900
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Estimated Audit Timeline

We estimate the completion date to now be in April 2024.

Please respond confirming your understanding of this update or to discuss any questions
regarding these changes or the status of your audit. We look forward to continuing to work with
you and your staff to complete the audit.

Sincerely,

Christy Fazio, CPA, MBA
Audit Lead

Assistant State Auditor, Office of the Washington State Auditor

Office: (360) 676-2165, Direct Line: (360) 594-0570| Pronouns: She, Her,
Hers

Help us continue moving the #GoodGovernment needle. Apply at
sao.wa.gov/jobs.

Jean Markert, Director
La Conner Swinomish Library

360-466-3352
LGD animated logo

2]

www.laconnerlibraryfoundation.org
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From: Jean Markert

To: Vandenburg, Vivian (SAQ)
Subject: Re: sk treasurer report
Date: Thursday, May 30, 2024 9:09:00 AM
Attachments: image001.png
External Email
Thank you Vivian,

You were very helpful yesterday. I am definitely going to take advantage of the BARS training,
do you happen to know what the fee is for the class? I need to make sure to put it in my training
budget.

I will also work with our county staff, they are awesome and always super helpful.
Have a great day and thank you again.
Jean

On Thu, May 30, 2024 at 6:15 AM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Jean,

We generally do a BARS training — it’s a full day, and sometimes in person but mostly online, that I
would encourage you to keep an eye out for. You do have to pay for that training, but we talk about
the Schedule 01 and BARS coding in detail during that training. I do think we are in the works of
planning one more before the fiscal year is over but it doesn’t look like they have it posted online yet.
The training is hosted by another association, here is their page to keep track of when the trainings are

available: Non-Conference Education - Washington Finance Officers Association (wfoa.org).

Another thing you might find helpful is the document I have attached. While it is dated, and uses the
OLD reports that Skagit Co. used to produce for their junior taxing districts, I do think there are
SOME similarities in the reports that you provided to me yesterday so hopefully you can use this. It’s
a crosswalk essentially from the County reports to the Schedule 01. If you can meet with the County
and have them assist in translating the old reports to the new reports, I think this resource may be very
helpful.

Be reminded that as you learn more and BEFORE the next audit starts, you can go in and make
adjustments to the Schedule 01 as many times as you need!! You just have to log in and unlock the
report.

I hope this helps! Let me know if you have any questions on the information I shared above!
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Vivian Vandenburg, MPAcc

Assistant Audit Manager, Office of the Washington State Auditor

(509) 606-8499 | www.sao.wa.gov

Discover BARS training, workshops and more for governments.

Disclaimer: Answers are provided for informational purposes only and are based on the specific facts
and circumstances described in the request. As laws and circumstances change or additional facts are
presented, our answers are subject to change.

This information does not represent prescriptive guidance, legal advice, an audit recommendation, or
audit assurance. It does not relieve governments of their responsibilities to assess risks, design
appropriate controls, and make management decisions.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 6:29 PM

To: Vandenburg, Vivian (SAQ) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Thank you again for your help today, it was much appreciated and I wish I had reached out
earlier. I do have a question, I have looked at the training online, but am still very unsure how
to get all the numbers correct on my report. Is there more training specific to the schedule 01?7 I
really want to make sure I don't get in the same panic next year.

Thank you
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Jean

On Wed, May 29, 2024 at 5:45 PM Jean Markert <jmarkert@]Iclib.lib.wa.us> wrote:

No Worries, I can figure it out.

Thanks

On Wed, May 29, 2024 at 4:04 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Ah, in looking at what was uploaded, I should have clarified that only the column under ‘Amount
— Auditor’ is what I could trace from the Skagit reports to the Schedule 01. The other balances I
did not bring forward as I was unable to identify where they came from or if they should have
belonged on the Schedule 01 in the first place. Sorry I didn’t clarify that earlier.

From: Jean Markert <jmarkert@|clib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:36 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

I just uploaded the corrected numbers and it still shows 6,000 and some odd number off.
Not sure what to do. I have to step out of my office for about 40 min but I will check back
as soon as I return.

On Wed, May 29, 2024 at 3:20 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Got it fixed for ya! The reduction was just in the wrong column.
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If you want to save that for future years so you can see this update/save what I did, feel free to
go to the Schedule 09 page and download the report there!

From: Jean Markert <jmarkert@]|clib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:18 PM

To: Vandenburg, Vivian (SAQ) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Thank you. One more question, on the schedule 09, I do have a red flag, does that keep
me from submitting the report? it is because the numbers were incorrectly reported last
year.

On Wed, May 29, 2024 at 3:15 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

I see so, I’'m attaching my summarized thoughts based on the reports you sent me.

It does look like the expenditures and revenues have been broken down further than what I
was able to identify, which is great for you to provide! I just wasn’t able to track those so
my numbers aren’t as detailed as yours.

I think it’s a rough up of what would be reported and hope it helps.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:11 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email
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Temporary investments is our investment fund with the county either LGIP or SKIP,
the account is the same the name changed

On Wed, May 29, 2024 at 2:54 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

So I think I’m getting close...

It doesn’t look like ‘temporary investments’ line has been included previously. Can you
remind me what this is?

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 2:20 PM

To: Vandenburg, Vivian (SAQ) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

Here is another report that may be helpful to you it is a list of all transactions for
2023

On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAQ) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report





mailto:vivian.vandenburg@sao.wa.gov


mailto:jmarkert@lclib.lib.wa.us


mailto:vivian.vandenburg@sao.wa.gov


mailto:vivian.vandenburg@sao.wa.gov


mailto:jmarkert@lclib.lib.wa.us


mailto:vivian.vandenburg@sao.wa.gov





External Email

Jean Markert, Director
La Conner Swinomish Library

360-549-3043

jmarkert@l]clib.lib.wa.us

~Please note my incoming/outgoing email messages are subject to public disclosure requirements
per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352
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~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~







Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~









From: Jean Markert

To: Vandenburg, Vivian (SAQO)
Subject: Re: sk treasurer report
Date: Wednesday, May 29, 2024 6:29:31 PM

External Email

Thank you again for your help today, it was much appreciated and I wish I had reached out
earlier. Ido have a question, I have looked at the training online, but am still very unsure
how to get all the numbers correct on my report. Is there more training specific to the
schedule 01? I really want to make sure I don't get in the same panic next year.

Thank you

Jean

On Wed, May 29, 2024 at 5:45 PM Jean Markert <jmarkert@Iclib.lib.wa.us> wrote:
No Worries, I can figure it out.

Thanks

On Wed, May 29, 2024 at 4:04 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg(@sao.wa.gov> wrote:

Ah, in looking at what was uploaded, I should have clarified that only the column under
‘Amount — Auditor’ is what I could trace from the Skagit reports to the Schedule 01. The other
balances I did not bring forward as I was unable to identify where they came from or if they
should have belonged on the Schedule 01 in the first place. Sorry I didn’t clarify that earlier.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>
Sent: Wednesday, May 29, 2024 3:36 PM

To: Vandenburg, Vivian (SAQ) <vivian.vandenburg@sao.wa.gov>

Subject: Re: sk treasurer report

External Email

Hi Vivian,

I just uploaded the corrected numbers and it still shows 6,000 and some odd number off.
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Not sure what to do. I have to step out of my office for about 40 min but I will check back
as soon as I return.

On Wed, May 29, 2024 at 3:20 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Got it fixed for ya! The reduction was just in the wrong column.

If you want to save that for future years so you can see this update/save what I did, feel free to
go to the Schedule 09 page and download the report there!

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:18 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Thank you. One more question, on the schedule 09, I do have a red flag, does that keep
me from submitting the report? it is because the numbers were incorrectly reported last
year.

On Wed, May 29, 2024 at 3:15 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

I see so, I'm attaching my summarized thoughts based on the reports you sent me.

It does look like the expenditures and revenues have been broken down further than what I
was able to identify, which is great for you to provide! I just wasn’t able to track those so
my numbers aren’t as detailed as yours.

I think it’s a rough up of what would be reported and hope it helps.
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From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:11 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Temporary investments is our investment fund with the county either LGIP or SKIP,
the account is the same the name changed

On Wed, May 29, 2024 at 2:54 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

So I think I’'m getting close...

It doesn’t look like ‘temporary investments’ line has been included previously. Can you
remind me what this is?

From: Jean Markert <jmarkert@|clib.lib.wa.us>

Sent: Wednesday, May 29, 2024 2:20 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

Here is another report that may be helpful to you it is a list of all transactions for
2023
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On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email

Jean Markert, Director
La Conner Swinomish Library

360-549-3043

jmarkert@]Iclib.lib.wa.us

~Please note my incoming/outgoing email messages are subject to public disclosure requirements
per RCW 42.56~

Jean Markert, Director

La Conner Swinomish Library

360-466-3352
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~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~







Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~









From: Jean Markert

To: Vandenburg, Vivian (SAQO)
Subject: Re: sk treasurer report
Date: Wednesday, May 29, 2024 5:46:12 PM

External Email

No Worries, I can figure it out.
Thanks

On Wed, May 29, 2024 at 4:04 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Ah, in looking at what was uploaded, I should have clarified that only the column under ‘Amount
— Auditor’ is what I could trace from the Skagit reports to the Schedule 01. The other balances I
did not bring forward as I was unable to identify where they came from or if they should have
belonged on the Schedule 01 in the first place. Sorry I didn’t clarify that earlier.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:36 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

I just uploaded the corrected numbers and it still shows 6,000 and some odd number off.
Not sure what to do. I have to step out of my office for about 40 min but I will check back as
soon as [ return.

On Wed, May 29, 2024 at 3:20 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Got it fixed for ya! The reduction was just in the wrong column.
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If you want to save that for future years so you can see this update/save what I did, feel free to
go to the Schedule 09 page and download the report there!

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:18 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Thank you. One more question, on the schedule 09, I do have a red flag, does that keep
me from submitting the report? it is because the numbers were incorrectly reported last
year.

On Wed, May 29, 2024 at 3:15 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

I see so, I'm attaching my summarized thoughts based on the reports you sent me.

It does look like the expenditures and revenues have been broken down further than what I
was able to identify, which is great for you to provide! I just wasn’t able to track those so my
numbers aren’t as detailed as yours.

I think it’s a rough up of what would be reported and hope it helps.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:11 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

—
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I External Email I

Temporary investments is our investment fund with the county either LGIP or SKIP,
the account is the same the name changed

On Wed, May 29, 2024 at 2:54 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

So I think I’'m getting close...

It doesn’t look like ‘temporary investments’ line has been included previously. Can you
remind me what this is?

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 2:20 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

Here is another report that may be helpful to you it is a list of all transactions for
2023

On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>
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Sent: Wednesday, May 29, 2024 1:40 PM
To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email

Jean Markert, Director
La Conner Swinomish Library

360-549-3043
jmarkert@lIclib.lib.wa.us

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~




mailto:vivian.vandenburg@sao.wa.gov


mailto:jmarkert@lclib.lib.wa.gov





Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352







~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~









From: Jean Markert

To: Vandenburg, Vivian (SAQO)
Subject: Re: sk treasurer report
Date: Wednesday, May 29, 2024 3:36:09 PM
External Email
Hi Vivian,

I just uploaded the corrected numbers and it still shows 6,000 and some odd number off. Not
sure what to do. [ have to step out of my office for about 40 min but I will check back as soon
as [ return.

On Wed, May 29, 2024 at 3:20 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Got it fixed for ya! The reduction was just in the wrong column.

If you want to save that for future years so you can see this update/save what I did, feel free to go
to the Schedule 09 page and download the report there!

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:18 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Thank you. One more question, on the schedule 09, I do have a red flag, does that keep me
from submitting the report? it is because the numbers were incorrectly reported last year.

On Wed, May 29, 2024 at 3:15 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

I see so, I'm attaching my summarized thoughts based on the reports you sent me.
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It does look like the expenditures and revenues have been broken down further than what [ was
able to identify, which is great for you to provide! I just wasn’t able to track those so my
numbers aren’t as detailed as yours.

I think it’s a rough up of what would be reported and hope it helps.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:11 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Temporary investments is our investment fund with the county either LGIP or SKIP, the
account is the same the name changed

On Wed, May 29, 2024 at 2:54 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

So I think I’'m getting close...

It doesn’t look like ‘temporary investments’ line has been included previously. Can you
remind me what this is?

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 2:20 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email
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Hi Vivian,

Here is another report that may be helpful to you it is a list of all transactions for 2023

On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email

Jean Markert, Director
La Conner Swinomish Library
360-549-3043

imarkert@]Iclib.lib.wa.us

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~
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Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352







~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~









From: Jean Markert

To: Vandenburg, Vivian (SAQO)
Subject: Re: sk treasurer report
Date: Wednesday, May 29, 2024 3:18:26 PM

External Email

Thank you. One more question, on the schedule 09, I do have a red flag, does that keep me
from submitting the report? it is because the numbers were incorrectly reported last year.

On Wed, May 29, 2024 at 3:15 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

I see so, I'm attaching my summarized thoughts based on the reports you sent me.

It does look like the expenditures and revenues have been broken down further than what I was
able to identify, which is great for you to provide! I just wasn’t able to track those so my numbers
aren’t as detailed as yours.

I think it’s a rough up of what would be reported and hope it helps.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:11 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Temporary investments is our investment fund with the county either LGIP or SKIP, the
account is the same the name changed

On Wed, May 29, 2024 at 2:54 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

So I think I’'m getting close...
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It doesn’t look like ‘temporary investments’ line has been included previously. Can you remind
me what this is?

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 2:20 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

Here is another report that may be helpful to you it is a list of all transactions for 2023

On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email
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Jean Markert, Director
La Conner Swinomish Library
360-549-3043

imarkert@]clib.lib.wa.us

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~
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Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~









From: Jean Markert

To: Vandenburg, Vivian (SAQO)
Subject: Re: sk treasurer report
Date: Wednesday, May 29, 2024 3:11:33 PM

External Email

Temporary investments is our investment fund with the county either LGIP or SKIP, the
account is the same the name changed

On Wed, May 29, 2024 at 2:54 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

So I think I’'m getting close...

It doesn’t look like ‘temporary investments’ line has been included previously. Can you remind
me what this is?

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 2:20 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

Here is another report that may be helpful to you it is a list of all transactions for 2023

On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg(@sao.wa.gov> wrote:

Attach report here
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From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email

Jean Markert, Director
La Conner Swinomish Library
360-549-3043

imarkert@]Iclib.lib.wa.us

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~
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Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~









From: Jean Markert

To: Vandenburg, Vivian (SAQO)
Subject: Re: sk treasurer report
Date: Wednesday, May 29, 2024 2:20:13 PM
Attachments: YE 2023 TRANS(2).csv.
External Email
Hi Vivian,

Here is another report that may be helpful to you it is a list of all transactions for 2023

On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email

Jean Markert, Director
La Conner Swinomish Library

360-549-3043

jmarkert@l]clib.lib.wa.us

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~
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				24/01/23-08:12 Skagit County - (FY23 PROD Dataset) January 23 2024																																																



				GL787 432 L01 TRANSACTION DETAIL CSV Report Format 115																																																



				Period 12 ending December 31, 2023 Transaction status 1																																																



				 																																																



				Fund				GL Code				  								        				                              				   				                                    				                				       				     				   				



				 				 				  								        				                              				   				                                    				                				       				     				   				



				 				 								Per				Date				Description				Trn				----- Subsystem Identification -----				 JC Reference    				Batch				Sheet				Status				Amount



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								1				1/15/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				102339				23				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								1				1/15/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				102397				86				PRF				840



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								1				1/15/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				102397				87				PRF				1,039.50



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								1				1/15/2023				WEND, MATHEW B                				PRL				20311             S J               				                				102397				88				PRF				1,905.32



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								1				1/15/2023				MACEK, SUSAN B                				PRL				20083             S J               				                				102397				89				PRF				1,388.80



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								1				1/31/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				102485				24				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								1				1/31/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				102508				62				PRF				1,050.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								1				1/31/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				102508				63				PRF				1,449.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								1				1/31/2023				WEND, MATHEW B                				PRL				20311             S J               				                				102508				64				PRF				2,306.44



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								1				1/31/2023				MACEK, SUSAN B                				PRL				20083             S J               				                				102508				65				PRF				1,388.80



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								2				2/15/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				102605				24				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								2				2/15/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				102665				33				PRF				756



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								2				2/15/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				102665				34				PRF				1,396.50



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								2				2/15/2023				WEND, MATHEW B                				PRL				20311             S J               				                				102665				35				PRF				1,993.07



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								2				2/15/2023				MACEK, SUSAN B                				PRL				20083             S J               				                				102665				36				PRF				1,388.80



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								2				2/28/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				102732				24				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								2				2/28/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				102778				50				PRF				819



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								2				2/28/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				102778				51				PRF				903



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								2				2/28/2023				WEND, MATHEW B                				PRL				20311             S J               				                				102778				52				PRF				1,880.25



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								2				2/28/2023				MACEK, SUSAN B                				PRL				20083             S J               				                				102778				53				PRF				1,354.08



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								3				3/15/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				102852				24				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								3				3/15/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				102907				44				PRF				756



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								3				3/15/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				102907				45				PRF				1,323.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								3				3/15/2023				WEND, MATHEW B                				PRL				20311             S J               				                				102907				46				PRF				2,043.21



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								3				3/15/2023				MACEK, SUSAN B                				PRL				20083             S J               				                				102907				47				PRF				1,388.80



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								3				3/31/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				102998				24				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								3				3/31/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				103052				38				PRF				1,050.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								3				3/31/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				103052				39				PRF				1,323.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								3				3/31/2023				WEND, MATHEW B                				PRL				20311             S J               				                				103052				40				PRF				2,331.51



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								3				3/31/2023				MACEK, SUSAN B                				PRL				20083             S J               				                				103052				41				PRF				1,597.12



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								4				4/15/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				103121				24				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								4				4/15/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				103166				70				PRF				808.5



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								4				4/15/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				103166				71				PRF				1,202.25



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								4				4/15/2023				WEND, MATHEW B                				PRL				20311             S J               				                				103166				72				PRF				1,930.39



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								4				4/15/2023				MACEK, SUSAN B                				PRL				20083             S J               				                				103166				73				PRF				1,388.80



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								4				4/30/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				103256				24				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								4				4/30/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				103300				39				PRF				756



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								4				4/30/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				103300				40				PRF				1,218.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								4				4/30/2023				WEND, MATHEW B                				PRL				20311             S J               				                				103300				41				PRF				1,930.39



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								4				4/30/2023				MACEK, SUSAN B                				PRL				20083             S J               				                				103300				42				PRF				1,388.80



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								5				5/15/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				103375				24				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								5				5/15/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				103425				44				PRF				913.5



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								5				5/15/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				103425				45				PRF				1,134.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								5				5/15/2023				WEND, MATHEW B                				PRL				20311             S J               				                				103425				46				PRF				2,130.95



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								5				5/15/2023				MACEK, SUSAN B                				PRL				20083             S J               				                				103425				47				PRF				1,388.80



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								5				5/31/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				103508				23				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								5				5/31/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				103593				29				PRF				976.5



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								5				5/31/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				103593				30				PRF				1,428.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								5				5/31/2023				WEND, MATHEW B                				PRL				20311             S J               				                				103593				31				PRF				2,256.30



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								5				5/31/2023				MACEK, SUSAN B                				PRL				20083             S J               				                				103593				32				PRF				277.76



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								6				6/15/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				103667				23				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								6				6/15/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				103722				49				PRF				777



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								6				6/15/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				103722				50				PRF				1,323.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								6				6/15/2023				WEND, MATHEW B                				PRL				20311             S J               				                				103722				51				PRF				2,080.81



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								6				6/30/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				103802				23				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								6				6/30/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				103842				21				PRF				882



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								6				6/30/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				103842				22				PRF				1,239.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								6				6/30/2023				WEND, MATHEW B                				PRL				20311             S J               				                				103842				23				PRF				2,080.81



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								7				7/15/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				103912				23				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								7				7/15/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				103994				77				PRF				672



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								7				7/15/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				103994				78				PRF				1,134.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								7				7/15/2023				WEND, MATHEW B                				PRL				20311             S J               				                				103994				79				PRF				2,130.95



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								7				7/31/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				104065				23				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								7				7/31/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				104132				49				PRF				714



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								7				7/31/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				104132				50				PRF				1,281.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								7				7/31/2023				WEND, MATHEW B                				PRL				20311             S J               				                				104132				51				PRF				2,105.88



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								8				8/15/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				104224				22				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								8				8/15/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				104273				60				PRF				735



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								8				8/15/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				104273				61				PRF				1,239.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								8				8/15/2023				WEND, MATHEW B                				PRL				20311             S J               				                				104273				62				PRF				2,105.88



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								8				8/31/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				104355				22				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								8				8/31/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				104412				25				PRF				682.5



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								8				8/31/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				104412				26				PRF				1,344.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								8				8/31/2023				WEND, MATHEW B                				PRL				20311             S J               				                				104412				27				PRF				2,105.88



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								9				9/15/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				104459				22				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								9				9/15/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				104498				70				PRF				934.5



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								9				9/15/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				104498				71				PRF				1,239.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								9				9/15/2023				WEND, MATHEW B                				PRL				20311             S J               				                				104498				72				PRF				1,153.22



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								9				9/15/2023				RABEL, SARAH D                				PRL				20623             S J               				                				104498				73				PRF				721.2



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								9				9/15/2023				WEND, MATHEW B                				PRL				20311             S J               				                				104498				74				PRF				4,794.39



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								9				9/15/2023				RABEL, SARAH D                				PRL				20623             S J               				                				104544				1				PRF				-721.2



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								9				9/15/2023				RABEL, SARAH D                				PRL				20623             S J               				                				104544				2				PRF				1,442.40



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								9				9/30/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				104579				22				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								9				9/30/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				104651				18				PRF				1,134.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								9				9/30/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				104651				19				PRF				1,344.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								9				9/30/2023				RABEL, SARAH D                				PRL				20623             S J               				                				104651				20				PRF				1,442.40



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								10				10/15/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				104697				23				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								10				10/15/2023				O'CLOCK, HATTIE M             				PRL				20626             S J               				                				104747				66				PRF				231



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								10				10/15/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				104747				67				PRF				997.5



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								10				10/15/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				104747				68				PRF				1,134.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								10				10/15/2023				O'CLOCK, HATTIE M             				PRL				20626             S J               				                				104747				69				PRF				528



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								10				10/15/2023				RABEL, SARAH D                				PRL				20623             S J               				                				104747				70				PRF				1,442.40



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								10				10/31/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				104820				23				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								10				10/31/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				104888				38				PRF				924



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								10				10/31/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				104888				39				PRF				1,480.50



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								10				10/31/2023				O'CLOCK, HATTIE M             				PRL				20626             S J               				                				104888				40				PRF				528



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								10				10/31/2023				RABEL, SARAH D                				PRL				20623             S J               				                				104888				41				PRF				1,766.94



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								11				11/15/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				104943				23				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								11				11/15/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				104991				67				PRF				892.5



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								11				11/15/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				104991				68				PRF				1,239.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								11				11/15/2023				O'CLOCK, HATTIE M             				PRL				20626             S J               				                				104991				69				PRF				462



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								11				11/15/2023				RABEL, SARAH D                				PRL				20623             S J               				                				104991				70				PRF				1,658.76



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								11				11/30/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				105070				23				PRF				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								11				11/30/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				105129				118				PRF				1,008.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								11				11/30/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				105129				119				PRF				1,291.50



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								11				11/30/2023				O'CLOCK, HATTIE M             				PRL				20626             S J               				                				105129				120				PRF				462



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								11				11/30/2023				RABEL, SARAH D                				PRL				20623             S J               				                				105129				121				PRF				1,622.70



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								12				12/15/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				105209				23				APP				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								12				12/15/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				105255				44				APP				966



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								12				12/15/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				105255				45				APP				1,354.50



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								12				12/15/2023				O'CLOCK, HATTIE M             				PRL				20626             S J               				                				105255				46				APP				74.25



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								12				12/15/2023				RABEL, SARAH D                				PRL				20623             S J               				                				105255				47				APP				1,442.40



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								12				12/31/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				105334				23				APP				4,046.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								12				12/31/2023				LANGENDORFER, CHARNELLE N     				PRL				20540             S J               				                				105399				32				APP				808.5



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								12				12/31/2023				BARBER, KATRYNA               				PRL				20437             S J               				                				105399				33				APP				1,218.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								12				12/31/2023				RABEL, SARAH D                				PRL				20623             S J               				                				105399				34				APP				1,442.40



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES								12				12/31/2023				MARKERT, JEAN                 				PRL				20576             S J               				                				105399				62				APP				6.84



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								1				1/10/2023				TO CORRECT BENEFIT EXPENSE YEA				IGT				969001				                				96900				1				PRF				-723.26



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								1				1/10/2023				SOCIAL SECURITY               				PRL				                  S J               				                				102294				80000				PRF				723.26



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								1				1/25/2023				SOCIAL SECURITY               				PRL				                  S J               				                				102436				80000				PRF				705.36



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								2				2/10/2023				SOCIAL SECURITY               				PRL				                  S J               				                				102572				80000				PRF				783.44



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								2				2/24/2023				SOCIAL SECURITY               				PRL				                  S J               				                				102707				80000				PRF				732.95



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								3				3/10/2023				SOCIAL SECURITY               				PRL				                  S J               				                				102824				80000				PRF				688.73



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								3				3/24/2023				SOCIAL SECURITY               				PRL				                  S J               				                				102959				80000				PRF				731.17



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								4				4/10/2023				SOCIAL SECURITY               				PRL				                  S J               				                				103097				80000				PRF				791.65



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								4				4/25/2023				SOCIAL SECURITY               				PRL				                  S J               				                				103229				80000				PRF				717.31



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								5				5/10/2023				SOCIAL SECURITY               				PRL				                  S J               				                				103350				80000				PRF				714.5



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								5				5/25/2023				SOCIAL SECURITY               				PRL				                  S J               				                				103486				80000				PRF				735.48



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								6				6/9/2023				SOCIAL SECURITY               				PRL				                  S J               				                				103618				80000				PRF				687.38



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								6				6/23/2023				SOCIAL SECURITY               				PRL				                  S J               				                				103748				80000				PRF				629.4



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								7				7/10/2023				SOCIAL SECURITY               				PRL				                  S J               				                				103872				80000				PRF				631.01



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								7				7/25/2023				SOCIAL SECURITY               				PRL				                  S J               				                				104031				80000				PRF				610.74



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								8				8/10/2023				SOCIAL SECURITY               				PRL				                  S J               				                				104184				80000				PRF				623.28



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								8				8/25/2023				SOCIAL SECURITY               				PRL				                  S J               				                				104312				80000				PRF				621.69



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								9				9/8/2023				SOCIAL SECURITY               				PRL				                  S J               				                				104428				80000				PRF				625.71



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								9				9/25/2023				SOCIAL SECURITY               				PRL				                  S J               				                				104548				80000				PRF				1,041.18



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								10				10/10/2023				SOCIAL SECURITY               				PRL				                  S J               				                				104667				80000				PRF				609.48



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								10				10/25/2023				SOCIAL SECURITY               				PRL				                  S J               				                				104786				80000				PRF				641.04



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								11				11/9/2023				SOCIAL SECURITY               				PRL				                  S J               				                				104904				80000				PRF				669.09



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								11				11/22/2023				SOCIAL SECURITY               				PRL				                  S J               				                				105022				80000				PRF				634.87



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								12				12/8/2023				SOCIAL SECURITY               				PRL				                  S J               				                				105169				80000				APP				644.97



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								12				12/22/2023				SOCIAL SECURITY               				PRL				                  S J               				                				105293				80000				APP				603.11



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY								12				12/31/2023				SOCIAL SECURITY               				PRL				                  S J               				                				105509				80000				APP				575.45



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								1				1/10/2023				TO CORRECT BENEFIT EXPENSE YEA				IGT				969001				                				96900				1				PRF				-885.15



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								1				1/10/2023				RETIREMENT                    				PRL				                  S J               				                				102294				80000				PRF				885.15



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								1				1/25/2023				RETIREMENT                    				PRL				                  S J               				                				102436				80000				PRF				870.7



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								2				2/10/2023				RETIREMENT                    				PRL				                  S J               				                				102572				80000				PRF				954.93



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								2				2/24/2023				RETIREMENT                    				PRL				                  S J               				                				102707				80000				PRF				916.92



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								3				3/10/2023				RETIREMENT                    				PRL				                  S J               				                				102824				80000				PRF				850.31



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								3				3/24/2023				RETIREMENT                    				PRL				                  S J               				                				102959				80000				PRF				914.49



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								4				4/10/2023				RETIREMENT                    				PRL				                  S J               				                				103097				80000				PRF				966.08



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								4				4/25/2023				RETIREMENT                    				PRL				                  S J               				                				103229				80000				PRF				890.22



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								5				5/10/2023				RETIREMENT                    				PRL				                  S J               				                				103350				80000				PRF				891.86



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								5				5/25/2023				RETIREMENT                    				PRL				                  S J               				                				103486				80000				PRF				903.97



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								6				6/9/2023				RETIREMENT                    				PRL				                  S J               				                				103618				80000				PRF				832.1



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								6				6/23/2023				RETIREMENT                    				PRL				                  S J               				                				103748				80000				PRF				774.1



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								7				7/10/2023				RETIREMENT                    				PRL				                  S J               				                				103872				80000				PRF				765.37



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								7				7/25/2023				RETIREMENT                    				PRL				                  S J               				                				104031				80000				PRF				1,129.62



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								8				8/10/2023				RETIREMENT                    				PRL				                  S J               				                				104184				80000				PRF				254.93



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								8				8/25/2023				RETIREMENT                    				PRL				                  S J               				                				104312				80000				PRF				694.05



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								9				9/8/2023				RETIREMENT                    				PRL				                  S J               				                				104428				80000				PRF				858.84



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								9				9/25/2023				RETIREMENT                    				PRL				                  S J               				                				104548				80000				PRF				487.52



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								10				10/10/2023				RETIREMENT                    				PRL				                  S J               				                				104667				80000				PRF				519.39



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								10				10/25/2023				RETIREMENT                    				PRL				                  S J               				                				104786				80000				PRF				505.03



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								11				11/9/2023				RETIREMENT                    				PRL				                  S J               				                				104904				80000				PRF				526.73



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								11				11/22/2023				RETIREMENT                    				PRL				                  S J               				                				105022				80000				PRF				503.72



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								12				12/8/2023				RETIREMENT                    				PRL				                  S J               				                				105169				80000				APP				508.72



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								12				12/22/2023				RETIREMENT                    				PRL				                  S J               				                				105293				80000				APP				514.72



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT								12				12/31/2023				RETIREMENT                    				PRL				                  S J               				                				105509				80000				APP				502.37



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								1				1/10/2023				TO CORRECT BENEFIT EXPENSE YEA				IGT				969001				                				96900				1				PRF				-107.98



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								1				1/10/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				102294				80000				PRF				107.98



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								1				1/25/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				102436				80000				PRF				96.09



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								2				2/10/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				102572				80000				PRF				111.42



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								2				2/24/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				102707				80000				PRF				101.65



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								3				3/10/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				102824				80000				PRF				92.91



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								3				3/24/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				102959				80000				PRF				101.15



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								4				4/10/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				103097				80000				PRF				111.75



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								4				4/14/2023				LC LIBRARY DIST               				IGT				981111				                				98111				1				PRF				-10.03



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								4				4/25/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				103229				80000				PRF				98.54



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								5				5/10/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				103350				80000				PRF				97.95



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								5				5/25/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				103486				80000				PRF				101.82



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								6				6/9/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				103618				80000				PRF				98.45



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								6				6/23/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				103748				80000				PRF				88.53



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								7				7/10/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				103872				80000				PRF				88.87



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								7				7/25/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				104031				80000				PRF				84.49



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								7				7/31/2023				LC LIBRARY                    				IGT				992521				                				99252				1				PRF				-91.47



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								8				8/10/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				104184				80000				PRF				87.17



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								8				8/25/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				104312				80000				PRF				86.84



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								9				9/8/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				104428				80000				PRF				87.68



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								9				9/25/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				104548				80000				PRF				155.08



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								10				10/10/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				104667				80000				PRF				80.11



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								10				10/12/2023				L&I 3RD QRTR L01              				IGT				999571				                				99957				1				PRF				-136.73



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								10				10/25/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				104786				80000				PRF				90.04



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								11				11/9/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				104904				80000				PRF				92.73



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								11				11/22/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				105022				80000				PRF				86



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								12				12/8/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				105169				80000				APP				88.36



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								12				12/22/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				105293				80000				APP				79.09



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES								12				12/31/2023				LABOR AND INDUSTRIES          				PRL				                  S J               				                				105509				80000				APP				76.52



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012400 -   MEDICAL								10				10/17/2023				WENDMATHEW OCT 2023 REIMBURSEM				A/P				   570480 30683 WEND MATHEW-REIMBURS				MENT            				147718				1				PRF				4,348.95



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012900 -   UNEMPLOYMENT COMPENSATION								1				1/17/2023				4TH QTR 2022 ESD L01          				ACH				969541				                				96954				1				PRF				125.17



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012900 -   UNEMPLOYMENT COMPENSATION								4				4/24/2023				ESDWAGEASSIG L01 1ST QRTR J.MA				A/P				   562713 99090 [PR]EMPLOYMENT SECUR				TY DEPT         				145668				1				PRF				64.98



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012900 -   UNEMPLOYMENT COMPENSATION								4				4/24/2023				1st QTR 2023 ESD L01          				ACH				981101				                				98110				1				PRF				89.08



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012900 -   UNEMPLOYMENT COMPENSATION								4				4/24/2023				WPFML L01                     				ACH				981811				                				98181				1				PRF				1.81



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012900 -   UNEMPLOYMENT COMPENSATION								7				7/28/2023				WPFML L01                     				ACH				992061				                				99206				1				PRF				0.06



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012900 -   UNEMPLOYMENT COMPENSATION								10				10/4/2023				3RD QTR 2023 ESD L01          				ACH				998691				                				99869				1				PRF				120.08



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012900 -   UNEMPLOYMENT COMPENSATION								10				10/24/2023				L01 WA PD FML 3RD QRTR        				IGT				100651				                				10065				1				PRF				-0.04



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012900 -   UNEMPLOYMENT COMPENSATION								10				10/30/2023				3RD QRTR WA CARES L01         				IGT				101181				                				10118				1				PRF				47.83



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012900 -   UNEMPLOYMENT COMPENSATION								10				10/31/2023				reverse batch 10065 & book    				IGT				101401				                				10140				1				PRF				0.08



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								1				1/10/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   557490 32974 KEYBANK L01 CC PAYME				T               				144337				1				PRF				351.84



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								1				1/23/2023				BAYSHORE OFF LACONNER LIBRARY 				A/P				   558120 10372 BAYSHORE OFFICE PROD				CTS             				144558				3				PRF				233.04



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								1				1/23/2023				BAYSHORE OFF LACONNER LIBRARY 				A/P				   558120 10372 BAYSHORE OFFICE PROD				CTS             				144558				4				PRF				140.88



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								1				1/23/2023				BAYSHORE OFF LACONNER LIBRARY 				A/P				   558120 10372 BAYSHORE OFFICE PROD				CTS             				144558				5				PRF				78.26



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								2				2/9/2023				BAYSHORE OFF LACONNER LIBRARY 				A/P				   559041 10372 BAYSHORE OFFICE PROD				CTS             				144799				6				PRF				395.54



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								2				2/15/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   558985 32974 KEYBANK L01 CC PAYME				T               				144844				1				PRF				3,722.28



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								3				3/13/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   560599 32974 KEYBANK L01 CC PAYME				T               				145151				1				PRF				473.98



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								3				3/16/2023				BAYSHORE OFF LACONNER LIBRARY 				A/P				   561055 10372 BAYSHORE OFFICE PROD				CTS             				145234				3				PRF				252.73



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								3				3/27/2023				DEMCO LACONNER LIBRARY        				A/P				   561474 10883 DEMCO               				                				145332				1				PRF				233.46



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								5				5/22/2023				BAYSHORE OFF LACONNER LIBRARY 				A/P				   563927 10372 BAYSHORE OFFICE PROD				CTS             				145982				4				PRF				255.99



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								5				5/22/2023				THELIBRARYST LACONNER LIBRARY 				A/P				   564011 33386 THE LIBRARY STORE IN				                				145982				5				PRF				98.24



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								6				6/6/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   564436 32974 KEYBANK L01 CC PAYME				T               				146134				1				PRF				261.41



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								6				6/22/2023				THELIBRARYST LA CONNER LIBRARY				A/P				   565665 33386 THE LIBRARY STORE IN				                				146343				1				PRF				73.99



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								6				6/28/2023				BAYSHORE OFF LA CONNER LIBRARY				A/P				   565474 10372 BAYSHORE OFFICE PROD				CTS             				146410				1				PRF				93.28



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								7				7/7/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   565988 32974 KEYBANK L01 CC PAYME				T               				146513				1				PRF				369.58



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								7				7/26/2023				THELIBRARYST LA CONNER LIBRARY				A/P				   567115 33386 THE LIBRARY STORE IN				                				146743				1				PRF				71.44



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								8				8/14/2023				BAYSHORE OFF LA CONNER LIBRARY				A/P				   567649 10372 BAYSHORE OFFICE PROD				CTS             				146941				1				PRF				301.73



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								8				8/15/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   567617 32974 KEYBANK L01 CC PAYME				T               				146954				1				PRF				84.1



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								10				10/6/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   570024 32974 KEYBANK L01 CC PAYME				T               				147589				1				PRF				251.9



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								10				10/20/2023				DEMCO LA CONNER LIBRARY       				A/P				   570750 10883 DEMCO               				                				147762				2				PRF				135.8



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								11				11/13/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   571624 32974 KEYBANK L01 CC PAYME				T               				148003				1				PRF				219.51



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								11				11/20/2023				TILLINGHASTP LA CONNER LIBRARY				A/P				   572613 33847 TILLINGHAST POSTAL &				BUSINESS        				148120				3				PRF				5.41



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								11				11/20/2023				TILLINGHASTP LA CONNER LIBRARY				A/P				   572613 33847 TILLINGHAST POSTAL &				BUSINESS        				148120				4				PRF				5.41



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								12				12/11/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   573240 32974 KEYBANK L01 CC PAYME				T               				148373				1				APP				355.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES								12				12/29/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   574351 32974 KEYBANK L01 CC PAYME				T               				148618				1				APP				139.5



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013130 -   SOFTWARE SUPPLIES								6				6/6/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   564436 32974 KEYBANK L01 CC PAYME				T               				146134				1				PRF				438.61



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013130 -   SOFTWARE SUPPLIES								8				8/15/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   567617 32974 KEYBANK L01 CC PAYME				T               				146954				1				PRF				23.89



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013130 -   SOFTWARE SUPPLIES								10				10/6/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   570024 32974 KEYBANK L01 CC PAYME				T               				147589				1				PRF				56.46



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013130 -   SOFTWARE SUPPLIES								11				11/6/2023				WEBCLARITYSO LA CONNER LIBRARY				A/P				   571617 33073 WEBCLARITY SOFTWARE 				NC              				147936				2				PRF				187



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013130 -   SOFTWARE SUPPLIES								11				11/13/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   571624 32974 KEYBANK L01 CC PAYME				T               				148003				1				PRF				23.89



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013130 -   SOFTWARE SUPPLIES								12				12/11/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   573240 32974 KEYBANK L01 CC PAYME				T               				148373				1				APP				23.89



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013180 -   LIBRARY PROGRAM COSTS								5				5/30/2023				THEHARMONICA LACONNER LIBRARY 				A/P				   564226 34282 THE HARMONICA POCKET				                				146060				1				PRF				435



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013180 -   LIBRARY PROGRAM COSTS								6				6/16/2023				SORIANORAY LA CONNER LIBRARY  				A/P				   565074 26941 SORIANO RAY         				                				146281				1				PRF				200



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013180 -   LIBRARY PROGRAM COSTS								11				11/1/2023				MARKERTJEAN OCTOBER 2023 REIMB				A/P				   571145 34055 MARKERT JEAN - REIMB				RSEMENT         				147880				1				PRF				210.27



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013180 -   LIBRARY PROGRAM COSTS								11				11/13/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   571624 32974 KEYBANK L01 CC PAYME				T               				148003				1				PRF				20.24



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013511 -   LIBRARY COMPUTER EQUIP < $5000								10				10/6/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   570024 32974 KEYBANK L01 CC PAYME				T               				147589				1				PRF				797.45



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013511 -   LIBRARY COMPUTER EQUIP < $5000								11				11/13/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   571624 32974 KEYBANK L01 CC PAYME				T               				148003				1				PRF				90.87



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013511 -   LIBRARY COMPUTER EQUIP < $5000								12				12/29/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   574351 32974 KEYBANK L01 CC PAYME				T               				148618				1				APP				2,525.89



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013512 -   LIBRARY EQUIPMENT < $5000								10				10/6/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   570024 32974 KEYBANK L01 CC PAYME				T               				147589				1				PRF				154.35



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013512 -   LIBRARY EQUIPMENT < $5000								11				11/3/2023				SIGNSPLUS LA CONNER LIBRARY   				A/P				   571550 13132 SIGNS PLUS          				                				147924				3				PRF				12,963.73



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013512 -   LIBRARY EQUIPMENT < $5000								11				11/13/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   571624 32974 KEYBANK L01 CC PAYME				T               				148003				1				PRF				133.51



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								1				1/11/2023				CTRPTLRGPRNT LACONNER LIBRARY 				A/P				   557716 16519 CENTER POINT LARGE P				INT             				144369				1				PRF				147.42



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								1				1/12/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   557797 11813 INGRAM LIBRARY SERVI				ES              				144412				2				PRF				91.03



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								1				1/12/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   557797 11813 INGRAM LIBRARY SERVI				ES              				144412				3				PRF				41.09



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								1				1/12/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   557797 11813 INGRAM LIBRARY SERVI				ES              				144412				4				PRF				1,090.71



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								1				1/12/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   557797 11813 INGRAM LIBRARY SERVI				ES              				144412				5				PRF				82.34



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								1				1/12/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   557797 11813 INGRAM LIBRARY SERVI				ES              				144412				6				PRF				25.22



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								1				1/25/2023				DECEMBER 2022 DOR USE TAX     				ACH				971091				                				97109				1				PRF				12.68



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								1				1/26/2023				CTRPTLRGPRNT LACONNER LIBRARY 				A/P				   558456 16519 CENTER POINT LARGE P				INT             				144620				1				PRF				147.42



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								2				2/15/2023				CTRPTLRGPRNT LACONNER LIBRARY 				A/P				   559647 16519 CENTER POINT LARGE P				INT             				144858				1				PRF				147.42



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								2				2/15/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   559717 11813 INGRAM LIBRARY SERVI				ES              				144861				1				PRF				53.38



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								2				2/15/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   559717 11813 INGRAM LIBRARY SERVI				ES              				144861				2				PRF				25.09



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								2				2/15/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   559717 11813 INGRAM LIBRARY SERVI				ES              				144861				3				PRF				278.57



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								2				2/15/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   559717 11813 INGRAM LIBRARY SERVI				ES              				144861				4				PRF				255.12



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								2				2/15/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   559717 11813 INGRAM LIBRARY SERVI				ES              				144861				5				PRF				883.68



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								2				2/15/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   559717 11813 INGRAM LIBRARY SERVI				ES              				144861				6				PRF				33.14



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								2				2/15/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   559717 11813 INGRAM LIBRARY SERVI				ES              				144861				7				PRF				38.45



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								2				2/15/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   559717 11813 INGRAM LIBRARY SERVI				ES              				144861				8				PRF				64.62



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								2				2/15/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   559717 11813 INGRAM LIBRARY SERVI				ES              				144861				9				PRF				15.46



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								2				2/15/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   559717 11813 INGRAM LIBRARY SERVI				ES              				144861				10				PRF				14.05



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								2				2/15/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   559717 11813 INGRAM LIBRARY SERVI				ES              				144861				11				PRF				13.5



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								2				2/15/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   559717 11813 INGRAM LIBRARY SERVI				ES              				144861				12				PRF				219.19



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								2				2/27/2023				JANUARY 2023 DOR USE TAX      				ACH				975001				                				97500				1				PRF				12.68



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								2				2/27/2023				JANUARY 2023 DOR USE TAX      				ACH				975001				                				97500				1				PRF				12.68



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				1				PRF				57.26



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				2				PRF				35.63



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				3				PRF				18.75



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				4				PRF				407.45



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				5				PRF				54.6



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				6				PRF				340.92



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				7				PRF				20.49



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				8				PRF				36.05



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				9				PRF				91.27



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				10				PRF				70.63



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				11				PRF				13.97



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				12				PRF				105.1



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				13				PRF				76.21



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				14				PRF				849.23



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				15				PRF				24.97



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				16				PRF				13.83



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/13/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   560755 11813 INGRAM LIBRARY SERVI				ES              				145152				17				PRF				108.91



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/27/2023				CTRPTLRGPRNT LACONNER LIBRARY 				A/P				   561444 16519 CENTER POINT LARGE P				INT             				145332				2				PRF				147.42



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/31/2023				PENWORTHY LACONNER LIBRARY    				A/P				   562006 25151 PENWORTHY COMPANY   				                				145407				4				PRF				156.66



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								3				3/31/2023				HANSONELIZAB LACONNER LIBRARY 				A/P				   561781 34209 HANSON ELIZABETH L  				                				145407				5				PRF				30.85



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				1				PRF				77.87



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				2				PRF				111.95



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				3				PRF				18.04



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				4				PRF				46.25



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				5				PRF				24.37



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				6				PRF				39.5



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				7				PRF				11.52



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				8				PRF				17.39



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				9				PRF				137.34



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				10				PRF				14.13



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				11				PRF				8.86



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				12				PRF				279.64



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				13				PRF				171.6



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				14				PRF				10.52



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				15				PRF				38.14



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				16				PRF				21.06



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   562468 11813 INGRAM LIBRARY SERVI				ES              				145549				17				PRF				43.53



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/21/2023				CTRPTLRGPRNT LA CONNER LIBRARY				A/P				   562756 16519 CENTER POINT LARGE P				INT             				145645				3				PRF				147.42



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								4				4/25/2023				MARCH 2023 DOR USE TAX        				ACH				981931				                				98193				1				PRF				12.68



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								5				5/9/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   563421 11813 INGRAM LIBRARY SERVI				ES              				145840				1				PRF				16.85



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								5				5/9/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   563421 11813 INGRAM LIBRARY SERVI				ES              				145840				2				PRF				27.31



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								5				5/9/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   563421 11813 INGRAM LIBRARY SERVI				ES              				145840				3				PRF				30.83



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								5				5/22/2023				CTRPTLRGPRNT LACONNER LIBRARY 				A/P				   563934 16519 CENTER POINT LARGE P				INT             				145982				2				PRF				147.42



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								5				5/22/2023				PENWORTHY LACONNER LIBRARY    				A/P				   564012 25151 PENWORTHY COMPANY   				                				145982				3				PRF				97.96



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								5				5/25/2023				APRIL 2023 DOR USE TAX        				ACH				985171				                				98517				1				PRF				12.68



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								6				6/6/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   564436 32974 KEYBANK L01 CC PAYME				T               				146134				1				PRF				54.3



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								6				6/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   564857 11813 INGRAM LIBRARY SERVI				ES              				146215				1				PRF				104.93



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								6				6/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   564857 11813 INGRAM LIBRARY SERVI				ES              				146215				2				PRF				913.31



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								6				6/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   564857 11813 INGRAM LIBRARY SERVI				ES              				146215				3				PRF				125.39



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								6				6/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   564857 11813 INGRAM LIBRARY SERVI				ES              				146215				4				PRF				60.1



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								6				6/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   564857 11813 INGRAM LIBRARY SERVI				ES              				146215				5				PRF				73.88



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								6				6/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   564857 11813 INGRAM LIBRARY SERVI				ES              				146215				6				PRF				294.07



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								6				6/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   564857 11813 INGRAM LIBRARY SERVI				ES              				146215				7				PRF				23.3



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								6				6/13/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   564857 11813 INGRAM LIBRARY SERVI				ES              				146215				8				PRF				20.13



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								6				6/22/2023				CTRPTLRGPRNT LA CONNER LIBRARY				A/P				   565495 16519 CENTER POINT LARGE P				INT             				146343				3				PRF				147.42



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								7				7/7/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   565988 32974 KEYBANK L01 CC PAYME				T               				146513				1				PRF				135.04



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								7				7/18/2023				CTRPTLRGPRNT LA CONNER LIBRARY				A/P				   566356 16519 CENTER POINT LARGE P				INT             				146632				3				PRF				147.42



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								7				7/18/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   566429 11813 INGRAM LIBRARY SERVI				ES              				146634				1				PRF				106.42



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								7				7/18/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   566429 11813 INGRAM LIBRARY SERVI				ES              				146634				2				PRF				30.76



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								7				7/18/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   566429 11813 INGRAM LIBRARY SERVI				ES              				146634				3				PRF				69.46



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								7				7/18/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   566429 11813 INGRAM LIBRARY SERVI				ES              				146634				4				PRF				58.53



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								7				7/18/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   566429 11813 INGRAM LIBRARY SERVI				ES              				146634				5				PRF				268.31



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								7				7/25/2023				JUN 2023 DOR USE TAX          				ACH				991221				                				99122				1				PRF				12.67



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								7				7/25/2023				JUN 2023 DOR USE TAX          				ACH				991221				                				99122				1				PRF				12.68



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								8				8/14/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   567736 11813 INGRAM LIBRARY SERVI				ES              				146944				1				PRF				43.56



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								8				8/14/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   567736 11813 INGRAM LIBRARY SERVI				ES              				146944				2				PRF				1,000.15



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								8				8/14/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   567736 11813 INGRAM LIBRARY SERVI				ES              				146944				3				PRF				15.16



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								8				8/14/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   567736 11813 INGRAM LIBRARY SERVI				ES              				146944				4				PRF				15.25



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								8				8/14/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   567736 11813 INGRAM LIBRARY SERVI				ES              				146944				5				PRF				54.63



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								8				8/14/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   567736 11813 INGRAM LIBRARY SERVI				ES              				146944				6				PRF				37.99



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								8				8/21/2023				CTRPTLRGPRNT LA CONNER LIBRARY				A/P				   567968 16519 CENTER POINT LARGE P				INT             				147040				1				PRF				147.42



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								9				9/20/2023				CTRPTLRGPRNT LACONNER LIBRARY 				A/P				   569442 16519 CENTER POINT LARGE P				INT             				147391				2				PRF				147.42



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								9				9/20/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   569516 11813 INGRAM LIBRARY SERVI				ES              				147391				4				PRF				272.79



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								9				9/20/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   569516 11813 INGRAM LIBRARY SERVI				ES              				147391				5				PRF				54.98



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								9				9/20/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   569516 11813 INGRAM LIBRARY SERVI				ES              				147391				6				PRF				8.06



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								9				9/20/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   569516 11813 INGRAM LIBRARY SERVI				ES              				147391				7				PRF				493.23



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								9				9/20/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   569516 11813 INGRAM LIBRARY SERVI				ES              				147391				8				PRF				189.13



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								9				9/20/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   569516 11813 INGRAM LIBRARY SERVI				ES              				147391				9				PRF				30



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								9				9/20/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   569516 11813 INGRAM LIBRARY SERVI				ES              				147391				10				PRF				88.52



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								9				9/20/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   569516 11813 INGRAM LIBRARY SERVI				ES              				147391				11				PRF				1,037.61



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								9				9/20/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   569516 11813 INGRAM LIBRARY SERVI				ES              				147391				12				PRF				233.78



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								9				9/20/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   569516 11813 INGRAM LIBRARY SERVI				ES              				147391				13				PRF				13.98



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								9				9/20/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   569516 11813 INGRAM LIBRARY SERVI				ES              				147391				14				PRF				13.74



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								9				9/20/2023				INGRAM SVC LACONNER LIBRARY   				A/P				   569516 11813 INGRAM LIBRARY SERVI				ES              				147391				15				PRF				269.21



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								10				10/20/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   570792 11813 INGRAM LIBRARY SERVI				ES              				147763				1				PRF				27.92



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								10				10/20/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   570792 11813 INGRAM LIBRARY SERVI				ES              				147763				2				PRF				17.35



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								10				10/20/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   570792 11813 INGRAM LIBRARY SERVI				ES              				147763				3				PRF				40.28



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								10				10/20/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   570792 11813 INGRAM LIBRARY SERVI				ES              				147763				4				PRF				24.16



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								10				10/20/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   570792 11813 INGRAM LIBRARY SERVI				ES              				147763				5				PRF				18.13



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								10				10/20/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   570792 11813 INGRAM LIBRARY SERVI				ES              				147763				6				PRF				26.75



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								10				10/20/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   570792 11813 INGRAM LIBRARY SERVI				ES              				147763				7				PRF				19.06



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								10				10/20/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   570792 11813 INGRAM LIBRARY SERVI				ES              				147763				8				PRF				33.84



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								10				10/25/2023				SEP 2023 DOR USE TAX          				ACH				100901				                				10090				1				PRF				12.68



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								11				11/3/2023				CTRPTLRGPRNT LA CONNER LIBRARY				A/P				   571386 16519 CENTER POINT LARGE P				INT             				147924				1				PRF				147.42



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								11				11/15/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   572183 11813 INGRAM LIBRARY SERVI				ES              				148057				1				PRF				879.09



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								11				11/15/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   572183 11813 INGRAM LIBRARY SERVI				ES              				148057				2				PRF				443.69



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								11				11/15/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   572183 11813 INGRAM LIBRARY SERVI				ES              				148057				3				PRF				689.19



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								11				11/15/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   572183 11813 INGRAM LIBRARY SERVI				ES              				148057				4				PRF				35.94



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								11				11/15/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   572183 11813 INGRAM LIBRARY SERVI				ES              				148057				5				PRF				23.81



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								11				11/15/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   572183 11813 INGRAM LIBRARY SERVI				ES              				148057				6				PRF				48.37



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								11				11/15/2023				INGRAM SVC LA CONNER LIBRARY  				A/P				   572183 11813 INGRAM LIBRARY SERVI				ES              				148057				7				PRF				106.58



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								11				11/20/2023				CTRPTLRGPRNT LA CONNER LIBRARY				A/P				   572430 16519 CENTER POINT LARGE P				INT             				148120				1				PRF				147.42



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								11				11/22/2023				OCT 2023 DOR USE TAX          				ACH				102741				                				10274				1				PRF				12.68



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000								12				12/21/2023				NOV 2023 DOR USE TAX          				ACH				'00035                               				                				100035				1				APP				12.68



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014110 -   PROFESSIONAL SERVICES								3				3/6/2023				MAGNUSMARKET LACONNER LIBRARY 				A/P				   560535 33957 MAGNUS MARKETING GRO				P LLC           				145062				2				PRF				1,887.66



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014110 -   PROFESSIONAL SERVICES								3				3/16/2023				STATE AUDIT LACONNER LIBRARY  				A/P				   561314 13294 WA ST AUDITORS OFFIC				-40021				145234				2				PRF				1,024.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014110 -   PROFESSIONAL SERVICES								4				4/21/2023				RETIREMENTS LA CONNER LIBRARY 				A/P				   562999 23312 WA ST DEPT OF RETIRE				SYS -9018       				145645				1				PRF				25



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014110 -   PROFESSIONAL SERVICES								10				10/4/2023				TODDSMONU LA CONNER LIBRARY   				A/P				   570298 31618 TODD'S MONUMENTS LLC				                				147544				1				PRF				75



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014110 -   PROFESSIONAL SERVICES								10				10/24/2023				HCMP PS LA CONNER LIBRARY     				A/P				   570788 29431 HILLIS CLARK MARTIN 				 PETERSON       				147796				1				PRF				798



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014110 -   PROFESSIONAL SERVICES								10				10/24/2023				HCMP PS LA CONNER LIBRARY     				A/P				   570788 29431 HILLIS CLARK MARTIN 				 PETERSON       				147796				2				PRF				196



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014110 -   PROFESSIONAL SERVICES								11				11/3/2023				EQUINOXOPENL LA CONNER LIBRARY				A/P				   571412 32951 EQUINOX OPEN LIBRARY				INITIATIV       				147924				2				PRF				520.31



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014110 -   PROFESSIONAL SERVICES								11				11/6/2023				GUARDIAN SEC LA CONNER LIBRARY				A/P				   571430 11529 GUARDIAN SECURITY SY				TEMS INC        				147936				1				PRF				211.78



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014110 -   PROFESSIONAL SERVICES								11				11/14/2023				LITZIALLC LA CONNER LIBRARY   				A/P				   572219 34399 LITZIA LLC          				                				148044				1				PRF				592.96



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014110 -   PROFESSIONAL SERVICES								11				11/29/2023				SYNDETICS ENRICHMENT & COVER  				IGT				103081				                				10308				1				PRF				242.73



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014110 -   PROFESSIONAL SERVICES								12				12/11/2023				SEC OF STATE LA CONNER LIBRARY				A/P				   573493 13073 WA ST SECRETARY OF S				ATE             				148368				1				APP				2,110.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014110 -   PROFESSIONAL SERVICES								12				12/11/2023				SEC OF STATE LA CONNER LIBRARY				A/P				   573493 13073 WA ST SECRETARY OF S				ATE             				148368				2				APP				4,581.02



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014114 -   TRANSFER OUT								3				3/1/2023				TO DEBT SERVICE FOR BOND PAYOF				TRO				'000056                              				                				97629				2				PRF				300,803.50



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014114 -   TRANSFER OUT								3				3/31/2023				Fix bond payment              				JCR				979831				                				97983				1				PRF				-300,803.50



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014114 -   TRANSFER OUT								4				4/18/2023				TO PROJECT FROM GENERAL       				TRO				'000101                              				                				98168				1				PRF				0.16



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014120 -   ACCOUNTING SERVICES								5				5/22/2023				1ST QTR AUD SVCS              				IGT				984941				                				98494				1				PRF				1,559.40



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014120 -   ACCOUNTING SERVICES								6				6/28/2023				2nd QTR AUD SVCS              				IGT				988401				                				98840				1				PRF				1,559.40



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014120 -   ACCOUNTING SERVICES								10				10/2/2023				3rd QTR AUD SVCS              				IGT				998531				                				99853				1				PRF				1,559.40



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014120 -   ACCOUNTING SERVICES								12				12/28/2023				4TH QTR AUD SVCS              				IGT				'000691                              				                				100069				1				APP				1,559.40



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014187 -   JANITORIAL								3				3/13/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   560599 32974 KEYBANK L01 CC PAYME				T               				145151				1				PRF				104.69



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014210 -   TELEPHONE								1				1/10/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   557490 32974 KEYBANK L01 CC PAYME				T               				144337				1				PRF				118.41



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014210 -   TELEPHONE								2				2/15/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   558985 32974 KEYBANK L01 CC PAYME				T               				144844				1				PRF				119.05



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014210 -   TELEPHONE								3				3/13/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   560599 32974 KEYBANK L01 CC PAYME				T               				145151				1				PRF				119.05



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014210 -   TELEPHONE								4				4/7/2023				KEYBANKL01CC ENCL             				A/P				   562059 32974 KEYBANK L01 CC PAYME				T               				145479				1				PRF				119.05



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014210 -   TELEPHONE								6				6/6/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   564436 32974 KEYBANK L01 CC PAYME				T               				146134				1				PRF				238.19



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014210 -   TELEPHONE								7				7/7/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   565988 32974 KEYBANK L01 CC PAYME				T               				146513				1				PRF				119.05



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014210 -   TELEPHONE								8				8/15/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   567617 32974 KEYBANK L01 CC PAYME				T               				146954				1				PRF				119.05



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014210 -   TELEPHONE								9				9/12/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   568845 32974 KEYBANK L01 CC PAYME				T               				147288				1				PRF				119.05



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014210 -   TELEPHONE								10				10/6/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   570024 32974 KEYBANK L01 CC PAYME				T               				147589				1				PRF				119.05



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014210 -   TELEPHONE								11				11/13/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   571624 32974 KEYBANK L01 CC PAYME				T               				148003				1				PRF				119.66



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014210 -   TELEPHONE								12				12/11/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   573240 32974 KEYBANK L01 CC PAYME				T               				148373				1				APP				119.66



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014210 -   TELEPHONE								12				12/29/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   574351 32974 KEYBANK L01 CC PAYME				T               				148618				1				APP				119.66



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014212 -   TELEPHONE INTERNET								2				2/15/2023				PYE-BARKERFI LACONNER LIBRARY 				A/P				   559801 32803 PYE-BARKER FIRE & SA				ETY LLC         				144860				1				PRF				136.84



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014220 -   POSTAGE								3				3/27/2023				LACONNERFOUN LACONNER LIBRARY 				A/P				   561567 28576 LA CONNER LIBRARY FO				NDATION         				145332				3				PRF				415



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014220 -   POSTAGE								6				6/6/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   564436 32974 KEYBANK L01 CC PAYME				T               				146134				1				PRF				290



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014220 -   POSTAGE								10				10/6/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   570024 32974 KEYBANK L01 CC PAYME				T               				147589				1				PRF				14.7



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014220 -   POSTAGE								11				11/13/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   571624 32974 KEYBANK L01 CC PAYME				T               				148003				1				PRF				3.75



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014310 -   TRAVEL								3				3/13/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   560599 32974 KEYBANK L01 CC PAYME				T               				145151				1				PRF				296.68



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014310 -   TRAVEL								11				11/13/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   571624 32974 KEYBANK L01 CC PAYME				T               				148003				1				PRF				403.78



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014410 -   ADVERTISING								3				3/13/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   560599 32974 KEYBANK L01 CC PAYME				T               				145151				1				PRF				95



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014410 -   ADVERTISING								11				11/13/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   571624 32974 KEYBANK L01 CC PAYME				T               				148003				1				PRF				208.51



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014610 -   INSURANCE								8				8/2/2023				ENDURISWA LA CONNER LIBRARY   				A/P				   567475 24503 ENDURIS WASHINGTON F				MLY WGEP        				146811				1				PRF				21,813.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								1				1/12/2023				TWN LACONNER LACONNER LIBRARY 				A/P				   558012 12026 TOWN OF LACONNER    				                				144412				1				PRF				296.74



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								1				1/23/2023				PUGET ENERGY LACONNER LIBRARY 				A/P				   558318 14036 PUGET SOUND ENERGY  				                				144558				6				PRF				817.59



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								2				2/1/2023				WSTMGTOFWA LACONNER LIBRARY   				A/P				   558979 26387 WASTE MANAGEMENT-541				65				144688				1				PRF				26.22



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								2				2/1/2023				WSTMGTOFWA LACONNER LIBRARY   				A/P				   558979 26387 WASTE MANAGEMENT-541				65				144688				2				PRF				44.97



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								2				2/9/2023				TWN LACONNER LACONNER LIBRARY 				A/P				   559556 12026 TOWN OF LACONNER    				                				144799				1				PRF				311.97



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								2				2/15/2023				PUGET ENERGY LACONNER LIBRARY 				A/P				   559811 14036 PUGET SOUND ENERGY  				                				144859				1				PRF				828.18



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								3				3/13/2023				TWN LACONNER LACONNER LIBRARY 				A/P				   560984 12026 TOWN OF LACONNER    				                				145156				1				PRF				310.42



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								3				3/16/2023				PUGET ENERGY LACONNER LIBRARY 				A/P				   561251 14036 PUGET SOUND ENERGY  				                				145234				1				PRF				2,377.51



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								4				4/12/2023				TWN LACONNER LACONNER LIBRARY 				A/P				   562637 12026 TOWN OF LACONNER    				                				145548				2				PRF				312.95



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								5				5/9/2023				TWN LACONNER LA CONNER LIBRARY				A/P				   563581 12026 TOWN OF LACONNER    				                				145842				4				PRF				313.81



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								6				6/13/2023				TWN LACONNER LA CONNER LIBRARY				A/P				   565038 12026 TOWN OF LACONNER    				                				146216				2				PRF				375.65



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								7				7/18/2023				TWN LACONNER LA CONNER LIBRARY				A/P				   566639 12026 TOWN OF LACONNER    				                				146632				1				PRF				412.36



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								8				8/14/2023				TWN LACONNER LA CONNER LIBRARY				A/P				   567881 12026 TOWN OF LACONNER    				                				146941				3				PRF				396.41



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								9				9/5/2023				TWN LACONNER LA CONNER LIBRARY				A/P				   568810 12026 TOWN OF LACONNER    				                				147181				1				PRF				4,800.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								9				9/5/2023				TWN LACONNER LACONNER LIBRARY 				A/P				   569140 12026 TOWN OF LACONNER    				                				147189				1				PRF				4,800.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								9				9/5/2023				WSTMGTOFWA LACONNER LIBRARY   				A/P				   569172 26387 WASTE MANAGEMENT-541				65				147189				2				PRF				44.32



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								9				9/5/2023				WSTMGTOFWA LACONNER LIBRARY   				A/P				   569172 26387 WASTE MANAGEMENT-541				65				147189				3				PRF				25.31



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								9				9/14/2023				TWN LACONNER LA CONNER LIBRARY				A/P				   569365 12026 TOWN OF LACONNER    				                				147331				1				PRF				423.09



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								10				10/20/2023				TWN LACONNER LA CONNER LIBRARY				A/P				   570984 12026 TOWN OF LACONNER    				                				147762				1				PRF				691.09



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								11				11/8/2023				TWN LACONNER LA CONNER LIBRARY				A/P				   572038 12026 TOWN OF LACONNER    				                				147988				1				PRF				333.85



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								12				12/5/2023				PUGET ENERGY LA CONNER LIBRARY				A/P				   573470 14036 PUGET SOUND ENERGY  				                				148308				1				APP				193.9



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								12				12/11/2023				TWN LACONNER LACONNER LIBRARY 				A/P				   573541 12026 TOWN OF LACONNER    				                				148367				1				APP				315.64



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES								12				12/18/2023				PUGET ENERGY LA CONNER LIBRARY				A/P				   573858 14036 PUGET SOUND ENERGY  				                				148466				1				APP				840.42



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								1				1/10/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   557490 32974 KEYBANK L01 CC PAYME				T               				144337				1				PRF				150.55



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								2				2/15/2023				KEYBANKL01CC LACONNER LIBRARY 				A/P				   558985 32974 KEYBANK L01 CC PAYME				T               				144844				1				PRF				101.01



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								3				3/6/2023				WSTMGTOFWA LACONNER LIBRARY   				A/P				   560593 26387 WASTE MANAGEMENT-541				65				145062				5				PRF				43.44



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								3				3/6/2023				WSTMGTOFWA LACONNER LIBRARY   				A/P				   560593 26387 WASTE MANAGEMENT-541				65				145062				6				PRF				25.22



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								3				3/31/2023				WSTMGTOFWA LACONNER LIBRARY   				A/P				   562054 26387 WASTE MANAGEMENT-541				65				145407				1				PRF				42.95



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								3				3/31/2023				WSTMGTOFWA LACONNER LIBRARY   				A/P				   562054 26387 WASTE MANAGEMENT-541				65				145407				2				PRF				25.22



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								5				5/9/2023				WSTMGTOFWA LA CONNER LIBRARY  				A/P				   563609 26387 WASTE MANAGEMENT-541				65				145842				1				PRF				25.22



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								5				5/9/2023				WSTMGTOFWA LA CONNER LIBRARY  				A/P				   563609 26387 WASTE MANAGEMENT-541				65				145842				2				PRF				42.7



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								6				6/5/2023				WSTMGTOFWA LA CONNER LIBRARY  				A/P				   564722 26387 WASTE MANAGEMENT-541				65				146118				3				PRF				25.22



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								6				6/5/2023				WSTMGTOFWA LA CONNER LIBRARY  				A/P				   564722 26387 WASTE MANAGEMENT-541				65				146118				4				PRF				42.22



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								7				7/7/2023				WSTMGTOFWA LA CONNER LIBRARY  				A/P				   566295 26387 WASTE MANAGEMENT-541				65				146515				1				PRF				25.31



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								7				7/7/2023				WSTMGTOFWA LA CONNER LIBRARY  				A/P				   566295 26387 WASTE MANAGEMENT-541				65				146515				2				PRF				42.07



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								8				8/7/2023				WSTMGTOFWA LA CONNER LIBRARY  				A/P				   567607 26387 WASTE MANAGEMENT-541				65				146856				2				PRF				25.31



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								8				8/7/2023				WSTMGTOFWA LA CONNER LIBRARY  				A/P				   567607 26387 WASTE MANAGEMENT-541				65				146856				3				PRF				42.29



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								10				10/4/2023				WSTMGTOFWA LA CONNER LIBRARY  				A/P				   570328 26387 WASTE MANAGEMENT-541				65				147544				2				PRF				44.9



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								10				10/4/2023				WSTMGTOFWA LA CONNER LIBRARY  				A/P				   570328 26387 WASTE MANAGEMENT-541				65				147544				3				PRF				25.31



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL								11				11/6/2023				WSTMGTOFWA LA CONNER LIBRARY  				A/P				   571620 26387 WASTE MANAGEMENT-541				65				147936				3				PRF				44.71
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				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5016210 -   BUILDINGS AND STRUCTURES								11				11/8/2023				KEITHLYBARBE LA CONNER LIBRARY				A/P				   571833 29312 KEITHLY BARBER ASSOC				ATES INC        				147983				4				PRF				1,114.80



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5016210 -   BUILDINGS AND STRUCTURES								11				11/8/2023				KEITHLYBARBE LA CONNER LIBRARY				A/P				   571833 29312 KEITHLY BARBER ASSOC				ATES INC        				147983				5				PRF				1,617.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5016210 -   BUILDINGS AND STRUCTURES								11				11/13/2023				KEYBANKL01CC LA CONNER LIBRARY				A/P				   571624 32974 KEYBANK L01 CC PAYME				T               				148003				1				PRF				85.09



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5034114 -   TRANSFER OUT								3				3/1/2023				TO DEBT SERVICE FOR BOND PAYOF				TRO				'000056                              				                				97629				2				PRF				57,641.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5034114 -   TRANSFER OUT								10				10/18/2023				move bond transfer            				JCR				100161				                				10016				1				PRF				-57,641.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5036210 -   BUILDINGS AND STRUCTURES								11				11/8/2023				KEITHLYBARBE LA CONNER LIBRARY				A/P				   571833 29312 KEITHLY BARBER ASSOC				ATES INC        				147983				1				PRF				3,430.32



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5207900 -   DEBT SERVICE/PRINCIPAL								3				3/31/2023				LACONNER LIBRARY LTGO 2020    				BJV				'000006                              				                				97980				1				PRF				355,824.00



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5208300 -   INTEREST								3				3/31/2023				5051150-00201                 				BPI				'000005                              				                				97973				1				PRF				2,620.50



				 																																																



				 																																																



				 																																																



				24/01/23-08:12 Skagit County - (FY23 PROD Dataset) January 23 2024																																																



				GL787 432 L01 TRANSACTION DETAIL CSV Report Format 115																																																



				Period 12 ending December 31, 2023 Transaction status 1																																																



				 																																																



				Fund				GL Code																																												



				 				 																																												



				 																																																



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5011100 -   SALARIES AND WAGES				L01 5011100              SALARIES AND WAGES                                                                         				215,016.61																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012100 -   SOCIAL SECURITY				L01 5012100              SOCIAL SECURITY                                                                            				16,448.99																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012200 -   RETIREMENT				L01 5012200              RETIREMENT                                                                                 				17,536.69																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012300 -   LABOR AND INDUSTRIES				L01 5012300              LABOR AND INDUSTRIES                                                                       				2,045.01																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012400 -   MEDICAL				L01 5012400              MEDICAL                                                                                    				4,348.95																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5012900 -   UNEMPLOYMENT COMPENSATION				L01 5012900              UNEMPLOYMENT COMPENSATION                                                                  				449.05																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013110 -   OFFICE SUPPLIES				L01 5013110              OFFICE SUPPLIES                                                                            				8,604.89																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013130 -   SOFTWARE SUPPLIES				L01 5013130              SOFTWARE SUPPLIES                                                                          				753.74																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013180 -   LIBRARY PROGRAM COSTS				L01 5013180              LIBRARY PROGRAM COSTS                                                                      				865.51																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013511 -   LIBRARY COMPUTER EQUIP < $5000				L01 5013511              LIBRARY COMPUTER EQUIP < $50                                                               				3,414.21																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013512 -   LIBRARY EQUIPMENT < $5000				L01 5013512              LIBRARY EQUIPMENT < $5000                                                                  				13,251.59																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5013515 -   LIBRARY BOOKS < $5,000				L01 5013515              LIBRARY BOOKS < $5,000                                                                     				17,521.77																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014110 -   PROFESSIONAL SERVICES				L01 5014110              PROFESSIONAL SERVICES                                                                      				12,264.46																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014114 -   TRANSFER OUT				L01 5014114              TRANSFER OUT                                                                               				0.16																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014120 -   ACCOUNTING SERVICES				L01 5014120              ACCOUNTING SERVICES                                                                        				6,237.60																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014187 -   JANITORIAL				L01 5014187              JANITORIAL                                                                                 				104.69																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014210 -   TELEPHONE				L01 5014210              TELEPHONE                                                                                  				1,548.93																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014212 -   TELEPHONE INTERNET				L01 5014212              TELEPHONE INTERNET                                                                         				136.84																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014220 -   POSTAGE				L01 5014220              POSTAGE                                                                                    				723.45																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014310 -   TRAVEL				L01 5014310              TRAVEL                                                                                     				700.46																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014410 -   ADVERTISING				L01 5014410              ADVERTISING                                                                                				303.51																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014610 -   INSURANCE				L01 5014610              INSURANCE                                                                                  				21,813.00																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014700 -   UTILITIES				L01 5014700              UTILITIES                                                                                  				19,292.40																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014712 -   WASTE DISPOSAL				L01 5014712              WASTE DISPOSAL                                                                             				868.14																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014810 -   REPAIRS AND MAINTENANCE				L01 5014810              REPAIRS AND MAINTENANCE                                                                    				4,618.14																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014910 -   MISCELLANEOUS				L01 5014910              MISCELLANEOUS                                                                              				18,240.95																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014911 -   PRINTING				L01 5014911              PRINTING                                                                                   				2,298.37																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014920 -   EDUCATION/TRAINING				L01 5014920              EDUCATION/TRAINING                                                                         				828.7																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5014930 -   DUES/SUBSCRIPTIONS/MEMBERSHIPS				L01 5014930              DUES/SUBSCRIPTIONS/MEMBERSHI                                                               				5,832.97																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5016210 -   BUILDINGS AND STRUCTURES				L01 5016210              BUILDINGS AND STRUCTURES                                                                   				19,724.68																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5034114 -   TRANSFER OUT				L01 5034114              TRANSFER OUT                                                                               																																								



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5036210 -   BUILDINGS AND STRUCTURES				L01 5036210              BUILDINGS AND STRUCTURES                                                                   				3,430.32																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5207900 -   DEBT SERVICE/PRINCIPAL				L01 5207900              DEBT SERVICE/PRINCIPAL                                                                     				355,824.00																																				



				L01 LIBRARY DISTRICT 1 LA CONNER				L01 5208300 -   INTEREST				L01 5208300              INTEREST                                                                                   				2,620.50																																				



				 																																																



				 																																																



				 																																																



				24/01/23-08:12 Skagit County - (FY23 PROD Dataset) January 23 2024																																																



				GL787 432 L01 TRANSACTION DETAIL CSV Report Format 115																																																



				Period 12 ending December 31, 2023 Transaction status 1																																																



				 																																																



				Fund																																																



				 																																																



				 																																																



				Report Final Totals				            Report Final Totals                                                                                     				777,669.28																																								










Jean Markert, Director

La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~









From: Jean Markert

To: Vandenburg, Vivian (SAQO)

Subject: Re: sk treasurer report

Date: Wednesday, May 29, 2024 1:46:17 PM
Attachments: YE 2023 BAL(4).xlsx

YE 2023 REV-EXP(3).xlsx

External Email

On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email

Jean Markert, Director
La Conner Swinomish Library

360-549-3043

jmarkert@l]clib.lib.wa.us

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~
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YE 2023 BAL(4)



				 



				BALANCE SHEET



				YEAR END 2023



				 



				 



				 



				Fund				Sub Fund				Acct Type				Object								 BEGINNING     				  CURRENT      				  CURRENT      				   ENDING



				 				 				 				 								  BALANCE      				   DEBITS      				  CREDITS      				  BALANCE



				 



				 				 				 				 				Obj 111     CASH AND CASH EQUIVALENTS         				390,565.88				508,923.79				-778,871.78				120,617.89



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				001 ASSETS				118 TEMPORARY INVESTMENTS				Obj 118     TEMPORARY INVESTMENTS             				58,937.44				51,747.40				-56,137.66				54,547.18



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				001 ASSETS				121 TAXES RECEIVABLE (NET)				Obj 121     TAXES RECEIVABLE (NET)            				8,350.41				290,356.62				-290,954.82				7,752.21



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				002 LIABILITIES & FUND EQUITY				213 ACCOUNTS/VOUCHERS PAYABLE				Obj 213     ACCOUNTS/VOUCHERS PAYABLE         				-2,527.08				157,148.76				-158,390.34				-3,768.66



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				002 LIABILITIES & FUND EQUITY				231 OTHER ACCRUED LIABILITIES				Obj 231     OTHER ACCRUED LIABILITIES         				-8,821.30				107,089.85				-106,312.22				-8,043.67



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				002 LIABILITIES & FUND EQUITY				257 DEFERRED REVENUE				Obj 257     DEFERRED REVENUE                  				-8,350.41				290,954.82				-290,356.62				-7,752.21



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				002 LIABILITIES & FUND EQUITY				287 UNRESERVED FUND BALANCE				Obj 287     UNRESERVED FUND BALANCE           				-438,154.94				               				               				-438,154.94



				L01 LIBRARY DISTRICT 1 LA CONNER				003 LIBRARY DIST 1 CAPITAL IMPROVE				001 ASSETS				111 CASH AND CASH EQUIVALENTS				Obj 111     CASH AND CASH EQUIVALENTS         				127,000.66				0.16				-130,431.14				-3,430.32



				L01 LIBRARY DISTRICT 1 LA CONNER				003 LIBRARY DIST 1 CAPITAL IMPROVE				002 LIABILITIES & FUND EQUITY				213 ACCOUNTS/VOUCHERS PAYABLE				Obj 213     ACCOUNTS/VOUCHERS PAYABLE         				-69,359.82				72,790.14				-3,430.32



				L01 LIBRARY DISTRICT 1 LA CONNER				003 LIBRARY DIST 1 CAPITAL IMPROVE				002 LIABILITIES & FUND EQUITY				287 UNRESERVED FUND BALANCE				Obj 287     UNRESERVED FUND BALANCE           				-57,640.84				               				               				-57,640.84



				L01 LIBRARY DISTRICT 1 LA CONNER				020 LIBRARY DISTRICT 1 BOND				001 ASSETS				111 CASH AND CASH EQUIVALENTS				Obj 111     CASH AND CASH EQUIVALENTS         				               				358,444.50				-358,444.50



				L01 LIBRARY DISTRICT 1 LA CONNER				020 LIBRARY DISTRICT 1 BOND				001 ASSETS				115 DEPOSITS-FISCAL AGENTS/TRUSTEE				Obj 115     DEPOSITS-FISCAL AGENTS/TRUSTEE    				               				358,444.50				-358,444.50



				L01 LIBRARY DISTRICT 1 LA CONNER				020 LIBRARY DISTRICT 1 BOND				002 LIABILITIES & FUND EQUITY				235 CURRENT PORTION OF LT DEBTS				Obj 235     CURRENT PORTION OF LT DEBTS       				-355,824.00				711,648.00				-711,648.00				-355,824.00



				L01 LIBRARY DISTRICT 1 LA CONNER				020 LIBRARY DISTRICT 1 BOND				002 LIABILITIES & FUND EQUITY				287 UNRESERVED FUND BALANCE				Obj 287     UNRESERVED FUND BALANCE           				355,824.00				               				               				355,824.00



				 



				Report Final Totals				 				 				 				            Report Final Totals                  				               				2,907,548.54				-3,243,421.90				-335,873.36














YE 2023 REV-EXP(3)



				 



				REVENUE/EXPENDITURE



				YEAR END 2023



				 



				 



				 



				Fund				Sub Fund				Acct Type				Object				PRIOR MONTH       								  CURRENT         				  CURRENT         				 MONTH END        				2023



				 				 				 				 				END BALANCE       								   DEBITS         				  CREDITS         				  BALANCE         				   BUDGET



				 



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				003 REVENUES				310 TAXES				Obj 310     TAXES                     				                  				                  				-300,223.40				-300,223.40												300,223.40								$   300,803.00



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				003 REVENUES				360 MISCELLANEOUS REVENUES				Obj 360     MISCELLANEOUS REVENUES    				                  				4.59				-94,723.65				-94,719.06												94,179.06



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				003 REVENUES				380 OTHER INCREASES IN FUND RESOUR				Obj 380     OTHER INCREASES IN FUND   				                  				                  				-46,853.30				-46,853.30												46853.3



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				003 REVENUES				390 OTHER FINANCING SOURCES				Obj 390     OTHER FINANCING SOURCES   				                  				300,803.50				                  				300,803.50



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				005 EXPENDITURES				510 SALARIES AND WAGES				Obj 510     SALARIES AND WAGES        				                  				215,737.81				-721.2				215,016.61												441,255.76



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				005 EXPENDITURES				520 PERSONNEL BENEFITS				Obj 520     PERSONNEL BENEFITS        				                  				42,783.35				-1,954.66				40,828.69



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				005 EXPENDITURES				530 SUPPLIES -CONSUMPTION / RESALE				Obj 530     SUPPLIES -CONSUMPTION /   				                  				44,411.71				                  				44,411.71



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				005 EXPENDITURES				540 SERVICES AND PASS THRU PMTS				Obj 540     SERVICES AND PASS THRU P  				                  				95,812.61				                  				95,812.61



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				005 EXPENDITURES				550 INTERGOVT/INTERFUND SVC/TAXES				Obj 550     INTERGOVT/INTERFUND SVC/  				                  				300,803.66				-300,803.50				0.16



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				005 EXPENDITURES				560 CAPITAL OUTLAYS				Obj 560     CAPITAL OUTLAYS           				                  				19,724.68				                  				19,724.68



				L01 LIBRARY DISTRICT 1 LA CONNER				001 LIBRARY DISTRICT 1 LA CONNER				005 EXPENDITURES				599 BUDGET EXPENDITURES				Obj 599     BUDGET EXPENDITURES       				                  				                  				                  				                  				778,907.00



				L01 LIBRARY DISTRICT 1 LA CONNER				003 LIBRARY DIST 1 CAPITAL IMPROVE				003 REVENUES				390 OTHER FINANCING SOURCES				Obj 390     OTHER FINANCING SOURCES   				                  				57,641.00				-0.16				57,640.84



				L01 LIBRARY DISTRICT 1 LA CONNER				003 LIBRARY DIST 1 CAPITAL IMPROVE				005 EXPENDITURES				550 INTERGOVT/INTERFUND SVC/TAXES				Obj 550     INTERGOVT/INTERFUND SVC/  				                  				57,641.00				-57,641.00				                  



				L01 LIBRARY DISTRICT 1 LA CONNER				003 LIBRARY DIST 1 CAPITAL IMPROVE				005 EXPENDITURES				560 CAPITAL OUTLAYS				Obj 560     CAPITAL OUTLAYS           				                  				3,430.32				                  				3,430.32																				Swin contribution



				L01 LIBRARY DISTRICT 1 LA CONNER				020 LIBRARY DISTRICT 1 BOND				003 REVENUES				390 OTHER FINANCING SOURCES				Obj 390     OTHER FINANCING SOURCES   				                  				                  				-358,444.50				-358,444.50																				$   23,773.84



				L01 LIBRARY DISTRICT 1 LA CONNER				020 LIBRARY DISTRICT 1 BOND				005 EXPENDITURES				570 DEBT SERVICE: PRINCIPAL				Obj 570     DEBT SERVICE: PRINCIPAL   				                  				355,824.00				                  				355,824.00																				$   25,006.60



				L01 LIBRARY DISTRICT 1 LA CONNER				020 LIBRARY DISTRICT 1 BOND				005 EXPENDITURES				580 DEBT SERVICE:INTEREST/REL COST				Obj 580     DEBT SERVICE:INTEREST/RE  				                  				2,620.50				                  				2,620.50																				$   13,549.09



				L01 LIBRARY DISTRICT 1 LA CONNER				 				 				 				Fnd L01     LIBRARY DISTRICT 1 LA CONNE 				                  				1,497,238.73				-1,161,365.37				335,873.36				778,907.00																$   62,329.53



				 																																																				$   (13,549.53)



				Report Final Totals				 				 				 				            Report Final Totals         				                  				1,497,238.73				-1,161,365.37				335,873.36				778,907.00																$   48,780.00














Jean Markert, Director

La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~









From: Jean Markert

To: Vandenburg, Vivian (SAQ)
Subject: Re: sk treasurer report

Date: Thursday, May 30, 2024 9:29:24 AM
Attachments: image001.png

External Email

That helps a ton. Thank you.

On Thu, May 30, 2024 at 9:22 AM Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
wrote:

I hope things went well!

The fee appears to be $125 for members and $175 for non-members. To my understanding, there is no
price difference in the virtual vs in-person class that is hosted. The in-person class is hosted at various
locations throughout the state. Keep an eye on that page I sent you, it’ll be updated when there is a
confirmed location for the remaining cash basis class.

I hope this helps!

-Vivian

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Thursday, May 30, 2024 9:09 AM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Thank you Vivian,

You were very helpful yesterday. I am definitely going to take advantage of the BARS training,
do you happen to know what the fee is for the class? I need to make sure to put it in my training
budget.
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I will also work with our county staff, they are awesome and always super helpful.

Have a great day and thank you again.

Jean

On Thu, May 30, 2024 at 6:15 AM Vandenburg, Vivian (SAO)
<yivian.vandenburg(@sao.wa.gov> wrote:

Jean,

We generally do a BARS training — it’s a full day, and sometimes in person but mostly online, that I
would encourage you to keep an eye out for. You do have to pay for that training, but we talk about
the Schedule 01 and BARS coding in detail during that training. I do think we are in the works of
planning one more before the fiscal year is over but it doesn’t look like they have it posted online yet.
The training is hosted by another association, here is their page to keep track of when the trainings are

available: Non-Conference Education - Washington Finance Officers Association (wfoa.org).

Another thing you might find helpful is the document I have attached. While it is dated, and uses the
OLD reports that Skagit Co. used to produce for their junior taxing districts, I do think there are
SOME similarities in the reports that you provided to me yesterday so hopefully you can use this. It’s
a crosswalk essentially from the County reports to the Schedule 01. If you can meet with the County
and have them assist in translating the old reports to the new reports, I think this resource may be very
helpful.

Be reminded that as you learn more and BEFORE the next audit starts, you can go in and make
adjustments to the Schedule 01 as many times as you need!! You just have to log in and unlock the
report.

I hope this helps! Let me know if you have any questions on the information I shared above!

Vivian Vandenburg, MPAcc

Assistant Audit Manager, Office of the Washington State Auditor

(509) 606-8499 | www.sao.wa.gov

Discover BARS training, workshops and more for governments.





mailto:vivian.vandenburg@sao.wa.gov


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.wfoa.org%2Fnon-conference_education.php&data=05%7C02%7Cvivian.vandenburg%40sao.wa.gov%7C5d20b06f79cb42f79f4b08dc80c5a85b%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638526833635131187%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=6IKdxtpMmjk05Sbtce7%2Bo1yETDF0bsSm8ZAXqKSN2Tc%3D&reserved=0


https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.sao.wa.gov%2F&data=05%7C02%7Cvivian.vandenburg%40sao.wa.gov%7C5d20b06f79cb42f79f4b08dc80c5a85b%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638526833635143648%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=G%2BIA1aQfEwOPo2uaRLcWetbQeKPEL0XN%2FNecAu0lW2M%3D&reserved=0


https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.sao.wa.gov%2F&data=05%7C02%7Cvivian.vandenburg%40sao.wa.gov%7C5d20b06f79cb42f79f4b08dc80c5a85b%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638526833635151147%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=HCHahaWVanRMnyUTavppZA25%2FX94P%2Bv3OsN35h14Y9I%3D&reserved=0


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsao.wa.gov%2Fbars-annual-filing%2Ftraining-and-workshops&data=05%7C02%7Cvivian.vandenburg%40sao.wa.gov%7C5d20b06f79cb42f79f4b08dc80c5a85b%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638526833635156887%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=OmCFaL%2BfAEO%2Fm4DbKcspPmgT8Ojx33PvFU3Jl%2BAGN7c%3D&reserved=0





Disclaimer: Answers are provided for informational purposes only and are based on the specific facts
and circumstances described in the request. As laws and circumstances change or additional facts are
presented, our answers are subject to change.

This information does not represent prescriptive guidance, legal advice, an audit recommendation, or
audit assurance. It does not relieve governments of their responsibilities to assess risks, design
appropriate controls, and make management decisions.

From: Jean Markert <jmarkert@|clib.lib.wa.us>

Sent: Wednesday, May 29, 2024 6:29 PM

To: Vandenburg, Vivian (SAQ) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Thank you again for your help today, it was much appreciated and I wish I had reached out
earlier. Ido have a question, I have looked at the training online, but am still very unsure how
to get all the numbers correct on my report. Is there more training specific to the schedule 017 I
really want to make sure I don't get in the same panic next year.

Thank you

Jean

On Wed, May 29, 2024 at 5:45 PM Jean Markert <jmarkert@]clib.lib.wa.us> wrote:

No Worries, I can figure it out.

Thanks
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On Wed, May 29, 2024 at 4:04 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Ah, in looking at what was uploaded, I should have clarified that only the column under ‘Amount
— Auditor’ is what I could trace from the Skagit reports to the Schedule 01. The other balances I
did not bring forward as I was unable to identify where they came from or if they should have
belonged on the Schedule 01 in the first place. Sorry I didn’t clarify that earlier.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:36 PM

To: Vandenburg, Vivian (SAQ) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

I just uploaded the corrected numbers and it still shows 6,000 and some odd number off.
Not sure what to do. I have to step out of my office for about 40 min but I will check back
as soon as I return.

On Wed, May 29, 2024 at 3:20 PM Vandenburg, Vivian (SAO)
<yivian.vandenburg(@sao.wa.gov> wrote:

Got it fixed for ya! The reduction was just in the wrong column.

If you want to save that for future years so you can see this update/save what I did, feel free to
go to the Schedule 09 page and download the report there!

From: Jean Markert <jmarkert@|clib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:18 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

—————— 1
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I External Email I

Thank you. One more question, on the schedule 09, I do have a red flag, does that keep
me from submitting the report? it is because the numbers were incorrectly reported last
year.

On Wed, May 29, 2024 at 3:15 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

I see so, I'm attaching my summarized thoughts based on the reports you sent me.

It does look like the expenditures and revenues have been broken down further than what I
was able to identify, which is great for you to provide! I just wasn’t able to track those so
my numbers aren’t as detailed as yours.

I think it’s a rough up of what would be reported and hope it helps.

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 3:11 PM

To: Vandenburg, Vivian (SAO) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Temporary investments is our investment fund with the county either LGIP or SKIP,
the account is the same the name changed

On Wed, May 29, 2024 at 2:54 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

So I think I’m getting close...

It doesn’t look like ‘temporary investments’ line has been included previously. Can you
remind me what this is?
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From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 2:20 PM

To: Vandenburg, Vivian (SAQ) <vivian.vandenburg@sao.wa.gov>
Subject: Re: sk treasurer report

External Email

Hi Vivian,

Here is another report that may be helpful to you it is a list of all transactions for
2023

On Wed, May 29, 2024 at 1:44 PM Vandenburg, Vivian (SAO)
<vivian.vandenburg@sao.wa.gov> wrote:

Attach report here

From: Jean Markert <jmarkert@Iclib.lib.wa.us>

Sent: Wednesday, May 29, 2024 1:40 PM

To: Vandenburg, Vivian (SAQ) <vivian.vandenburg@sao.wa.gov>
Subject: sk treasurer report

External Email

Jean Markert, Director
La Conner Swinomish Library

360-549-3043

jmarkert@]clib.lib.wa.us
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~Please note my incoming/outgoing email messages are subject to public disclosure requirements
per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per
RCW 42.56~

Jean Markert, Director

La Conner Swinomish Library







360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW
42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~







Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library

360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~

Jean Markert, Director
La Conner Swinomish Library
360-466-3352

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~









From: PAGIOK@sao.wa.gov

To: jmarkert@Iclib.lib.wa.us
Cc: Pagio, Kayley (SAO); Ventress, Phillip (SAO); Ruud, Andy (SAQ); Waltman, Ginny (SAO); Garza, Deena (SAQ);

Tellers, Stacie (SAQ); Crouch, Olivia (SAQ); Wolf, Andrew (SAQ); Cowdill, Christie (SAQ); Pagio, Kayley (SAQ);
Vandenburg, Vivian (SAQ); Fenton, Crystal (SAO)
Subject: Response to Client Helpdesk Request 94987

Date: Wednesday, May 22, 2024 2:13:49 PM

Your request # 94987 for La Conner Regional Library District has been resolved.

Your question was:

I am working on completing the schedule 01 for the BARS report. We are part of a county
investment pool, SKIP, how do I show the principle and interest for that account. I see the
361100 Investment earnings line, which I assume, is where the interest we earned on our
investment goes, but where do I show the principle amount invested? Thank you

Our response is as follows:
Good afternoon,

For cash basis, the government would record the purchase of the investment only as a
movement of cash from the cash account to the investment/cash account within your internal
accounting system. There is no C-4/BARS coding transaction to report (i.e.
revenue/expenditure).

When investment interest is earned, that is reported as revenue to BARS code 361.10.00.

Please let me know if you have any follow-up questions and thank you for using the
HelpDesk!

If you have additional follow-up questions, please reference this request number when you
contact us again. A copy of this response is provided to your audit team to ensure that we are
consistent and efficient when working with you.

Sincerely,
KAYLEY Pagio

Disclaimer: Answers are informational only and are based on the specific circumstances presented. As laws and
circumstances change, or additional facts are presented, the answer is subject to change. The information provided
by the Washington State Auditor's client helpdesk is not a legal or a binding opinion.

Neither the State of Washington nor any agency, officer, or employee of the State of Washington warrants the
accuracy, reliability or timeliness of any information in the Public Access System and shall not be liable for any
losses caused by such reliance on the accuracy, reliability, or timeliness of such information. Portions of such
information may be incorrect or not current. Any person or entity that relies on any information obtained from the
System does so at his or her own risk.
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From: Pat McCarthy, State Auditor

To: 150; Fazio, Christine (SAQ); Garza, Deena (SAQ); SAQO LGCS Feedback
Subject: Your 12/31/2020 report has been unlocked 0454: Washington State Auditor"s Office annual report filing
Date: Tuesday, April 2, 2024 9:44:25 AM

The 12/31/2020 annual report for La Conner Rural Partial County Library District was
unlocked for editing.

Per RCW 43.09.230, the State Auditor's Office is required to publish your data in our online
Financial Intelligence Tool(FIT). Unlocked reports are not displayed in FIT until they are
resubmitted and published in our next quarterly snapshot.

Please resubmit your report after you have made any necessary changes. If you have

questions or need assistance, please email LGCSFeedback@sao.wa.gov or use the SAO
Helpdesk.
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From: Jean Markert

To: Vandenburg, Vivian (SAQO)

Subject: sk treasurer report

Date: Wednesday, May 29, 2024 1:41:14 PM
Attachments: dec 2023.pdf

External Email

Jean Markert, Director
La Conner Swinomish Library
360-549-3043

jmarkert@lIclib.lib.wa.us

~Please note my incoming/outgoing email messages are subject to public disclosure requirements per RCW 42.56~
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FINANCIAL REPORT

FOR 12/01/2023 THRU 12/31/2023

SKAGIT COUNTY TREASURER'S OFFICE

This Month
L01.001: LIBRARY DISTRICT 1 LA CONNER
Beginning cash on hand 104,188.89
Miscellaneous receipts 41,340.91
Tax collections 2,645.73
Transfers in 1,559.40
Matured investments 2.26
Total received 45,548.30
Warrants redeemed 0.00
Warrant interest 0.00
Misc. disbursements 36,967.31
Transfers out 3,118.80
New investments 209.86
New investments 40,295.97
Ending cash on hand 109,441.22
Beginning investment balance 54,339.58
New investments 209.86
Matured investments 2.26
Ending investment balance 54,547.18
Ending balance 163,988.40
Beginning warrants outstanding 0.00
Warrants issued (net of cancels) 0.00
Warrants redeemed 0.00
Warrants voided 0.00
Ending warrants outstanding 0.00
Ending cash balance 109,441.22
Beginning bonds outstanding 0.00
Bonds issued 0.00
Bonds redeemed 0.00
Ending bonds outstanding 0.00
Bond interest paid 0.00
Printed 1/10/2024 10:24:24 AM bibarra Page 1 of 2

ClemmerGL 2.0 (c) 2015 W. Clemmer/Infrastructure Software Services. All rights reserved.









FINANCIAL REPORT

FOR 12/01/2023 THRU 12/31/2023

SKAGIT COUNTY TREASURER'S OFFICE

This Month
L01.003: LIBRARY DIST 1 CAPITAL IMPROVE
Beginning cash on hand -3,430.32
Miscellaneous receipts 0.00
Tax collections 0.00
Transfers in 0.00
Matured investments 0.00
Total received 0.00
Warrants redeemed 0.00
Warrant interest 0.00
Misc. disbursements 0.00
Transfers out 0.00
New investments 0.00
New investments 0.00
Ending cash on hand -3,430.32
Beginning investment balance 0.00
New investments 0.00
Matured investments 0.00
Ending investment balance 0.00
Ending balance -3,430.32
Beginning warrants outstanding 0.00
Warrants issued (net of cancels) 0.00
Warrants redeemed 0.00
Warrants voided 0.00
Ending warrants outstanding 0.00
Ending cash balance -3,430.32
Beginning bonds outstanding 0.00
Bonds issued 0.00
Bonds redeemed 0.00
Ending bonds outstanding 0.00
Bond interest paid 0.00
Printed 1/10/2024 10:24:28 AM bibarra Page 2 of 2

ClemmerGL 2.0 (c) 2015 W. Clemmer/Infrastructure Software Services. All rights reserved.













