Department Policy No. HR-267-26
April 1,2026

Department Policy No. HR-267-26

Title: Compensating Community Members

References: RCW 43.03.220 - Compensation of members of part-time
boards and commissions - Class one groups

Information Contact: Human Resource Division
Director Building #33
(253) 512-7530

Effective Date: April 1, 2026

Mandatory Review Date: April 1, 203k \ |

Revised: New \\ ‘i \
|

Approved By: | /\}:‘IVAV J \—f

Gent Wels?f,’Maj or General
The Adjutant General
Washington Military Department Director

Purpose

People who have direct Lived Experience receiving Military Department services are experts in
their own care and lives. Historically, they have been disproportionately impacted by policies,
programs, processes, and systems that drive the services that they are eligible to receive. To the
extent allowable based on available funding, the Military Department best practice is to offer
compensation to eligible community members who agree to participate in activities that inform
our policies and practices.

Scope

Compensating community members with Stipends and reimbursements for their voluntary
participation in a Military Department Workgroup. Applies only to individuals with subject
matter Lived Experience or those with incomes at or below 400% of the federal poverty level
and who are not Otherwise Compensated for their participation in Workgroups.

Definitions

Lived Experience means direct personal experience in the subject matter being addressed by the
board, commission, council, committee, community feedback session or other similar group.


https://app.leg.wa.gov/rcw/default.aspx?cite=43.03.220
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Eligible Participant means a Participant who is not Otherwise Compensated and who (a) has an
income not more than 400% of the federal poverty level, adjusted for family size, using the
levels at HHS Poverty Guidelines, or (b) has Lived Experience in the subject matter of the
Workgroup.

Otherwise Compensated means the participating community member is already being paid for
their participation by another party, such as being paid by an employer to participate.

Participants mean any person participating in a class one Workgroup (see definition below
under Workgroup).

Reasonable Allowance means any financial reimbursements for travel, lodging, mileage and
child and adult care. These are defined and periodically updated by the Office of Financial
Management SAAM. For purposes of this policy, adult care includes care provided to elderly
adults, disabled adults, or other adult dependents who require supervision or assistance.

Stipend means a fixed payment made to an Eligible Participant for participation in a Workgroup
activity. Stipends authorized under this policy shall not exceed the maximum amount permitted
under RCW 43.03.220, currently $200 per day.

Workgroup means a class one group defined in RCW 43.03.220 as “Any part-time board,
commission, council, committee, or other similar group which is established by the executive,
legislative, or judicial branch to participate in state government and which functions primarily in
an advisory, coordinating, or planning capacity shall be identified as a class one group.”

Workgroup Manager means the Military Department employee responsible for the
development, management, facilitation, or maintenance of a class one Workgroup.

Policy

1. Division Director or Designee may establish or authorize a Military Department Workgroup
to seek input from Community Members and compensate eligible Participants consistent
with this policy.

2. Military Department Workgroups that incorporate community engagement must designate a
portion of their budget for Stipends and reimbursement based on an estimate of the
compensation needed to provide a Reasonable Allowance to eligible Participants, unless
otherwise directed by the Division Director or Designee under which the Workgroup is
established or such payment is explicitly prohibited by the fund source. Written justification
must be given for an exception to paying Reasonable Allowances to eligible Participants.

3. Assigned Workgroup Managers must follow the procedure listed in this policy for
compensating eligible Participants and establish the entire compensation process before
inviting Workgroup Participants. Workgroup Managers should consult with the Accounting
Office in advance for first-time events so payment options can be developed and paid more
timely to eligible Participants in advance of the event.

4. Assigned Workgroup Managers must verify and document Participant eligibility prior to
offering a Reasonable Allowance for participation.
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https://aspe.hhs.gov/topics/poverty-economic-mobility/poverty-guidelines
https://ofm.wa.gov/accounting/saam
https://ofm.wa.gov/accounting/saam
https://app.leg.wa.gov/rcw/default.aspx?cite=43.03.220
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5. Participants must self-attest to their eligibility on a Military Department-provided self-
attestation form to receive a Reasonable Allowance. Eligible Participants will confirm that
they:

(1) Either
a. Have an income which is at or below 400% of the federal poverty line; OR

b. Have Lived Experience of the subject matter that the Workgroup is focused
on;

AND
(2) They are not being Otherwise Compensated for their participation in the Workgroup.

Additional verification methods may be implemented if conflicts arise or if required by a
program’s fund source. The Chief Financial Officer must approve any additional verification
methods beyond self-attestation.

6. Juvenile Participants. Individuals under the age of eighteen (18) may participate in Military
Department Workgroups only with the prior written consent of a parent or legal guardian.
The Workgroup Manager must obtain and retain a signed parental or guardian consent form
before the juvenile participates in any Workgroup activity or receives compensation or
reimbursement under this policy.

7. Workgroup Managers must ensure Participants are notified in writing of the following:

i. Information collected for Stipends and reimbursements, any records and documents that
contain their comments, and anything else shared in writing through the Workgroup
process are subject to public disclosure per RCW 42.56 prior to their participation.

a) Information for juvenile Participants (under the age of 18) is redacted in full if
included in a public records request.

i. Participants must consent to data collection via the self-attestation form prior to
participating in Military Department Workgroups and receiving a reasonable allowance.

ii. As a general rule, Stipends included as part of an eligible Participant’s Reasonable
Allowance are considered income under federal laws and might affect a Participant’s
income tax and eligibility for public assistance or subsidies. Reimbursements for travel,
child/adult care, etc., are not considered income under federal laws and generally will not
affect the Participant’s income taxes or eligibility for public assistance or subsidies, but
Participants are responsible for determining their own tax and benefit eligibility.

8. Military Department Office Accounting Manager or designee shall report on Stipends and
reimbursements per Office of Equity Requirements.

9. Workgroup Managers must provide information necessary for reporting described in the
procedure.


https://apps.leg.wa.gov/rcw/default.aspx?cite=42.56
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Procedure
Prior to Workgroup activities
Action By Action
Workgroup Manager e Establish “Lived Experience” criteria for the purpose of the

Workgroup.
Calculate proposed costs of compensation in the
Workgroup.
(Military Department follows Office of Equity suggested
rates and OFM travel reimbursement rates:
o Compensation Rates
o Reimbursement Rates

o Per diem rate tables | Office of Financial

Management (wa.gov)

Send cost proposal to Division Director or designee for
review and approval.
Provide cost code.

Division Director

Review and authorize or deny proposed costs for
Workgroup compensation and cost code used. Notify
Workgroup Manager of decision.

o If denied, provide reason for denial.

Workgroup Manager

Prior to the first Workgroup meeting, provide Workgroup
Participants seeking compensation with:

Community Compensation Program Application and Self
Attestation Form.
A parental or legal guardian consent form to any Participant
under age 18 prior to the first Workgroup meeting.
Statewide Vendor Number (SWV) Registration (See
Exceptions to SWV*).

o Information related to SWV such as address or bank

account information must be updated through OFM.

Information on the types of activities for which they will be
eligible to receive compensation.
If it is believed that the Workgroup member will receive
$600 or more in pay for the year from the Workgroup,
inform the Participant they will receive an IRS form 1099-
MISC regarding the income for their personal taxes.

Workgroup Participant

Complete and return the Community Compensation
Program Application and Self-Attestation form to
Workgroup Manager.

Return the completed parental or legal guardian consent
form to the Workgroup Manager prior to participation in the
Workgroup.

Complete SWV Registration
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https://equity.wa.gov/resources/20252026-community-compensation-guidelines/compensation-mechanics/recommended
https://equity.wa.gov/resources/20252026-community-compensation-guidelines/compensation-mechanics/reimbursements
https://ofm.wa.gov/accounting/travel/per-diem-rate-tables/
https://ofm.wa.gov/accounting/travel/per-diem-rate-tables/
https://ofm.wa.gov/tech-support/statewide-vendor-payee-services/
https://ofm.wa.gov/tech-support/statewide-vendor-payee-services/
https://equity.wa.gov/resources/20252026-community-compensation-guidelines/agency-requirements/planning-ahead
https://ofm.wa.gov/tech-support/statewide-vendor-payee-services/
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Note: Those who select “Lived Experience — Class 17 or
“individual” on their SWV application form with OFM will not be
searchable in OFM’s SWV lookup tool.

Workgroup Manager

e Prior to events where compensation will be sought, designate in
writing the specific individual(s) who will be seeking
compensation.

e Consult with the Accounts Payable supervisor at least 6 weeks
prior to in-person events or any event where the following
expenses need to be paid:

o Child or elder care
o Transportation

o Per diem for meals
o Lodging

After Workgroup Activities

Action By

Action

Workgroup Manager

e Provide Workgroup Participants seeking compensation with
Community Member Compensation Request Form.
e Provide Workgroup Participants with Class One Volunteer:
Demographic & Geographic Information survey link
o Participant completion of the survey is optional and no
compensation is contingent on completion
o Survey only needs to be provided to a Participant once per
Workgroup.

Workgroup Participant

Complete and Return Community Member Compensation Request
Form.

Workgroup Manager

Reviews submitted Community Member Compensation Request
form to ensure accuracy and that requested reimbursement rates are
permittable following Office of Equity suggested rates and OFM
Per diem rates.

e Compensation Rates

e Reimbursement Rates

e Per diem rate tables | Office of Financial Management (wa.gov)

Send Workgroup Compensation and Reimbursement Form and
accounting submission templates to Division Director.

Division Director

e Review Community Member Compensation Request Form for
accuracy and approve or deny request.

o Approved: Submit approved requests to
admintravel@mil.wa.gov with CC to Workgroup Manager
for submission to Accounts Payable Manager for
processing.

o Denied: Return requests with reason for denial to
Workgroup Manager.



https://app.smartsheet.com/b/form/01975b4a29de72eebb3eca37600b92fd
https://equity.wa.gov/resources/20252026-community-compensation-guidelines/compensation-mechanics/recommended
https://equity.wa.gov/resources/20252026-community-compensation-guidelines/compensation-mechanics/reimbursements
https://ofm.wa.gov/accounting/travel/per-diem-rate-tables/
mailto:admintravel@mil.wa.gov
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Workgroup Manager e Complete the SharePoint Compensation Tracking log that is
shared with the Accounting Manager.
Accounts Payable e Review request to ensure policy / procedures properly followed.
Manager e Approved: Submit to Accounting Manager.
e Assign completed requests to fiscal analyst to process
compensation.
e Return any denied request to Division Director with cc to
Workgroup Manager.
Accounting Manager Review submitted forms for completion and accuracy

e Update SharePoint compensation tracker log

e Provide confirmation to the Workgroup Manager that
compensation has been processed

e (Contact Workgroup Manager with any information on returned
checks or payments issues.

Accounting Unit Issues 1099-MISC forms to Workgroup members who earn $600 or
more. For further guidance see Office of Equity Tax Reporting
Requirements at: Tax Reporting Requirements | Office of Equity

Compensation Reporting to Office of Equity

Action By Action

Accounting Director Is responsible for reporting Community Compensation requests and
expenditures to the Office of Equity in compliance with the
reporting requirements outlined at:
https://equity.wa.gov/resources/community-compensation-
guidelines/agency-requirements/reporting

*Exceptions to requiring a SWV

An exception to requiring that the individual obtain a statewide vendor number in order to
receive a Stipend may be approved by Accounting Department in the following limited
circumstances:

e A person does not have a Social Security Number

e A Person does not have a checking account or avenue to cash check.

e A person is engaged in a limited number of activities, such as a one-time listening
session.

Payments to individuals without a SWV must be less than $600 in a calendar year.

Divisions must track payments in SharePoint to people paid through this exception to ensure that
payments are less than $600 in a calendar year.

RELATED RESOURCES

Office of Equity Community Compensation Guidelines
Statewide Vendor Number (SWV) Setup and Changes guide
Poverty Guidelines | ASPE (hhs.gov)\



https://equity.wa.gov/resources/20252026-community-compensation-guidelines/agency-requirements/tax-reporting-requirements
https://equity.wa.gov/resources/community-compensation-guidelines/agency-requirements/reporting
https://equity.wa.gov/resources/community-compensation-guidelines/agency-requirements/reporting
https://equity.wa.gov/resources/community-compensation-guidelines/agency-requirements/reporting
https://equity.wa.gov/resources/community-compensation-guidelines-0
https://ofm.wa.gov/tech-support/statewide-vendor-payee-services/
https://aspe.hhs.gov/topics/poverty-economic-mobility/poverty-guidelines
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