
PORT OF OLYMPIA COMMISSION 
RESOLUTION 2025-02 

A RESOLUTION OF THE PORT OF OLYMPIA COMMISSION regarding the 
citizen advisory committee known as the Port of Olympia Citizens Advisory 

Committee (POCAC) and superseding Resolution 2024-08, 2023-09, 2022-15, 
2021-06, 2019-10, and 2019-03. 

WHEREAS, the Port of Olympia desires to have a citizen advisory POCAC to advise the 
Port Commission on matters it may wish to assign to the citizen advisory POCAC from time-to­
time; and 

WHEREAS, this Resolution supersedes Port of Olympia Commission Resolutions 
2024-08, 2023-09, 2022-15, 2021-06, 2019-10 and 2019-03. 

NOW, THEREFORE, BE IT RESOLVED, after due consideration it is the 
determination of the Port of Olympia Commission that: 

1. The Port of Olympia Citizen Advisory Committee (POCAC):

The Port of Olympia Citizens- Advisory Committee (POCAC) is a Committee of citizens
selected through an application process as determined by the Port of Olympia Commission ("Port 
Commission"). The purpose of the POCAC is to provide advice to the Port Commission on tasks 
as assigned by the Port Commission. The POCAC is the successor of a former Committee referred 
to as the Planning Advisory Committee. 

2. Composition:

The POCAC shall consist of up to 17 members, with no less than 9 members serving as
selected by the Port Commission. 

3. Duties:

The POCAC shall advise the Port Commission on matters assigned by the Port Commission.
The POCAC may forward written, unsolicited public input received by POCAC members to the 
Port's Communication Manager who will determine how such unsolicited input shall be handled. 

The Port shall supply an administrative assistant to publish the notice for scheduled meetings, 
assist the POCAC by scheduling meetings, and other duties as authorized by the Executive 
Director or designee and the POCAC. 

The Executive Director or a designee of the Executive Director will serve as ex-officio, non­
voting member of the POCAC. The Executive Director or designee will provide guidance when 
requested by the POCAC, and assign Port staff for expertise, if required. 

4. Assignments:
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The Port Commission will assign tasks to the POCAC, through written request that will 
include a description of the scope of any assignment. 

The Port Commission will identify the type of work products to be delivered by the POCAC. 
More than one product type may be requested: 

a. Report or White Paper: This product will help to create an awareness of policy issues
among the Port Commission, staff and the public and to encourage an exchange of
information and analysis. It can also serve as an educational tool. The Port Commission
may or may not take action or give further direction to the Executive Director upon receipt
of this product. The Port Commission may also choose to produce a supplemental
document providing comment on a POCAC report of white paper.

b. Policy recommendation: This product will explain the need for a new policy or
modification or amendment to an existing policy to better align Port practices with Port
values and focus areas. If the Port Commission decides to take action on such a
recommendation, the Port Commission will give direction to the Executive Director and/or
legal counsel for further analysis and preparation of proposed policy language for Port
Commission consideration.

c. Project recommendation: This product will present a recommendation for
implementation by the Port. Should the Port Commission choose to take action, the Port
Commission will direct the Executive Director to include the implemented
recommendation in the Port's annual budget process.

d. Advice to Executive Director: This product serves to provide analysis and suggestions
on current Port operations. Should the Port Commission choose, this product may be
forwarded to the Executive Director for consideration. After receiving any such product,
the Executive Director will report back to the Port Commission within a reasonable
timeframe on the feasibility of implementation of suggestions and recommendations.

e. Citizen Advisory Committee assignment planning documents and supporting
products: This product allows the POCAC to act on assignments received from the Port
Commission, develop project plans to carry out their assignments, and develop necessary
materials and products in coordination with the Executive Director or designee. Cost of
goods and products must be within the Port's annual budget and coordinated with
Executive Director or designee.

5. Scheduled Meetings:

The POCAC will establish a meeting schedule consistent with the time necessary to complete 
a work plan and the assignment. The chair of the POCAC shall report periodically and no less than 
once a year to the Port Commission 

6. Community Involvement:
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The POCAC shall have the authority to solicit public involvement in the frequency and 
manner at the POCAC's discretion, consistent with work plans developed. The POCAC may 
request legal assistance through the Executive Director or designee with respect to a particular 
form of public involvement being considered. 

Any matter referred to a POCAC Sub-Committee must ultimately be presented to the full 
POCAC for the POCAC's consideration and approval prior to forwarding any recommendation to 
the Port Commission. 

All of the POCAC's scheduled meetings will be open to the public. 

7. Officers and Sub-Committees:

The officers of the POCAC shall be a Chair and Vice Chair to preside and facilitate POCAC
meetings and present special reports. The Chair and Vice Chair shall serve no more than two (2) 
consecutive one-year terms. The Chair and Vice Chair shall be elected by a majority vote of the 
POCAC members. 

The Chairperson of the POCAC, or a designated representative of the POCAC, shall report to 
the Port Commission no less than once each year on POCAC activities. This report may be 
provided, in writing, or given verbally at a Joint POCAC/Port Commission meeting, a regular 
Commission business meeting or work session. The Chairperson of the POCAC shall determine 
the appropriate format for the report. 

Each Sub-Committee will select a member to serve as a chair. The Sub-Committee Chair 
shall submit updates to the POCAC at regularly scheduled POCAC meeting and present the final 
report or presentation to the Port Commission. 

8. Terms:

A full term for POCAC members is three years. The POCAC members shall each serve no
more than four ( 4) consecutive three-year terms for a total of twelve (12) years. Each year the Port 
Commission shall appoint or reappoint persons to fill the expiring terms. At its discretion, the Port 
Commission will decide when it will fill a vacancy of an unexpired term. The Port Commission 
also has discretion to appoint, reappoint, or extend the term of POCAC members to address 
extenuating circumstances. 

9. Selection of New Members:

The process to select new members will consist of press releases to local media advertising
the vacancy, recruitment process, and posted on the Port's website. The interview team will consist 
of the Port Commission Vice President or that person's designee, the Executive Director or that 
person's designee, and the incoming Chair of the POCAC. Copies of each application will also 
be sent to all Port Commissioners for their review. 

The Port may use automated tools, such as NEOGOV®, website application, or similar 
software, to intake and process applications for new POCAC members. 
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The interview team will interview and evaluate each applicant based on past volunteer 
activities, private/public work experience, experience or knowledge regarding the Port of Olympia, 
representation of the five (5) Port Commissioner Districts in Thurston County, and reason(s) for 
wanting to serve on the POCAC. In making recommendations for appointment, the interview team 
will strive to maintain at least two members of the POCAC from each of the five (5) Port 
Commissioner Districts in Thurston County. After completion of all applicant interviews, the Port 
Commissioner serving on the interview team will recommend the appointment of the new 
member(s) at a regularly scheduled Port Commission meeting. 

10. Approval of Travel and Other Expenses:

The Port Commission will budget annually for unanticipated expenses and travel for POCAC 
members. The POCAC Chair shall request approval of travel and other expenses for POCAC 
members to the Executive Director or designee. All expenses shall be consistent with Port travel 
and reimbursement policies. Any amount over the annual budget will come back to the Port 
Commission for approval. 

11. Roles, Expectations and Operating Rules:

Members of the POCAC and subcommittees shall adhere to the roles, expectations and 
operating rules as outlined in "Exhibit A" and "Exhibit B" of this Resolution. 

ADOPTED by a majority of the members of the Port Commission for the Port of Olympia, 
a majority being present and voting on this Resolution at a regular Port Commission meeting on 
January 13, 2025, as attested to by the signatures below of the Port Commissioners physically 
present this 13th day of January 2025. 
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Exhibit A 

Port of Olympia Citizens Advisory Committee Roles & Expectations 

The Port of Olympia Citizens Advisory Committee (POCAC) operates under the 
authority of Port Resolution 2025-02. A copy of the resolution is incorporated by 
reference as if fully set forth herein. If any conflict between any rules of the POCAC 
and the Resolution arises, the Resolution shall take precedence. 

1 Overview of the Port of Olympia Citizens Advisory Committees 

The POCAC, its sub-committees, and the Port of Olympia offer a structured platform for 
dedicated community members to actively engage in the port's initiatives. These 
committees serve as a cornerstone for citizens’ participation, enabling individuals to 
contribute insights, study pertinent matters, and craft recommendations within a focused, 
small group setting. 

The fundamental objective of the POCAC is to furnish astute counsel, drawing from the 
diverse perspectives of our community to the Port Commission—the elected body 
responsible for shaping the Port's policies. 

Key responsibilities of the POCAC encompass in-depth examination of pivotal issues, 
solicitation and consideration of public input, independent research endeavors, and 
review of reports and proposals. These activities are designed to equip the POCAC with 
a comprehensive understanding, enabling them to deliberate, formulate, and present 
well-considered recommendations to the Port Commission promptly and effectively. 

In alignment with industry best practices, members are encouraged to bring forth their 
expertise, engage in constructive discourse, and uphold the highest standards of 
integrity and transparency throughout their tenure. This collaborative approach ensures 
that the advisory committees serve as an invaluable conduit between the Port of 
Olympia and the community it proudly represents. 

2 Advisory Committee Duties and Responsibilities 

The Port Commission sets out the POCAC’s objectives, authority, composition and 
tenure, roles and responsibilities and reporting, administrative and governance 
arrangements.  

The POCAC's objective is to provide appropriate independent advice and 
recommendations to the Port Commission on matters relevant to their committee work 
plan.  

2.1 Develop annual work plans: The POCAC as a whole and its sub-committees are 
expected to propose annual work plans to the Port Commission for consideration, 
preferably by March 1 of each year. In developing the work plans, the POCAC is to 
consider:  
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• Commission-established or -adopted goals and priorities, including the Port’s
Comprehensive Scheme of Harbor Improvements, Vision 2050, strategic
plans, master plans, and budget.

• Resource availability: budget, staff support, committee member time and
departmental work priorities.

• Committee member knowledge, interest, and expertise.

All work plans are formally reviewed and approved by the Commission after review by 
the POCAC as a whole.  

The Commission requests that plans be developed using the template provided by Port 
staff that includes:  

• Outlining the past year's accomplishments and highlighting the top two
proposed priorities.

• Respective department director or staff liaison addressing resource
availability to accomplish the work items and relationship of the proposed
items to planned departmental activities for the year.

During its review, the Commission may change or modify the POCAC’s proposed work 
plan to reflect the Commission’s priorities, available resources, and emerging issues. 
Once approved, the work plan serves as the basis for a committee's focus and effort 
during the year. 

By adhering to these guidelines, the POCAC ensures a strategic and collaborative 
approach to addressing key issues, aligning their efforts with the overarching goals and 
priorities of the Port of Olympia, and fostering effective communication and transparency 
within the advisory process. 

2.2 Ethical Behavior and Community Representation 

2.2.1 Conflict of Interest: Committee members will not participate in providing 
advice or comments to the Commission, staff, or other POCAC members on any 
matter in which they have a financial interest. Additionally, POCAC members will 
not participate in the making of any Commission contract in which they have a 
financial interest. If a POCAC member has a conflict of interest, he/she will 
disclose such conflict to the other members of the POCAC and file a written 
statement disclosing the conflict with the Executive Director or designee. 

2.2.2 Official Port Communications: POCAC members will not claim or imply 
that they are speaking on behalf of the Port unless they have been specifically 
approved to do so by the Port's Communications Department. 

2.2.3 Committee comments and communications: POCAC members will not 
include comments about individual members of the public or Port staff in general 
commentary or comments regarding POCAC work. 
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3 Coordination with Internal Staff 

At the Port of Olympia, each POCAC is paired with an assigned staff liaison. Additionally, 
the Port’s Director of Strategic Initiatives and Commission Affairs is the primary liaison 
connecting the committees with the Port Commission and the Executive Director. 

The term "liaison" is intentionally chosen to describe the role of staff members in relation 
to the committees, emphasizing their function as communicators and facilitators of 
collaboration. 

Port of Olympia's staff liaisons carry out a range of responsibilities tailored to the needs 
of each committee, past practices, available time, and departmental resources. In 
general, the duties of a staff liaison include: 

• Ensuring compliance with state laws regarding meeting notifications and
recordkeeping.

• Serving as a vital communication conduit between the committee and Port
administration, departments, and the Port Commission, as deemed necessary.

• Providing professional guidance, conducting issue analysis, and offering
recommendations to assist the committee in its work.

• Assisting with research, report preparation, and correspondence in alignment
with the committee's work plan approved by the Port Commission, while
considering workload and availability.

• Ensuring that the mission and purpose of the advisory committee remain clear
and are effectively communicated to the Port Commission in a timely manner
following decisions.

• Supporting the committee in maintaining focus and progress towards its
objectives.

• When requested by the committee or the Port Commission, presenting advisory
committee recommendations to the Port Commission for consideration.

• Cultivating a positive and collaborative working relationship with the committee
Chair and members.

It is important to note that the liaisons are seasoned professionals with significant 
responsibilities beyond their role as committee liaisons. Typically, they possess expertise 
in the same work area as the POCAC, bringing valuable insights and guidance to the 
advisory process. Importantly, liaisons do not work "for" or "at the direction of" the 
POCAC but collaborate closely with committee members to develop informed 
recommendations for the Port Commission's consideration.  

4 Required Open Government Training 

All POCAC members are required to receive training under the Public Records Act and 
Open Public Meetings Act within 90 days of appointment and a refresher training every 
four years. Each committee’s staff liaison will work with new members to ensure they 
have access to training. Training is available on the Washington State Office of the 
Attorney General at: https://www.atg.wa.gov/open-government-training  

https://www.atg.wa.gov/open-government-training
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Port of Olympia Citizens Advisory Committee Operating Rules 

The Port of Olympia Citizens Advisory Committee (POCAC) operates under the 
authority of Port Resolution 2025-02 (the “Resolution”). A copy of the Resolution is 
incorporated by reference as if fully set forth herein. If any conflict between any rules of 
the POCAC and the Resolution arises, the R e s o l u t i o n  shall take precedence. 

1 Meetings 

1.1 Meeting location: All POCAC meetings will be held at a specified location at 
a Port of Olympia facility or using a virtual platform like Zoom or Microsoft Teams 
unless otherwise scheduled and noticed by the committee Chair or the 
committee’s staff liaison on behalf of the Chair. In the case of an alternative 
meeting location, the staff liaison will notify in writing the committee members and 
any other pertinent Port staff. All meetings will be open to the public. Public 
notice will be consistent with Port of Olympia Resolutions and State law. 

1.2 Date and time: Regular meetings will be held on a specified monthly day or 
date and time, unless amended by the committee. Special meetings, workshops, 
and community tours may be held at the POCAC’s discretion by request of the 
Chair or by majority approval of the POCAC at a regular meeting. Regular 
meetings may be cancelled by request of the Chair or by majority approval of the 
committee at a regular or special meeting. A meeting may also be cancelled by 
the Chair upon notice from staff or committee members that no quorum is 
reasonably expected to be present or when there is no item on the agenda other 
than routine formalities, such as adoption of the minutes, provided that 
appropriate notice is given. 

1.3 Meeting notice and agenda: The agenda will be circulated to the 
membership five (5) calendar days preceding the meeting and shall be 
simultaneously published on the Port of Olympia website. Scheduled meetings 
of the POCAC shall not extend beyond two (2) hours without the consent of the 
members present. While the Open Public Meetings Act Chapter 42.30 RCW 
does not apply to advisory committees, the Commission is exercising its ability to 
require all meetings of the POCAC follow the Open Public Meetings Act 
Chapter 42.30 RCW when operating as a Committee of the Whole. 

At the conclusion of each meeting, any member may suggest item(s) to be added 
to an agenda for consideration at a subsequent meeting. A majority of members 
must concur with the suggestion for the item(s) to be added to a subsequent 
meeting agenda.  

The meeting agenda will generally follow this format, with changes to the format 
the prerogative of the committee Chair:  

AGENDA 

I. Call to Order
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A. Attendance

B. Approval of Minutes

C. Announcements from Members and Port staff

D. Acceptance of Agenda

II. Comments from the Public in Attendance

III. The Business of the meeting

IV. Other Business

A. Future Agenda Items

B. Next Meeting

C. Other Topics

1.4 Minutes: Meeting minutes will be kept indicating any POCAC action or 
recommendation, indicating the individual votes on the agenda item. The Port of 
Olympia commission coordinator will keep minutes and distribute to the 
committee as a whole for review and approval. Once approved by committee or 
subcommittee members, minutes will be sent to the commission coordinator for 
posting to the Port website.  

2 Committee Organization 

2.1 Membership: Membership on the POCAC will be governed by the Port of 
Olympia Citizen Advisory Committee Resolution. The POCAC will immediately 
report any vacancies to the Port of Olympia Commission President, with a copy 
to the Executive Director or designee.  

2.2 Attendance: Members are expected to attend committee meetings and fully 
participate in and contribute to the committee's work. If a member is absent for 
three consecutive meetings or 35% of meetings within a calendar year, whether 
excused or unexcused, the Committee Chair will notify and discuss the situation 
with the Port staff designee. The Commission may choose to revoke the 
committee member’s appointment or accept their resignation. 

2.3 Duties of the Chair and Vice Chair: The Chair or will preside over the 
meetings and will exercise all powers usually incident to the office, including 
coordination of meeting agendas with the Port’s designated staff. The Chair 
retains full rights and responsibilities to participate in deliberations and votes of 
the committee. 

The Vice Chair will, in the absence of the Chair, perform all duties of the Chair at 
the meeting. In the absence of the Chair and Vice Chair, members present may 
select a temporary Chair to preside at the meeting. 
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3 Committee Operations 

3.1 Quorum: A simple majority of POCAC members is required to be present at 
a meeting in order for the POCAC to conduct business and reach a decision. 
Meetings with less than a simple majority may be conducted; however, no official 
actions may be taken. If action is taken by a vote of the POCAC, it will consist of 
a simple majority of the quorum (members present). 

3.2 Robert’s Rules of Order: The POCAC process for taking action will 
generally be guided by the latest revised version of Robert’s Rules of Order. 
However, a meeting need not become unduly cumbersome due to strict 
adherence to Robert’s Rules. 

3.3 Work Plan and Reports: The POCAC will provide an annual work plan 
within guidelines and in a format established by the Port of Olympia and a copy 
of any other appropriate reports to the Commission for review and approval. The 
Committee Chair will notify the Port of Olympia Commission if the POCAC 
anticipates a change in timing or substance of an approved work plan item. 

3.4 Recommendations: The POCAC may make recommendations and provide 
reports or presentations to the Commission, the Executive Director, Port staff, 
and other Port committees as outlined in the committee’s annual work plan. The 
work product will indicate the POCAC's vote on the item. The Chair will 
determine who will present the committee’s recommendation to the Commission 
in a public meeting. 

3.5 Majority and Minority Opinions: A minority report may accompany any 
voted decision. Majority and minority opinions will be stated in the POCAC’s 
minutes. When a recommendation from the POCAC is forwarded to the Port 
Commission, the vote tally and majority and minority opinions will be disclosed. 

3.6 Act as a Body: The POCAC will act as a body. A member, when representing 
the POCAC, may speak or act for the POCAC in accordance with action 
previously taken by the POCAC. The Chair, or Chair’s designee, will serve as 
official spokesperson of the POCAC. 

3.7 Port Administrative Guidelines: The Port of Olympia committees will 
comply with State and Federal Discrimination laws, Washington state records 
management and disclosure laws. 

3.8 Email: If a Port email address is provided, advisory committee members will 
use such email address for the conduct of POCAC business. 

3.9 Open Government Training: All committee members must complete basic 
training in the Public Records Act and Open Public Meetings Act within 90 days 
of being appointed or re-appointed to the POCAC. Certificates of completion 
should be sent to the commission coordinator.  
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4 Officer Elections 

4.1 Committee elections: At the monthly September meeting of the POCAC, 
a Nominating Committee will be formed from the interested membership. 
Members of the Nominating Committee shall excuse themselves from 
standing for office as the Chairperson or Vice Chairperson. 

Between the September monthly meeting and the October monthly meeting, the 
members of the Nominating Committee will poll all other POCAC members to 
ascertain their interest in being either Chairperson or Vice Chairperson. The 
Nominating Committee will then put forward a slate of interested POCAC 
members who have served on the POCAC for a minimum of one year for the 
positions of Chairperson and Vice Chairperson. It is desirable to have more than 
one candidate for each office and nominations shall be accepted from the floor 
for any member. The POCAC will approve a ballot at the October monthly 
meeting and this ballot will be created and sent out via e-mail by a designated 
Port of Olympia staff member to each POCAC member allowing for two weeks to 
return the vote via e-mail to the Port staff member. 

The Port staff member shall then forward the cast ballots to the Nominating 
Committee. The Nominating Committee will then count the ballots, and in the 
event of a need for a runoff or in case of a tie, a new ballot will be presented to 
the POCAC at the November monthly meeting. If there is no need for a runoff or 
an additional election, the Nominating Committee will announce the results of 
the vote at the November monthly meeting or the next available regularly 
scheduled monthly meeting. 

The newly elected Chairperson and Vice Chairperson will assume their 
leadership positions at the January monthly meeting. The Vice Chairperson 
does not automatically assume the role of Chairperson the following year but 
rather serves to fill in if the Chairperson is absent, or to fill in for the remainder 
of the term if the Chairperson resigns. In the event the Chairperson resigns an 
election for a new Vice Chairperson will be conducted as described above 
unless there are less than three months remaining in the term of office year in 
which case the position may remain vacant. An elected term is 1 year. The 
Chair and Vice Chair shall serve no more than two (2) consecutive one-year 
terms. 
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5 Subcommittees 

5.1:POCAC Sub-Committees may meet at times determined by consensus of 
the members of the sub-committee and staff liaisons. Meetings will be held at 
the Port of Olympia, Percival Plaza, 626 Columbia Street NW, Suite 1-B, 
Olympia, Washington, unless otherwise specified.  

In the case of an alternative meeting location, the staff liaison will notify in writing 
the committee members and any other pertinent Port staff. All meetings will be 
open to the public. Public notice consistent with Port of Olympia Resolutions and 
State law. 

In no case shall sub-committees have a membership size that is a quorum of 
the Port of Olympic Citizens Advisory Committee in order to comply with Open 
Public Meetings Act. The decisions and recommendations of the Sub-
Committees shall not be binding on the POCAC.  

To the extent possible, sub-committees should operate by the consensus of the 
membership.  However, as a diverse group of citizens, it is recognized 
consensus may not always be achievable and minority opinions should be 
included in products, recommendations and minutes. POCAC sub-committees 
are required to use the following processes to manage meetings: 

 Develop annual work plans, in partnership with assigned staff liaisons and
any input from Commissioners, for final approval by the full Port of
Olympia Commission.

 Publish regular meeting times on the Port website.
 Publish agendas five days in advance of meetings.
 Include minority opinions in reports and recommendations made to the

full POCAC and Commission and in meeting minutes.
 Publish meeting minutes on the Port website.
 Use Robert’s Rules of Order to conduct meetings.
 Present recommendations to the full POCAC.
 Will not take public comment at meetings as the POCAC will be the body

that takes public comment.
 Sub-committees may invite members of the public to join meetings for

discussion and presentations.
 Committee members are to coordinate with the Port of Olympia

Commission Coordinator for publishing materials online and include the
staff liaison in emails to the commission coordinator.

5.2 Subcommittee elections: To ensure efficiency within the Port, sub-
committees will establish a chair, vice-chair, and secretary every September. 
Members are encouraged to work collaboratively and rotate these roles annually to 
ensure diversity and inclusion amongst the group. Officer election results should 
be included in meeting minutes and sent to the commission coordinator.  
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6 Staff Liaison 

Port staff liaisons assigned by the Executive Director or designee will provide 
subject matter expertise to the POCAC. Staff will provide Port information, such 
as data, budget information, or reports the Port has previously developed, to the 
committee to inform their decisions and work collaboratively. Staff may provide 
alternatives and professional recommendations to the committee on various 
matters before the POCAC. Staff liaisons, as necessary, will provide tours of the 
Port infrastructures and properties to inform the POCAC's work. 
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