
 

 

 

 

 

 

https://us02web.zoom.us/j/5148435264 
 

1 253 215 8782 
 

AGENDA: 

 

1. CALL TO ORDER  

2. ROLL CALL 

3. PUBLIC COMMENT (3-minute limit) 

4. REVIEW AND UPDATE BOARD POLICYS  

5. DATE OF NEXT MEETING 

6. ADJOURNMENT 

 

 

 Sunset Empire Transportation District 
BOARD POLICY COMMITTEE MEETING 

AGENDA 
DECEMBER 11, 2023  

10:00 AM 
900 MARINE DR, ASTORIA, OR 

https://us02web.zoom.us/j/5148435264


SUNSET EMPIRE TRANSPORTATION DISTRICT 

BOARD OF COMMISSIONERS POLICY MANUAL 

INTRODUCTION 

Sunset Empire Transportation District was created on March 24, 1993 pursuant to ORS 198.835. 

The Sunset Empire Transportation District (SETD) Board of Commissioners is comprised of seven (7) 
officials elected at large from within the District for a four year term pursuant to ORS 198.825.  

The policies of this District, as determined by the Board and set forth in this manual, will guide the 
decisions made by the SETD Administration concerning the operation of the District. 

This manual will be kept current and will be available to the public and District staff at all times. 

Since this manual is subject to change, it should not be considered a complete statement of Board 
policies.  It is simply a general summary of the Board’s current policies.  Since flexibility in making policy 
changes allows the Board to meet future needs and challenges, the Board reserves the right to amend, 
modify, and/or eliminate any of these policies if needed. 

The Board reserves full discretionary authority to interpret and apply all District policies and reserves 
exclusive authority to determine how those policies will apply to specific issues and specific 
circumstances.  The determination of the Board on all such matters is final and binding. 

This manual supersedes any other oral or written provisions, descriptions, or understandings of the 
District’s policies or rules. 

Any policies required by federal and/or state laws and regulations are subject to any changes made to 
those laws and regulations. 
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SUNSET EMPIRE TRANSPORTATION DISTRICT 

Board of Commissioners 
BOARD ELECTIONS  

Policy # 

B-101
Date Approved 

July 26, 2018 

Board Chair Signature 

Reviewed Date Reviewed  Date 

Reviewed Date Reviewed Date 

POLICY: 

1. The Sunset Empire Transportation District Board of Commissioners shall consist of
seven members each serving 4 year staggered terms.  No person shall be eligible to 
be a board member who is not, at the time of election or appointment, a registered
voter within the District.  Commissioners shall maintain their residency and voter
registration throughout their service as a Commissioner.

2. Each commissioner, before entering upon the duties of office, shall take and
subscribe to an oath that the commissioner will honestly, faithfully and impartially
perform duties as a commissioner and disclose any conflict of interest the
commissioner may have in any matter to be acted upon by the board. A copy of the
oath shall be filed with the secretary of the board. (ORS 267.120)

3. The Board of Commissioners shall elect three officers from among its members:
a. Chair
b. Vice-Chair
c. Secretary/Treasurer

The Sunset Empire Transportation District Board shall elect their officers for the 
ensuing fiscal year at the first meeting in July.  Officers shall be elected for one year 
and can serve in an office for multiple one (1) year terms. 
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SUNSET EMPIRE TRANSPORTATION DISTRICT 

Board of Commissioners 
BOARD ORIENTATION 

Policy # 

B-201
Date Approved 

May 23, 2013 

Board Chair Signature 

Reviewed Date Reviewed  Date 

Reviewed Date Reviewed Date 

POLICY: 

The Sunset Empire Transportation District Board of Commissioners shall provide a 

process to ensure that each new member-elect understands the Board's functions, 
policies, procedures, and operations of the District, before taking office. The Executive 

Director shall ensure that each member elect goes through the orientation process as 
listed in the Board Orientation Document B-201-Attachment A. 
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Board Policy B201                                                                                           Attachment A 

Board Member Name-   

   

   

   

Introductions and   Date Completed 

Introductory Meeting  Board Chair  

Press Release-Announce new Board Member Staff  

SETD Email account set up Staff  

SETD Financial Orientation Director  

Tour of Astoria/Seaside Transit Offices Director  
Tour of Operations, Paratransit, Mobility Offices Director  

Complete Board Member ID Card Staff  

   

Board Orientation Book will include documents listed:   

Board Member Contact and Committee List   

SETD Organizational Chart   

List of Employees   

Employee Job Descriptions   

Board Policies   

Board Minutes 2 Months (past 6 months) previous web page   

Financial Reports 2 Months (past 6 months)   
Current year Budget   

Prior year Audit Report    

SDAO Guide for Elected Officials   

Contacts and Resources   

Oregon Ethics Law Guide for Public Officials    

ORS #267 and #198   

Oregon Public Records and Meeting Manual Reference   

Roberts Rules of Order   
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SUNSET EMPIRE TRANSPORTATION DISTRICT 

Board of Commissioners 
BOARD GOVERNANCE  

Policy # 

B-306
Date Approved

July 26, 2018

Board Chair Signature 

Reviewed Date Reviewed  Date 

Reviewed Date Reviewed Date 

POLICY: 

1. Board members shall express themselves in a manner that maintains personal decorum

when acting in their capacity as a Board member, or when representing the District before

the general public or District employees.

2. Board members will participate in board meetings and vote on District matters as part of the

board.

3. Board members individually have neither the power nor the authority to act as an agent of

the District without a delegation of authority from the Board. A Board member’s

unauthorized action may result in personal liability for the Board member when such action

costs the District money or damages a third party.

4. Board members have the right of free speech but must recognize the difference between

the right to speak and the right to represent (or appear to represent) the Board.

5. Board members must disclose on the record any conflict of interest, either actual or

potential, prior to consideration of the issue.  This must occur each time the issue is brought

before the Board and must be recorded in the minutes.

a. Potential conflict: a Board member may participate and vote unless participation

would violate the Code of Ethics prohibition of use of office for financial gain.

b. Actual conflict: a Board member may not participate or vote.

c. Quorum exception: a Board member may vote where a quorum cannot be obtained

without their participation.

6. If a Board member needs clarification of or information regarding an issue, communication

with the Executive Director is encouraged, always considering the value of and demands

upon the Executive Director’s time. However, it is important that no order or request  of

action be made to the Executive Director or his/her employees by an individual member of

the Board. Any such requests need to be made through the Board Chair, who will speak to

the Executive Director. This is not to keep anyone from communicating with the Executive

Director but rather to make it clear to the Executive Director when he/she is receiving an

opinion or an order/request for an action or direction from the entire Board.

7. Board members shall be granted entrance to facilities during facility hours by employees of

the District when requesting to communicate with the Executive Director. Officers shall be

issued keys to access Administrative facilities only. The Board Chair shall be issued keys to

access all facilities of the District.
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SUNSET EMPIRE TRANSPORTATION DISTRICT 
 

Board of Commissioners 
SELECTION AND DUTIES OF LEGAL 

COUNSEL 
 

Policy # 

             B-310 
 

Date Approved             
July 26, 2018 
 

Board Chair Signature 
 

Reviewed 

 

Date Reviewed  

 

Date 

Reviewed Date 
 

Reviewed Date 

 

POLICY: 

1. The Board shall select legal counsel for the District that is licensed and registered in the 

State of Oregon 

2. The Board authorizes the Executive Director to seek legal counsel before taking action on 

any District issue that may precipitate litigation.  Legal counsel will be sought through 

Special Districts Association of Oregon, or through a Board approved attorne y.  If necessary, 

legal counsel may be sought through a referral made by Special Districts Association of 

Oregon or from the Board approved attorney.  Any additional legal counsel used because of 

a referral must be licensed and registered in the State in which lawsuit is brought. 

3. The Board authorizes the Executive Director to seek legal counsel review of Sunset Empire 

Transportation District’s existing and proposed agreements and contracts including any 

amendments to such contracts.   

4. The Board authorizes the Board Chair and/or the Executive Director to seek legal counsel 

independently, providing such counsel is consistent with the Board’s general direction.   

5. The Board expects legal counsel to provide legal advice by responding to specific reque sts as 

well as proactively advising on changes to the laws that affect the District.  

6. In the event that either the Board Chair or the Executive Director independently seeks legal 

counsel, such contact should be reported to the full Board at the earliest convenience.   
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SUNSET EMPIRE TRANSPORTATION DISTRICT 
 

Board of Commissioners 
DEPOSITORIES AND DISBURSEMENT OF 

FUNDS 
 

Policy # 

             B-804 
 

Date Approved 

July 26, 2019 

Board Chair Signature 
 
 

Reviewed 
 

Date Reviewed  
 

Date 

Reviewed Date 
 

Reviewed Date 

 

POLICY: 

1. The Board Officers, the Executive Director and the Chief Operating Officer shall be 
the authorized signers on District Bank accounts. 

2. All checks shall be signed by two authorized signers with at least one signer being a 
Board Officer. 

3. The Board shall designate the depositories for the District.  Only Qualified 
Depositories for Public Funds are eligible to be utilized per ORS 295.002.  Funds shall 
be withdrawn only by those individuals authorized by the BOC to sign checks and 
make disbursements.  
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SUNSET EMPIRE TRANSPORTATION DISTRICT 
 

Board of Commissioners 
AUDIT 

 

                

Policy # 

             B-807 
 

Date Approved 

Board Chair Signature 
 
 

Reviewed 
 

Date Reviewed  
 

Date 

Reviewed Date 
 

Reviewed Date 

 

POLICY: 

1. The Executive Director will cooperate with the auditor designated by the BOC to accomplish the 
annual audit. 

2.  The Executive Director shall be responsible for filing the audit report with the office of the 
Secretary of State. 

3.  The BOC will receive the audit report directly from the auditors. 
4. The Executive Director shall be responsible to correct any deficiencies reported by the auditors. 
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SUNSET EMPIRE TRANSPORTATION DISTRICT 
 

Board of Commissioners 
EXECUTIVE DIRECTOR SIGNING 

AUTHORITY 
 

                

Policy # 

             B-815 
 

Date Approved    

  July 26, 2018                             

Board Chair Signature 
 
 

Reviewed 

 

Date Reviewed  

 

Date 

Reviewed Date 

 

Reviewed Date 

 

POLICY: 

Pursuant to Sunset Empire Transportation District Ordinance #2018-01, the Board of Commissioners 

authorizes the Executive Director to sign contracts and agreements on behalf of Sunset Empire 

Transportation District that do not exceed a total commitment of $10,000 and are within budget 

constraints. The Sunset Empire Transportation District Board of Commissioners will be notified at the 

next regular Board meeting of any contracts signed. Any contract or agreement in excess of $10,000 

will be brought before the Sunset Empire Transportation District Board of Commissioners for 

approval.  

 

 

 

50



 

Page 1 of 1 
 

SUNSET EMPIRE TRANSPORTATION DISTRICT 
 

Board of Commissioners 
EXECUTIVE DIRECTOR VACANCY 

INTERIM PLAN 
    

Policy # 

             B-816 
 

Date Approved 

July 26, 2018 
 

Board Chair Signature 
 
 

Reviewed 

 

Date Reviewed  

 

Date 

Reviewed Date 
 

Reviewed Date 

 

POLICY: 

In the event the Executive Director position becomes vacant the Sunset Empire Transportation 

District Board of Commissioners shall require that all existing District contracts or agreements under 

$5,000 will be approved with dual signatures from the Sunset Empire Transportation District Board 

Chair or Board designee as one signature and the Chief Operations Officer as the second signature. 

The Sunset Empire Transportation District Board will be notified of any contract renewals or signings 

that are signed at the next regular Board meeting.  All new Sunset Empire Transportation District 

contracts or agreements above $5,000 will require Board approval before signing.  

 

51



Page 1 of 1 
 

SUNSET EMPIRE TRANSPORTATION DISTRICT 
 

Board of Commissioners 
TIMBER REVENUE 

 

                

Policy # 

             B-817 
 

Date Approved 

July 26, 2018 

Board Chair Signature 
 
 

Reviewed 
 

Date Reviewed  
 

Date 

Reviewed Date 
 

Reviewed Date 

 

POLICY: 

When the timber revenue receipts exceed the budgeted amount, the Sunset Empire 
Transportation District (SETD) Board of Commissioners may utilize timber revenues in excess of 
the budgeted amount to: 

a.  pay down long-term interest-bearing debt obligations.  

b.  fund special projects identified by staff. 

c.  be transferred to the Capital Reserve Fund 

d.  be included in the ending General Fund balance. 

e.  any combination of (a) through (d) 
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