
WKRFA Agenda Item. 

Agenda Item St 31 ADA Walkway 
Background  ADA Walkway needed at station 31 from front door to side door.  

Project to include steps. 
• 2020- was cut from the Capital improvements project  
• 2023 – bids requested. Board denied all due to high cost $17,458  
• October2025 used MRSC roster for Small Business. No bids 

received.  
• Re bid for closing date Feb 13 to MRSC Roster –  
• 14 bids 
• Bids range from $15,817.20 to $49,638.03 
• Reviewed bids against specs and ranked by score 
• Secondary rank by cost. 

 
Discussion 
items 

Review the ranked list. 
One vendor is 1st on both ranks 

Proposal  Authorize staff to accept bid from 1st choice. 
Authorize staff to award to alternates is needed.  
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WEST KLICKITAT REGIONAL FIRE AUTHORITY 

Policy name: Travel and Reimbursement Policy DRAFT 

Number: 206   
Adopted: xx/xx/2026 
Revised: 
 
206.1 Purpose and scope 

It shall be the policy of the Board of Commissioners of the West Klickitat Regional Fire 
Authority to provide for Travel and Reimbursement for District authorized activities consistent 
with the procedures listed herein. 

Scope: This Policy and Procedure is applicable to all personnel. 

206.2 POLICY 
It shall be the policy of the Board of Commissioners of the West Klickitat Regional Fire 
Authority to provide for Travel and Reimbursement for District authorized activities consistent 
with the procedures listed herein. 

206.3 RESPONSIBILITIES 
206.3.1    It shall be the responsibility of the Administrative Manager to see that accurate 

records are filed for Travel and Reimbursement. 
206.3.2    It shall be the responsibility of the Administrative Assistant to process Travel and 

Reimbursement requests for payment. 
206.3.4     It shall be the responsibility of all personnel to see that they comply with the 

procedures indicated below. 
 

206.4 PROCEDURE 
206.4.1 Exceptions to the procedures set forth herein may be made only for unusual or 

extenuating   circumstances upon the written directive of the Board of 
Commissioners. If the Board determines that such exceptional expenses are 
reasonable and relate to a benefit or service to the District and compliance with 
these procedures was not feasible, reimbursement will be made. 

206.4.2  To qualify for reimbursement of expenses they must be reasonable and prudent and 
directly related to the conduct of District business. 
 

206.4.3 Transportation 
206.4.3.1 Transportation expenses include all necessary travel on railroads, airplanes, 
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ships, buses, private autos and other usual means of conveyance, in doing 
business for the District. 

206.4.3.2 When employees travel and arrangements are made for an outside agency to 
reimburse the District for all or part of the expenses, the agency shall be 
requested to issue the check to West Klickitat Regional Fire Authority, and not 
the individual. 

206.4.3.3 Whenever it is feasible for two or more people to travel on official business 
in one vehicle, they should do so. 

206.4.3.4 All personnel shall be legally allowed to drive and compliant with other 
driving related policies of WKRFA.  

206.4.3.5 The use of a privately owned automobile shall be authorized by the District 
Chief prior to any travel and provided that there is an advantage to the 
District, or a District owned vehicle is not available. Generally, personnel are 
encouraged to utilized district vehicles for travel.  

206.4.3.6 Mileage shall be reimbursed for travel within a 400-mile radius of the District, 
at a flat rate per mile. Compensation shall be at a rate equal to that time 
allowed by IRS. Trips beyond this limit will be reimbursed in an amount equal 
to the appropriate round trip airfare, if available. 

206.4.3.7 Reimbursement shall be allowed at a per mile rate established in number 6 
above. Mileage between points in the state shall be determined on the basis 
of the distances shown on a current highway map or by odometer readings. 
Reimbursement shall be payable to only one of two or more traveling in the 
same automobile. 

206.4.3.8 The cost of commercial vehicle rental will be handled on an exception basis 
and should be approved by the Board of Commissioners. 

206.4.3.9 When purchasing tickets through a travel agency, the Administrative 
Assistant shall make all necessary arrangements. Travel arrangements shall 
include the most reasonable, direct route available at the lowest price 
offered. Any ticket refunds will be returned to the District. 

206.4.3.10 Any extended out of state travel must be approved in advance. 
 

206.4.4 Meals 
206.4.4.1 Compensation for meals shall comply with established per diem limits in 

conjunction with Washington Office of Financial Management (OFM). 
206.4.4.2 To be reimbursed for a meal, an Expense Account Form must be prepared 

and approved by the Administrative Assistant. 
206.4.4.3 Compensation or reimbursement for meals for a partial days travel including 

the day of departure and the day of return will be made for the actual meal 
cost. 

206.4.4.4 When a meal is scheduled as part of a meeting the actual cost of that meal 
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will be paid by the District. 
 

206.4.5 Lodging 
206.4.5.1 Lodging reimbursements shall comply with government per diem rates 

established by the Office of Financial Management.  
206.4.5.2 Compensation or reimbursement for lodging will be made when traveling on 

District Business. Compensation will not be made for spouses and family 
members. 

206.4.5.3 For compensation or to be reimbursed for lodging, a receipt must be 
presented which reflects the room rate on the Expense Account Form. 
 

206.4.6 Allowable Incidental Travel Expenses 
206.4.6.1 Educational material required for authorized schools, seminars, or classes. 
206.4.6.2 Miscellaneous travel cost such as bus, taxi, bridge or other tolls, parking, 

ferry and the like are authorized. A receipt must be presented. 
206.4.6.3 Contact the District Office to advise of any change in travel plans. 

 
206.4.7 The Following Items are Not Reimbursable Expenses 

206.4.7.1 Liquor or tobacco products; 
206.4.7.2 Personal entertainment and transportation; 
206.4.7.3 Theft, loss or damage to personal property; 
206.4.7.4 Expenses of spouse, family or other non-district persons; 
206.4.7.5 Barber or beauty parlor; 
206.4.7.6 Airline or other trip insurance; 
206.4.7.7 Medical or hospital expenses; 
206.4.7.8 Personal toilet articles; 
206.4.7.9 Postage; personal 
206.4.7.10 Reading material; 
206.4.7.11 Telephone calls; personal 
206.4.7.12 No compensation or reimbursement for lodging or meals shall be paid for 

extra time incurred if the travel to or from a destination is for personal 
convenience in advance of or following an official meeting or work 
assignment. 
 

206.4.8 Forms for Travel Expense Accounting are available from the District Office. 
 

206.4.9 Personnel of the District may attend training seminars, or conventions during 
working hours out of the area only with prior approval by the District Chief. 
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206.4.10 Personnel of the District may from time to time be requested to instruct or make 

presentations during working hours.  
The following rules apply: 

206.4.10.1 With prior approval a paid employee may teach or make presentations 
without taking vacation or comp time and may utilize District travel funds 
and vehicle, but (in such instances) any compensation received must be 
returned to the District. 

206.4.10.2 The Expense Account Form shall be utilized by Fire District Personnel for 
documenting expenditures while traveling for and representing the Fire 
District. 

 
206.4.11 In all cases of reimbursement, the expense account form must be accompanied 

by itemized receipts for all claimed expenditures. 
 

206.4.12 Payment of Authorized Expenditures: 
206.4.12.1 All requests for reimbursement of expenses shall be presented to the 

Administrative Assistant prior to the next regularly scheduled meeting of 
the Board of Commissioners occurring after the authorized travel. All claims 
shall be certified by district personnel submitting such claims as required 
under R.C.W. 42.24.090. 

206.4.12.2 In the event the District shall have pre-paid the travel expenses out of its 
advanced travel reimbursement fund, the individual shall reimburse the 
District back for any funds received from other sources to cover travel 
expenses. 

 
Approved: 

Revised: 
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