
Tillamook County Transportation District 
Board of Directors 

Regular Monthly Meeting 

Thursday, January 12, 2021 at 6:00 
PM Transportation Building 

3600 Third St., Ste. A 
Tillamook, Oregon
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Tillamook County Transportation District 

MONTHLY PERFORMANCE REPORT 

RIDERSHIP BY SERVICE TYPE 

Dial-A-Ride Service 

Tillamook County 

NW Rides 

Dial-A-Ride Total 

Deviated Fixed Route Service 

Rt 1: Town Loop 

Rt 2A: Netarts/Oceanside 

Rt 2B: Port of Tillamook Bay 

Rt 3: Manzanita/Cannon Beach 
Rt 4: Lincoln Cit}'.'. 

Local Fixed Rt Total 

Intercity Service 

Rt 5: Portland 

Rt 60X: Salem 

Rt ?OX: Grand Ronde 

Inter City Total 

Other Services 

Tripper Routes 

S�ecial Bus O�erations 

Other Services Total 

TOTAL ALL SERVICES 

ONE-WAY TRIPS BY USER GROUP 

USER GROUP 

General ( 18 years to 60 years of age) 
Senior/Disabled 
Child/Youth (less than 18 years of age) 

Total 

OTHER RIDER CATEGORIES 

Ride Connection 

Tillamook Bay Community College 

NWOTA Visitor Pass 

NW Rides 

Amtrak/Greyhound 

NOV 

2021 

844 

419 

1,263 

2,656 

294 

140 
1,020 

398 

4,508 

480 

593 

292 

1,365 

21 

0 

21 

7,157 

Fixed 

Route 

3,537 
1,952 

487 

5,976 

Fixed 

Route 

78 

43 

81 

105 

NOV 

2020 

803 

398 

1,201 

2,467 

409 

0 
1,674 

702 

5,252 

385 

523 
237 

1,145 

46 

0 

46 

7,644 

DAR 

202 
1,010 

51 

1,263 

DAR 

409 

NOV 2021 

YTD YTD YTD% 
FY 21-22 FY 20-21 Change 

4,075 4,269 -4.5%
2,320 2,067 12.2%

6,395 6,336 0.9% 

13,724 13,446 2.1% 
2,001 2,270 -11.9%

324 0 #DIV/0! 
8,220 10,076 -18.4%
3,555 4,149 -14.3%

27,824 29,941 -7.1%

2,810 2,378 18.2% 
3,359 2,847 18.0% 
1,541 1,372 12.3% 

7,710 6,597 16.9% 

59 176 -66.5%
1,125 516 118.0%

1,184 692 71.1% 

43,113 43,566 -1.0%

YTD YTD YTD % 
FY 21-22 FY 20-21 Change 

22,911 23,444 -2.3%
17,204 17,069 0.8%

2,998 3,054 -1.8%

43,113 43,566 -1.0%

YTD YTD YTD % 
FY 21-22 FY 20-21 Change 

407 309 31.7% 
208 675 -69.2%
866 428 102.3% 

2,148 1,561 37.6% 
613 261 134.9% 

1/14/2022 

11-21 RIDERSHIP REPORT.xlsx
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Tillamook County Transportation District 
Board of Directors Regular Monthly Meeting 
Thursday, November 18, 2021 – 6:00PM  
Transportation Building 
3600 Third Street, Tillamook, OR  
Meeting Minutes 
 

 

1. Call to Order: Board Chair Mary Johnson called the meeting to order at 6:02pm.   
 

2. Pledge of Allegiance 
 

3. Roll Call: 
Present 
TCTD Board of Directors  
Mary Johnson, Board Chair (zoom) 
Judy Riggs, Vice Chair  
Gary Hanenkrat, Treasurer (zoom) 
Linda Adler, Secretary (zoom) 
Melissa Carlson-Swanson, Director (zoom)    
Marty Holm, Director 

 
TCTD Staff 
Doug Pilant, General Manager 
Tabatha Welch, Finance Supervisor  
Cathy Bond, NW Rides Brokerage Manager (zoom) 
Shannon Wakeman, Admin Assistant/ Board Clerk 
Mike Reed, Operations Superintendent  

 
Guest  
Elizabeth Rosso, General Counsel, Jordan Ramis 
Heidi Mason, Human Resources Counsel, Innova 
Peter Hicks, General Counsel, Jordan Ramis 
Jackie Edwards, citizen 
Arla Miller, ODOT 
Chris Kell, TCTD TAC Chairperson 
San SunOwen, CareOregon 
Kathy Kleczek, NW Transportation Options 
 

4. Announcements and Changes to Agenda: Revised agenda was distributed to include 
a discussion on a shop lift. 
 

5. Public & Guest Comments:   
a. San SunOwen from Care OR shared how proud and appreciative her organization 

is for the partnership they have with the NW Rides Brokerage. She shared minor 
updates and changes from OHA that impact the CCO and reported that ridership 
is comparable to pre-pandemic numbers. She also expressed her admiration for 
the Brokerage’s move to the Ecolane software.  
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6. Executive Session:  The Board, General Manager and TCTD staff went into Executive 
Session at approximately 6:14pm for the purpose of discussing labor negotiations, as 
authorized under ORS 192.660(2)(d) and for the purpose of consulting with Legal 
Counsel, as authorized under ORS 192.660(2)(h). Members of the News Media were 
permitted to attend but are unable to report on anything that was discussed in the 
Executive Session that is protected under this statute.  
 
The regular session resumed at 6:34pm. Following Executive Session: 
 

Motion made by Dir. Holm authorizing the General Manager to Execute an MOA between 
TCTD and ATU Local 757 to establish a Mechanic Position. Motion seconded by Dir. 
Riggs. 
 

Motion Passed 
By Directors Hanenkrat, Carlson-Swanson, Adler, Riggs, 

Holm, and Board Chair Johnson. 
 
 
REPORTS 
7. Financial Report: Finance Supervisor Tabatha Welch reviewed the TCTD year-to-date 

financial reports through October 2021.  
 Dir. Adler asked why there was no description of transactions on page 11 in the 
 packet. FS Welch responded that since that is payroll, no specific details are listed.  
    
8. Service Measure Performance Report: GM Pilant gave the service performance 

report.  
 Dir. Adler asked when statistics for the new Port route would be shown. GM Pilant 
 responded that Rt. 2A and 2B are currently combined statistics and will be 
 separated soon when time allows. He added that 2B, the Port Run, is seeing the 
 expected growth for a new route, and that the best evaluation of the route’s 
 success will come after 18-24 months.  
 
9. Northwest Oregon Transit Alliance: GM Pilant reported that the last meeting of the 

partners was dedicated to discussion on customer service technology to facilitate fare 
payments, and micro transit strategies that would help mitigate the driver shortage. 
He also mentioned that the Germ Fogger purchase is complete and that partners are 
now purchasing chemicals.  

 
10. Planning & Development:  GM Pilant shared the following updates: 

a. Champion Park Apartments: General Counsel is working on construction bidding 
documents, which are expected to be completed in the next month.  

b. Route 5 “Coastliner” planning: A meeting will soon be scheduled to review the first 
draft of the technical memo that has been prepared by the consultant.  

c. Coordinated Human Services Plan: The Personal Services Agreement is on 
tonight’s agenda to approve. 

d. Customer Service Strategies Staffing Plan: The Personal Services Agreement is 
on tonight’s agenda to approve.  
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e. PC Bus Stop : Met with Cape Kiawanda Master Plan Consultants to ensure good 
fit and placement. Now on to completion of a categorical exclusion.  

f. Confederated Tribes of Grand Ronde : Kim Rogers passed away suddenly. Tribe 
is determining next steps for moving forward.  

 
11. Grant Funding: GM Pilant indicated that NW Rides Brokerage Manager Cathy Bond 

would give an update on an application for a Rural Veterans Healthcare 
Transportation Grant during her NW Rides report.  

 
12. Facility/Property Management:  

a. Transit Center: GM Pilant shared a meeting is being scheduled with the architect 
to begin the design process.  

 
b. Propane Facility: GM Pilant shared that there is a change order on the agenda 

under action items to add a water line to the fueling island, which will increase 
safety and reduce driver hours, for an estimated savings of $21,000-$28,000 per 
year.  

 
13. NW Ride Brokerage:   

a. NW Rides Brokerage Manager Bond thanked San SunOwen for attending the 
meeting, and shared that this is the first true partnership of its kind.  

b. Transportation Advisory Committee recently approved the Rural Veterans 
Healthcare Transportation Grant application in the amount of $62,000. This is a 
continuation of the same grant received in 2020, which was for $50,000. This 
funding allows local veterans to access medical care at VA clinics and hospitals 
throughout the region, and the Brokerage worked closely with Tillamook Veterans 
Services on the grant.  

c. The NEMT delegate agreement with Care OR is on the agenda under action items, 
as well as a motion to approve after-hours service with Commercial 
Communication Systems. They have partnered with the Brokerage since it began 
in 2018. NWRBM Bond shared that there may be other providers, but that this 
agreement is just to formalize their working relationship, does not present any 
increased costs, and that CCS has been a great partner. 

 
14. Miscellaneous:  

a. GM Pilant shared that the hiring and retention bonuses that were approved last 
month have already made a tremendous impact, and complimented staff on 
developing new outreach methods and tools for getting quicker responses and 
applications submitted.  

 
CONSENT CALENDAR 
15. Motion to Approve the Minutes of October 21, 2021 Regular Board Meeting  
16. Motion to Accept the TCTD October 2021 Financial and Service Reports 
 Dir. Riggs noted a change to page 29 of the Board Packet, where the vote in favor 
 of Mary Johnson as Board Chair is mentioned twice.  
 
Motion by Dir. Riggs to approve Consent Calendar with noted change. Motion Seconded 
by Dir. Holm. 
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Motion Passed 
By Directors Hanenkrat, Carlson-Swanson, Adler, Riggs, 

Holm, and Board Chair Johnson. 
 
ACTION ITEMS 
17. Motion to Approve Resolution # 21-40 Authorizing the General Manager to Execute a 

2022 Non-Emergent Medical Transportation Services Delegation Agreement and 
Business Associate Agreement 

Dir. Adler asked why this was just a one-year agreement. San SunOwen explained 
the annual changes to the OHA make agreements longer than 1 year infeasible, and 
affirmed the term does not indicate the length of relationship that is desired between 
CareOregon and the District.  

 
Motion by Dir. Adler to Approve Resolution # 21-40 Authorizing the General Manager to 
Execute a 2022 Non-Emergent Medical Transportation Services Delegation Agreement 
and Business Associate Agreement. Motion Seconded by Dir. Carlson-Swanson.  

Motion Passed 
By Directors Hanenkrat, Carlson-Swanson, Adler, Riggs, 

Holm, and Board Chair Johnson. 
 

18.  Motion to Approve Resolution # 21-41 Authorizing the General Manager to Execute 
a Service Agreement with Kittelson & Associates to Complete a Coordinated Human 
Services Transportation Plan 
 Dir. Adler asked if there had been a competing proposal received. GM Pilant 
 responded that there had been another proposal received, and that an evaluation 
 committee of TAC members and staff had determined through a scoring system 
 that the Kittelson proposal best met the needs of the District. Dir. Adler asked 
 why information was withheld from the Board. GM Pilant responded that the 
 intent hadn’t been to withhold information and that the scoring sheets were 
 included in the Board packet. Dir. Adler said that the rubric makes no sense to 
 her and that she can’t approve the resolution without all of the information.  

 
Motion by Dir. Holm to Approve Resolution # 21-41 Authorizing the General Manager to 
Execute a Service Agreement with Kittelson & Associates to Complete a Coordinated 
Human Services Transportation Plan. Motion Seconded by Dir. Riggs  

Motion Passed 
Directors Hanenkrat, Carlson-Swanson, Riggs, Holm,  
Board Chair Johnson voted in favor of the resolution. 

Director Adler voted opposed.  
 
19.  Motion to Approve Resolution # 21-42 Authorizing the General Manager to Execute 

a Service Agreement with DMG Consultancy, LTD to Complete a Customer Service 
Staffing Plan 
 Dir. Adler expressed that the has the same concerns that she had with the previous 
 resolution. She also indicated that she had contacted SDAO and that they could 
 provide a staff and Board evaluation for the District for $4,500. GM Pilant explained 
 that this is a systems planning analysis, which is different than what SDAO could 
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 provide, at least for that amount. Dir. Riggs added that the DMG proposal was the 
 lower of the two bids received.  
 

Motion by Dir. Riggs to Approve Resolution # 21-42 Authorizing the General Manager to 
Execute a Service Agreement with DMG Consultancy, LTD to Complete a Customer 
Service Staffing Plan. Motion Seconded by Dir. Holm.  

Motion Passed 
Directors Hanenkrat, Carlson-Swanson, Riggs, Holm,  
Board Chair Johnson voted in favor of the resolution. 

Director Adler voted opposed.  
 

20.  Motion to authorize the General Manager to Execute a Change Order to the Blue Star 
Gas to install a water line to the propane fueling island. 
 Dir. Hanenkrat asked if there was a drain near the proposed island. GM Pilant 
 responded yes, and that it drains to a swale. Dir. Hanenkrat asked if that was 
 sufficient. GM Pilant explained that the county had already approved it.  

 
Motion by Dir. Carlson-Swanson to authorize the General Manager to Execute a Change 
Order to the Blue Star Gas to install a water line to the propane fueling island. Motion 
Seconded by Board Chair Johnson.   

Motion Passed 
By Directors Hanenkrat, Carlson-Swanson, Adler, Riggs, 

Holm, and Board Chair Johnson. 
  

21.  Motion to Approve the Sound, Video, or Digital Recording of All TCTD Public 
Meetings. 
 Dir. Hanenkrat expressed his concern and couldn’t remember why the District 
 had stopped recording meetings formerly. GM Pilant explained that the 
 technology used previously had been extremely difficult to use and unreliable, 
 but advancements made since then make this an easy process to record and 
 store. Dir. Hanenkrat expressed that he thinks he remembers different reasons.  
 Dir. Holm said that he doesn’t find it necessary to record meetings.  
 Dir. Riggs indicated that the City [of Garibaldi] records and posts to the website 
 to allow for more community members to hear the meeting. She added that 
 having the recordings helps with future research needs.  
 Board Chair Johnson said she feels it provides an increased level of 
 transparency to public, and that recording public meetings seems to be becoming 
 the way of the future. She added that the motion includes all public meetings, so 
 Board members who may be unable to attend TAC meetings, etc… could view 
 them at a later date. She added that she doesn’t see a reason not to record 
 them.  
 Dir. Carlson-Swanson requested that, should the motion carry, that it be clear 
 when the recording is on. 
 

Motion by Board Chair Johnson to Approve the Sound, Video, or Digital Recording of All 
TCTD Public Meetings. Motion Seconded by Dir. Riggs.  

Motion Failed for Lack of Majority 
Directors Carlson-Swanson, Riggs, and  
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Board Chair Johnson voted in favor of the resolution. 
Directors Adler, Hanenkrat, and Holm voted opposed.  

 
22. Motion to Authorize the General Manager to Execute an Agreement with Commercial 

Communications Systems for After Hours Answering Services for NW Rides. 
 Dir. Adler asked if the District has been using this company all along. NWRBM 
 Bond responded yes. Dir. Adler asked if the service would also cover holidays. 
 NWRBM Bond responded yes and she will make sure that language is added to 
 the agreement.  
 
Motion by Dir. Adler to Authorize the General Manager to Execute an Agreement with 
Commercial Communications Systems for After Hours Answering Services for NW Rides. 
Motion Seconded by Dir. Carlson-Swanson. 

Motion Passed 
By Directors Hanenkrat, Carlson-Swanson, Adler, Riggs, 

Holm, and Board Chair Johnson. 
DISCUSSION ITEMS 
23. Board Position #6 Vacancy 
 GM Pilant explained the Board Memo to the Board, indicating that applications for 
 the vacant position could be solicited between November 29 and early January, in 
 order to have the applications ready for Board review at the January meeting.  
 Dir. Holm asked if the position could be filled sooner than the January meeting. 
 Dir. Adler asked if this timeline was feasible since filling the TAC had taken four 
 months.  
 Dir. Hanenkrat said he doesn’t have a problem with it.  
 Dir. Adler said the application [attached to minutes] looks fine and asked if the 
 appointment could be made at the February meeting.  
 Dir. Carlson-Swanson responded that she felt January would be fine.  

Dir. Holm asked if an appointment could be made right away he would like to 
nominate former Board Member Jackie Edwards. 

 
Motion by Dir. Holm to appoint Jackie Edwards to vacant position #6. Motion Seconded 
by Dir. Riggs. 

Motion Passed 
Directors Hanenkrat, Carlson-Swanson, Riggs, Holm,  
Board Chair Johnson voted in favor of the resolution. 

Director Adler voted opposed.  
24. Public Records Request Fee Waiver 
  
 Dir. Adler apologized for her error of semantics and clarified that she would like the 
 records free of charge, so she would like to make the request as a Board Member. 
 Board Chair Johnson asked if this meant all of the Directors would get the 
 requested documents. GM Pilant responded yes, and that a presentation to 
 discuss the documents would be prepared for the January Board Meeting.  
 Dir. Riggs added that she has never had a problem paying for public records 
 requests she has made, even when she’s been a governing member of the public 
 body she is requesting documents from.  
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 Dir. Adler stated that she had just wanted to see the documents to see if anything 
 was worth bringing to the Board’s attention.  
 Dir. Adler asked if she could pick up the documents next week. Staff responded 
 that the documents would be included for all in the next Board packet, as the 
 request is now being made as a Board Member.  

  
25. Shop Lift 
 GM Pilant explained the hoist that lifts buses in the shop has failed. The pump that 
makes the lift rise and lower has failed and is no longer available. GM Pilant explained 
there is an upgraded pump that can be purchased for $43,000 but due to supply chain 
issues a date for its arrival cannot be determined.  GM Pilant explained the cost a new 
four-post mobile lift would be $48,000.  GM Pilant said a 4-post lift could be purchased 
and delivered within 3 to 4 months and recommended moving forward with the purchase 
of a four-post lift while budgeting the lift repair in the next fiscal year budget.  
 
Motion by Dir. Riggs to purchase a new four-post mobile bus lift. Motion Seconded by 
Dir. Holm. 

Motion Passed 
By Directors Hanenkrat, Carlson-Swanson, Adler, Riggs, 

Holm, and Board Chair Johnson. 
26. December Board Meeting 
 GM Pilant explained that he would like to cancel the December Board Meeting to 
 allow staff time to recover from the previous several months of long hours and 
 extra work, and to focus on Operations.  
 
Motion by Dir. Carlson-Swanson to cancel the December meeting of the TCTD Board of 
Directors. Motion Seconded by Dir. Riggs. 

Motion Passed 
By Directors Hanenkrat, Carlson-Swanson, Adler, Riggs, 

Holm, and Board Chair Johnson. 
 
Board Chair Johnson asked when Jackie Edwards was to be sworn in. It was determined 
it could happen immediately. Board Chair Johnson swore Director Edwards in using 
the official TCTD Oath of Office.  
 
Dir. Carlson-Swanson invited guest Kathy Kleczek to share the information she had 
posted in the chat about the upcoming SDAO conference. Kathy shared that the 
conference will take place in person with a virtual attendance option. It will be held 
February 10-13 in Eugene and she encouraged everyone who is able to attend.   
 
27. Staff Comments/Concerns: 

GM Pilant: Welcomed Dir. Edwards back to the Board and shared a story from his 
early days as a bus driver that had happened around Christmas.  
 
Operations Superintendent Reed: Thanked the Board for their swift approval of the 
shop lift.  
 
Finance Supervisor Welch: Welcomed Dir. Edwards back to the Board.  
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NW Rides Brokerage Manager Bond: Welcomed Dir. Edwards back and thanked the 
Board for approving another delegate agreement.  
 
Administrative Assistant Wakeman: Thanked the Board for approving the hiring and 
retention packages at last month’s meeting and stated that it is already having a big 
impact on recruitment efforts. She also shared the planned holiday celebration 
activities with the Board.  
 

28. Board of Directors Comments/Concerns:  
Dir. Carlson-Swanson: Welcomed Director Edwards back to the Board and shared 
that she’s happy the hiring and retention package is working. She wished everyone 
happy and safe holidays.  
 
Dir. Holm: Shared that it is wonderful to be back in person and that it’s important to 
have everyone meet in person. He welcomed back Dir. Edwards. He thanked staff for 
their hard work and said that he’s happy to hear the District is already getting results 
from the recruitment and retention plan.  
 
Dir. Adler: Thanked everyone and wished them a happy and safe new year.  
 
Dir. Hanenkrat: Thanked staff for their hard work and wished everyone the best 
through the holidays.  
 
Board Chair Johnson: Shared that staff has had a difficult few weeks but admires them 
for putting the District before themselves. She is happy to hear of the plans for holiday 
engagement. She is looking forward to being back in person in January and welcomed 
Dir. Edwards.  
 
Dir. Riggs: Welcomed Dir. Edwards back. She said that being in person felt like old 
times and creates a better atmosphere. She shared that she comes into the District 
offices regularly to sign checks and that everyone is doing an awesome job and that 
staff is upbeat and positive, and clearly takes pride in doing their jobs.  
 
Dir. Edwards: Thanked everyone and said being back on the Board feels like coming 
home.  
 
Adjournment: Board Chair Johnson adjourned the meeting at 8:11pm. 

  
These minutes approved this 20th day of January 2022. 
 
ATTEST: 
 
 
              
     Mary Johnson, Board Chair      Douglas Pilant, General Manager  
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TILLAMOOK COUNTY TRANSPORTATION DISTRICT POLICY 
 

DOCUMENT & RECORDS RETENTION SCHEDULE Number:  11 

 
Adopted by the Board of Directors on August 14, 2003   
Last reviewed: January 20, 2022 
 

Pages:       9    

 
The purpose of this schedule is to ensure that necessary records and documents are 
adequately protected and maintained and to ensure that records that are no longer 
needed or of no value are discarded at the appropriate time.  Requests for changes or 
deviations should be made to the Board. 
 
This schedule applies to all physical and electronic records generated in the course of 
the organization’s operations.  In the event of a governmental audit, investigation, or 
pending litigation, record disposal may be suspended at the direction of the Board.   
 
The following is a list of relevant federal and state records retention provisions that 
apply to Tillamook County Transportation District. 
 
MEDICARE ADVANTAGE PROGRAM (42 C.F.R. 422.504(d)(2)(iii))* 
 
Federal income tax or informational returns Current CareOregon Coordinated Care Organization 

(“CCO”) contract period plus 10 prior contract periods 
 
MANAGED CARE (42 C.F.R. 438.3(u))* 
 
Enrollee grievance and appeal records 10 years 
Rate development base data 10 years 
Medical loss ratio (“MLR”) reports 10 years 
Data, information, and documentation pertaining 
to: encounter data; base data for certification of 
actuarial soundness; data for determining MLR 
compliance; risk insolvency data; 
documentation of compliance with state 
availability and accessibility requirements; 
information on ownership and control from 
subcontractors; and annual reports of 
overpayment recoveries (42 C.F.R. 438.604) 

10 years 

Documents pertaining to the source, content, 
and timing of certification of data, information, 
and documentation submitted to CareOregon 
(42 C.F.R. 438.606) 

10 years 

Program integrity documentation (42 C.F.R. 
438.608) 

10 years 
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Documentation of prohibited affiliations (42 
C.F.R. 438.610) 

10 years 

 
FINANCIAL, CLINICAL, AND OTHER RECORDS (OAR 410-120-1360)* 
 
Clinical records 10 years 
Records documenting service provided, number 
of services or items comprising the service 
provided, extent of service provided, dates on 
which service is provided, and individual 
providing the service 

10 years 

NW Rides financial records, including 
documentation of charges, identity of other 
payment resources pursued, date and amount 
of all debit or credit billing transactions, and 
support for appropriateness of amount billed 
and paid 

10 years 

 
COORDINATED CARE ORGANIZATION 2022 HEALTH PLAN SERVICES CONTRACT:* 
 
Records of NW Rides member and provider 
complaints (appeals, grievances) and 
disposition of these complaints 

10 years 

NW Rides Compliance Program records, to 
include privacy, security, and HIPAA 
compliance activities and related documents 

10 years 

Fraud, Waste, and Abuse (“FWA”) investigation 
records 

10 years 

Privacy and security policies and procedures 
and any corresponding revisions 

10 years 

Notice of Privacy Practices, including any 
revisions of the notice 

10 years 

CareOregon contracts, Business Associate 
Agreements (“BAAs”), data use agreements, 
conflicts of interest statements, and 
confidentiality agreements with other 
organizations or individuals 

10 years 

NW Rides contracts and leases (after 
expiration) 

10 years 

Records of HIPAA, privacy, and security and 
compliance training of NW Rides employees, 
contractors, and subcontractors. These records 
will include training materials, attendance 
rosters, and pre- and post-training tests. 

10 years 

 

ADMINISTRATIVE RECORDS (OAR 166-150-0005) 
 
Activity and Room Scheduling Records 1 year 
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Activity Reports, General 2 years 
Advertising and Promotion (Non-State Fair) 2 years 
Annual Reports Permanent 
Audit Records, Internal 10 years 
Calendars and Scheduling Records 1 year 
Citizen Awards 6 years 
Communication Logs 1 year 
Contracts, Leases and Agreements Construction contract records: 10 years after 

substantial completion 
Collective bargaining contract records: Permanent 

Other contracts, leases and agreements: 6 years 
after expiration 

Correspondence File and retain w/associated files 
Fax Reports 3 years if used for billing; 1 year for all others 
Intergovernmental Agreements 
 

Significant and historic agreements: permanent; 
6 years from expiration for all others  

Key and keycard records Access and entry logs: 3 years;  
2 years from key turn-in for all others 

Mailing Lists Until superseded or obsolete 
Meeting Records, Governing body Minutes, agendas, resolutions, indexes, and exhibits: 

Permanent; 
Executive Session minutes: 10 years; 

Audio/Video recordings: 1 year after minutes 
approved; 

Other records and exhibits not pertinent to minutes: 5 
years  

Meeting records, Staff 2 years 
Mitigation Program Records Adopted plans: permanent; 

Other records: life of structure 
News/Press Releases Policy/historic: permanent; 

Routine: 2 years 
Notary Public Log Books 7 years after commission expires 
Organizational records 2 years after superseded 
Planning Records Mission statements and plans: 20 years;  

All others: 5 years 
Policy/Procedure Guidelines and Manuals Routine clerical: 2 years after suspended or obsolete; 

Construction/engineering projects: 10 years after 
substantial completion; 

1 copy of all others: permanent 
Policy statements and directives 20 years after superseded or obsolete 
Postal records 3 years 
Professional membership records 3 years 
Public Notice Records 3 years 
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Publications Policy/historic: permanent; 
All others: until superseded or obsolete 

Reports and studies 5 years 
Requests and complaints 2 years after last action 
Resolutions Permanent 
Routing and job control records 1 year 
Security records 2 years 
Seminar and Conference records, agency-
sponsored 

Significant program records: 5 years; 
Enrollment and attendance records: 2 years; 

All others: 1 year 
Seminar and Conference Record, Non-Agency 
Sponsored 

2 years 

Special District Charters Permanent 
Special District Codes Permanent 
Special District Ordinances Permanent 
Special Event and Celebration Records Records documenting significant aspects of the 

event: Permanent; 
All others: 2 years after event 

Surveys, Polls and Questionnaires Summary reports and abstracts: 3 years; 
All others: until summary report completed or 3 years 

(whichever is sooner) 
Work Orders County personnel: 1 year; 

Outside vendors: 3 years 
Work Schedules and Assignments 5 years 

BUILDING (OAR 166-150-0020) 
 
Building Activity Records Annual summary reports: permanent; 

All others: 2 years 
Building board of appeals records Minutes, agendas, resolutions, indexes, and exhibits: 

Permanent; 
Audio/Video: 1 year after minutes approved; 

Other records and exhibits not pertinent to minutes: 5 
years 

Building code violation records 10 years after last action 
Building inspection records Final inspections: life of structure; 

All others: 2 years 
Building permit applications If permit issued: 2 years; 

If no permit issued: 180 days 
Building permits Completed structure: life of structure; 

Demolition permit: 10 years after demolition; 
All others: 2 years after revoked or expired 

Building plans, nonresidential blueprints If permit issued and structure completed: 10 years after 
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substantial completion; 
If no permit issued: 180 days; 

If permit issued but structure not started, completed, or 
permit expired: 180 days after expiration date 

Building plans, publicly-owned structures If permit issued and structure complete: life of structure; 
If no permit issued: 180 days; 

If permit issued but structure not started, completed, or 
permit expired: 180 days after expiration date 

Certificates of occupancy certificates Life of structure 
Registered contractor lists Until superseded or obsolete 
Unsafe building records 5 years after final action 

 
EQUIPMENT AND PROPERTY RECORDS (OAR 166-150-0105)     
 
Building Records Life of structure 
Damaged/Stolen property records 4 years 
Deed instruments Recorded: until no longer owned;  

Unrecorded: permanent 
Deeds to Agency-owned land 3 years or no longer owned 
Easements Recorded: until no longer owned;  

Unrecorded: permanent 
Fuel records 2 years 
Equipment calibration records Life of equipment 
Equipment maintenance records 1 year after disposal of equipment 
Property dedication records Permanent 
Property disposition records 3 years after disposition of property 
Property vacation records Permanent 
Real property transaction records 10 years after substantial completion 
Technical manuals, specifications, and 
warranties 

Manuals: until disposition of vehicle or equipment; 
Warranties: until expired 

Vehicle maintenance and repair records 2 years after disposition of vehicle 
Vehicle title and registration records Title: Until vehicle is sold or disposed of; Registration: 

until superseded or disposition of vehicle 
Vehicle usage and expense records 3 years 

FINANCIAL RECORDS (OAR 166-150-0110)  
 
Accounts Payable records 3 years 
Accounts Receivable records 3 years after collected or deemed uncollectable 
Audit reports Permanent 
Balance status and projection reports 3 years 
Bond records (Employee) 6 years after expiration 
Budget (Adopted) records 2 years 
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Budget preparation records 2 years 
Check conversion records Original paper instruments: 120 days, destroy; 

ACH transaction/IRD: 6 years, destroy 
Competitive bid records Accepted bids for construction/alteration/repair of 

improvement to real property: 10 years after 
substantial completion; 

Other accepted bids: 6 years after bid awarded or 
canceled; 

Rejected bids and bid exemptions: 2 years after bid 
awarded or canceled 

Credit and Debit receipts 36 months after transaction, destroy 
Credit slips 3 years after credit expired or redeemed 
Financial impact analysis records 3 years 
Financial reports Annual reports: permanent; 

All others: 3 years 
General ledgers Year end ledgers: 10 years; 

All others: 3 years 
Gift and contribution records For conditional gifts, contributions, and donations: 

see Contracts, Leases, and Agreements in 
Administrative Records section above; 

All others: 3 years 
Grant records Significant grants: permanent; 

Purchase/disposal of real property: 10 years after 
substantial completion, or 3 years after disposal, or 

as specified in agreement, whichever is longer; 
Other grant records: 3 years after annual or final 

expenditure report submitted and approved, or as 
specified in agreement, whichever is longer;  

Unsuccessful grants: 1 year after rejection/withdrawal  
Improvement records, administrative and 
financial 

Records of project cost: 3 years after disposal or 
replacement of facility, structure, or system; all other 
improvements: 10 years after substantial completion 

Inventory records Capitalized assets: 3 years after disposal or 
replacement; 

Expendable property: 3 years or until superseded, 
whichever is longer 

Petty cash fund records 3 years 
Purchasing records 3 years 
Signature Authorization Records 6 years after superseded or expired 
Subsidiary ledgers, journals and registers Year end payroll register: 75 years; 

Trust fund ledgers: 3 years after fund closed;  
All others: 3 years 

Travel records, employee  3 years 
Unclaimed property report records 3 years after property is remitted to Department of 

State Lands 
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Vendor lists Until superseded or obsolete 

INFORMATION AND RECORDS MANAGEMENT RECORDS (OAR 166-150-0125)  
 
Computer system maintenance records System or component repair or service: life of system 

or component; 
Regular or essential records backup: 1 year after 

superseded or obsolete 
Computer system program documentation Migration plan: until superseded or obsolete; 

All others: 1 year after system superseded or 
obsolete 

Computer system security records 3 years after superseded 
Computer system Wiring Records Current + previous version 
Filing system records 3 years after superseded or abolished 
Forms development records Until superseded or obsolete 
Information service subscription records 3 years 
Information system planning & development 
records 

Implemented: life of system; 
Unimplemented: 3 years 

Microfilm and Imaging Quality Control records Same as related microfilm or digital images 
Records management records Destruction: permanent; 

Records Retention Schedules: 5 years after 
superseded; 

All others: 5 years 
Software management records 2 years after disposal/upgrade 
Telecommunications system management 
records 

Repair/service: 4 years; 
All others: 1 year after system superseded or 

obsolete 
User support records 1 year 

PAYROLL RECORDS (OAR 166-150-0155)  
 
Deduction Authorization records 3 years after superseded, terminated, or employee 

separation 
Deduction registers State and federal taxes: 5 years; 

All others: 3 years 
Employee time records 4 years 
Federal and state tax records Grant related: see Grant records in Financial section 

above;  
All others: 4 years 

Garnishment records 3 years after resolution 
Leave applications 3 years 
Leave balance reports Year end balance reports: 75 years after date of hire; 

All others: 4 years 

68



Payroll Administrative reports 3 years 
Payroll registers Year end or month end registers: 75 years; 

All others: 3 years 
Unemployment compensation claim records 3 years 
Unemployment reports 3 years 
Wage and tax statements 5 years 
Withholding allowance certificates 5 years after superseded or employee separates 

PERSONNEL RECORDS (OAR 166-150-0160)  
 
Affirmative action records Plans/updates/policy statements: permanent; 

All others: 3 years 
Benefits continuation records 3 years after separation or eligibility expires 
Collective bargaining records Contracts/minutes: 75 years after contract expires; 

All others: 6 years after contract expires 
Comparable worth study records Final study/report: permanent; 

All others: 5 years 
Criminal background check records Log: until superseded or obsolete; 

All others: 90 days 
Disciplinary Action records Investigations resulting in termination: 10 years after 

employee separates; 
Investigations resulting in disciplinary action or 

exoneration: 3 years after resolution; 
Unfounded investigations: 3 years 

Drug testing records (Non-USDOT only) Positive results: 5 years; 
Negative results: 1 year 

Employee benefit records Year end leave balance reports or official copy of 
retirement enrollment record: 75 years after date of 

hire; 
All others: 3 years after separation or eligibility 

expires 
Employee medical records Hazard exposure records: 30 years after separation;  

All others: 6 years after separation 
Employee personnel records  Letters of reprimand/notices of disciplinary action: 3 

years; 
All others: 6 years after separation 

Employee recognition records 6 years 
Employee suggestion award records Adopted suggestions: 2 years; 

Not adopted suggestions: 1 year 
 
Employee eligibility verification forms (I-9) 

 
3 years after date of hire or 1 year after separation, 

whichever is longer 
Equal Employment Opportunity compliance 
records 

 3 years 
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Equal employment opportunity complaint 
records 

3 years after final decision issued 

Equal Employment Opportunity policy 
development records 

Plans/updates/policy statements: permanent; 
All others: 3 years 

Grievance and complaint records 3 years 
Hazard exposure records 30 years after separation 
Hearing test records Until employee separation 
Layoff records  3 years 
Photo identification records Until superseded or obsolete 
Position description, classification and 
compensation records 

3 years after superseded or obsolete 

Recruitment and Selection records Announcements, position descriptions and creation of 
test/rating scale: 10 years; 

Unsolicited applications and resumes: 3 months 
Unsuccessful applications and all others: 3 years 

after position filled or recruitment cancelled   
Training program records Significant program: 5 years; 

Enrollment and attendance records: 2 years; 
All others: 1 year 

Volunteer Program Records 5 years 
Volunteer Worker records 3 years after separation 

RISK MANAGMENT RECORDS (OAR 166-150-0200)  
 
Contractor liability insurance verification records Improvement project: 10 years after substantial 

completion; 
All others: 6 years after expiration 

Contractor performance bond records Improvement project: 10 years after substantial 
completion; 

All others: 6 years after expiration 
Hazard communication program records 75 years after superseded or obsolete 
Hazardous substance employer survey records Until superseded or obsolete 
Incident reports 5 years 
Injury reports If claim filed: see Liability Claims records, below;  

If no claim filed: 3 years 
Insurance fund claims 5 years 
Insurance policy records Group employee health/life, property and liability: 75 

years after expiration if no claims pending; 
Other insurance: 6 years after expiration if no claims 

pending 
Liability Claims records If action taken: 10 years after case closed, dismissed, 

or date of last action; 
If no action taken: 3 years 

Liability Waivers records 3 years 
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Master material safety data records Until superseded or obsolete 
Occupational injury and illness records 6 years 
Personnel accident incident reports 10 years after case closed 
 
Property damage records 

 
If litigated: 10 years after case closed or dismissed, 

or date of last action; 
If not litigated: 3 years after date of last action 

Risk factor evaluation records 4 years 
Safety inspection and compliance records 10 years 
Safety program records Policies/plans/procedures: 5 years after superseded 

or obsolete; 
Inspection reports/evaluations/recommendations: 10 

years; 
Committee minutes, exhibits, and agendas.: 3 years; 

All other records: 5 years 
State accident insurance fund (SAIF) claim 
records 

6 years after claim closed 

State accident insurance fund (SAIF) injury 
reports 

1 year 

Vehicle Accident records If litigated: 10 years after case closed or dismissed, 
or date of last action;  

If not litigated: 3 years 
Workers’ Compensation Claim records Records describing injury/illness: see Employee 

medical records section, above;  
All others: 6 years after claim closed or final action 

Workers’ Compensation program records 6 years 

TREASURER/CONTROLLER (OAR 166-150-0210) 
 
Bancroft bond records Bond receipts: 2 years; 

All others: 2 years after final payment, redemption, 
sale, or action 

Bank transaction records 3 years 
Bond expenditure reports 3 years 
Bonds and coupons, paid 3 years 
Bonds issued register 3 years after final payment 
Investment records 3 years 
Revenue sharing records 3 years 
Tax turnover records See Financial Records Section, above 

 
Trust fund records  Records not duplicated elsewhere: 3 years after fund 

closed 
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*These provisions are applicable to Tillamook County Transportation District through the 
CareOregon CCO Health Plan Services Contract, Delegate Agreement, and BAA with 
NW Rides. CareOregon requires records to be maintained for the longer of 10 years or 
the period required by applicable federal and state law. 
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BEFORE THE BOARD OF DIRECTORS 
OF THE 

TILLAMOOK COUNTY TRANSPORTATION DISTRICT 
 

 
Authorizing the General Manager to ) 
Execute a Contract with Northwest ) 
Lift & Equipment LLC for a  ) 
Four-Post Mobile Column Lift )     RESOLUTION NO. 22-01 
  
 

WHEREAS, the Tillamook County Transportation District (“TCTD”) has received a 
grant from the Oregon Department of Transportation (“ODOT”) under Section 5311 of the 
Federal Transit Act of 1964, as amended, which grant is memorialized in ODOT Grant 
Agreement No. 35117; and 

 
WHEREAS, by Resolution No. 21-32 the District Board of Directors authorized the 

General Manager to execute ODOT Grant Agreement No. 35117 and 
 
WHEREAS, TCTD has received a grant from ODOT under Section 5310 of the 

Federal Transit Act of 1964, as amended, which grant is memorialized in ODOT Grant 
Agreement No. 35193; and 

 
WHEREAS, by Resolution No. 21-24, the TCTD Board of Directors authorized the 

General Manager to execute ODOT Grant Agreement No. 35193; and 
 
WHEREAS, one of the authorized uses of the funding allocated to TCTD by ODOT 

Grant Agreement Nos. 35117 and 35193 is the purchase of capital equipment; and 
 
WHEREAS, TCTD operates a fleet of 32 vans and cutaway buses to provide a 

variety of public transportation services; and 
 
WHEREAS, TCTD has a 3-bay Bus Maintenance Facility (“BMF”) to maintain the 

District’s 32-vehicle fleet; and 
 
WHEREAS, TCTD would like to purchase a mobile 4-post lift to increase its 

capacity to maintain its fleet and perform major repairs in 2 of the 3 bays in the BMF; and 
 
WHEREAS, in December 2021 and January 2022 TCTD conducted a Request for 

Quotation (“RFQ”) process to select a company to provide a mobile 4-post lift; and 
 
WHEREAS, the only company that responded to the RFQ was Northwest Lift & 

Equipment LLC (“NW Lift”); and 
 
WHEREAS, NW Lift’s proposal meets TCTD’s requirements; and 
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WHEREAS, TCTD wishes to enter into a contract with NW Lift for the purchase of 
a mobile 4-Column Lift System. 
 

NOW, THEREFORE, BE IT RESOLVED by the Tillamook County Transportation 
District Board of Directors: 

 
that the Board authorizes the TCTD General Manager to execute a contract not to 

exceed $48,500 with Northwest Lift & Equipment LLC for the purchase of a mobile 4-
Column Lift System for the TCTD Bus Maintenance Facility. 
 
 
INTRODUCED AND ADOPTED this 20th day of January 2022. 
 
 
ATTEST: 
 
 
 

By: _____________________________ By: _____________________________ 
Mary Johnson, Board Chair Douglas Pilant, General Manager 
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BEFORE THE BOARD OF DIRECTORS 
OF THE 

TILLAMOOK COUNTY TRANSPORTATION DISTRICT 
 

 
Authorizing the General Manager ) 
to Purchase a 2018 Hometown Trolley ) 
from Coos County Area Transit for the ) 
purpose of Special Bus Operations )     RESOLUTION NO. 22-02 
 

WHEREAS, Tillamook County Transportation District ("TCTD”) has identified 
opportunities for enhanced community engagement and earned income strategies related 
to the ownership and operation of a trolley; and 
 

WHEREAS, Coos County Area Transit has listed a 2018 Hometown Trolley 
Carriage for sale; and 

 
WHEREAS, TCTD submitted an offer to Coos County Area Transit to purchase 

the listed 2018 Hometown Trolley Carriage for $24,709; and 
 
WHEREAS, Coos County Area Transit has accepted TCTD’s offer to purchase the 

listed 2018 Hometown Trolley Carriage for $24,709. 
 
 NOW, THEREFORE, BE IT RESOLVED by the Tillamook County Transportation 
District Board of Directors: 
 

that the Board authorizes the TCTD General Manager to purchase a 2018 
Hometown Trolley from Coos County Area Transit for the purpose of Special Bus 
Operations, for an amount not to exceed $24,709. 
 
 
INTRODUCED AND ADOPTED this 20th day of January 2022. 
 
ATTEST: 
 
 
 

By: _____________________________ By: _____________________________ 
Mary Johnson, Board Chair Douglas Pilant, General Manager 
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TO:   BOARD OF DIRECTORS 

FROM:  SHANNON WAKEMAN, ADMINISTRATIVE ASSISTANT 

THRU:  DOUG PILANT, GENERAL MANAGER 

SUBJECT:  PURCHASE TROLLEY FOR SPECIAL BUS OPERATIONS 

Issue 

Shall the Tillamook County Transportation District (TCTD) Board of Directors authorize 
the General Manager to purchase a trolley for use in Special Bus Operation (SBO) 
services?     

Background and Findings 

1. TCTD staff has identified opportunities for enhanced community engagement 
and new revenue opportunities through the ownership and operation of a fully enclosed 
or an open-air trolley. These opportunities include but are not limited to participation in 
local parades; new branding and increased excitement for the Pacific City Shuttle 
service; Tillamook County Commissioner elected official and dignitary day-trip shuttles; 
Pacific City – Nestucca Chamber of Commerce Birding and Blues Festival shuttle; 
Garibaldi Days Christmas Light celebration and Cloverdale Clover Days celebration; 
and private tours. 
 
2. Coos County Area Transit (CCAT) recently listed their 2018 Hometown Trolley 
Carriage for sale. The Trolley was a grant funded purchase by CCAT for $165,020 in 
2018. CCAT’s local matching funds for this purchase was $16,909. 

 

3. TCTD staff inspected the Hometown Trolley and determined it is in excellent 
condition with only 11,800 miles. The trolley is on a low floor chassis with an ADA 
accessible ramp and has a seating capacity of 21 passengers and is suitable to meeting 
the District’s enhanced community engagement goals when being used to perform SBO 
functions. 

 

4. Purchasing this trolley will replace one of the District’s two dedicated SBO buses. 
The two Category D buses are 2014 Ford Champion low floor buses and have 257,000 
and 268,000 miles.  Both buses are in poor condition and have exceeded their useful 
life expectancy of 5 years and 150,000 miles. 

 

5. The District’s General Manager made an offer, contingent upon TCTD Board 
approval, to purchase this trolley for $24,709.  CCAT accepted the terms of the GM’s 
offer. 

 

6. The TCTD offer reimburses CCAT for their $16,909 local matching funds to 
purchase the trolley and provided them an additional $7,500.  
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7. Since trolleys cannot be purchased off the ODOT State Price Agreement, staff 
estimates it will cost TCTD between $2,500 to $5,000 for consulting fees to develop the 
vehicle procurement specifications and legal fees to conduct the procurement process.  
A market analysis concluded a new trolley would cost at least $175,000, which is an 
additional $10,000 over what CCAT paid in 2019. It was with this in mind that the GM 
offered CCAT $24,709, an amount that includes their local match funds plus $7,500. 
 
Recommendation 
 
Staff recommends authorizing the General Manager to purchase the 2018 Hometown 
Trolley from Coos County Area Transit for an amount not to exceed $24,709, for the 
purpose of Special Bus Operations services.   
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BEFORE THE BOARD OF DIRECTORS 
OF THE 

TILLAMOOK COUNTY TRANSPORTATION DISTRICT 
 

 
Authorizing the General Manager ) 
to Execute a Services Contract with ) 
GenXsys Solutions LLC for Additional ) 
Information Technology Services )     RESOLUTION NO. 22-03 
  
 

WHEREAS, in August 2018 Tillamook County Transportation District (“TCTD”) 
entered into an agreement with GenXsys Solutions LLC (“GenXsys”) to provide TCTD 
with Information Technology Services through September 30, 2022; and 

 
 WHEREAS, TCTD has added 13 workstations to serve the NW Rides Brokerage; 
and 
 

WHEREAS, the 13 additional workstations require maintenance and support; and 
 
 WHEREAS, TCTD and GenXsys desire to amend their August 2018 agreement to 
bring the 13 additional workstations within the scope of the agreement at a cost not to 
exceed $875 per month. 
 

NOW, THEREFORE, BE IT RESOLVED by the Tillamook County Transportation 
District Board of Directors: 
 

that the Board authorizes the TCTD General Manager to execute a Maintenance 
and Managed Services Agreement not to exceed $875 per month with GenXsys Solutions 
LLC to provide maintenance and support for the additional 13 NW Rides workstations. 
 
 
INTRODUCED AND ADOPTED this 20th day of January 2022. 
 
ATTEST: 
 
 
 

By: _____________________________ By: _____________________________ 
Mary Johnson, Board Chair Douglas Pilant, General Manager 
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TO:   BOARD OF DIRECTORS 

FROM:  SHANNON WAKEMAN, ADMINISTRATIVE ASSISTANT 

THRU:  DOUG PILANT, GENERAL MANAGER 

SUBJECT:  HISTORY OF PACIFIC CITY SHUTTLE PROGRAM AND HELPING 
HANDS PARTNERSHIP, AS RELATED TO DIRECTOR ADLER PUBLIC 
RECORDS REQUEST 

Issue 

At the November 18, 2021 regular meeting of the TCTD Board of Directors, the 
Directors requested a presentation of documents requested by Director Adler related to 
the Pacific City Shuttle and the Helping Hands projects.  

Background and Findings 

1. In October of 2021, TCTD staff received a public records request from Mrs. Linda 
Adler, as a private citizen, for the following documents: 

a. Any and all agreements, over the past 5 years, between Helping Hands and 
TCTD 

b. Any and all agreements over the past 5 years regarding the Pacific City 
Shuttle bus 

c. All financial records that relate to these two entities 
 

2. Staff prepared the requested documents and notified Mrs. Adler of the 
associated fee, as provided in Policy #20- Public Records Request. Mrs. Adler then 
requested the fees as a well as any future fees for public records request be waived. 
Due to the nature of the request, General Manager Pilant deferred the matter to the 
Board. 
 
3. At the November 18, 2021 regular meeting of the TCTD Board of Directors, staff 
recommended the Board of Directors not waive the fees associated with Mrs. Adler’s 
request due to it also waiving all future fees. During this discussion, Director Adler 
indicated that she would like to make the request as a Director and other Directors also 
expressed interest in having the information presented at a future meeting. Since the 
request would result in a presentation of the documents to the full Board at a public 
meeting, there would be no fees associated with the items.  
 
4. In December of 2021, TCTD staff was contacted by Mrs. Adler indicating that she 
would pay the fees associated with the Public Records Request as a private citizen, in 
order to obtain the documents before the next meeting of the Board of Directors. 
Payment was received on December 15 and the requested documents were sent 
electronically, as requested, on the same day. 
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5. Staff has attached the documents related to this Public Records Request to this 
memorandum to the Board, to satisfy the interests of the full Board by allowing the 
opportunity to review the documents, as requested. 

 

6. The attached documents include the correspondence and documents sent to 
Mrs. Adler. These include: the July 2017 Board Minutes authorizing the General 
Manager to execute a Letter of Agreement with Helping Hands, the Letter of Agreement 
between TCTD and Helping Hands, as well as revenue received from Helping Hands for 
payment of shuttle services. In addition, documents include financials related to the 
operation of the Pacific City Shuttle, a Board Memo outlining the history of the Shuttle’s 
development, and Resolution 16-22, authorizing the execution of the Long Range 
Transit Development Plan, which included partnering with Tillamook County and the 
Pacific City community in the development and implementation of the Cape Kiawanda 
Master Plan’s Parking Management element. The full Long Range Transit Development 
Plan can be publicly accessed on the TCTD website. The Cape Kiawanda Master Plan 
and Parking Management Plan can be publicly accessed on the Tillamook County 
website.  

 

7. Staff has also included supplemental information, including compliments received 
from patrons of the Pacific City Shuttle, as well as a memo to the Tillamook County 
Board of Commissioners which outlined the 2021 Shuttle’s performance.    
 
 
Recommendation 
 
Staff submits the attached documents to the full Board of Directors for review and 
discussion of the history of the Pacific City Shuttle program and the partnership with 
Helping Hands.  
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MEMO TO:  BOARD OF DIRECTORS 

FROM:  DOUG PILANT, GENERAL MANAGER 

SUBJECT: PACIFIC CITY FREE SHUTTLE 
 
Issue 
The purpose of this Memo is to provide the Board of Directors an overview, status 
report and purpose of the Pacific City Free Shuttle.  

Background and Findings 
1) In early 2013, the District’s Board of Director’s and staff met to create a Strategic 

Plan to identify strategic priorities for the District to pursue. One of the priorities 
was to increase the District’s presence in south Tillamook County. 

2) In late 2013, Tillamook County Commissioner Tim Josi contacted GM Doug 
Pilant to request his attendance at a south Tillamook County stakeholder meeting 
at the Nestucca Fire Department in Hebo. Commissioner Josi specifically 
requested that I listen, observe and identify an opportunity for the District to 
assist the residents of south Tillamook County. 

3) In 2014, Tillamook County hired the consulting firm (Cogan Owens & Greene) to 
lead a planning process to develop strategies to mitigate tourism related traffic 
and parking congestion in the Pacific City-Woods area. Throughout the planning 
process, transit shuttle service that circulated around Pacific City-Woods was 
identified as a strategy to manage traffic congestion and parking. This planning 
effort led to the creation of the Cape Kiawanda Master Plan that was adopted by 
the Tillamook County Board of Commissioners in September 2016.  The Plan 
included a recommendation to establish a parking management plan. 

4) In 2014, former Pacific City-Nestucca Valley Chamber of Commerce President 
and TCTD Board Member, Merrianne Hoffman requested the District to provide 
shuttle service in Pacific City during the annual Dory Day’s celebration.  

5) The Dory Day’s shuttle was well received by the local community and visitors and 
enjoyed strong ridership.  This resulted in the District continuing to provide the 
Dory Day’s shuttle service the following 3 years. 

6) In August 2016, the TCTD Board of Directors adopted the District’s Long-Range 
Transit Development Plan (LRTDP), which included the action-item to “analyze 
and implement the recommendations from the Cape Kiawanda Master Plan” to 
establish a shuttle service that assists in the implementation of that Plan. 

7) In 2016, Tillamook County contracted with Kittelson & Associates to conduct a 
planning process to establish a parking management plan.  The Parking 
Management Plan, which has been included as Attachment A, includes a variety 
of “demand management” strategies to manage traffic and parking throughout 
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the PC-Woods area. A transit shuttle service was identified and prioritized as a 
demand management strategy to manage parking and traffic congestion. 

8) In the Spring of 2018, TCTD worked with Kittelson & Associates to establish an 
operations and marketing plan to establish the current Pacific City Free Shuttle 
service. The Free Shuttle service is now in its third year of operation. The PC 
Shuttle costs about $15,000 per year. 

Summary of Findings 
The 2013 TCTD strategic planning process identified the need for the District to 
increase its presence in the south Tillamook County area.  Commissioner Josi and 
former TCTD Board Member Merrianne Hoffman provided the District opportunities to 
become involved in the south County region.  The District’s involvement in the 
development of the Cape Kiawanda Master Plan and subsequent Parking Management 
Plan provided the District an opportunity to provide the Pacific City-Woods community 
with a demand management strategy to help alleviate the negative impact of crowded 
parking and traffic congestion.  The parking management plan includes charging out-of-
town guests with parking fees that will eventually be used to fund the shuttle service. 
The shuttle service has elevated TCTD’s visibility and public perception among 
stakeholders and the PC-Woods community.  

Staff Recommendations 
Staff recommends the continuation of implementation of the 2013 Strategic Planning 
objective to increase presence in south county which has resulted in a meaningful 
transit service the District could provide the Pacific City-Woods community and has 
resulted in immeasurable positive public relations and good will.  
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Date/Year Vender Amount Description

2018
6/19/2018 Kittelson ($8,000.00) PC Shuttle operations plan, marketing, material design
6/19/2018 Kittelson ($2,000.00) PC Shuttle bus stop sign permit application
6/30/2018 Coast Printing ($772.60) PC Shuttle brochure and poster printing

2019
5/31/2019 Coast Printing ($387.20) PC Shuttle posters and brochures
6/30/2019 Kittelson ($300.00) PC Shuttle brochure updates

2020
6/30/2020 Gillespie Graphics ($2,869.22) PC Shuttle bus graphics
6/30/2020 Coast Printing ($281.90) PC Shuttle brochures
8/27/2020 Tillamook County $3,151.12 PC Shuttle marketing and bus graphics reimbursement

2021
5/31/2021 Coast Printing ($366.25) PC Shuttle brochures
6/30/2021 Kittelson ($7,500.00) PC Shuttle operations plan updatemarketing, 

     materials design, update bus. stop permit application
10/18/2021 Tillamook County $11,000.00 PC Shuttle support

Pacific City Shuttle Expenses and Reimbursements
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Dear Commissioners, 
 
The Pacific City Shuttle wrapped up its third year of service. This summer, the Shuttle operated from 
Memorial Day weekend through Labor Day weekend, and included Monday service on both Memorial 
Day and Labor Day. 2021 saw an expansion of the Shuttle service area that extended the route to 
Sitka Sedge State Natural Area and to Brooten Road and Stephen Avenue.  Also, the Shuttle 
operated 30-minute service during the peak driving hours for most of the summer. 
 
The enhanced service resulted in 158% ridership increase from the previous year.  This year’s service 
plan also resulted in an impressive 3.3 riders per hour. To give you some context, the Tillamook Town 
Loop bus route averages 6.9 riders per hour while the North County Route 3 (TCTD’s second most 
productive route) service averages 3.6 riders per hour.  At 3.3 riders per hour, within a rural low 
population density area demonstrated the Shuttle was well used especially during the months when 
the Shuttle operation 30-minute service.  Meanwhile, productivity dropped from 4.1 passengers per 
hour in July to 2.1 passengers per hour when the District began experiencing a severe driver 
shortage.  A summary of the 2021 PC Shuttle ridership and statistical information are provided in the 
table below: 
 

Month Days 
Operated 

Monthly 
Trips 

Monthly 
Hours 

Trips/ 
Hour 

May 4 175 46.6 3.8 
Jun 12 424 125.8 3.4 
Jul 14 803 197.1 4.1 
Aug* 13 240 112.3 2.1 
Sep* 4 65 32.3 2.0 
Total 47 1,707 514.1 3.3 

 
*Due to unforeseen COVID-related driver shortages, service was reduced was to 1-hour shuttle service 
beginning August 13 through September 6* 

 
As you know, the Pacific City Free Shuttle was created as a Demand Management Tool as part of the 
Pacific City-Woods Parking Management Plan (PMP) that was developed in 2019. The PMP seeks to 
reduce the traffic impacts those communities face during the heavily trafficked summer months. Other 
aspects of the PMP have begun to be implemented, including Pay-to-Park enforcement in several 
parking facilities throughout the communities. In 2021, Shuttle service was increased during peak 
demand hours on Saturdays and Sundays from trips every 60-minutes to every 30-minutes in an effort 
to boost the ease and convenience of using the Shuttle. This was made possible by putting a second 
vehicle on the route, which also helped increase rider capacity of the route (COVID spacing 
restrictions limit shuttle occupancy to roughly 8 passengers until mid-August, when restrictions were 
eased).  
 
It’s also important to note the following factors that affected ridership.  In June 70% of ridership were 
on two of the four weekends that were sunny and warm while 30% of the ridership were on were wet 
and cloudy weekends.  This suggests that beach-going tourists may be sensitive to the weather and 
demonstrates PC Shuttle was a valuable tool when more tourists are in town. Also, the Fourth of July 
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weekend saw a record 266 rides during the Shuttle’s three days of service.  Finally, please note that 
due to COVID, TCTD experienced a severe driver shortage that resulted in hourly service during the 
final three weeks of August and Labor Day weekend.  The hourly service resulted in 2.1 trips per hour 
during August and September. 
 
The cost to operate this year’s expanded PC Shuttle service was approximately $40,000.  Tillamook 
County agreed to contribute $11,000 while TCTD contributed $12,000 from its general fund.  The 
CARES Act funded the balance $17,000 of the service which enabled TCTD to increase the 
frequency of service to expand available seats in order to mitigate the COVID peak passenger 
capacity standard. The District intends to continue using CARES Act funding for the Shuttle through 
June 2023.  
 
Meanwhile, the TCTD Board of Directors adopted the “TCTD Long Range Transit Development Plan” 
(LRTDP) in 2016 and includes supporting the development of the PC Shuttle.  While a majority of 
Board of Directors support this program, that might not always be the case in the future.  Therefore, I 
would like to take the necessary steps to discuss the formalization of the District’s partnership with the 
County (and Visit Tillamook Coast) to continue fulfilling the mission of the PC Shuttle. 
 
As we look to the future, I’d like to mention a few suggestions to further enhance Shuttle’s service.  
There have been suggestions to expand the service to Whalen Island and use trolley buses in lieu of 
transit buses.  I agree that extending service to Whalen Island would increase the services footprint by 
connecting an additional parking area thus creating the possibility of reducing automobiles traveling 
to/from Pacific City.  Next, people are attracted to and like trolleys.  Using trolleys in lieu of buses 
would enhance the out-of-town visitors experience and be an incentive to for people to leave their 
vehicles parked.  These are a few ideas being tossed around that could enhance the success of the 
program’s goal to manage parking.   
 
Thank you for your partnership,  
 
 
 
Douglas Pilant, 
General Manager 
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	11.18.2021 Minutes Draft.pdf
	2. Pledge of Allegiance
	3. Roll Call:
	Present
	TCTD Board of Directors
	TCTD Staff
	Doug Pilant, General Manager
	Guest
	Elizabeth Rosso, General Counsel, Jordan Ramis
	Heidi Mason, Human Resources Counsel, Innova
	Peter Hicks, General Counsel, Jordan Ramis
	Jackie Edwards, citizen
	Arla Miller, ODOT
	Chris Kell, TCTD TAC Chairperson
	San SunOwen, CareOregon
	Kathy Kleczek, NW Transportation Options
	4. Announcements and Changes to Agenda: Revised agenda was distributed to include a discussion on a shop lift.
	5. Public & Guest Comments:
	a. San SunOwen from Care OR shared how proud and appreciative her organization is for the partnership they have with the NW Rides Brokerage. She shared minor updates and changes from OHA that impact the CCO and reported that ridership is comparable to...
	6. Executive Session:  The Board, General Manager and TCTD staff went into Executive Session at approximately 6:14pm for the purpose of discussing labor negotiations, as authorized under ORS 192.660(2)(d) and for the purpose of consulting with Legal C...
	The regular session resumed at 6:34pm. Following Executive Session:
	Motion made by Dir. Holm authorizing the General Manager to Execute an MOA between TCTD and ATU Local 757 to establish a Mechanic Position. Motion seconded by Dir. Riggs.
	Motion Passed
	By Directors Hanenkrat, Carlson-Swanson, Adler, Riggs,
	Holm, and Board Chair Johnson.
	REPORTS
	7. Financial Report: Finance Supervisor Tabatha Welch reviewed the TCTD year-to-date financial reports through October 2021.
	Dir. Adler asked why there was no description of transactions on page 11 in the  packet. FS Welch responded that since that is payroll, no specific details are listed.
	8. Service Measure Performance Report: GM Pilant gave the service performance report.
	Dir. Adler asked when statistics for the new Port route would be shown. GM Pilant  responded that Rt. 2A and 2B are currently combined statistics and will be  separated soon when time allows. He added that 2B, the Port Run, is seeing the  expected gr...
	9. Northwest Oregon Transit Alliance: GM Pilant reported that the last meeting of the partners was dedicated to discussion on customer service technology to facilitate fare payments, and micro transit strategies that would help mitigate the driver sho...
	10. Planning & Development:  GM Pilant shared the following updates:
	a. Champion Park Apartments: General Counsel is working on construction bidding documents, which are expected to be completed in the next month.
	b. Route 5 “Coastliner” planning: A meeting will soon be scheduled to review the first draft of the technical memo that has been prepared by the consultant.
	c. Coordinated Human Services Plan: The Personal Services Agreement is on tonight’s agenda to approve.
	d. Customer Service Strategies Staffing Plan: The Personal Services Agreement is on tonight’s agenda to approve.
	e. PC Bus Stop : Met with Cape Kiawanda Master Plan Consultants to ensure good fit and placement. Now on to completion of a categorical exclusion.
	f. Confederated Tribes of Grand Ronde : Kim Rogers passed away suddenly. Tribe is determining next steps for moving forward.
	11. Grant Funding: GM Pilant indicated that NW Rides Brokerage Manager Cathy Bond would give an update on an application for a Rural Veterans Healthcare Transportation Grant during her NW Rides report.
	12. Facility/Property Management:
	a. Transit Center: GM Pilant shared a meeting is being scheduled with the architect to begin the design process.
	b. Propane Facility: GM Pilant shared that there is a change order on the agenda under action items to add a water line to the fueling island, which will increase safety and reduce driver hours, for an estimated savings of $21,000-$28,000 per year.
	13. NW Ride Brokerage:
	a. NW Rides Brokerage Manager Bond thanked San SunOwen for attending the meeting, and shared that this is the first true partnership of its kind.
	b. Transportation Advisory Committee recently approved the Rural Veterans Healthcare Transportation Grant application in the amount of $62,000. This is a continuation of the same grant received in 2020, which was for $50,000. This funding allows local...
	c. The NEMT delegate agreement with Care OR is on the agenda under action items, as well as a motion to approve after-hours service with Commercial Communication Systems. They have partnered with the Brokerage since it began in 2018. NWRBM Bond shared...
	14. Miscellaneous:
	a. GM Pilant shared that the hiring and retention bonuses that were approved last month have already made a tremendous impact, and complimented staff on developing new outreach methods and tools for getting quicker responses and applications submitted.
	CONSENT CALENDAR
	Dir. Riggs noted a change to page 29 of the Board Packet, where the vote in favor  of Mary Johnson as Board Chair is mentioned twice.
	Motion by Dir. Riggs to approve Consent Calendar with noted change. Motion Seconded by Dir. Holm.
	Motion Passed
	By Directors Hanenkrat, Carlson-Swanson, Adler, Riggs,
	Holm, and Board Chair Johnson.
	ACTION ITEMS
	Motion by Dir. Adler to Approve Resolution # 21-40 Authorizing the General Manager to Execute a 2022 Non-Emergent Medical Transportation Services Delegation Agreement and Business Associate Agreement. Motion Seconded by Dir. Carlson-Swanson.
	Motion Passed
	By Directors Hanenkrat, Carlson-Swanson, Adler, Riggs,
	Holm, and Board Chair Johnson.
	18.  Motion to Approve Resolution # 21-41 Authorizing the General Manager to Execute a Service Agreement with Kittelson & Associates to Complete a Coordinated Human Services Transportation Plan
	Dir. Adler asked if there had been a competing proposal received. GM Pilant  responded that there had been another proposal received, and that an evaluation  committee of TAC members and staff had determined through a scoring system  that the Kittels...
	Motion by Dir. Holm to Approve Resolution # 21-41 Authorizing the General Manager to Execute a Service Agreement with Kittelson & Associates to Complete a Coordinated Human Services Transportation Plan. Motion Seconded by Dir. Riggs
	Motion Passed
	Directors Hanenkrat, Carlson-Swanson, Riggs, Holm,
	Board Chair Johnson voted in favor of the resolution.
	Director Adler voted opposed.
	19.  Motion to Approve Resolution # 21-42 Authorizing the General Manager to Execute a Service Agreement with DMG Consultancy, LTD to Complete a Customer Service Staffing Plan
	Dir. Adler expressed that the has the same concerns that she had with the previous  resolution. She also indicated that she had contacted SDAO and that they could  provide a staff and Board evaluation for the District for $4,500. GM Pilant explained ...
	Motion by Dir. Riggs to Approve Resolution # 21-42 Authorizing the General Manager to Execute a Service Agreement with DMG Consultancy, LTD to Complete a Customer Service Staffing Plan. Motion Seconded by Dir. Holm.
	Motion Passed
	Directors Hanenkrat, Carlson-Swanson, Riggs, Holm,
	Board Chair Johnson voted in favor of the resolution.
	Director Adler voted opposed.
	20.  Motion to authorize the General Manager to Execute a Change Order to the Blue Star Gas to install a water line to the propane fueling island.
	Dir. Hanenkrat asked if there was a drain near the proposed island. GM Pilant  responded yes, and that it drains to a swale. Dir. Hanenkrat asked if that was  sufficient. GM Pilant explained that the county had already approved it.
	Motion by Dir. Carlson-Swanson to authorize the General Manager to Execute a Change Order to the Blue Star Gas to install a water line to the propane fueling island. Motion Seconded by Board Chair Johnson.
	Motion Passed
	By Directors Hanenkrat, Carlson-Swanson, Adler, Riggs,
	21.  Motion to Approve the Sound, Video, or Digital Recording of All TCTD Public Meetings.
	21.  Motion to Approve the Sound, Video, or Digital Recording of All TCTD Public Meetings.
	Dir. Hanenkrat expressed his concern and couldn’t remember why the District  had stopped recording meetings formerly. GM Pilant explained that the  technology used previously had been extremely difficult to use and unreliable,  but advancements made ...
	Dir. Holm said that he doesn’t find it necessary to record meetings.
	Dir. Riggs indicated that the City [of Garibaldi] records and posts to the website  to allow for more community members to hear the meeting. She added that  having the recordings helps with future research needs.
	Board Chair Johnson said she feels it provides an increased level of  transparency to public, and that recording public meetings seems to be becoming  the way of the future. She added that the motion includes all public meetings, so  Board members wh...
	Dir. Carlson-Swanson requested that, should the motion carry, that it be clear  when the recording is on.
	Motion by Board Chair Johnson to Approve the Sound, Video, or Digital Recording of All TCTD Public Meetings. Motion Seconded by Dir. Riggs.
	Motion Failed for Lack of Majority
	Directors Carlson-Swanson, Riggs, and
	Board Chair Johnson voted in favor of the resolution.
	Directors Adler, Hanenkrat, and Holm voted opposed.
	22. Motion to Authorize the General Manager to Execute an Agreement with Commercial Communications Systems for After Hours Answering Services for NW Rides.
	Dir. Adler asked if the District has been using this company all along. NWRBM  Bond responded yes. Dir. Adler asked if the service would also cover holidays.  NWRBM Bond responded yes and she will make sure that language is added to  the agreement.
	Motion by Dir. Adler to Authorize the General Manager to Execute an Agreement with Commercial Communications Systems for After Hours Answering Services for NW Rides. Motion Seconded by Dir. Carlson-Swanson.
	Motion Passed
	By Directors Hanenkrat, Carlson-Swanson, Adler, Riggs,
	DISCUSSION ITEMS
	23. Board Position #6 Vacancy
	GM Pilant explained the Board Memo to the Board, indicating that applications for  the vacant position could be solicited between November 29 and early January, in  order to have the applications ready for Board review at the January meeting.
	Dir. Holm asked if the position could be filled sooner than the January meeting.  Dir. Adler asked if this timeline was feasible since filling the TAC had taken four  months.
	Dir. Hanenkrat said he doesn’t have a problem with it.
	Dir. Adler said the application [attached to minutes] looks fine and asked if the  appointment could be made at the February meeting.
	Dir. Carlson-Swanson responded that she felt January would be fine.
	Dir. Holm asked if an appointment could be made right away he would like to nominate former Board Member Jackie Edwards.
	Motion by Dir. Holm to appoint Jackie Edwards to vacant position #6. Motion Seconded by Dir. Riggs.
	Motion Passed
	Directors Hanenkrat, Carlson-Swanson, Riggs, Holm,
	Board Chair Johnson voted in favor of the resolution.
	Director Adler voted opposed.
	24. Public Records Request Fee Waiver
	Dir. Adler apologized for her error of semantics and clarified that she would like the  records free of charge, so she would like to make the request as a Board Member.  Board Chair Johnson asked if this meant all of the Directors would get the  requ...
	Dir. Riggs added that she has never had a problem paying for public records  requests she has made, even when she’s been a governing member of the public  body she is requesting documents from.
	Dir. Adler stated that she had just wanted to see the documents to see if anything  was worth bringing to the Board’s attention.
	Dir. Adler asked if she could pick up the documents next week. Staff responded  that the documents would be included for all in the next Board packet, as the  request is now being made as a Board Member.
	25. Shop Lift
	GM Pilant explained the hoist that lifts buses in the shop has failed. The pump that makes the lift rise and lower has failed and is no longer available. GM Pilant explained there is an upgraded pump that can be purchased for $43,000 but due to suppl...
	Motion by Dir. Riggs to purchase a new four-post mobile bus lift. Motion Seconded by Dir. Holm.
	Motion Passed
	By Directors Hanenkrat, Carlson-Swanson, Adler, Riggs,
	26. December Board Meeting
	GM Pilant explained that he would like to cancel the December Board Meeting to  allow staff time to recover from the previous several months of long hours and  extra work, and to focus on Operations.
	Motion by Dir. Carlson-Swanson to cancel the December meeting of the TCTD Board of Directors. Motion Seconded by Dir. Riggs.
	Motion Passed
	By Directors Hanenkrat, Carlson-Swanson, Adler, Riggs,
	Board Chair Johnson asked when Jackie Edwards was to be sworn in. It was determined it could happen immediately. Board Chair Johnson swore Director Edwards in using the official TCTD Oath of Office.
	Dir. Carlson-Swanson invited guest Kathy Kleczek to share the information she had posted in the chat about the upcoming SDAO conference. Kathy shared that the conference will take place in person with a virtual attendance option. It will be held Febru...
	27. Staff Comments/Concerns:
	GM Pilant: Welcomed Dir. Edwards back to the Board and shared a story from his early days as a bus driver that had happened around Christmas.
	Operations Superintendent Reed: Thanked the Board for their swift approval of the shop lift.
	Finance Supervisor Welch: Welcomed Dir. Edwards back to the Board.
	NW Rides Brokerage Manager Bond: Welcomed Dir. Edwards back and thanked the Board for approving another delegate agreement.
	Administrative Assistant Wakeman: Thanked the Board for approving the hiring and retention packages at last month’s meeting and stated that it is already having a big impact on recruitment efforts. She also shared the planned holiday celebration activ...
	28. Board of Directors Comments/Concerns:
	Dir. Carlson-Swanson: Welcomed Director Edwards back to the Board and shared that she’s happy the hiring and retention package is working. She wished everyone happy and safe holidays.
	Dir. Holm: Shared that it is wonderful to be back in person and that it’s important to have everyone meet in person. He welcomed back Dir. Edwards. He thanked staff for their hard work and said that he’s happy to hear the District is already getting r...
	Dir. Adler: Thanked everyone and wished them a happy and safe new year.
	Dir. Hanenkrat: Thanked staff for their hard work and wished everyone the best through the holidays.
	Board Chair Johnson: Shared that staff has had a difficult few weeks but admires them for putting the District before themselves. She is happy to hear of the plans for holiday engagement. She is looking forward to being back in person in January and w...
	Dir. Riggs: Welcomed Dir. Edwards back. She said that being in person felt like old times and creates a better atmosphere. She shared that she comes into the District offices regularly to sign checks and that everyone is doing an awesome job and that ...
	Dir. Edwards: Thanked everyone and said being back on the Board feels like coming home.
	Adjournment: Board Chair Johnson adjourned the meeting at 8:11pm.
	These minutes approved this 20th day of January 2022.
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