
 

Executive Board Agenda 

March 23, 2015 

SEATTLE MUNICIPAL TOWER CONFERENCE ROOM 4070 
SEATTLE, WA 

 

1. CALL TO ORDER 

A. Introductions 

2. PUBLIC COMMENT* 

 

3. APPROVAL OF JANUARY 26, 2015 MEETING SUMMARY   Page 3 

 

4. REVIEW OF JANUARY AND FEBRUARY FINANCIAL STATEMENTS Page 5 

 

5. ACTION ITEMS 

A. Resolution FL2015-02: Conflict of Interest Policy 
I. Briefing Paper: Resolution FL2015-02     Page 13 
II. Resolution FL2015-02         Page 14 
III. Attachment A: Conflict of Interest Policy    Page 15 

6. DISCUSSION ITEMS 

A. 2014 Year in Review          Page 23 
B. 2015 Launch            Page 28 

I. Strategy 
II. Communications 
III. City Readiness Checklist        Page 33 

7. OTHER BUSINESS 

 

Executive Board: 
 
Andy Cherullo, Chair 
City of Tacoma 
 
Jan Hawn 
City of Bellevue 
 
Susy Haugen 
City of Everett 
 
Glen Lee 
City of Seattle 

*A public comment period is provided to allow the public to briefly present information, 
topics or issues that they feel should be considered by the board.  Presentation should be 
limited to three minutes and be summary in nature.  The board may decide to discuss the 
topic briefly at that time or to request its placement on a future agenda. 
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8. NEXT MEETINGS: 

a. Operations Committee Meeting: April 13, 2015 at 2:00 p.m. 
b. Executive Board Meeting: April 27, 2015 at 12:00 noon 

9. ADJOURNMENT 
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Executive Board Meeting Summary 
January 26, 2015 

SEATTLE MUNICIPAL TOWER CONFERENCE ROOM 4070 
SEATTLE, WA 

 
KEY: Underlined text indicates actions/decisions. 

 Bold italicized text indicates follow up items. 
 
1. Call to Order 

 
The January 26, 2015 meeting of the FileLocal Executive Board was 
called to order at 12:01 p.m. and held in Conference Room 4070 of the 
Seattle Municipal Tower in Seattle, Washington.  
 

      Roll Call  
 

Board Members Present: Andy Cherullo (phone), Jan Hawn (phone), 
Sharon Fuller for Susy Hagen (phone), and Joseph Cunha for Glen Lee. 

Board Members Absent: None 

Staff and Others: Jamie Carnell, Erza Hodge (e-Gov Systems), Horace 
Francis (Francis and Company) (phone), Chris Bacha (Kenyon Disend) 
(phone), and Danielle Larson (phone) were also present. 

 
2. Public Comment  

 
There was no public comment. 
 

3. Approval Of Meeting Summary 
 
On a motion made by Joseph Cunha and seconded by Jan Hawn, the 
Board unanimously approved the summary of the December meeting 
on December 15, 2014 as submitted.  

 
4. Review of Financial Statement  

 
No questions or concerns for the Financial Statements provided from 
November and December. City invoices for the 2015 cost allocation will 
be sent out from Francis & Company within the week. 

 
5. Action Items 

 
A. Resolution FL2015-01- The Annual Adoption of meetings for 

FileLocal Exectuive Board to obtain 2015 schedule motioned by 
Joseph Cunha seconded by Jan Hawn passed the Resolution as 
amended.  

 
6. Discussion Items  

*A public comment period is provided to allow the public to briefly present information, 
topics or issues that they feel should be considered by the board.  Presentation should be 
limited to three minutes and be summary in nature.  The board may decide to discuss the 
topic briefly at that time or to request its placement on a future agenda. 
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A. Program Manger’s Report: Jamie Carnell presented an overview of 

the proposed launch dates and asked the Board for the go-ahead 
to begin publishing launch dates. No one had an objection.  Jamie 
will start to work with the participating cities Public Information 
Officers to communicate the dates on FileLocal.org.   

B. Jamie let the Board know the roll-out of the FileLocal demo was 
well received, several businesses had contacted Jamie asking 
when it would be available for use and a city had also contacted her 
asking when it would be available for cities to participate.  

C. Jamie gave an update on the hiring of the the new administrative 
staff person whose first day will be Wednesday, January 28. 

 
7. Adjournment  

 
On a motion made by Andy Cherullo and seconded by Joseph Cunha 
and Jan Hawn, the board adjourned at 12:30 p.m.  
 
 

Respectfully Submitted, 
 
 
 
Susy Haugen 
Secretary, FileLocal 
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FILELOCAL

STATMENT OF FINANCIAL POSITION

JANUARY 31, 2015 

ASSETS

Cash  $                 268,055 

Accounts Receivable 534,548 

Prepaid - Insurance 4,576 

Total Current Assets 807,179 

                    807,179 

LIABILITIES AND NET ASSETS

LIABILITIES

Accounts payable                         1,172 

Total Current Liabilities                         1,172 

TOTAL LIABILITIES                         1,172 

NET ASSETS

Net assets, unrestricted                     806,007 

TOTAL NET ASSETS                     806,007 

 $                 807,179  TOTAL LIABILITIES AND NET ASSETS 

 TOTAL ASSETS 

1
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FILE LOCAL

STATMENT OF ACTIVITIES

FOR THE MONTH AND  YEAR-TO-DATE ENDED JANUARY 31, 2015

 

REVENUES

User fees -                          -                          

Reimbursable cost

City of Seattle 368,997              368,997              

City of Bellevue 53,714                53,714                

City of Tacoma 86,841                86,841                

City of Everett 24,996                24,996                

Total reimbursable cost 534,548              534,548              

Total revenues 534,548$            534,548$            

EXPENSES

Accounting fees 700                     700                     

Agency IT costs -                          -                          

Bank fees 35 35                       

Conference costs -                          -                          

Insurance 424                     424                     

Labor costs -                          -                          

Legal fees 236                     236                     

License and membership fees 170                     170                     

Office and Operating Supplies -                          -                          

Total expenses 1,565 1,565                  

CHANGE IN NET ASSETS 532,983$            532,983$            

JANUARY  YTD 

2
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FILELOCAL

SCHEDULE OF BUDGET AND REMAINING BUDGET

FOR THE YEAR TO DATE ENDED JANUARY 31, 2015

 

REVENUES

User fees $58,106                     - 0% $58,106

Reimbursable cost

City of Seattle        368,997         368,997 100% -                   

City of Bellevue          53,714           53,714 100% -                   

City of Tacoma          86,841           86,841 100% -                   

City of Everett          24,996           24,996 100% -                   

Total reimbursable cost        534,548         534,548 100%

Total revenues        592,654         534,548 90% 58,106         

EXPENSES

Labor costs        314,740                     - 0%        314,740 

Contracts          36,440             1,159 3%          35,281 

Overhead          43,807                406 1%          43,401 

Technology Costs        230,133                     - 

Operating Reserve        184,493                     - 

Total operating expenses        809,613             1,565 0%        808,048 

CHANGE IN NET ASSETS       (216,959)         532,983 

NET ASSETS, AS OF JANUARY 1, 2015 216,958               273,024 

NET ASSETS, AS OF JANUARY 31, 2015                  (1) $806,007 

Schedule I - Contracts

Accounting $20,000 $700 4% $19,300

Auditing 10,220         -                0% 10,220         

Insurance 5,500           424               8% 5,076           

Bank fees 720              35                 5% 685              

Total $36,440 $1,159 3% $35,281

Schedule II - Overhead

Legal $25,000 $236 1% $24,764

Conference costs -                   -                0% -                   

Office and operating supplies 5,110           -                0% 5,110           

Printing 5,110           -                0% 5,110           

Licenses/Memberships 5,110           170               3% 4,940           

Agency IT costs 3,477           -                0% 3,477           

Total $43,807 $406 1% $43,401

 Budget  YTD Actual 

 % of 

Budget 

 Remaining 

Balance 

3
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FILELOCAL

STATMENT OF FINANCIAL POSITION

FEBRUARY 28, 2015 

ASSETS

Cash  $                 715,431 

Accounts Receivable 86,841 

Prepaid - Insurance 4,160 

Total Current Assets 806,432 

                    806,432 

LIABILITIES AND NET ASSETS

LIABILITIES

Accounts payable                         3,181 

Total Current Liabilities                         3,181 

TOTAL LIABILITIES                         3,181 

NET ASSETS

Net assets, unrestricted                     803,251 

TOTAL NET ASSETS                     803,251 

 $                 806,432  TOTAL LIABILITIES AND NET ASSETS 

 TOTAL ASSETS 

1
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FILE LOCAL

STATMENT OF ACTIVITIES

FOR THE MONTH AND  YEAR-TO-DATE ENDED FEBRUARY 28, 2015

 

REVENUES

User fees -                          -                          

Reimbursable cost

City of Seattle -                          368,997              

City of Bellevue -                          53,714                

City of Tacoma -                          86,841                

City of Everett -                          24,996                

Total reimbursable cost -                          534,548              

Total revenues -$                    534,548$            

EXPENSES

Accounting fees 1,553                  2,253                  

Technology Costs 250                     250                     

Bank fees 35 71                       

Conference costs -                          -                          

Insurance 416                     840                     

Labor costs -                          -                          

Legal fees 502                     738                     

License and membership fees -                          170                     

Office and Operating Supplies -                          -                          

Total expenses 2,756 4,322                  

CHANGE IN NET ASSETS (2,756)$               530,226$            

Feb  YTD 

2
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FILELOCAL

SCHEDULE OF BUDGET AND REMAINING BUDGET

FOR THE YEAR TO DATE ENDED FEBRUARY 28, 2015

 

REVENUES

User fees $58,106                     - 0% $58,106

Reimbursable cost

City of Seattle        368,997         368,997 100% -                   

City of Bellevue          53,714           53,714 100% -                   

City of Tacoma          86,841           86,841 100% -                   

City of Everett          24,996           24,996 100% -                   

Total reimbursable cost        534,548         534,548 100%

Total revenues        592,654         534,548 90% 58,106         

EXPENSES

Labor costs        314,740                     - 0%        314,740 

Contracts          36,440             3,164 9%          33,276 

Overhead          43,807                908 2%          42,900 

Technology Costs        230,133                250 

Operating Reserve        184,493                     - 

Total operating expenses        809,613             4,322 1%        805,291 

CHANGE IN NET ASSETS       (216,959)         530,226 

NET ASSETS, AS OF JANUARY 1, 2015 216,958               273,024 

NET ASSETS, AS OF FEBURARY 28, 2015                  (1)         803,251 

Schedule I - Contracts

Accounting $20,000 $2,253 11% $17,747

Auditing 10,220         -                0% 10,220         

Insurance 5,500           840               15% 4,660           

Bank fees 720              71                 10% 649              

Total $36,440 $3,164 9% $33,276

Schedule II - Overhead

Legal $25,000 $738 3% $24,262

Conference costs -                   -                0% -                   

Office and operating supplies 5,110           -                0% 5,110           

Printing 5,110           -                0% 5,110           

Licenses/Memberships 5,110           170               3% 4,940           

Agency IT costs 3,477           0% 3,477           

Total $43,807 $908 2% $42,899

 Budget  YTD Actual 

 % of 

Budget 

 Remaining 

Balance 

3
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FileLocal Resolution FL 2015-02 
Briefing Paper  
 

Date:  February 9, 2015 
 
Issue:  Shall the Washington Multi-City Business License and Tax Portal 
Agency (“Agency”) Executive Board approve policies related to a code of 
ethics as presented in Exhibits A Resolution FL 2015-02? 
 
Recommendation:  The Portal Agency Executive Board should pass 
Resolution FL 2015-02. 
 
Rationale:  The Washington Multi-City Business License and Tax Portal 
Agency Interlocal Agreement requires the Executive Board to approve 
operating procedures.  The process of developing procedures and creating a 
procedures manual is incremental, therefore, this resolution is written as an 
amendment to the operating policies as currently in force to add new policies 
on the topic of a code of ethics. 
 
Code of Ethics:  A code of ethics for the guidance of Board members and 
employees of the Agency is necessary in order to avoid and prevent conflicts 
of interest in public office, to improve standards of public service and to 
promote and strengthen the faith and confidence of citizens in the Portal 
Agency. The policies set forth a code of ethics, define conflicts of interest, set 
procedures for disclosures and for enforcement.  
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RESOLUTION NO. 2015-02 1 

A Resolution of the Washington Multi-City Business 2 
License and Tax Portal Agency Executive Board 3 
amending the Portal Agency Operating Policies to add 4 
policies related to conflicts of interest for Board 5 
members and employees.  6 

 7 

Whereas, each of the members of the Washington Multi-City Business License 8 

and Tax Portal Agency (“Portal Agency”) is a general purpose municipal corporation 9 

authorized by state law and subject to Chapter 42.23 RCW, and 10 

 11 

Whereas, a code of ethics for the guidance of Board members and employees 12 

of the Portal Agency is necessary in order to prevent conflicts of interest in public 13 

office, to improve the standards of public service and to promote and strengthen the 14 

faith and confidence of citizens in the decision-making and operations of the Agency; 15 

 16 

Now Therefore, 17 

 18 

BE IT RESOLVED by the Executive Board of the Washington Multi-City 19 

Business License and Tax Portal Agency: 20 

 21 

SECTION 1. The Executive Board hereby adopts conflict of interest policies for 22 

the Portal Agency as set forth in Exhibit A to this Resolution. 23 

 24 

ADOPTED this               day of                                , 2015. 25 

 26 

 27 
ATTEST: Washington Multi-City Business 28 

License and Tax Portal Agency 29 
Executive Board 30 

 Seattle, Washington 31 
 32 

    33 
Board Secretary Board Chair 34 
 35 

Resolution No. 2015-02 
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Conflict of Interest Policy 

1. PURPOSE 

The purpose of this policy is to establish guidelines for ethical standards of conduct to govern 
Washington Multi-City Business License and Tax Portal Agency board members, agency staff, and 
any employees (hereafter referred to as Agency officials) in the performance of Agency business 
and the duties of their respective jobs. This policy is intended to provide positive direction in order 
to prevent potential conflicts of interest. This policy is not all encompassing in its definition of 
conflict of interest. Action deemed inappropriate by a reasonable person, whether specifically cited 
in this policy or not, shall be subject to inquiry under this policy. 

2. DEFINITIONS 

The following definitions shall apply for purposes of this policy: 

A. “Agency official” is any Agency staff, Board member, or employee as defined below. 

B. “Agency staff” is any employee provided under a loaned staff agreement. 

C. "Board member" or “Executive Board” member is the individual representing a principal on 
the Executive Board, whether the Chief Financial Officer of such principal or his/her designated 
alternate. 

D. "Business" is any corporation, partnership, sole proprietorship, firm, enterprise, franchise, self-
employed individual, consultant, holding company, joint- stock company, receivership, trust or 
any legal entity organized for profit. 

E. "Employee" is a person or persons employed on a full-time continuing basis by the Agency 
and, for the purpose of this policy only, and shall include part-time, intermittent or temporary 
workers. The term shall not include employees of Seattle who provide services or perform duties 
for the Agency pursuant to interlocal agreement, loaned staff agreement, between the Agency 
and Seattle. The term shall not include persons engaged or retained by the Agency pursuant to 
contract to perform consulting or special technical services. 

F. "Gift" is anything of economic value, but shall not include campaign contributions regulated 
by the provisions of chapter 42.17A RCW, informational materials exclusively for official or 
office use, memorials, trophies and plaques of no commercial value. 

G. "Immediate family" is an Agency official’s spouse, domestic partner, child or the child of 
an Agency official’s domestic partner, and other dependent relatives if living in his or her 
household. 

H. "Interest" is any direct or indirect monetary or material benefit accruing to an Agency official 
as a direct result of contracts or transactions which are or may be the subject of an official 
act or action by or with the Agency, except contracts or transactions which confer similar 
benefits to all other persons and/or property similarly situated. An Agency official shall not be 
deemed to have an interest in conflict with his or her official duties for purposes of this code 
if the interest is remote.  
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I. "Remote interest" means: 

I. That of a non-salaried officer of a nonprofit corporation; 

II. That of a landlord or tenant of a contracting party; or 

III. That of a creditor, debtor or ownership interest of less than one thousand five hundred 
dollars in a business entity which is a contracting party or as a holder of less than one 
percent of the shares of a corporation or cooperative which is a contracting party, 
whichever is less. 

J. "Program Manager" is the chief operating for the Portal Agency appointed by and serving at 
the pleasure of the Executive Board. 

3. BACKGROUND 

In keeping with the policies declared by the State Legislature in enacting codes of ethics for 
municipalities, it is recognized that high moral and ethical standards among public officials and 
employees are essential to the conduct of government.  A code of ethics for the guidance of Agency 
officials is necessary in order to avoid and prevent conflicts of interest in public office, to improve 
standards of public service and to promote and strengthen the faith and confidence of the 
citizens in the Agency.  Agency officials are, therefore, obligated to treat their offices and duties as 
a public trust, using their official powers and duties and the resources of the Agency only to 
advance the public interest. It is expected that Agency officials will conduct their public and 
private actions and financial dealings in a manner that will present no actual or apparent conflict 
of interest between the public trust and their private interests.  

This obligation requires that all Agency officials devote their best efforts and attention to: 

A. Being independent and impartial in the exercise of their duties and avoiding actions that create 
even the appearance of using their positions for personal gain or private benefit. 

B. Strengthening public confidence in the integrity of the Agency's decisions by 
demonstrating the highest standards of personal integrity, fairness, honesty and compliance 
with both the spirit and the letter of the law and this resolution. 

C. Creating a work environment that is free from all forms of unlawful discrimination and 
harassment. 

D. Managing human and environmental resources for the benefit and enjoyment of both current 
and future generations. 

E. Conducting the public's business openly and, to the maximum extent consistent with existing 
law, resolving doubtful cases in favor of public access. 

F. Serving the public with respect, concern, courtesy and responsiveness, recognizing that 
service to the public is the primary mission of government. 

G. Promoting an environment of public trust free from fraud, abuse of authority and misuse of 
public property. 
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H. Protecting the integrity of the decision making process by recognizing and avoiding conflicts 
between public duties and private interests and activities. 

I. Respecting and protecting privileged information to which Agency officials have access in the 
course of their official duties including, but not limited to, information provided in lawful 
executive sessions of the Board. 

4. POLICIES AND PROCEDURES 

A. Gifts 

Each Agency official shall refer to the definition and limits on gifts as described in the applicable 
ordinances and rules for the city that they represent. 

B. Use of Agency Property 

No Agency official shall request, use, or permit the use of Agency-owned vehicles, equipment, 
materials, or property for personal convenience or profit. Use is to be restricted to such 
services as are available to the public generally and for the conduct of official business. 

C. Procurements 

I. The Agency intends to conduct its procurements of work and for professional services with 
integrity, fairness and openness.  Agency officials involved in Agency procurements shall 
not act or fail to act in any way which compromises the fairness of Agency procurements 
or which creates actual or apparent conflicts of interest. Agency officials are expected to 
use good judgment and to act in accordance with Agency policies, policies of the 
member jurisdiction, applicable laws, and the best interests of the Agency. The Program 
Manager for the Agency shall be the focal point for receiving and responding to 
communications from the public, potential bidders or proposers and other government 
staff and Board members concerning the procurement unless otherwise approved by the 
Board. 

II. Agency officials directly involved in an Agency procurement process shall promptly identify 
any past or current personal, financial or business relationship with any firm, or principals 
associated with a firm, which submits bids or proposals to the Agency. Disclosure shall be 
made to the Program Manager for the Agency. Determination of the appropriate response, 
if any, shall be made by the Program Manager of the Agency with advice of legal counsel. 

III. In the event a Board member receives information or requests for information from the 
public, potential bidders or proposers or other government staff concerning a 
competitively bid contract or a professional services procurement, the Board member 
may: 

a. Accept the information or inquiry and provide such information to the Board for 
response; or 

b. Decline to discuss the information or to respond to the inquiry or complaint and 
instead refer the matter to the Agency Program Manager. 
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IV. Once a request for bids, request for qualifications or request for proposals is issued by the 
Agency, Agency officials are encouraged to decline meetings or informational exchanges 
with potential bidders or proposers. Requests for meetings or information should be 
referred to the Agency Program Manager. 

V. If the information or an inquiry received by an Agency official indicates there may have been 
a violation of applicable laws, regulations, Board policies, member jurisdiction policies, or 
administrative procedures, the Board member should promptly refer such complaint, 
information, or inquiry to the Chair for response.  Employees should consult with the 
Program Manager of the Agency. The Chair may direct the issue to the Program Manager of 
the Agency and/or legal counsel for response. 

D. Conflicts of Interest 

I. No Agency official shall engage in any act which is in conflict with the performance of his 
or her official duties for the Agency or knowingly use his or her office or position for personal 
or immediate family gain or profit.  

II. Any Agency official shall be deemed to have a conflict of interest if the Agency official 
engages in any of the following activities: 

a. Has or is seeking to advance or obtain contractual or other business or financial 
relationships with the Agency. 

b. Conducts operations or activities regulated by the Agency. 

c. Has interests which may be substantially affected by the Agency official’s 
performance or non-performance of his or her official duties for the Agency. 

d. Receives or has any financial interest in any sale or lease to the Agency of services, 
materials, equipment or property when such financial interest is received with the prior 
knowledge that the Agency intends to purchase, lease or contract for such services, 
materials, equipment, or property. 

e. Participates in his or her capacity as an Agency official in the making of a contract 
in which he or she has a private pecuniary interest, direct or indirect, or performs in 
regard to such a contract some function requiring the exercise of discretion on behalf 
of the Agency. 

f. Influences the Agency's selection of, or its conduct of business with, a corporation, 
person or firm having business with the Agency if the Agency official has financial 
interest in or with the corporation, person, or firm. 

g. Engages in, accepts private employment from or renders services for private interests 
when such employment or service is incompatible with the proper discharge of official 
duties or would tend to impair independence of judgment or action in the performance 
of official duties for the Agency. 

h. Appears on behalf of a private person, other than his or herself or an immediate family 
member or except as a witness under subpoena, before any regulatory governmental 
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agency or court of law in an action or proceeding to which the Agency or an Agency 
member in an official capacity is a party, or accepts a retainer or compensation that is 
contingent upon a specific action by the Agency. 

i. Discloses or uses, without legal authorization, confidential information concerning the 
property or affairs of the Agency in such a way as to benefit himself or herself or a 
member of his or her immediate family with respect to any contract or transaction 
which is or may be the subject of official action of the Agency.  

j. Has a financial or personal interest in any action or decision coming before the Agency 
and participates in discussion with or gives an official opinion to the Agency unless: 

i. The Agency official discloses on the record of the Agency the nature and extent of 
such interest or makes a good faith effort to comply with the disclosure 
requirement and procedures included within these policies, and 

ii. It is confirmed that a conflict of interest does not exist or such interest is 
determined by the Agency to be immaterial. 

III. Takes any action in the course of his or her official duties for the Agency in regards to 
providing service to specifically benefit the regulation or development of property or of a 
private business or enterprise in which the Agency official holds an interest in, directly or 
indirectly, for purposes of personal financial gain, investment or speculation provided, that 
this prohibition shall not apply to: 

IV. Real property devoted to the personal use or residence of the Agency official or a member 
of the Agency official’s immediate family, or 

V. Any other interest in real property held by an Agency official on the date of enactment of 
these policies. 

VI. Participates in a transaction involving the appointment, termination of appointment, 
promotion, demotion, discipline, approval of a salary increase or decrease or the 
supervision of the work of a member of their immediate family or any other person in whom 
the Agency official has a financial interest. The conflict of interest prohibitions of this 
Section shall not apply to activities between a consultant for the Agency or persons 
employed by or serving as subcontractors. 

E. Conduct of Agency Officials 

I. Agency officials will conduct themselves according to the rules of conduct below as they 
pertain to their public service for and on behalf of the Agency. 

II. Agency officials shall maintain decorum in meetings and set an example of exemplary 
conduct when Agency officials represents the Agency. Agency officials shall conduct 
themselves so as not to bring disgrace or embarrassment upon the Agency. 

III. Agency officials shall always represent that opinions stated are the Agency official’s own 
and do not necessarily represent those of the Agency unless the Agency Board has voted 
and passed a resolution or motion that so states or clearly supports the expressed policy. 
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IV. No Agency official shall willfully make any false statement, certificate, mark, rating or 
report or in any manner commit any fraud, conceal any wrongdoing or knowingly withhold 
information about wrongdoing in connection with work-related conduct of any Agency 
official. 

V. Agency officials shall devote their best efforts and attention to maintaining honest, open 
and civil communications at all levels of the Agency and with the public. 

5. COMPLIANCE  

A. In order to ensure that the personal and financial interest of Agency officials present no actual 
or apparent conflicts of interest when any matter in which an Agency official has a personal or 
financial interest comes before the Agency Board or its standing committees for action or 
recommendation, the Agency official shall promptly disclose the general nature and extent of 
such interest on the record of the meeting prior to any discussion or vote on the matter. 

B. If a conflict of interest is confirmed through the process described in the next section, the 
Agency official shall disqualify himself or herself from discussion or voting upon the matter, 
and shall refrain from discussion or recommendation concerning the matter, if discussion or 
voting thereon would constitute a conflict of interest, or apparent conflict of interest, as 
described in this section or violate any other governmental law or regulation.  

C. Any Agency official who is disqualified by reason of such conflict of interest shall, after having 
made the required disclosure set forth above, remove himself or herself from his or her 
customary seat, or teleconference, during such debate and leave the Board chambers until 
such time as the matter at hand, from which such Agency official has been disqualified, has 
been disposed of in the regular course of business. Any action taken by the Board or a 
committee related to such interest shall be by a vote sufficient for the purpose without counting 
the vote of the Agency official having the interest. 

D. If an Agency official is uncertain whether he or she may have an actual or apparent conflict of 
interest concerning any matter which is proposed for discussion, action or recommendation by 
the Agency Board or one of its standing committees, the Agency official shall refrain from 
communicating with other Board members concerning the matter unless: 

I. Such conflict has been disclosed as provided above at a public hearing of the Board or a 
standing committee and resolved by the chair of the meeting, or 

II. Legal counsel of the Agency has been advised of the basis for the questioned actual or 
apparent conflict and has determined that no conflict of interest as defined by this 
resolution exists which would either require disclosure or deferral of any discussion, action 
or recommendation. 

E. If during the course of discussion of matters by the Board or a standing committee, a Board 
member concludes that his or her continued participation may constitute an actual or apparent 
conflict of interest which was previously unanticipated, he or she shall promptly inquire of the 
chair of the meeting or Agency legal counsel, if in attendance, whether or not disclosure as 
provided by this section is appropriate or required and proceed as directed by the chair or legal 
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counsel. The discovery and disclosure as provided herein of a previously unanticipated and 
unintended conflict of interest by a Board member or during his or her discussion of matters 
pending before the Board or a standing committee shall not disqualify the Board or committee 
from subsequently taking an action or making a recommendation. 

F. If the Program Manager or an employee is uncertain whether he or she may have an actual or 
apparent conflict of interest they should not make a unilateral decision if there is any doubt, 
including his/her ability to impartially review a matter involving one's social contact, 
acquaintance, or friend.  The Agency legal counsel should be consulted. 

6. COMPLAINTS 

The Executive Board shall insure the proper implementation of the code of Ethics and will 
investigate and report on alleged conflicts of interest.  The Agency’s legal counsel shall be available 
and shall serve as technical staff for the Board throughout the review process. 

A. The Board shall meet within thirty (30) days after receipt of any written complaint. 

B. The Board shall render opinions, in writing, concerning questions of ethics, conflicts of interest, 
and applicability of this Code of Ethics. The Board shall limit its scope to specific complaints 
and shall not go beyond matters relating to the complaint. 

C. The Board shall investigate all formal written complaints, from any source, with regard to 
alleged violations of this policy if the complaint is determined to be sufficient by legal counsel.  
The Board may also defer investigation of the complaint to the member jurisdiction for the 
member who is the subject of the complaint.   

D. In the course of its investigation, the Board may require any Board member or the Program 
Manager or request any other person to appear before the Board to give full information under 
oath and to produce books, memoranda, papers, documents, financial statements, receipts, 
canceled checks, or any other relevant information or data in the possession, custody, or 
control of the person ordered or requested to appear. 

E. All witnesses required or requested to attend such hearings shall receive written notification, in 
person or by certified mail, of the time and place of the hearing at least fifteen days prior to the 
date fixed for attendance 

F. Whenever an Agency official is under investigation for any alleged violation of this Code, he/she 
shall receive appropriate notice in writing from the Board at least fifteen days prior to any 
hearing. That Agency official shall also be entitled to be present, to examine and cross-examine 
witnesses, to be represented by counsel, and to call witnesses on his/her own behalf. 

G. In order to protect the rights and reputation of persons who may be unjustly attacked or 
criticized and given the fact that investigations of complaints may serve as a prelude to further 
legal or disciplinary action, hearings concerning violations of this Code shall be conducted in 
private to the extent permitted by state law; provided that, the person subject to the complaint 
may request that the hearings be conducted in public. A record of such proceeding shall, 
however, be made and retained. 
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H. Provided, however, that any Agency official who is the subject of a complaint may demand a 
public hearing. All hearings whether public or private shall be conducted under the guidelines 
established herein. 

I. The Board shall render a written record of its findings upon conclusion of the investigation. 

J. The record of the Board’s written findings shall be open to public inspection unless: 

I. The information is exempt according to state law (RCW 42.56) and damage to individuals 
resulting from the release of the record would outweigh the public's need to know; 

II. The Board has determined in the conduct of any hearing or proceeding under its jurisdiction 
that it is reasonable to withhold information in order to protect individuals who may be 
unjustly or improperly accused or who may be disproportionately harmed or injured in their 
reputation, employment, or profession by any premature disclosure; 

III. Civil or criminal action by the Agency or any other governmental agency having jurisdiction 
may be pending. 

7. REMEDY 

A. If a board member is found to be in violation with these policies, the board may send a letter of 
admonishment to the member jurisdiction and seek a remedy in accordance with the Agency 
by-laws. 

B. If the Program Manager is found to be in violation he or she will be subject to disciplinary action 
up to and including termination from employment; provided that, in the event that the Program 
Manager is a loaned employee, any disciplinary action shall be subject to and implemented in 
accordance with any agreements in place between the Agency and the employer of the 
Program Manager. 

C. In the event the Board’s findings disclose an apparent violation of any state law, a copy of the 
findings shall be filed with the Prosecuting Attorney of King County. 

D. If the Board’s findings disclose an apparent violation of any local law, then the Agency’s legal 
counsel may prosecute by appropriate action of either a criminal or civil nature. 

E. Any sufficient complaints regarding Agency employees shall be referred to the Program 
Manager of the Agency, who shall investigate the complaint and take appropriate action.  
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Launch the business license and local B&O tax portal only when we 

are certain the system can deliver what has been promised to our 

partners and stakeholders.

2
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• Completed build-out of all five system components of the 

FileLocal-wa.gov site.

• Based on recommendations from technical and security 

consultants, Executive Board delays launch from fall of 

2014 to mid 2015.

• Bulk of agency operation and policy guidelines completed 

and posted to FileLocal.org

3
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• Agency and cities sign Service Level Agreements 

as roll-outs begin.

• Vendor contracts transfer to Agency from Seattle.

• Quarterly performance reporting.

• Adoption of strategic roadmap.

4
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 Onboarding new cities (In discussion with 

seven cities for 2016/17 implementations).

 Continuous improvement of system (user 

surveys, other forms of feedback).

 Integration with Secretary of State, DOR and 

other strategic business initiatives, as 

appropriate.
5
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 Strategy

• Allow system to be tested by a sample of business in 

two member cities (“soft launch”). 

• Analyze feedback from “soft launch.”

• Launch remaining cities and then begin a five-month 

public launch.

• Continue recruiting new member cities.

6
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Sequential launch:

Spring: Seattle and Tacoma “soft launch.” Up to 

400 businesses invited to begin using FileLocal

services. No proactive media efforts.

 Seattle and Tacoma businesses asked to give 

feedback on FileLocal features and usability.

7
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Mid-summer: Everett launches (assuming no 

issues identified from “soft launch”)

Proactive media outreach begins (partial list)
• Update message toolkit and talking points

• Press releases in each market

• Pitch stories to local reporters

• Possible press conference in each city

• Create video stories for municipal channels to air 

• Include FileLocal launch in regular city communications

• Create social media content

8
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Summer: Proactive media continues
• Create content for FileLocal website blog

• Create email update(s) to state legislators

• Limited paid advertising (based on approval from FileLocal

Executive Board)

• Direct mail to businesses in each city

• Sponsorships or presence at business-related events

Early fall: Bellevue launches
• Proactive media outreach continues

9
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• Board responsible for Go/No Go Decision for 
each launch. 

• Decision will be made on a specific set of 
criteria that will need to be met, including City 
readiness checklist.

10
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Your one stop for local business 
licensing and tax filing  
www.filelocal.org 

Subject:  FILELOCAL CITY READINESS CHECKLIST 

Topics 

1. Overview 

2. Goals & Objectives 

3. Definition of Terms 

4. Key Activities 

5. Roles & Responsibilities 

6. Process Artifacts 

7. Approvals & Acceptance 

Summary of Processes  

1. OVERVIEW 

City Readiness is a measure of a participant cities' preparedness for launching 
FileLocal. Several components go into determining overall readiness. Timeline, 
contracts and agreements, financials, technology, testing status, and security must all 
be considered as part of the final decision to launch a participating city. 

2. GOALS & OBJECTIVES  

A. Ensure that cities are ready to launch with FileLocal 

B. Mitigate the risk of customer data exposure 

C. Ensure that testing has proven out the required system functionality and accuracy of 
the tax and licensing calculations 

3. DEFINITION OF TERMS 

A. System of Record (SOR) - participant city information system(s) 

B. Data Interchanges (DI) - web service by which information is exchanged between 
FileLocal and the city SOR 

4. KEY ACTIVITIES 

A. Timeline  
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I . City is able to launch within the agreed to timeline. Launch of FileLocal has been 
scheduled with the cities' technology team (release calendar) and business 
teams to support the process transitions 

II. City constraints for launch have been documented 

III. City launch plans and timeline have been agreed by all parties 

B. Contracts/Agreements 

I. City has signed the InterLocal Agreement to become a member city 

II. City has signed a contract with Kubra 

III. City merchant IDs have been setup with Paymentech 

IV. City Treasury department has signed-off on the implementation plan 

V. Service Level Agreements have been signed between the city and the FileLocal 
Agency 

VI. FileLocal Agency completes a city readiness checklist prior to onboarding a new 
city 

C. Technology 

I. Web service connections have been established using the current security 
certificate information provided by eGov 

II. City SOR data sharing connections are ready 

III. Penetration testing shows no weakness' between FileLocal and the city’s SOR 

IV. eGov has reviewed the draft data interchanges with the city technical team 

D. Business Processes 

I. City Accounts and Licensing processes and staff are ready to integrate with 
FileLocal 

II. City Tax filing processes and staff are ready to integrate with FileLocal 

a. City Executive Board member has signed-off on tax rates and business rules 

III. City processes have been setup for processing the payments from FileLocal, 
including: 

a. Reconciliation 

b. Issuing refunds 

IV. City maintenance processes for FileLocal are in place, including 

a. Processes for monitoring the change notifications for secure messages Note: 
The change notifications will queue in the FileLocal system between soft 
launch and full launch, but should be available there-after) 
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V. Processes for providing customer service for FileLocal questions is ready. City 
customer service staff have been trained 

VI. City administrators are ready to support FileLocal. In-person training with eGov 
has occurred 

E. Testing 

A. PING authentication testing and confirmation of the WSDL is complete  

B. City testers have signed-off on business rules, tax calculations and rates 

C. City testers are able to perform basic system functional tests 

D. City SOR data integrations have been tested 

E. Disaster Recovery plan is in place, and backup/failover processes tested 

5. ROLES & RESPONSIBILITIES 

A. City Technical Team - establish secure web service connections and configure the 
exchange of information between FileLocal and the city SOR 

B. City Business Lead - ensure that all back-end processes are ready for integration to 
FileLocal and participating teams have signed off on the implementation plan. 
Provide business rules and tax calculations for inclusion in the system. Sign-off on 
testing of the business rules and tax calculations once configured.  

C. eGov Technical Team - provide a secure system as a SAS that allows businesses 
from participant cities to apply for business licenses and file their B&O taxes. 
Establish secure web service connections that allows the exchange of information 
between FileLocal and the city SOR. 

D. Executive Board member - the city EB member signs off on the business rules and 
tax calculations 

E. FileLocal Agency - provides guidance and coordination for the on-boarding of the 
new participant city by completing a city readiness checklist for any new city 
launching with FileLocal 

F. Kubra Technical Team - provide a secure payment processing service that connects 
online to FileLocal to accept transactions for tax and licenses. Facilitate the 
processing of banking transactions, ensuring that payments made through the 
FileLocal website are transferred to city bank accounts while adhering to the latest 
PII and security standards. 

6. PROCESS ARTIFACTS 

A. City Implementation Plans 

B. Tax calculation spreadsheet 
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7. APPROVALS & ACCEPTANCE 

We, the undersigned Project Administrator, Project Manager and Steering Committee 
members, have reviewed this document and are willing to accept this Charter. We 
recommend the approval of its contents.  

Role Name Signature Date 
Program Manager Jamie Carnell   
eGov Program 
Executive 

Ezra Hodge   

City Executive Board 
Member 

   

City Treasurer    
City Operating 
Committee Member 

   

QA Lead Bob Fuller   
Implementation 
Project Manager 

Dawn Overbeck   

FileLocal Agency 
Project Manager 

Greg Kauper   

eGov Project Manager Shawn Waliser   
City Business Process 
Lead 

   

City Technology 
Process Lead 
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