
 
 

Pre-approval or final approval of City Council and  
City Manager travel related expenses 

 
 
 
 
December 4, 2025 
 
 
 
WSAMA – Washington State Association of Municipal Attorneys – FALL 2025 Conf. Marcus 
Whitman Hotel, Walla Walla, WA October 15 (5 PM) – October 17 (noon)  
This specific conference was not included in the City Manager’s travel worksheet, however, 
conferences budgeted will not be attended so significant savings will be realized in the travel 
budget.  
 
 
Approved Pre-Approval and Expenses 
 Jonathan Young 

Documentation: 
Travel Accounting Form $464.82 expenses for 
approval 
Trip Report 

 
 
NLC City Summit 
Nov 18-22, 2025 
Salt Lake City, UT 
Two Councilmembers budgeted to attend 
Pre-approval via email due to Nov A&F meeting cancelled 
 
Approved Pre-Approval and Expenses 
 Peter Kwon 

Documentation: 
Travel Authorization Form $3,724.00 
Travel Accounting Form $3,516.32 

 
Approved Pre-Approval and Expenses 
 Joe Vinson 

Documentation: 
Travel Authorization Form $3,451.55 
Travel Accounting Form $4,188.38 

 
 
 
 



National Foundation of Women Legislators 
Nov 16-19, 2025 
New Orleans, LA 
Not specifically included in the council travel budget, but much of it is complimentary.  
Councilmember Negusse is receiving an award.    
Pre-approval via email due to Nov A&F meeting cancelled 
 
Approved Pre-Approval and Expenses 
 Senayet Negusse 

Documentation: 
Travel Authorization Form $1,228.00 
Travel Accounting Form $467.75 
Trip Report didn’t make the 12/2/25 packet 
deadline 

 
 
Trip Report is included in the meeting handouts. 
 
 
 
 
 
 

 
 
Approved 
Acting Chair, Joe Vinson 
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City Council Post Trip Report 

Required for City paid expenses or reimbursements of $50 and above 

Per the City Council Administrative Procedures, Section 15, the Trip Report shall be completed and submitted 
to the Executive Assistant within 15 days for inclusion in the next A&F Committee meeting packet. 

Rev. 7/19/24 

Filed By: Click here to enter text.  

What type of event did you attend? 

Training  

Conference   

Other (specify): Click here to enter text. 

 
Name of Event: National Foundation for Women Legislators 

Conference 
Purpose: Participate in National Foundation for Women 

Legislators Conference and received recognition 
as the Women of Excellence. 

Location: New Orleans, Louisiana 
Date(s) of Event: November 16-19 (participated 16-18) 
Number of hours attended: 24 hours 

 
Please answer the following questions 

What interested you in attending this event? 
I was initially invited to attend as a recipient of the National Foundation for Women Legislators’ 
Women of Excellence Award. After reviewing the agenda and learning more about the organization, I 
determined that this conference would be highly valuable to my work. The organization also offered a 
scholarship that covered the majority of travel costs, which further supported my participation. In 
addition, I connected with several women legislators familiar with the conference, all of whom 
emphasized its strong value and relevance. 

 
Please summarize what you learned and how it benefits the taxpayer: 

We covered many important topics that I hope to apply as we advance policy at every level of 
government through our legislative priorities and the issues we directly influence through City work, 
including: 

• Maternal health and mortality rates, access to insurance, and related healthcare disparities. 
• Pharmacy Benefit Manager (PBM) practices and reform, including the impact of pharmacy 

deserts—an issue our community experienced firsthand when the Bartell’s on 216th closed. 



City of SeaTac 
4800 S 188th St SeaTac, Washington 98188 

• Fraud prevention and community safety, particularly how scams affect our senior and elderly 
populations, and what proactive steps we can take to educate, prevent, and better support 
residents. 

 
Based on the information you learned, will you be submitting a council information request?  Why or 
why not? 
Maybe – I for sure have ideas and will incorporate some into the work we are doing and see how it fits 
into our ongoing work. I also use the information I learned to enhance and push for legislation at the 
County, State and Federal level. 

 
 
Would you recommend this opportunity for others? Please summarize why or why not. Please be 
specific and include your top three:  
Absolutely. I learned a great deal and made strong connections with fellow elected women, as well as 
with sponsors and agencies doing meaningful work in Washington and across the nation. 

1. Non-partisan collaboration: The conference and organization are fully non-partisan, bringing 
together elected women from all levels of government, municipal, county, state, and federal to 
discuss issues and legislation that impact women. 

2. Impactful policy roundtables: The policy roundtables were especially valuable, offering a range 
of perspectives and highlighting successful legislation, innovative ideas, and lessons learned 
from what has and hasn’t worked in other jurisdictions. 

3. Engagement with mission-driven partners: I also had the opportunity to meet with businesses 
and sponsors, including several with roots in Washington State, that are leading important 
work such as advancing women’s safety and other key initiatives. 

 
 
 
 
Other Comments 
Highly recommend. 

 
*Please attach copies of any training outlines, lesson plans, or agendas* 

Signature: Senayet Negusse 
Date of Signature: December 2, 2025 

 



MEMORANDUM 
 
 

 
Date: October 31, 2025 

To: Administration and Finance Committee  

Through: Jonathan Young, City Manager 

From: Cindy Corsilles, Interim City Attorney 

cc:  Tammy Woodard, Interim Human Resources Director 

Re: Legal Department Reorganization 
 

 
Summary 

The Legal Department is requesting to repurpose the current Civil Paralegal 2 position by 

reallocating its funding to create a new Administrative Assistant 3 position within the Legal 

Department.  

Current Position: New Position: 

Civil Paralegal 2 (salary range 48) Administrative Assistant 3 (salary range 46) 

 
Background and Analysis 

From 2017 to 2023, the City Clerk and Records Divisions were operated separately with a 
total staffing of three employees. The City Clerk was responsible for the many aspects 
related to Council Meetings, Citizen Advisory Committees, and the combined City Clerk / 
Records Divisions budget. The Records Division, consisting of a Records Manager and a 
Records Coordinator, handled Records Management and Public Records Request (PRRs). 

 

In April 2023, the two divisions were merged and staffing was reduced from three to two 
employees, City Clerk and Deputy City Clerk. The intent was to evaluate whether the 
combined workload could be managed with two positions. Since then, one employee has 
focused on PRRs and Records Management, while the other has managed Council 
Meetings, Citizen Advisory Committees, and the division budget. These responsibilities are 
substantial and each employee has solely been responsible for an entire functional area, 
with only limited emergency back-up. 

 

While the two employees have met state-mandated deadlines for PRRs and Records 
Management, and Council meeting preparation, there has been insufficient capacity to 
complete tasks that do not carry legal deadlines. This includes major projects such as 
relocating the records center to the second floor, and timely processing of stored records. 
Cross training, which is essential for continuity during illness, vacation, or staff vacancy, has 
also not been feasible due to workload.  

 

The Deputy City Clerk has worked significant overtime to keep up with required duties.   

 

Professional Services funding originally intended for document scanning were redirected to 
hire a temporary employee to assist records functions, particularly the time-intensive tasks  
of inventorying records. Although helpful, the funding only covered 18 hours per week from 
December 2024 through October 2025.  
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The volume  and complexity of PRRs continues to increase, elevating the City’s risk of  
liability exposure if requests are not processed accurately and in compliance with state law. 

In addition, the Legal Department does not currently have any administrative support, which 
is needed to manage routine office and administrative functions. The proposed position 
would also provide this support and fulfill essential office management duties. 

The Paralegal 2 position has been vacant since May 2024 and the current workload is not 
enough to warrant filling this position. 

Fiscal Impact 

The Department worked with Human Resources to create a job description (attached) and 

perform a salary survey to determine the salary range: 

Current Position Range 2026 Salary and benefits 

Paralegal 2 48 $144,224 

Proposed Position Range 2026 Salary and benefits 

Administrative Assistant 3 46 $135,442 

The intent is to recruit for the Administrative Assistant position as soon as possible to fill the 

position in early 2026. 

Authority 

SMC 2.65.030 states: “The City Manager may adjust classification and compensation of 

bargaining unit employees as established by their respective collective bargaining 

agreements.” 

RCW 35A (sections 13.080 through 13.102) provide the authority of the city manager to 

exercise general supervision over the administrative affairs of the code city, its departments 

and staff. Further, the city manager may prepare and submit to the Council such reports as 

he or she may deem advisable to submit in exercising supervision over the administrative 

affairs. The City Manager may not amend the adopted budget. 

The proposed reclassification does not require an amendment to the 2025-2026 biennial 

budget, as it  is within the general authority of the City Manager, and does not require 

formal Council action. 
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Approval 

At its December 4, 2025 meeting, the Administration and Finance Committee ratified the proposed 

reorganization and compensation as recommended above. 

Ratified: 

Joe Vinson, Acting Chair

Attachment 

Draft Job Description 

Legal Department Organization Chart 
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Disclaimer: This presentation is intended to be viewed in conjunction with the complete packet of exit materials provided. A copy of those 

materials may be requested by contacting the presenters listed or by emailing PublicRecords@sao.wa.gov. 

Exit Conference
City of SeaTac

Paul Griswold
Audit Manager

Lucas DeGagne
Audit Lead

December 4, 2025



2

Results that Matter

Increased trust in government 

Independent, transparent 
examinations 

Improved efficiency and 
effectiveness of government Pat McCarthy

State Auditor 



Accountability Audit Results
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Results in Brief

This report describes the overall results and conclusions 
for the areas we examined. 

January 1, 2024 through December 31, 2024

In those selected areas, City operations complied, in all material respects, with 
applicable state laws, regulations, and its own policies, and provided adequate 
controls over the safeguarding of public resources. 

However, we noted certain matters related to the tracking and monitoring of theft 
sensitive assets – fuel that we communicated to City management and the Council in 
a letter and a separate confidential communication dated December 4, 2025.

In keeping with general auditing practices, we do not 
examine every transaction, activity, policy, internal control, 
or area. As a result, no information is provided on the 
areas that were not examined.



Accountability Audit Results
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Using a risk-based audit approach, for the City we 
examined the following areas during the period:

• Tracking and monitoring of theft sensitive assets –  such as 
computers, tools, equipment, and fuel

• Accounts payable – general disbursements
• Selected IT security policies, procedures, practices and 

controls protecting financial systems – data backup and 
recovery, user access

• Payroll – overtime, leave balances and accruals, and leave 
cash outs

• Compliance with public work projects – prevailing wages
• Open public meetings – compliance with minutes, 

meetings and executive session requirements
• Financial condition – reviewing for indications of financial 

distress



Tracking and monitoring of theft sensitive assets –fuel
– Management Letter

5

Please see page 12 
of your exit packet 
to view the details 

of this 
recommendation
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Thank You!

• Christina McCall, Sr. Accounting Analyst and City staff whom we worked with for 
their cooperation and timely responses during the audit.  

• We would also like to thank the City for its commitment to fiscal accountability and 
accurate financial reporting.



Closing Remarks

• Audit costs are in alignment with our original estimate.

• Next audit: Summer 2026

• Accountability for public resources
• Financial statement
• Federal programs

An estimated cost for the next audit has been provided 
in our exit packet

7



Report Publication
 Audit reports are published on our 

website.

 Sign up to be notified by email when 
audit reports are posted to our website: 

https://sao.wa.gov/about-sao/sign-news-
alerts  

Audit Survey

When your report is released, you will 
receive an audit survey from us. 
We value your opinions on our 
audit services and hope you 
provide feedback.

8
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Questions?

Contact Paul Griswold, Audit Manager 

Paul.Griswold@sao.wa.gov

(425) 510-0482

9
9

mailto:Paul.Griswold@sao.wa.gov
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