
Special Meeting Board of Directors, Amador Water Agency

POLICY COMMITTEE
(Directors Peters and Molinelli Jr.)

May 13,2020
1:30 p.m.

AGENDA

PUBLIC NOTIGE: Members of the public will have the opportunity to directly address the
Outreach Committee members concerning any item listed on the Agenda below

before or during consideration of that item
there is a three-minute time limit per person

Board of Directors- Aoencv will conduct its oublic meetin via teleconference
until notice.

Members of the public wishing to participate in the committee meeting should use the
information below:

You can dial in using your phone.

United States (Toll Free): 1 877 309 2073

- One-touch: tel:+1 8773092073,,3331 55493#

United States: +1 (646) 749-3129

- One-touch: tel:+1 64674931 29,,3331 55493#

Access Code: 333-1 55-493

1. CALL TO ORDER

2. AGENCY GENERAL
A. Agency Policy Manual
Review, discussion, and possible revisions, to draft Human Resource and
Finance Policies

3. ADJOURNMENT



Human Resource Policies Status Review Date Approval Source Doc
AWA PL HR 001 Emplovment Rules and Procedures SSWD
AWA PL HR 002 Employee Compensation SSWD
AWA PL HR 003 Employee Performance Eval, Merit & Cola SSWD
AWA PL HR 004 Training and Career Development SSWD
AWA PL HR 005 Emp Recognition and retention expense SSWD
AWA PL HR 006 Driver Record and lnsurance Review SSWD
AWA PL HR 007 Return to Work SSWD
AWA PL HR 008 Catastrophic Leave SSWD
AWA PL HR 009 EE Recruitment, Hiring and Promotion SSWD

lcohol ProgramAWA PL HR 0l-0 Drug and A SSWD
AWA PL HR 011 Employee Standards of Conduct and Discipline SSWD
AWA PL HR 012 Discrimination and Harassment Prevention SSWD
AWA PL HR 013 Workplace Violence SSWD
AWA PL HR 014 Reasonable accommodations and interactive process SSWD



AWA PL - HR OOI

Amador Water Agency

Employment Rules and Procedures Policy
DRAFT

100.00 Purpose of the Policy

The purpose of this policy is to direct the General Manager to establish and maintain
fair and consistent rules and procedures relating to Agency employment.

200.00 Policy

Pursuant to Califomia Water Code Section 30580, the General Manager has full
power and authority to employ, discharge and prescribe the duties of all Agency
employees. The General Manager will insure that all rules and procedures relating to
Agency employment comply with state and federal labor laws and regulations
goveming public agency employment.

300.00 AuthorityandResponsibility

The General Manager will be responsible for administering this policy. The Human
Resources Manager will assist the General Manager in developing and maintaining an
Employee Handbook that will be provided to all current and new employees.

400.00 Policy Review

This Policy shall be reviewed at least every two years

Employment Rules and Procedures Policy Page I of I



AWA PL - HR OO2

Amador Water Agency

Employee Compensation Policy
DRAFT

100.00 Purpose of the Policy

The purpose of this policy is to state the intention of the Agency in regards to employee
compensation, delineate the process, and clarify the role and responsibility of the
General Manager in the process. A compensation prograrr is necessary to provide each
ernployee witli fair and equitable compensation for the value of the skills the ernployee
brings to the Agency and the position. In order to provide each employee with fair and
equitable compensation, it is desirable to develop a systematic method of establishing
and maintaining a compensation program. Pursuant to Califomia Water Code Section
30580(d), the General Manager has the responsibility to "fix and alter the compensation
of employees and assistants subject to approval by the board" as given during the
annual budget process.

200.00 Policy

It is the Agency's policy to provide all of its employees fair and equitable
compensation defined in terms of comparison to other positions within the Agency and
the local labor market for the value of the skills the employee brings to the position and
the Agency.

a) It is the Agency's policy to remain competitive within the local labor market.
To accomplish this. the General Manager will target a level of compensation
in the appropriate labor market when setting compensation for Agency
positions. This includes retirement, health and dental insurance, life
insurance, holidays and other benefits, including vacation and sick leave.

b) The compensation program will include, in addition to direct wages (reguiar,
overtime and stand-by pay), all Agency holidays and other paid time off
benefits, and contributions toward medical/dental/vision insurance, life
insurance, short and long term disability, retirement, incentive program and
training/educational programs. The total compensation program will be used
when comparing the Agency's pay level to the current labor market.

c) It is the Agency's policy to provide a program for advancement of its
employees within the paylsalary range of their position using a merit-based
system based on objective, regular goal setting and performance evaluations.

Employee Compensation Policy Page I of2



300.00 AuthorityandResponsibility

The Board of Directors has the responsibility and authority to establish annual
budgetary guidelines for the Agency that include the annual labor budget.

a) As part of the proposed annual Operations and Maintenance Budget, the
General Manager will prepare and present to the Board of Directors a
proposed annual labor budget that will consist of: 1) a detailed annual
compensation budget;2) a proposed merit pool percentage increase; 3) and
an annual cost-of-living adjustment (COLA).

b) The Board of Directors will consider, amend as needed, and approve the
annual labor budget.

c) The General Manager will have the authority to fix and alter employee
compensation within the approved annual labor budget.

The General Manager may change or alter the labor budget during the year by either:
1) requesting the Board of Directors to authoize the General Manager to make such
changes at budget adoption; or 2) submitting an amended labor budget, explaining
reasons for the change, and receiving Board approval for the change.

The General Manager will have full authority to implement this policy up to the limits
of the approved labor budget, which includes:

' Determining staffing requirements, titles, positions, responsibilities and
or ganizatton structure.

. Setting goals and conducting performance reviews.

' Proposing and. as approved, implementing annual paylsalary adjustments that
include annual merit and COLA increases.

. Creating incentive pay programs.

. Creating programs for position upgrades and special assignments.

' Providing paylsalary and benefit benchmarking information and surveys for
Board review.

' Creating dual or multiple grade positions as needed.

The General Manager will insure the equitable and uniform implementation of this
policy, which includes reporting to the Board on at least an annual basis, typically
during the budget process.

400.00 Policy Review

This Policy will be reviewed at least every two years.
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AWA PL. HR OO3

Arnador Water Agency

Employee Performance Evaluationo Merit and COLA Policy
DRAFT

100.00 Purpose ofthe Policy

The purpose ofthis policy is to establish a process to evaluate and assess employeejob
perfonnance, assist employees in improving perfomrance, provide the basis for nterit
increases and cost-of-living adjustments (COLA), and provide historical documentation
of employee performance.

200.00 Policy

It is the Agency's policy to provide a program for advancement of its employees within
the pay/salary bands for their positions using a merit-based system based on
performance and goal achievement through an evaluation process. Performance
evaluations are intended to help the employee better understand hisftrer job
responsibilities; improve job performance in relation to the Agency's mission
statement, values, goals and principles; measure and enhance individual performance;
recognize and reward employee contributions; and foster professional development and
career growth. The process is also intended to increase productivity, conect issues
before they become serious problems for the individual or the Agency, and meet
internal and external needs for documentation ofindividual performance. Performance
evaluations are an essential part of an individual's employment experience with the
Agency and serve as the basis for several employment-related actions including, but not
limited to, completion of introductory periods, determination of merit increases and
COLA, promotions and transfers. In addition, they sewe as tools for placing
emplovees on notice ol performance deficiencies that, if uncorrected, may lead to
corrective actions up to and including termination. The total merit increase pool must
be approved by the Board ofDirectors within the annual labor budget. Individual merit
increases are determined by the lGeneral Manag_er rllrllg 4 mgri!:b4Cgd Sygtg.ql bqSqd q!
satisfactory performance reviews. IntreduetePfqLallalery employees are eligible to
receive an annual COLAif any; in the @erfuenaaeeissues.

300.00 Authority and Responsibility

The General Manager is responsible for administering this policy and has established a

process for evaluating and assessing job performance and compensation guidelines as

set forth in the Employee Performance Evaluation, Merit and COLA Procedure (PR-
HR 001).

400.00 Policy Review
This policy will be reviewed at least every two years

Comment€d [KGl]; B6ed on MOU @d Evalution fomula-
chuge wording here?
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AWA PL - HR OO4

Arnador Water Agency

Training and Career Development Policy
DRAFT

100.00 Purpose of the Policy

The purpose of this policy is to establish a uniform and consistent program to provide
Agency-wide training and career development for its ernployees. This policy also
selves as a guide to prornote and conduct training and educational activities that
provide for the employee's personal growth, enhance job skills and encourage positive
professional behavior. This policy reminds employees that developing and promoting a
positive organrzatron image is essential to the Agency's future operations.

200.00 Policy

The Agency will provide all of its employees a program of continuous training and
career development that is tailored to their position, meets Agency goals, complies with
all legal and regulatory requirements, and promotes professional enrichment. The
Agency also promotes and encourages employees to participate in educational activities
to increase employee job proficiency and improve work force stability. This policy is
expected to enhance the Agency's ability to retain and attract outstanding employees.

300.00 Authority and Responsibility

The General Manager or his/her designee is authorized and responsible for establishing
a training program that a) provides all employees who require a license or certificate to
perform critical Agency functions an opportunity to eam or maintain such a license or
certificate, and b) provides an opportunity for employees to complete other mandatory
training.

The General Manager is further authorized to establish career development programs
and pre-approve all non-mandatory training courses and programs that will enhance
employee skills in accordance with the Agency's mission statement, values, goals and
principles; fees, tuition and related expenses will be paid by the Agency as determined
and approved by the General Manager.

400.00 Policy Review

This Policy will be reviewed at least every two years

Training and Career Development Policy Page I of I



AWA PL - HR OO5

Amador Water Agency

Employee Recognition and Retention Expense Policy
DRAFT

100.00 Purpose of the Policy

The purpose of this policy is to promote employee morale, efficiency, initiative and
retention. In the nonnal course of Agency operations, the Board of Directors
recognizes that Agency employees accornplish various achievernents and other job
related successes for which recognition is both desirable and warranted. Significant
events may occur in the lives of ernployees during their term of employment with the
Agency that would warrant Agency recognition. The recognition of such
accomplishments and milestones can improve employee safety, morale and job
performance. Because the Agency is a direct beneficiary of increased employee
safety, morale and job performance, the Board of Directors has established a policy
for discretionary ernployee recognition and retention-related expenses.

200.00 Policy

The Board of Directors authorizes the General Manager to spend monies, not tq
exceed $250.00 per employee per annum, for the following purposes:

I . Employee job-related achievement or superior performance recognition.
2. Employee exemplary safety record.
3. Employee superior customer service, outstanding teamwork and/or exceptional

efforts to display and exemplity the Agency-s Mission Statement and Values and
its Strategic Plan Coals.

4. Employment anniversary dates and retirements. birth olan emplovee's child. and
bereavement acknowledgments tbr the death of an employee or his,trer immediare
family member.

5. Other similar milestones, successes, achievements and/or events as deemed
appropriate by the General Manager and in accordance with applicable law.

Types of expenses authorized under this policy are for items such as: plaques,
flowers, cards, refieshments, or other minor items.

300.00 Policy Review

This policy is consistent with State law and will be reviewed at least brenr+ra$y4yg1y
two years. Further, this policy will be utilized in the Agency's annual budgeting
rprocessl.. -

Comm€ntcd [CT1]: I really like this policy! Boad/ committe
to detemrioe S$

Commentad How do we wmt to addN admisirmtiof,:)
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AWA PL. HR 006

Arnador Water Agency

Driver Record and Insurance Review Policy
DRAFT

100.00 Purpose ofthe Policy

The purpose of this policy is to establish and apply unifonn criteria when accessing
and evaluating driver record, class and financial responsibility/insurance infomration
fbr Directors, staff, prospective staff and volunteers who drive an Agency or personal
vehicle while on Agency business.

200.00 Policy

, Formatted: Centered

It is the policy of the Agency to require every Director, staff member, prospective
staff member and volunteer who drive a! Agency or personal vehicle while on
Agency business to hold a valid State of California driver's license. Additionally,
any personal vehicle driven for Agency business purposes must meet the
requirements of the Califomia Compulsory Financial Responsibility Law, Califomia
Vehicle Code Sections 1 6000 through 1 6078.

Prospective staff members and volunteers will be required to authorize the Agency to
obtain a current Department of Motor Vehicles (''DMV) driving record report after a

conditional offer of employrnent has been nrade or volunteer opportunity has been
presented.

Every Director" staff member and volunteer will be responsible tbr reporting to the
Ceneral Manager or designee (Directors), or their immediate supervisor (staff
members and volunteers), any moving violation or accident that occurs while they are
driving an Agency or personal vehicle on Agency business, and shall do so
immediately (within 24 hours) following the violation or accident.

Every Director, staff rnember and volunteer will be enrolled in the DMV Employer
Pull Notice Program ("Pull Program") and will be required to sign an Authorization
for Release of Driver Record Infonnation for enrollment into the Pull Prograrn. The
information received tiom the Pull Program will be used to validate any moving
violations or accidents reported by a Director, staff member or volunteer. Upon
termination of employment, the Director, staff member or volunteer will be removed
&om the Pull Program.

Driver Record and Insurance Review Policy Page I of2



Under the requirements of the Califomia Compulsory Financial Responsibility Law,
every Director, stafT member and volunteer shall also sign-provide a "Proof of
Insurance" fonl to assure financial responsibility (niost commonly established by
maintaining automobile insurance coverage) for any personal vehicle used on Agency
business. This form shall be signed at the time of hire, taking office, or the start of
the volunteer assignment and shall be resubmitted on an annual basis.

If a Director"s, staff member's or volunteer's license is revoked or suspended by the
DMV or a court of law, or in the event ol any loss of financial
responsibility/insurance, the Director, staff member or volunteer must immediately
infonn the General Manager or designee (Directors) or his/her imrnediate supervisor
(staff members and volunteers) by the next business day. If a Director violates this
policy, the General Manager will report the violation and any recommended action to
the Board of Directors. If a staff membfl or volunteer fails to notift his/her
imrnediate supervisor or continues to drive a Agency or personal vehicle on Agency
business after the loss ofa license, license class or financial responsibility/insurance,
appropriate disciplinary action may be taken up to and including termination of
ernployment.

Authority and iResponsibility.

The General Manager is responsible for administering this policy and has established
a process for reviewing and evaluating driver record and financial responsibility
information as set forth in the Driver Record and Insurance Review Procedure (PR-
HR 003) in an effort to reduce the Agency 's exposure to liability as well as ensure
the safety of Directors, staff members, volunteers, customers and members of the
general public.

Policy Review

This Policy shall be reviewed at least biem+alllrevery two years

300.00

400.00

of infomatioD?
io hffi thai lhe HRCommented [K€U: Do we want

!he aod
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AWA PL - HR OO7

Arnador Water Agency

Return to Work Policy
DRAFT

100.00 Purpose of the Policy

The primary purpose of this policy is to develop a Return to Work (RTW) Program to
minimize or reduce the effects of disability due to on-the-job and off-the-job injuries
and illnesses and reduce workers' compensation costs (if applicable). This policy is
consistent with the Agency's responsibilities under the Arnericans with Disabilities Act
to provide leasonable accommodations to persons with disabilities.

200.00 Policy

The Agency considers a RTW Program an essential element in an overall risk
management program. In conjunction with a well implemented safety program, it is an
effective tool in returning employees to productive work in the shortest time possible to
keep workers' compensation costs to a minimum.

It is the Agency's goal to maintain a productive work force. The RTW Program will
support that goal by returning an employee to work in a productive capacity as soon as

possible without risk to the employee's irealth. Supervisors and Managers will assist by
directing the ernployee to appropriate care and assisting in proper reporting of the
injury or illness while maintaining a positive flow of communication with the injured
worker. They will assist in arranging work which meets the Agency's business needs
within the employee's work restrictions. Management and Human Resources staff will
work with the Agency's workers' compensation carrier (if applicable) and the physician
to assist with the assessment of the employee's ability to return to work. By this joint
effort, the Agency will help the injured/ill worker recover at a faster rate, minimize the
employees' wage loss and reduce workers' compensation costs.

The transitional work/modified duty provided for employees with on-the-job or off-the-
job injuries or illnesses must meet the business needs of the Agency and the employee
must agree to comply with all requirements and procedures in the RTW Program
Manual.

300.00 Authority andResponsibility
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The Human Resources Manager and General Manager will be responsible for
administering this policy. This will include maintaining the RTW Program Policy in
the Emplolzee Manual that is provided to all current and new employees.

400.00 Policy Review

This Policy will be reviewed at least bi€nni€tly,everlr two years.

Return to Work Policy Page 2 of2



AWA PL. HR OO8

Amador Water Agency

Catastrophic Leave Policy
DRAFT

100.00 Purpose ofthe Policy

The purpose of this policy is to provide benefits to Regular and Managernent employees who: I )
have a serious or catastrophic non-industrial illness or injury; 2) must provide necessary full-time
care for a spouse or domestic partner, dependent child or parent; 3) experience the death of a
spouse or child; or 4) experience sirnilar catastrophic events.

200.00 Policy

The Agency provides a_eA4qibq d_iqe_&4& program where employees may voluntarily
donate accrued vacation, sick leave, or compensatory time offto another employee who: 1) has a
serious or catastrophic non-industrial illness or injury; 2) must provide necessary fulltime care
for a spouse or domestic partner, dependent child or parent; 3) experiences the death of a spouse
or child: or 4) experiences a catastrophic event, as approved by the General Manager.

300.00 AuthorityandResponsibility

Employee eligibility criteria, length of time Catastrophic Leave may be received. and the
donation process will be deveiepedadministered by the General Manager and e*abl+shed*r-+
@rvill be included in the Ernpio!,ee Handbook.

400.00 Policy Review

This Policy shall be reviewed at least biennral{1gvgry1wpygg15=

Formatted: Centered
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AWA PL - HR OO9

Arnador Water Agency

Employee Recruitment, Hiring and Promotion Policy
DRAFT

100.00 Purpose ofthe Policy

The purpose of this policy is to direct the General Manager to establish a unifonn and
consistent process for recruiting, hiring and promoting Agency employees that is fair
and equitable to all applicants/ernployees and will result in hiring/promoting the most
qualified candidate who best rneets the needs ofthe Agency.

200.00 Policy

Formatted: Centered

CommenEd [KGl]: Ernploymeot is lot spelled out 6 'at will"
in ily oth6documclt (Employee Hedboolc MOU. etc),
Rtromoend this pegEph be deleted ard a rcferetrce to tie
Discipline and Grievance Poiici6 be ircluded ifBoild ftrls
ne6salv.

Employment witl the Agency is "at will" and all employees serye at the pleasure of
the General Manager (Califomia Water Code Section 30580). This means that all
,employeesLan! !!9 ACelcy, by 4ld- q-ry.olCtr !!! 9_"!-e$-l Ma1BCgt,oI biS/-bgl dg ig{r9_9. _.,--
have the right to terminate employment at any time, with or without advance notice
and with or without cause.

The Agency is committed to insuring a fair and equitable recruitment and hiring
process for all new, vacant and promotional positions that complies with all
applicable state and federal laws, results in selecting the most qualified candidate
based on the needs of the Agency, provides a diverse and dynamic work force, and
avoids any favoritism or discrimination. The process. u,hich shall be utilized for all
l*+odue+eryProbationarylRegular/Management and TemporarylSeasonal posrtions,
shall identifl, and altract qualified candidates. including members ofprotected groups.
and encourage the career gowth of culrent statf The Agency will not hire
individuals with a documented past or present history of violence to insure employee
and customer safety.

The Board of Directors shall approve the hiring of any new staff positions that will
increase the total number of regular, full+ime Agency employees. The Board of
Directors shall also determine the recruitment process and selection criteria to be used
in the event of a vacancy in the position of Ceneral Manager.

210.00 Equal Opportunity Employer

The Agency is an equal opportunity employer, and employment decisions are made
on the basis of merit, experience and other bona fide occupational qualifications. The
Agency is committed to complying with all applicable laws providing equal
employment opportunities. This policy prohibits unlawful discrimination based on

' Commented [(G2R1]: Aftq discussioo wi6 labor atomc-v. ir j

is rercmended tlris pamgmph be moved
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race, sex, color, national origin, ancestry and all other protected classes under
applicable federal or state laws. This policy applies to all persons involved in the
operation of the Agency, including employees, directors. other officers, conffactors,
consultants and vendors. This policy applies to all areas of employment, including
recruitment, hiring, training, promotion, transfer, termination, reduction in force,
compensation and other benefits.

300.00 AuthorityandResponsibility

The General Manager shall be responsible for establishing recruiting, hiring and
promotional processes and procedures that align with this policy and the Agency's
Strategic Plan, and are consistent with applicable state and federal labor laws. The
General Manager has established processes and procedures as set fofth in the
Employee Recruitment, Hiring and Promotion Procedure (PR - HR 009). Pnor
approval {iom the General Manager or his/her designee is required to fill vacant staff
positions and/or to reorganize a department's existing staffing needs. However, the
reorganization cannot result in any additional staff positions that will increase the
total number of full-time employees beyond that previously approved by the
Agency's Board of Directors.

The General Manager or his4rer designee must also approve the hiring or promotion
of the recommended candidate and starting pay within the paylsalary band for the
position. Nothing in this policy is intended to inffinge on the duties of the General
Manager as authorized under Califomia Water Code Section 30580.

400.00 Policy Review

This Policy shall be reviewed at least U+ent++ai+i+9y91y11y9194ia
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AWA PL. HR OIO

Amador Water Agency

Drug and Alcohol Program Policy
DRAET

f00.00 Purpose ofthe Policy

The purpose of this policy is to l) confirm the Agency's comrnitrnent to maintain a

drug and alcohol-fiee workplace, 2) insure the health and safety of all Agency
employees, customers and the general public by authorizing the development and
implernentation of a Drug and Alcohol Program to identifli and discipline employees
who abuse alcohol or use controlled substances, and 3) establish guidelines for drug
and alcohol testing for non-safety and safety sensitive positions.

200.00 Policy

The Agency has a significant interest in insuring the health and safety of its
employees. It has an obligation to insure that its employees do not present a safety
risk to the general public. Substance abuse can affect job performance and employee
and public safety. Subject to the requirements of the federal Americans with
Disabilities Act (ADA), the Agency will be firm in identifoing and disciplining those
employees who are impaired by use of alcohol, marijuana or any legal or illegal
substance while on the job in violation of the following, up to and including
termination of empioyment:

l. No Agency employee who is on duty or on standby dulv will:
a) Use, possess. or be under the influence of illegal or unauthorized drugs or
other illegal mind-altering substances; or
b) Be under the influence of or impaired by alcohol or marijuana to any extent
that impedes the employee's ability to perform hisher duties safely and
effectively.r

2. No Agency employee will engage in any duties or activities that, because ofdrugs
taken under a legal prescription, cannot be performed without posing a threat to
the health or safety of the employee or others. This includes medications that
may impair the employee's ability to operate small or large machinery/equipment
or motor vehicles.

I While marijuana is now legal for recreational use in Califomia, it remains an illegal Schedule I substance under the
United States Conkolled Substances Act.

Formatted: Centered

Dn:g and Alcohol Program Policy Page I of2



3. Employees will be subject to drug and alcohol testing when there is reasonable
suspicion that an employee has violated the rules provided in Section 1 andlor 2

above.

300.00 AuthorityandResponsitrility

fhe i

will be responsible for administering this
policy. This will include developing and maintaining a Drug and Alcohol Program
Manual that will be provided to all current and new employees, to be included in the
Employee Handbook.

400.00 Policy Review

This Policy shall be reviewed at least bienni+lljtevery two vears.

- - 1 Comm€dbd [CTl]; Add atl mmages:, Or limir to HR/ CM?
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Amador Water Agency

Employee Standards of Conduct and Discipline Policy
DRAFT

100.00 Purpose ofthe Policy

The purpose of this policy is to assure a saf'e, efficient workplace and hannonious
operation of the Agency by authorizing the establishrnent of standards of colrduct and
a corrective process to provide general guidance to supervisors and managers in
situations involving employee misconduct or unacceptable work perfonnance. In
keeping with the Agency's status as an at-will employer, this policy is intended to
provide guidelines for ernployee discipline in cases where standards of conduct are
violated, but any actual discipline imposed pursuant to this policy will be determined
on a case-by-case basis in accordance with the facts and circumstances of the relevant
incident.
Ma+ag*+nken+ployecs+avc+@o-+em*+ateempl,eymen+ a+any+inre-wi+h

200.00 Policy

Formatted: Centered

'. Comnr€nt€d [CT21: !""!TiE.t! K-um{ot lw_hrically .

Commented [(G3l: Suggest revising wording to align with
Chapter l0 ofthe Employ@ Haodbook - again, the Agqcy do6 rot
bave aoy employment dosmkls that state tie Agency is u "at
will"

The@+Thq employmgq! q{gyqly ACq49y erlplqySq w!i!
be conditioned on good behavior and satisfactory work performance. The Agency
has established standards of conduct to provide employees with timely notice of what
is expected of them. Because these standards cannot identify every type of
unacceptable conduct and performance, employees should be aware that any conduct
which adversely affects or is othenvise detrimental to the interests of the Agencv,
other employees, or the public, may result in disciplinary action up to and including
termination. Any examples or lists of grounds ibr disciplinary action are illustrative
only
Ag€n€y+e*h€w ''
General lvlanager's bread atr4sriB ever ernpleymenl ef y\geney staff provided in
€alifu nialila+er.eede€ee+ienl3g58€1,.

300.00 AuthorityandResponsibility

The General Manager is authorized to establish and implement standards of conduct
for all employees and guidelines for a flexible corrective process to be used by
supervisors and managers as general guidance for possible disciplinary action up to
and including termination in cases ofmisconduct or unacceptable performance.

400.00 Policy Review

This Policy shall be reviewed at least bi€ftniall]Levery two years.

Commenhd [KGll: As m@tioned with HR 009. no
mployment doomot stat6 Slat an errploye€ of the Ag€ncy is o
"atwill" €mployee - :@mmeod lhis sentence be moved.
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AWA PL - HR 012

A.mador Water Agency

Discrimination and Harassment Prevention Policy
DRAFT

100.00 Purpose of the Policy

The purpose of this policy is to confinn the Agency's cormnitrnent to provide a work
environment free of unlawful discrimination and harassment.

200.00 Policy

The Agency strictly prohibits unlawful discrimination and harassment on the basis of
an employee's race, religion, color, national origin, ancestry, gender (including
gender identity and gender expression), hairstyle. sex, age, rnarital status, actual or
perceived sexual orientation (including gay, lesbian, bisexual or transgender),
physical or mental disability or condition, genetic information, military or veteran
status, or any other basis protected by federal or state law. Discrimination and
harassment in the workplace or in the course and scope of employment by any person
in any form that is in violation of this policy is prohibited.

Prohibited unlawful discrimination and harassment includes, but is not limited to, the
following:

a

a

a

o

Verbal harassment such as epithets, jokes, derogatory comments or slurs
based on the person's race, religion, color, hairstyie. national origin, ancestry,
gender (including gender identity and gender expression, sex, age, marital
status, actual or perceived sexual orientation (including gay, lesbian, bisexual
or transgender), physical or mental disability or condition, military or veteran
status, or genetic information;
Physical harassment such as assault, impeding or blocking movement, or any
physical interference with normal work or movement when directed at an
individual based on one ofthe categories above; and
visual harassment such as derogatory posters, cartoons or drawings based on
one of the categories above. Also included are e-mails that may be
inappropriate, offensive, harassing and/or that create a hostile work
environment.
Sexual harassment (see below).

This policy applies to all persons involved in functions of the Agency including
directors, supervisors, managers, employees, contractors, consultants, vendors and
other third parties. This policy applies to all areas of employment including
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recruitment, hiring, training, promotion, transfer, disciplinary action including
tennination, reduction in force, compensation and other benefits.

Sexual harassment by any person in or from the work environment is strictly
prohibited. Sexual harassment includes, but is not limited to, unwelcome sexual
advances, requests for sexual favors, or other verbal, visual or physical conduct of a
sexual nature, regardless of whether the conduct is motivated by sexual desire, when:

Submission to such conduct is made either expressly or by irnplication a tenn
or condition of an individual's employment;
Submission to or rejection of such conduct by an individual is used as the
basis for employment decisions affecting the individual; or
Such conduct has the purpose or effect of interfering with an individual's
work perfonnance; creating an intimidating, hostile, threatening or offensive
working environment; or adversely affecting the employee's performance,
evaluation, assigned duties, or any other condition of employment or career
development.

Sexual harassment also includes any act of retaliation against an employee for reports
of violation of this policy or for participating in the investigation of a sexual
harassment complaint. Other examples of sexual harassment include unwelcome
sexual flirtations or propositions; verbal abuse of a sexual nature; graphic verbal
comments about an individual's body; sexually degrading words used to describe an
individual; e-mails that may be inappropriate, offensive, harassing, and/or create a
hostile work environment; and the display in the work environment of sexually
suggestive objects or pictures, posters, jokes, cartoons, or calendar illustrations. The
Agency will comply with laws requiring sexual harassment prevention training for all
supervisors and other key personnel.

The Agency encourages ail employees to report immediately any incidents of
discrimination andlor harassment forbidden by this policy so that complaints can be
resolved quickly and fairly. The Agency will promptly and thoroughly investigate
any complaint of discrimination and/or harassment of any type and will take whatever
corrective and remedial action is deemed necessary, including disciplining or
discharging any individual who is believed to have violated this policy. All
complaints and investigations will be designated as confidential to the extent possible
and permitted by law.

If the employee chooses, s/he may file a complaint with the State of California
Department of Fair Employment and Housing andlor with the United States Equal
Employment Opportunity Commission. These agencies are charged with the
responsibility of accepting and reviewing all complaints.

The Agency will not retaliate against an employee for reporting an allegation of
discrimination and/or harassment and it will not tolerate or permit retaliation by other
employees against the reporting employee or any employees interviewed during the

o

a

o

Discrimination and Harassment Prevention Policy Page 2 of 4



investigative phase. Any employee who believes s,/tre has been retaliated against
because of a claim of discrirnination and/or harassment, or being involved in the
investigative phase of a discrimination and/or harassment complaint, may file a claim
of retaliation with the Agency, the State of California Department of Fair
Employrnent and Housing, andlor the United States Equal Employment Opportunity
Commission.

300.00 AuthorityandResponsibility

The General Manager and each supervisor/managff will be responsible for
maintaining a workplace free of discrimination and harassment. This responsibility
includes discussing this policy with all employees and assuring them they are not
required to endure insulting, degrading or exploitative treatrnent or any other form of
discrirnination or harassment. The Agency will distribute a copy of this policy to all
new employees and will periodically rernind all ernployees of their rights and duties
regarding discrimination and harassment, at minimum on an annual basis.
Management and supervisory employees must also comply with the legal requirement
to receive supervisor sexual harassment training every two years. The Agency will
post the federal/state anti-discrimination and harassment poster on the ernployee
bulletin board.

The General Manager is responsible for insuring that all reports and complaints of
discrimination and/or harassment are investigated promptly, thoroughly and fairly,
regardless of the manner in which they are made or the individuals involved, and
confidentiality shall be maintained to the extent possible. The person who receives
the complaint, if other than the General Manager, shall refer the complaint to the
General Manager. The General Manager will review every case, including all
investigation findings and recommendations. The General Manager has established a

timely and thorough process for investigating all reports or complarnts of unlawful
discrimination and/or harassment as set forth in the Discrimination and Harassment
Prevention Procedure (PR - HR 008). If a complaint is substantiated, appropriate
corrective and remedial action will be taken, up to and including termination of
employment.

If the person alleged to have engaged in discrimination andlor harassment is the
General Manager, then the person who received the complaint shall refer it to the
President of the Agency's Board of Directors and the President, in consultation with
Agency Labor eCounsel, shall be responsible for investigating the complaint. As
with all other complaints and investigations, it will be designated as confidential to
the extent possible.

If the person alleged to have engaged in discrimination and/or harassment is a

member of the Board of Directors, the General Manager shall consult with Agency
Labor eCounsel prior to and during the investigative process.

400.00 Policy Review
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This Policy shall be reviewed at least b+en*iallaevery two years.
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AWA PL - HR OI3

Amador Water Agency

Workplace Violence Policy
DRAFT

f00.00 Purpose ofthe Policy

The purpose of this policy is to confirm the Agency's commitment to providing a safe
and violence-free workplace since the safety and security of employees and
customers are of the utmost importance to the Agency. Threats, threatening behavior,
acts of violence, or any related conduct that interferes with a director's, officer's,
employee's or consultant's work performance or security, a customer's or visitor's
safety, or the Agency's operations will not be tolerated.

100.10 Definitions

Workplace violence includes, but is not limited to, the following:
l. Fighting, hitting, striking, pushing or other physical contact ofany kind;
2. Threats ofany kind;
3. Threatening, physically aggressive, or violent behavior, such as intimidation

or attempts to instill fear in others;
4. Other behavior that suggests a propensiry towards violence, including

belligerent speech, excessive arguing or swearing, sabotage, or threats to
sabotage Agency property, or a demonstrated pattem of refusal to follow
Agency policies and procedures:

5. Def-acing Agency properry or causing physical damage to the facilities; and
6. Carrying, displaying. threatening to use or using weapons or tirearms of any

kind.

Workplace violence is prohibited whether it might occur on Agency premises, in
Agency parking lots, or while conducting Agency business. All workplace violence
that occurs off Agency premises but is directed at Agency employees or the public
while conducting business for the Agency is a violation of this policy. Off-site
workplace violence includes but is not limited to threats made via telephone, fax,
electronic or conventional mail, or any other communication medium.

200.00 Policy

Formatted: Centered

The Agency strictly prohibits directors, employees, officers, consultants, contractors,
vendors, customers, visitors or anyone else on Agency premises or engaging in ap
Agency-related activity off Agency premises {iom behaving in a violent or
threatening manner. Any person who makes threats, exhibits threatening behavior, r-rr
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engages in violent acts on Agency property rnay be rernoved fiorn the premises
pending the outcome of an investigation. Ihreats, threatening behavior, or other acts
of violence ofT Agency property, but directed at Agency employees or the public
while conducting Agency business, is a violation of this policy.

As part of this policy, the Agency seeks to prevent workplace violence before it
begins and reserves the right to address behavior that suggests a propensity toward
violence before any violent behavior occurs. The Agency believes that prevention of
workplace violence begins w'ith recognition of potential early waming signs and has
established training programs to address situations that may present the possibility of
violence.

300.00 Authority and Remedies

If any employee 'is the victim, observes or becomes aware of any conduct that
constitutes workplace violence or that s,&e believes may constitute workplace
violence, whether such conduct occurs on or around the Agency premises or
otherwise occurs off premises in connection with Agency business, s/he should
immediately notifli the General Manager or any managernent-level Agency employee
that is imrnediately available.

Any employee should also notif,i the General Manager if any restraining order is in
effect either protecting or restraining the employee, or if an employee is in any way
involved in or connected to a potentia'lly violent non-work-related situation that could
result in workplace violence. Any employee that receives a protective or restraining
order that lists Agency premises as a protected area also is required to provide a copy
of the order to the General Manager and Hulnan Resources.

All reports 6f workplace violence will be taken seriously and will be investigated
promptly and thoroughly bv the General Manager or hisher designee. if warranted. a
wntten report of any investigation and/or immediate discipline or other corrective
action will be prepared conceming the incident or conduct involving workplace
violence and such report involving a Agency employee will become a part of that
employee's personnel file and may be used in any further proceedings involving the
employee to the extent permitted by law. ln appropriate circumstances, the Agency
will inform the reporting individual and any actual or alleged perpetrator of the
results of the investigation. To the extent possible, the Agency will maintain the
confidentiality of the reporting employee and of the investigation. The Agency may,
however, need to disclose results in appropriate circumstances; for example, in order
to protect individual safety. The Agency will not tolerate retaliation against any
employee who reports actual or suspected workplace violence.

Any director, employee, officer, contractor, consultant or vendor determined by the
Agency to be responsible for workplace violence will be subject to appropriate
disciplinary action according to the nature and severity of the offense and any prior
record ofdiscipline. The range ofdisciplinary actions for employees includes verbal
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or written reprimand, censure, suspension without pay, demQtion or termination liom
employment; for members of the public" contractors, consultants and vendors, the
range ofactions includes barring the person(s) Aom Agency property and termination
ofbusiness relationships. In appropriate cases, the Agency also reserves the right to
seek a civil restraining order or press criminal charges that may lead to the arrest and
prosecution of any employee, officer, director, consultant, contractor, vendor or
customer who is behaving in violation of this policy, or any visitor either on Agency
premises or engaging in a Agency-related activity off Agency premises who is
behaving in violation ofthis policy.

The Agency reserves the right to immediately remove from, or restrain from entering,
Agency premises any person who engages in any actual or alleged conduct
constituting workplace violence under this policy pending the outcome of an
investigation. Under certain circumstances, the Agency may forego disciplinary
action against an employee on the condition that the employee voluntarily takes a
medical leave of absence to obtain appropriate treatment and counseling for any
condition connected to the employee engaging in workplace violence.

Policy Review

This Policy shall be reviewed at least bien+riallyeverys two years.

400.00
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AWA PL - HR 014

Arnador Water Agency

Reasonable Accommodation and Interactive Process Poticy
DRAFT

100.00 Purpose of the Policy

The purpose of this policy is to confirm the Agency's cornmitment to comply with
state and federal laws to insure equal ernployment opporlunities for qualified
individuals with a disability by making leasonable accommodations for known
physical or mental limitations of applicants or employees unless undue hardship on
the employer would result.

200.00 Policy

An interactive good faith communication process between the Agency and a disabled
applicant or employee is required to select appropriate reasonable accommodation(s),
if any exist. This is a timely individual process where management and the individual
discuss the request and possible effective reasonable accommodation(s) that would be
required in order for the employee or applicant to perform the essential functions of
the position.

An applicant or employee who wishes to request an accommodation should initiate
the interactive process by contacting the Agency's Human Resources Manager. The
Agency wiil engage in an interactive process with the employee or applicant to
identifz possible accommodations, if any, that will help him/her perform the job.
Both the Agency and the applicant or employee must actively participate in the
interactive process in good faith. If the applicant or employee refuses to participate in
the process, the Agency is not obligated to continue it.

The Agency will initiate an interactive process when: 1) an applicant or employee
with a known disability requests a reasonable accommodation; 2) the Agency
becomes aware of the need for an accommodation through a third party or by
observation; or 3) the Agency becomes aware of the possible need for an
accommodation because an employee has a disability and has exhausted leave under
the workers' compensation Act, the california Family Rights Act (GFRA), the
Family Medical Leave Act (FMLA), and/or other federal, state or employer leave
provisions, as applicable.
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300.00

Whether the applicant, employee or Agency initiates the interactive process, the
following is a non-exclusive list of management considerations when reviewing a
request for accommodation:

a. Confirm the essential functions of the job.
b. Detennine how the disability limits performance of the essential functions.
c. Identifii accommodation options that overcome limitations and determine

the reasonableness of the proposed accommodation(s).
d. Select the most appropriate reasonable accommodation(s), if any exist.

If an accommodation request is made by an applicant, employee or the Agency, the
Agency will initiate the interactive process and confer with the individual applicant or
ernployee until the interactive process is complete. The process will be deemed
complete when the Agency and the applicant or employee agree on and implement a
reasonable accommodation, the Agency detennines there are no reasonable
accommodations that would permit the applicant or employee to perform the essential
functions of the job, or the applicant or employee fails to engage in the interactive
process.

Policy Review

This Policy shall be reviewed at least every two years.
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AWA PL - Fin 001

Amador Water Agency

Engagement of Auditor Policy
DRAFT

100.00 Purpose of the Policy

The purpose of this policy is to ensure objective auditing of the Agency's financial
statements by an external independent auditor. Independence requires that the Agency's
auditor maintain the highest level of independence at all times as defined by the U.S.
General Accountability Office' s " Govemment Auditing Standards. "

As an audit is dependent on the individual auditor's assessment of risk in the Agency's
control procedures and financial statement disclosures and is designed to provide
reasonable, but not absolute, disclosure of such risk, changing auditors periodicallymay
provide the Agency with a different risk assessment and, perhaps, a different approach to
testing risk in the Agency's control procedures and financial statement disclosures as

defined in the Statements on Auditing Standards (SAS) "risk assessment" standards No.
122 and 128.

The Budget and Finance Committee is responsible for recommending the Agency's
auditor to the full Board of Directors (Board) for appointment and compensation, and
administering the relationship between the Agency and auditor during the course of the
audit.

200.00 MaintainingAuditorlndependence

The Board recognizes the importance of ensuring the independence of the Agency's
auditor and ensuring effective communication between the auditor and the Board and
Budget and Finance Committee. The Budget and Finance Committee shall evaluate the
auditor's independence annually in connection with its determination to engage the
auditor for the ensuing year.

To ensure the auditor's independence from the Agency, the Budget and Finance
Committee shall, at least annually, obtain and review a formal written statement from the
auditor delineating all relationships between the auditor and the Agency and discuss with
the auditor the auditor's methods and procedures used for ensuring independence.
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AWA PL - Fin 001

300.00 Auditor Services

The Budget and Finance Committee shall recommend the auditor provide only Audit and
AudirRelated Services for the Agency. The Budget and Finance Committee shall pre-
approve all Audit and Audit-Related Services, in order to assure that the provision of
such services do not impair the auditor's independence.

Audit Services means all services and accounting consultation necessary to perform an

audit of the Agency's financial statements, and other attest services required by statute,
regulation, contracts, agreements or grants.

Audit-Related Services means assurance and related services that are reasonably related
to the performance of the annual audit of the Agency's financial statements or that are

traditionally performed by the auditor, including employee benefit plan audits, due
diligence related to mergers, accounting consultations, intemal control reviews and attest

services not required by statute or regulation.

400.00 Prohibited Services

The following accounting, finance and professional services shall not be performed for
the District by the auditor.

1. Bookkeeping or other services related to accounting records.
2. Financial Information Systems design and implementation.
3. Appraisal or valuation services.
4. Actuarial services.
5. Internal audit outsourcing services"

6. Management functions.
7. Human resource functions.
8. Broker-dealer or investment advisory functions.
9. Legal services.
10. Expert services unrelated to the audit,
except as the Agency may request in writing
and agreed to by the Auditor.

500.00 Auditor Rotation

In order to avoid the appearance of a single-auditor's objectivity in relation to the
Agency, the Budget and Finance Committee shall seek proposals from potential auditors
no greater than every three years with a one-time option of a 3-year extension. The
Agency's current auditor shall be considered in the proposal process if the past
performance of the auditor has proven satisfactory to the Agency. Selection of an

auditor shall be performed in accordance with the Agency's Procurement Policy
requirements (AWA PL - FIN 005)
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600.00 Policy Review

This policy shall be reviewed at least every two years.

AWA PL - Fin 001
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AWA PL - Fin 002

Amador Water Agency

Capital Asset Policy

Adopted:

100.00 Purpose ofthe Policy

The purpose of this policy is to establish guidance in identifoing, capitalizing,
depreciating, and accounting for Agency capital assets.

100.10 Definitions

200.00 Policy

It is the policy of the Agency that the following types of assets will be considered
Capital Assets of the District. If an asset does not meet the capitalization
requirements listed in this policy, then it is to be expensed in the year acquired.

200.05 Capital Assets

A capital asset is defined under this Policy as an asset owned by the Agency that -
1) is acquired for use in Agency operations,2) is long-term in nature (i.e., useful
life exceeds 2 years), 3) is subject to depreciation, and 4) has a minimum value of
$5[000 lsee sectioq J00.20), Commented IRFUt I would like to see rhis mised, maybe we

can 6k Jeff M, for his input on this $ mount.

Commnhd [RF2] : Preventative Maintenance prcgmf,

Comm€nted IRF3II Horv about using

Comm€nted [RF4] : Capacity?

The Agency operations program will be maintained at a level that assures system
reliability and efficiency. A well thought out Prevcntative rnaintenancfprogram
will extend the life of the water production, distribution system and wastewater
collection systems and in turn reduce infrastructure costs in the long-term.
A. Funding to Meet Regulations and Standards - The Agency will adequately

fund costs to meet current industry standards and regulations (e.g. Safe
Drinking Water Act, etc.) in the annual budgeting process.

B. Capital Improvement Plan - The District, as part of its routine planning
process, will develop a 5-year Water System Master Plan and Wastewater
Master Plan and update them annually. Further, the Agency will create and
maintain an Asset Management Plan for both Water and Wastewater Systems.

C. Adopted Capital Plan - The Agency will undertake all capital improvements
approved by the Board annually at budget adoption according to the Agency's
Asset Management Plans.

D. Types of Capital Projects - ,The Aqency's capital improvement program will
consider mandated capital, growthl r9!4!9d S4p!!41 4qd ryngq4l 4r'!d
replacement capital.

E. Financing of icrowthfRel4led {ojgqJs I Thq fi444q!qg qf grqwlh-rClelC4
capital projects may be funded from any ofthe available funding resources of
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200.10

the Agency. However, to better meet the Agency's needs, the use of long-term
debt to finance growth-related projects will be minimized. When necessary,
long-term debt will be issued to allow the Agency to better match the
financing of these facilities to the timing of the customers as they connect to
the system.

Capital Asset Categories

Capital assets shall be segregated into the following,categorie!:
A. Land and Land lmprovements with a limited life, such as driveways, walks,

fences, landscaping, and parking areas.
B. Buildings and Building Improvements, such as HVAC equipment, interior

remodeling features, and landscaping.
C. Hydrants, pressure modulating facilities, Valves and related appurtenances.
D. Transmission and Distribution pipelines.
E. Water Storage Facilities.
F. WastewaterFacilities
G. Groundwater Wells, Flow Meters, Etc.
H. Pumps, Motors and Water Treatment Facilities
[. Water Meters and Appurtenances.
J. Machinery and Equipment, such as generators, compressors, jackhammers,

tools, trimmers, etc.
K. Fleet Equipment, such as cars, trucks, trailers and backhoes.
L. Office Equipment such as furniture and fixtures.
M. Computer Systems, Purchased Software and Telephones.
N. Intangible Assets, such as easements and internally generated computer

software.
O. SCADA, including location and mapping features.

200.20 Capitalization Thresholds

Capital assets eligible for capitalization, must have:
1) an estimated useful life of at least two years from the date of acquisition
2) and a minimum value ol $5,000, and
3) Such criteria shall be applied to individual assets and not to groups of assets.

Comnrent3d [RFS]: Should add Hydrc Facilities?

Commenied [RF6l: Should this me ahigher$ mount?

200.30 Valuation of Capital Assets

The value assigned to capital assets shall be determined as follows:

200.32 Purchascd Capital Assets

The capitalized value of purchased Capital assets shall be determined using the
original cost of the asset. Specific costs eligible for capitalization are identified
under section 200.40. If the original cost of an asset is not available or cannot be
reasonably determined, an estimated current cost may be utilized.
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200.34 Agency-Constructed Capital Assets

Agency-constructed water and wastewater system infrastructure assets intended to
be used in Agency operations or intemally generated computer software are eligible
for capitalization. The capitalized value of such assets shall be determined using
direct costs and material costs associated with the construction up until the time the
asset is complete and ready for use.

200.36 Donated Capital Assets

The capitalized value of donated assets shall be determined using the fair market
value at the time of donation. If the fair market value of the asset is not available
or cannot be reasonably determined, an estimated cost may be determined using the
best available information. The value of donated intangible assets shall be
accounted for separate from donated tangible capital assets.

200.40 Capitalizable Costs

Costs eligible for capitalization under this policy are:

For land:
r Purchase price or appraised value, whichever is more readily determinable;
r Closing costs, such as title fees, attomey's fees, environmental assessments,

appraisals, taxes and recording fees;
. Costs necessary to get the land ready for its intended use, such as grading,

clearing, filling, draining, surveying, and demolition ofexisting structures;
r Assumptions of liens, encumbrances or mortgages;

For purchased assets other than land:
o Purchase price, including all taxes
r Freight, handling and in-transit insurance charges
r Assembling and installation charges
o Professional fees ofengineers, inspectors, attorneys, consultants, etc.;
. Applicable purchase discounts or rebates

For Agency-constructed assets:
r Direct labor costs (to include wages and benefits);
r Direct materials cost;
r Professional fees ofengineers, inspectors, attorneys, consultants, etc.;
r Insurance premiums and related costs incurred during construction;
. Costs necessary to get the site ready for its intended use, such as grading,

clearing, filling, draining, surveying, and demolition ofexisting structures;
. Costs for intangible assets as determined in accordance with Govemmental

Accounting Standards Board, Statement No. 51 "Accounting and Financial
Reporting for Intangible Assets."
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For donated Capital assets:
r Fair Market or Appraised Value at date of donation'
r Installation costs;
r Professional fees ofengineers, inspectors, attorneys, consultants, etc.;
r Other normal or necessary costs required to place the asset in its intended

location and condition for use.

200.50 Capitalization of Costs Subsequent to Acquisition

Additional costs incurred after a capital asset is placed in use shall be accounted for
as follows:

200.s2 Additions

An "Addition" is defined as an expenditure that either significantly extends the
useful life or productivity of the existing capital asset or creates a new capital asset.
All "Additions" to existing capital assets should be capitalized as long as the asset
meets the criteria of section 200.20 above.

200,54 lmprovements and Replacements

"Improvements and Replacements" are defined as expenditures that involve
substituting a similar capital asset, or portion thereof, for an existing one. All
"Improvements and Replacements" to existing capital assets should be capitalized
as long as the asset meets the criteria of section 200.20 above. Ifthe existing asset's
book value is determinable, then the existing asset should be removed from the
books at the time the replacement is recorded. If the existing asset is not separately
identifiable, then the replacement should still be capitalized as the existing asset's
book value is assumed to be negligible.

200,56 Rearrangement or Reinstallation

"Rearrangement or Reinstallation" costs are defined as expenditures that involve
moving an existing asset to a new location or reinstalling a similar asset in place of
an existing asset. All "Rearrangement or Reinstallation" costs should be expensed
in the period incurred.

200.58 Repairs and Maintenance

"Repairs and Maintenance" costs are defined as expenditures that involve
maintaining the asset in good or ordinary repair. All "Repairs and Maintenance"
costs should be expensed in the period incurred.
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200,60 Depreciation or Amortization of Capital Assets

Capital assets shall be depreciated or amortized on a straight-line basis beginning
the first day of the month following acquisition in accordance with the following
schedule:

Comm€nbd [RF7]: 50 yem swns off, I rhink 30 afthe mosl

Commenbd [RF8]: Again, this seem odd, 50- 60 is my

Category Depreciation/Amortization Period

Land None

Land Improvements 15 Years

Buildings 40 Years

Building Improvements 2010 Years

Hydrants, PRV Stations, Valves and similar assets 3S50 fearsl

Transmission and Distribution pipelines 80 iYears]

Sewer Collection and Manholes 50 Years

Storage Facilities (reservoirs) STEEL/CONCRETE
40/80 Years (maybe closer to 60
vears for welded steel tanks if
maintained properlv)

Water and Wastewater Treatment Plants. Pump Stations
and Wells See next rows

SCADA. pumps. electrical. membranes. etc l0-20 Years

Mechanical/Structur€! {0 Years

eumping-an+Well Casings-(r,'*ellsrpumpq flowm€tcrE
2*75 years

Water Meters and Appurtenances l&20 Years

Generators 30 Years (if rnaintained oroperlv)

Machinery and Equipment (generaterE compressors,
ackhammers, tools and

5-l++€arsl+-25!0- 1 5 Years

Fleet Equipment (cars, trucks, backhoes, other mobile
motorized equipment) 5-10 Years 7

Office Furniture and Fixtures 7 Years 15
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Computer Equipment, Pwchased Software and
Telephones

4 Years

Intangible Assets, such as easements and internally
generated computer software

Permanent Easements - None;
Software - 4 Years

200.70 Physical Inventory of Capital Assets

A physical inventory ofthe following categories ofcapital assets shall be performed
at least annually:

Inventory Items
Machinery and Equipment
Fleet Equipment
Office Furniture and Fixtures
Computer Equipment, Purchased Software and Telephones

The results of the physical inventory shall be reconciled with the Agency's asset
inventory system. Differences will be reported, along with explanations, to the
Board of Directors.

200.80 Disposal of Capital Assets

Capital assets that have become obsolete shall be disposed in accordance with
Agency's Policy on "Disposing of Surplus Agency Real Property, Vehicles and
Large Equipment and Other Personal Property (PL - Adm 003)."

300.00 Policy Review

This policy shall be reviewed at least biennially.

Fixed Asset Policy Page 6 of6



AWA PL - Fin 003

Amador Water Agency

Investment Policy
Adopted:
DRAFT

300.00

100.00 Investment Authority

In accordance with section 53600 et. seq. of the Government Code of the State of
California (Govemment Code), the authority to invest public funds is expressly
delegated to the Board of Directors for subsequent re-delegation to the Finance
Manager. Investments by the Finance Manager, or his/her designee, pursuant to the
delegation made by this Investment Policy are limited to those instruments described
herein (the "Policy"). The Agency may delegate investment authority to an
investment advisor. The advisor will follow the Investment Policy and such other
written instructions as are provided.

200.00 Glossary
See Appendix A
Scope

This investment policy applies to all investment activities and financial assets of the
Agency. The funds covered by this policy are accounted for and incorporated in
the Agency's Annual Audited Financial Statement Package. This policy specifically
exempts any bond proceed funds. Bond proceeds shall be invested in accordance with
the requirements and restrictions outlined in the bond documents. Also exempt are
pension or other post-employment benefit funds held in a trust.

400.00 Statement of Objectives

In order of importance, four fundamental criteria will be followed in the investment
program:

410.00 Safety of Principal
Investments will be undertaken in a manner which first seeks to ensure the preservation
of capital in the portfolio. Each investment transaction will be entered into seeking
quality in issuer and in underlying security or collateral. Market risk will be reduced
by diversifliing the portfolio, by limiting the average maturity of the portfolio, by
limiting the maximum maturity of any one security, and by performing cash flow
analyses to avoid the need to sell securities prior to maturity.

Investment Policy



420.00 Liquidity

Investments will be made with maturity dates compatible with cash flowrequirements
to permit conversion to cash without a significant loss in value.

430.00 Interest Rate Risk Hedging

The Agency's investment portfolio will be designed with the objective of mitigating
interest rate risk that arises due to adjustable-rate debt financing or other contractual
affangements, commensurate with the investment risk constraints and the cash flow
characteristics of the portfolio.

440.00 Return on Investment

The Agency's investment portfolio will be designed with the objective of attaining a
rate of retum throughout budgetary and economic cycles, commensurate with the
investment risk constraints and the cash flow characteristics of the portfolio.

500.00 Prudent Investor Standard

When investing, reinvesting, purchasing, acquiring, exchanging, selling, or managing
the Agency's funds, the Board and those to whom investment authority has been
delegated shall act with care, skill, prudence, and diligence under the circumstances
then prevailing, including, but not limited to, the general economic conditions and the
anticipated needs of the Agency, that a prudent person acting in a like capacity and
familiarity with those matters would use in the conduct of funds of a like character and
with like aims, to safeguard the principal and maintain the liquidity needs of the
Agency. This standard will be applied in all investment decisions, including those
related to hedging interest rate risks associated with debt financing.

600.00 Authorized Financial Dealers and Institutions

The Finance Manager will maintain a list of approved financial institutions authorized
to provide investment services to the public agency in the State of Califomia. A
determination should be made to insure that all approved broker/dealer firms, and
individuals covering the public agency, are reputable and trustworthy. In addition,
the broker/dealer firms should have the ability to meet all of their financial
obligations in dealing with the Agency. The firms, and individuals covering the
agency, should be knowledgeable and experienced in Public Agency investing and
the investment products involved. No public deposit shall be made except in a

qualified public depository as established by the established state laws. An annual
review of the financial condition and registrations of qualified bidders will be
conducted by the Finance Manager. A current audited financial statement is required
to be on file for each financial institution and broker/dealer in which the Agency
invests.
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700.00 Portfolio Management

Any reference to the Agency's portfolio will mean the total of the cash and securities
under management by the Finance Manager, excluding cash and securities held in
escrow or in trust on behalf of the Agency. Any reference to the Finance Manager
herein will include his/her designee or designees (such as a professional portfolio
manager or financial advisor). The Finance Manager may invest in any security
authorized for investment under this Policy, subject to the limitations described
below:

710.00 Maturity Limitations

a. With the exception of securities underlying repurchase agreements, the Finance
Manager is authorized to invest the Agency's fund balances to a maximum term
of five years, unless a longer maturity would be warranted and has been approved
by the Board at least 90 days in advance of the investment. Investment of
bond proceeds held by the bond Trustee such as bond reserve funds, construction
funds or funds established for the refunding and defeasance of bonds shall be
subject to the applicable provisions set forth in the bond agreements, rather than the
provisions of the Government Code.

b. For certain instruments, the term of the investment is limited by market convention
or as otherwise prescribed herein.

720.00 Diversification

The Agency will diversifu its investments by security type and institution. With the
exception of U.S. Govemment, Agencies, and Government Sponsored Enterprises, and
authorized pools, limitations will be placed the amount invested in a single security
type or with a single financial institution. Limitations are described in Section 800.00
Authorized Investments.

730.00 Purchase and Sale of Securities

a. Information concerning investment opportunities and market developments willbe
gained by maintaining contact with the financial community together with
information provided by financial advisors to the Agency.

b. The purchase of any investment other than those purchased directly from the issuer
will be, to the extent possible, purchases from a firm designated as a Primary Dealer
(dealers) by the Federal Reserve Bank of NewYork.

c. All dealers will be required to provide confirmations of all purchases or sales
directly to the Finance Manager.

d. Initially, and when there are material changes to this Policy, the Finance
Manager
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will transmit a copy of the current Policy to its professional portfolio manager
or financial advisor, requiring them to return a signed statement indicating receipt
and understanding of the Policy.

e. When practicable, the Finance Manager will solicit more than one quotation on
each trade. Investment trades will be awarded on a competitive bid basis.

f. Prohibited investments include inverse floaters, range notes, interest-only strips
derived from a pool of mortgages (Collateralized Mortgage Obligations), and any
security that could result in zero interest accrual if held to maturity. (Zerc interest
accrual means the security has the potential to realize zero eamings through its
maturity.)

g. If the Agency uses a professional portfolio manager, the portfolio manager may
use its own list of approved brokers, dealers, and financial institutions to conduct
security transactions on behalf of the Agency subject to the provisions of
Govemment Code section 53601.5.

740.00 Exchange of Securities

An exchange of securities is a shift of assets from one instrument to another and may
be done for a variety of reasons, such as for interest rate risk hedging purposes, to
increase yield, to lengthen or shorten maturities, to realize a profit, or to increase
investment quality. In no instance will an exchange be undertaken for speculative
pu{poses. Exchanges, to the extent practicable, will be simultaneous (same day
execution of sale and purchase).

750.00 Portfolio Adjustments

a. Agency portfolio percentage limitations for each category of investment are
applicable only at the date of purchase. Should an investment percentage of
portfolio limitation be exceeded due to an incident such as a fluctuation in portfolio
size, the affected securities may be held to maturity, if deemed nocessary, to avoid
losses.

b. In the event a security held by the Agency is subject to a ratings change that
brings it below the minimum ratings specified in this Policy, the Finance Manager
shall notif,z the Board of the change. The course of action to be followed will be
decided on a case-by-case basis, subject to Board approval, considering such
factors as the reason for the ratings drop, prognosis for recovery or further ratings
drops, and the market price of the security.

c. The Finance Manager may at any time further restrict the securities approved
for investment as deemed appropriate.
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760.00 Safekeeping

a. All securities transactions, including collateral, for repurchase agreements entered
into by the Agency will be conducted on a delivery versus payment (DVP) basis.

b. Securities will be held in safekeeping pursuant to a safekeeping agreement by an
independent custodian, which does not act as a principal or secondary broker-
dealer.

c. All financial institutions which provide safekeeping services for the Agency will be
required to provide reports or safekeeping receipts directly to the Finance Manager
to verify securities taken into their possession.

d. A counterparty bank's trust department or separate safekeeping department may be
used for physical delivery of a security. The security must be held in the Agency's
name.

770,00 Review of Investment Portfolio

The securities held by the Agency must be in compliance with Section 800.00
Authorized Investments at the time of purchase. Because some securities may not
comply with Section 800.00 Authorized Investments subsequent to the date
of purchase, the Finance Manager shall at least quarterly review the portfolio to
identifz those securities that do not comply. The Finance Manager shall establish
procedures to report to the Board major and critical incidences of noncompliance
identified through the review of theportfolio.

Any investment held by the Agency at the time this Policy is adopted or amended will
not be sold to conform to any part of this Policy unless its sale is judged to be prudent
by the Finance Manager.

780.00 InvestmentPools/MutualFunds

A thorough investigation of pool/fund's used by the Agency is required prior to
investing, and on an annual basis. The review may address the following questions:

1. A description of eligible investment securities, and a written statement of
investment policy and objectives.

2. A description of interest calculations and how it is distributed, and how gains and
losses are treated.

3. A description of how the securities are safeguarded (including the settlement
processes), and how often the securities are priced and the programaudited.

4. A description of who may invest in the program, how often, what size deposit and
withdrawal are allowed.

5. A schedule for receiving statements and portfoliolistings.
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6. A fee schedule, and when and how is it assessed

790.00 Collateralization

Collateralization will be required on two types of investments: certificates of deposit
and repurchase agreements. In order to anticipate market changes and provide a level
of security for all funds, the collateralizalion level will be Il}Yo of market value for
Certificate of Deposits and 102Yo for reverse repurchase agreements of principal and
accrued interest.

800.00 Authorized Investments

The following are types of securities that may be purchased subject to the limitations
specified. A summary of these security types and the limitations on the percentage of
portfolio is shown in Appendix B.

801.00 U.S. Government, Agencieso and Government Sponsored Enterprises

a. Investments in U.S. Treasury obligations will not be subject to any limitations.
Purchases may be affected through the Federal Book Entry System which includes
acceptance of a Federal Reserve receipt on behalf of the Agency.

b. Investments in direct obligations of federal agencies guaranteed by the U.S
Government will not be subject to any limitations.

c. Investments in federal agency obligations not explicitly guaranteed by the U.S
Government will not be subject to any limitations.

d. Investments in government sponsored enterprise obligations not explicitly
guaranteed by the U.S. Government will not be subject to any limitations.

802.00 Municipal Obligations

a. Obligations of the State of California or any local agency within the state, including
bonds payable solely out of revenues from a revenue-producing property owned,
controlled or operated by the state or any local agency or by a department, board,
agency or authority of the state or any local agency.

b. Registered treasury notes or bonds of any of the other 49 United States in addition
to California, including bonds payable solely out of the revenues from a revenue-
producing property owned, controlled, or operated by a state or by a department,
board, agency, or authority of any of the other 49 United, in addition to Califomia.
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803.00 Bankers'Acceptances

Restrictions are as follows:

a. Investments in prime bankers' acceptances will not exceed 40 percent of the
portfolio in effect immediately after any such investment ismade.

b. No more than 5 percent of the total portfolio may be invested in the securities of
any one non-govemment issuer regardless of security type.

Eligible bankers' acceptances will be rated in the highest short-term ratings
category byNRSRO.

c

804.00

d. The maximum maturity will be limited to 180 days.

Negotiable Certificates of Deposit

Restrictions are as follows:

a Investments in negotiable certificates of deposit will not exceed 30 percent of the
total portfolio in effect immediately after any such investment ismade.

b. No more than 5 percent of the Agency's portfolio may be invested in the
securities of any one non-government issuer regardless of security type.

c. To be eligible, a certificate of deposit must be issued by a nationally or state-
chartered bank, a state or federal savings and loan association or savings bank, or a
federally- or state-licensed branch ofa foreign bank.

d. Eligible negotiable certificates of deposits will be rated in a rating category of "A"
long-term or "A-1" short-term, or its equivalent, or better by at least one NRSRO.

e. The investment will not exceed the Districts' equity in any depository bank. For the
purpose of this constraint, shareholders' equity will be deemed to include capital
notes and debentures.

f. The investment will not exceed the total of the net worth of any depository savings
and loan association, except that investments up to a total of $500,000 may be made
to a savings and loan association without regard to the net worth of that depository,
if such investments are insured or secured as required by law.

g. The Agency's Board and the Finance Manager or other official of the Agency
having legal custody of the moneys are prohibited from investing Agency funds,
or funds in the custody of the Agency, in negotiable certificates of deposit issued
by a state or federal credit union if a member of the Agency's Board,
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or a person with investment decision making authority at the Agency also serves

on the board of directors of the credit union, or any committee appointed by the
credit union board of directors, or the credit committee or the supervisory
committee of the state or federal credit union issuing the negotiable certificates of
deposit.

h. The maximum maturity will be limited to five years

Commercial Paper

Restrictions are as follows:

a. Only commercial paper of prime quality of the highest ranking or of the highest
letter and numerical rating, at the time of purchase, as provided by Moody's
Investors Services or Standard & Poor's Corporation, may be purchased.

b. Investment of the commercial paper shall meet all of the following conditions rn
either paragraph (1) or paragraph (2):

(1) The entity meets the followingcriteria:
a. Is organized and operating in the United States as a general

corporation.
b. Has total assets in excess of five hundred million dollars

($500,000,000).
c. Has debt other than commercial paper, if any, that is rated in a rating

category of "A", its equivalent, or higher by a nationally recognized
rating service.

(2) The entity meets the followingcritena:
a. Is organized within the United States as a special purpose

corporation, trust, or limited liability company.
b. Has program-wide credit enhancements including, but not limited

to, overcollateralization, letters of credit, or suretybond.
c. Has commercial paper that is rated in a rating category of "A-1", its

equivalent, or higher, by a nationally recognizedratingservice.

c. Investments in commercial paper will not exceed 25 percent of the Agency's
portfolio.

d. Each investment will not exceed 270 daysmaturity

e. No more than 10 percent of the outstanding commercial paper of an issuing
corporation may be purchased.

f. No more than 5 percent of the Agency's portfolio may be invested in the
securities of any one non-govemment issuer regardless of security type.
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806.00 Repurchase Agreements

A repurchase agreement is a purchase of authorized securities with terms including a
written agreement by the seller to repurchase the securities on a later specified date for
a specified amount. Restrictions are asfollows:

a. The percentage limit for investment in repurchase agreements will be 50 percent of
the total portfolio.

b. Repurchase agreements will be made only with primary dealers of the Federal
Reserve Bank of New York or with a nationally- or state-chartered bank that has

had a significant banking relationship with the Agency. The bank must be rated in
the highest short-term ratings category by an NRSRO.

c. Such investments will provide for purchased securities with a market value of at
least 102 percent of the amount of the invested funds. The value will be adjusted
not less than quarterly.

d. Purchased securities are limited to those protected by United States Bankruptcy
Code, Treasury bills, bonds and notes, or other investments that are direct
obligations of or fully guaranteed as to principal and interest by the United States

or any agency thereof. Zero coupon and stripped coupon instruments are not
acceptable.

e. Such investments will provide for transfer of ownership and possession of the
purchased securities either to the Agency directly or to a custodian depository
institution which will take record title and will establish and maintain a sub-account
in its financial records for the securities in the Agency's name, and such custodian
will not be the dealer from which the securities werepurchased.

f. Each repurchase agreement will have a valid and perfected first security interest
therein under the Califomia Commercial Code or pursuant to the book entry
procedures described by 3l C.F.R. Part 306 and/or 31 C.F.R. Part357 .

g. The term of a repurchase agreement may not exceed one year

807.00 Time Deposits

For purposes of this policy, collateralized time deposits will be considered investments.
The following criteria will be used in evaluating financial institutions and form of
collateral to determine eligibility for deposits :

a. Must have been in existence for at least five years.

b. Must have received an overall rating of not less than "satisfactory" in its most recent
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evaluation by the appropriate federal financial supervisory agency ofits record of
meeting the credit needs of California's communities. Eligibility for deposits will
be limited to those financial institutions that have a branch in the State of Califomia
and maintain a rating equivalent to Thompson Bank watch Service of "B" or
better. Credit requirements may be waived for a time deposit that is federally
insured.

c. The deposit will not exceed the shareholders' equity of any depository bank. For
the purpose ofthis constraint, shareholders' equity will be deemed to include capital
notes and debentures.

d. The deposit will not exceed the total of the net worth of any depository savings and
loan association, except that deposits not exceeding a total of $500,000 may be
made to a savings and loan association without regard to the net worth of that
depository, if such deposits are insured or secured as required by law.

Deposits must be insured up to the FDIC's current limit. For uninsured deposits,
the financial institution will maintain in the collateral pool securities having a
market value of at least 10 percent in excess of the total amount deposited. The
Agency, at its discretion, may waive the collateralization requirements for any
portion that is covered by federal deposit insurance. The Agency shall have a
signed agreement with any depository accepting Agency funds. promissory notes
secured by real estate mortgages or deeds of trust are not acceptable as collateral.

e.

g. When other factors are equal, appropriate consideration will be given to a financial
institution that either individually or as a member of a syndicate bids on or makes
a substantial investment in the Agency's securities, contributes service to the
Agency, and offers significant assistance to the Agency, so as to provide for
distribution of total deposits among eligible financial institutions.

h. Purchased time deposits will be limited to a maximum maturity of oneyear.

l. Purchases of securities authorized by this subdivision may not exceed 50% of the
Agency's portfolio.

808.00 Medium-Term Notes

Restrictions are as follows:

a. Investment in medium-term notes are limited to corporations organized and
operating within the United States or by depository institutions licensed by the
United States or any state and operating within the United States.

b. Notes eligible for investment under this subdivision will be rated in the rating
category of "A", its equivalent, or better by at least oneNRSRO.
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c Purchases of medium-term notes may not exceed 30 percent of the Agency's
portfolio.

d. No more than 5 percent of the Agency's portfolio may be invested in the
securities of any one non-government issuer regardless of security type.

Purchases of medium-term notes will be limited to a maximum maturity of five
years.

809.00 Mortgage Obligations and Asset Backed Securities

The Agency may invest in any mortgage pass-through security, collateralized mortgage
obligation, mortgage-backed or other pay-through bond, equipment lease-backed certificate,
consumer receivable pass-through certificate, or consumer receivable-backed bond. Restrictions
are as follows:

a. A maximum of five years to maturity

b. Securities eligible for investment must be rated in a rating category of "AA", its
equivalent, or better by an NRSRO, and issued by an issuer having an "A", its
equivalent, or higher rating for the issuer's debt as provided by anNRSRO.

c. Purchase of securities authorized by this subdivision may not exceed 20 percent of
the Agency's portfolio.

d. No more than 5 percent of the Agency's portfolio may be invested in the
securities of any one non-government issuer regardless of security type.

810.00 Local Agency Investment Fund Deposits

Deposits for the purpose of investment in the Local Agency Investment Fund of the
State Treasury may be made up to the maximum amount permitted from time to time
by State Treasury policy.

811.00 Shares of Beneficial Interest (Money Market Funds)

The Finance Manager may invest, for temporary periods pending disbursement or
reinvestment, in shares of beneficial interest issued by eligible diversified
management companies that are money market funds registered with the Securities
and Exchange Commission under the Investment Company Act of 1940. These
companies must meet the following criteria:

a. Attain the highest ranking of the highest letter and numerical rating provided by not
less than two nationally recognizedrating agencies, or retain an investment adviser
registered or exempt from registration with the Securities and Exchange
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Commission with not less than five years' experience managing money market
funds with assets under management in excess of $500 million.

b. The purchase price of the shares will not include any commission that the
companies may charge and will not exceed 20 percent of the Agency'sportfolio

Shares of Beneficial Interest Issued by a Joint Powers Authority (Local
Government Investment Pools)

Shares of beneficial interest issued by a joint powers authority organized pursuant to
Government Code Section 6509.7 that invests in the securities and obligations
authorized in subdivisions (a) to (q) of Govemment Code Section 53601, inclusive.
Each share shall represent an equal proportional interest in the underlying pool of
securities owned by the joint powers authority. To be eligible under this section, the
joint powers authority issuing the shares shall have retained an investment adviser that
meets all of the following criteria: (1) The adviser is registered or exempt from
registration with the Securities and Exchange Commission. (2) The adviser has not less
than five years of experience investing in the securities and obligations authorized in
subdivisions (a) to (q) Government Code Section 53601, inclusive. (3) The adviser has
assets under management in excess of five hundred million dollars ($500,000,000).

813.00 Supranationals

United States dollar denominated senior unsecured unsubordinated obligations issued
or unconditionally guaranteed by the International Bank for Reconstruction and
Development (IBRD), International Finance Corporation (lFC), or Inter-American
Development Bank (IADB).

Restrictions are as follows:

a. A maximum of five years to maturity.

b. Must be eligible for purchase and sale within the United States.

c. Notes eligible for investment under this subdivision will be rated in a rating
category of "AA", its equivalent, or better by at least oneNRSRO.

d. Purchases of these securities may not exceed 30 percent of the Agency'sportfolio

No more than 10 percent of the Agency's portfolio may be invested in the
securities ofany one supranational issuer.

e.
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900.00 Reporting

On a regular basis, the Finance Manager will,provide a report to the public and
Board of Directors showing the holdings and investment transactions, issuers,
maturity dates, par and dollar amounts invested, cash balances, amounts held by the
Local Agency Investment Fund and any other amounts under the management of
contracted parties. On a monthly basis, in accordance with Govemment Code 53607,
the Finance Manager shall make a monthly report of transactions to the legislative
body.

1000.00 PerformanceStandards

The investment portfolio shall be designed with the objective of obtaining a rate of
return throughout budgetary and economic cycles, commensurate with the investment
risk constraints and the cash flow needs. The Agency will establish an appropriate
performance benchmark to compare the performance of its portfolio to the performance
of the benchmark.

1100.00 InternalControls

The Finance Manager is responsible for establishing and maintaining an intemal
control structure designed to ensure that the assets of the Agency are protected
from loss, theft, fraud or misuse. Accordingly, the Finance Manager shall establish
an annual process of independent review by an external auditor. This review will
provide intemal control by assuring compliance with policies and procedures

1200.00 Conflicts of Interest

The Finance Manager and hislher designees will perform duties under this Policy in
accordance with sections 1090 and 1126 of the Government Code as well as any
other state law referred to in this policy.

1300.00 Conflicts

In the event any provision of this Policy is in conflict with any of the statutes referred
to herein or any other state or federal statute, the provision of such statutes will govern.

1400.00 InvestmentPolicyAdoption

The Agency's investment policy shall be adopted by resolution of the Board. This
policy shall be reviewed at least every two years.
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APPENDIX A

Glossary

AGENCIES: Federal agency securities and/or Government-sponsored enterprises.

ANNUAL AUDITED FINANCIAL STATEMENT PACKAGE: The official annual report
of the Agency. It includes combined statements for each individual fund and account group
prepared in conformity with GAAP. It also includes the Management Discussion and Analysis
(MD&A) and supporting schedules reflecting financial compliance with GASB 34.

ASKED: The price at which securities are offered.

BANKERS' ACCEPTANCE (BA): A draft or bill or exchange accepted by a bank or trust
company. The accepting institution guarantees payment of the bill, as well as the issuer.

BENCHMARK: A comparative base for measuring the performance or risk tolerance of the
investment portfolio. A benchmark should represent a close correlation to the level of risk and
the average duration of the portfolio's investments.

BID: The price offered by a buyer of securities. (When you are selling securities, you ask for a
bid.) See Offer.

BROKER: A broker brings buyers and sellers together for a commission.

CERTIFICATE OF DEPOSIT (CD): A time deposit with a specific maturity evidenced by a
Certifi cate. Large-denomination CD' s are typically negotiable.

COLLATERAL: Securities, evidence of deposit or other property, which a borrower
pledges to secure repayment of a loan. Also refers to securities pledged by a bank to secure
deposits of public monies.

COUPON: (a) The annual rate of interest that a bond's issuer promises to pay the bondholder
on the bond's face value. (b) A certificate attached to a bond evidencing interest due on a
payment date.

DEALER: A dealer, as opposed to a broker, acts as a principal in all transactions, buying and
selling for his own account.

DELIVERY VERSUS PAYMENT: There are two methods of delivery of securities: delivery
versus payment and delivery versus receipt. Delivery versus payment is delivery of securities
with an exchange of money for the securities. Delivery versus receipt is delivery of securities
with an exchange of a signed receipt for the securities.

DISCOUNT: The difference between the cost price of a security and its maturity when quoted
at lower than face value. A security selling below original offering price shortly after sale also is
considered to be at a discount and redeemed at maturity for full face value (e.g., U.S. Treasury
Bills.)

DIVERSIFICATION: Dividing investment funds among a variety of securities offering
independent returns.
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DURATION: A measure of the sensitivity of the price (the value of principal) of a fixed-
income investment to a change in interest rates. Duration is expressed as a number of years.
Rising interest rates mean falling bond prices, while declining interest rates mean rising bond
prices.

FEDERAL CREDIT AGENCIES: Agencies of the Federal government set up to supply
credit to various classes of institutions and individuals, e.g., S&L's, small business frrms,
students, farmers, farm cooperatives, and exporters.

FEDERAL DEPOSIT INSURANCE CORPORATION (FDIC): A federal agency that
insures bank deposits, currently up to $250,000 per entity.

FEDERAL FUNDS RATE: The rate of interest at which Fed funds are traded. This rate is
currently pegged by the Federal Reserve through open-market operations.

FEDERAL HOME LOAN BANKS (FHLB): Government sponsored wholesale banks
(currently 12 regional banks), which lend funds and provide coffespondent banking services to
member commercial banks, thrift institutions, credit unions and insurance companies. The
mission of the FHLBs is to liquefy the housing related assets of its members who must purchase
stock in their Agency Bank.

FEDERAL NATIONAL MORTGAGE ASSOCIATION (FNMA): FNMA, like GNMA was
chartered under the Federal National Mortgage Association Act in 1938. FNMA is a federal
corporation working under the auspices of the Department of Housing and Urban Development
(HUD). It is the largest single provider of residential mortgage funds in the United States.
Fannie Mae, as the corporation is called, is a private stockholder-owned corporation. The
corporation's purchases include a variety of adjustable mortgages and second loans, in addition
to fixed-rate mortgages. FNMA's securities are also highly liquid and are widely accepted.
FNMA assumes and guarantees that all security holders will receive timely payment of
principal and interest.

FEDERAL OPEN MARKET COMMITTEE (FOMC): Consists of seven members of the
Federal Reserve Board and five of the twelve Federal Reserve Bank Presidents. The President
of the New York Federal Reserve Bank is a permanent member, while the other Presidents
serve on a rotating basis. The Committee periodically meets to set Federal Reserve guidelines
regarding purchases and sales of Govemment Securities in the open market as a means of
influencing the volume of bank credit and money.

FEDERAL RESERVE SYSTEM: The central bank of the United States created by Congress
and consisting of a seven member Board of Governors in Washington, D.C., 12 regional banks
and about 5,700 commercial banks that are members of the system.

GOVERNMENT NATIONAL MORTGAGE ASSOCIATION (GNMA or Ginnie Mae):
Securities influencing the volume of bank credit guaranteed by GNMA and issued by mortgage
bankers, commercial banks, savings and loan associations, and other institutions. Security
holder is protected by full faith and credit of the U.S. Govemment. Ginnie Mae securities are
backed by the FHA, VA or FHA mortgages. The term "pass-throughs" is often used to describe
Ginnie Maes.
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LIQUIDITY: A liquid asset is one that can be converted easily and rapidly into cash without a
substantial loss of value. In the money market, a security is said to be liquid if the spread
between bid and asked prices is narrow and reasonable size can be done at those quotes.

LOCAL GOVERNMENT INVESTMENT POOL (LGIP): The aggregate of all tunds from
political subdivisions that are placed in the custody of the State Treasurer for investment and
reinvestment.

MARKET VALUE: The price at which a security is trading and could presumably be
purchased or sold.

MASTER REPURCHASE AGREEMENT: A written contract covering all future
transactions between the parties to repurchass-reverse repurchase agreements that establishes
each party's rights in the transactions. A master agreement will often specify, among other
things, the right of the buyer-lender to liquidate the underlying securities in the event of default
by the seller borrower.

MATURITY: The date upon which the principal or stated value of an investment becomes due
and payable.

MONEY MARKET: The market in which short-term debt instruments (bills, commercial
paper, bankers' acceptances, etc.) are issued and traded.

OFFER: The price asked by a seller of securities. (When you are buying securities, you ask for
an offer.) See Asked and Bid

OPEN MARKET OPERATIONS: Purchases and sales of govemment and certain other
securities in the open market by the New York Federal Reserve Bank as directed by the FOMC
in order to influence the volume of money and credit in the economy. Purchases inject reserves
into the bank system and stimulate growth of money and credit; sales have the opposite effect.
Open market operations are the Federal Reserve's most important and most flexible monetary
policy tool.

PORTFOLIO: Collection of securities held by an investor.

QUALIFIED PUBLIC DEPOSITORIES: A financial institution which does not claim
exemption from the payment of any sales or compensating use or ad valorem taxes under the
laws of this state, which has segregated for the benefit of the commission eligible collateral
having a value of not less than its maximum liability and which has been approved by the
Public Deposit Protection Commission to hold public deposits.

RATE OF RETURN: The yield obtainable on a security based on its purchase price or its
current market price. This may be the amortized yield to maturity on a bond the current income
retum.

REPURCHASE AGREEMENT (REPO): A holder of securities sells these securities to an
investor with an agreement to repurchase them at a fixed price on a fixed date. The security
"buyer" in effect lends the "seller" money for the period of the agreement, and the terms of the
agreement are structured to compensate him for this.

REVERSE REPURCHASE AGREEMENT (REVERSE REPO): A reverse-repurchase
agreement (reverse repo) involves an investor borrowing cash from a financial institution in
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exchange for securities. The investor agrees to repurchase the securities at a specified date for
the same cash value plus an agreed upon interest rate. Although the transaction is similar to a
repo, the purpose of entering into a reverse repo is quite different. While a repo is a
straightforward investment of public funds, the reverse repo is a borrowing.

SAFEKEEPING: A service to customers rendered by banks for a fee whereby securities and
valuables of all types and descriptions are held in the bank's vaults for protection.

SECONDARY MARKET: A market made for the purchase and sale of outstanding issues

following the initial distribution.

SECURITIES & EXCHANGE COMMISSION: Agency created by Congress to protect
investors in securities transactions by administering securities legislation.

TREASURY BILLS: A non-interest bearing discount security issued by the U.S. Treasury to
finance the national debt. Most bills are issued to mature in three months, six months, or one
yeat.

TREASURY BONDS: Long-term coupon-bearing U.S. Treasury securities issued as direct
obligations of the U.S. Government and having initial maturities of more than 10 years.

TREASURY NOTES: Medium-terrn coupon-bearing U.S. Treasury securities issued as direct
obligations of the U.S. Government and having initial maturities from two to 10 years.

YIELD: The rate of annual income retum on an investment, expressed as a percentage. (a)
INCOME YIELD is obtained by dividing the current dollar income by the current market price
for the security. (b) NET YIELD or YIELD TO MATURITY is the current income yield minus
any premium above par or plus any discount from par in purchase price, with the adjustment
spread over the period from the date of purchase to the date of maturity of the bond.
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APPENDIX B

State Authorized Investments vs. Agency's Statement of
Investment Policy

Investment Type
Maximum
Maturity (l)

Maximum
Percentage of

Portfolio

Percentage
By Any

Issuer or
Bank

U.S. Treasury Obligations
State Code
Agency Policy

5 years
5 years

100
100

Federal Agencies and Government Sponsored
Enterprises:
State Code
Agency

5 years
5 years

100
100

Municipal Obligations
State Code
Agency Policy

5 years
5 years

100
100

Repurchase Agreements:
State Code
Agency Policy

1 year
1 year

100
50

Bankers Acceptances
State Code
Agency Policy

1 80 days
1 80 days

40
40

J

5

0

Commercial Paper:

State Code
Agency Policy

270 days
270 days

25
25 5

Negotiable Certifi cates of Deposit:
State Code
Agency Policy

5 years
5 years

30
30 5

Medium Term Notes
State Code
Asency Policv

5 years
5 years

30

30 5

Time Deposits:
State Code
Agency Policv 1 year

100
50

Mortgage Backed and Asset Backed Obligations
State Code
Agency Policy

5 years
5 years

z0
20 5

Local Agency Investment Fund:
State Code
Agency Policy

N/A
N/A rt\
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Shares of Beneficial Interest (Money Market Fund)
State Code
Agency Policy lr

IA
IA

z0
20 l"

Shares of Beneficial Interest (Local Government
Investment Pools):
State Code
Agency Policy

N/A
N/A

100
100

Supranationals:
State Code
Agency Policy

years
years l-

0
0

J

3

Note: For funds established by Indentures of Trust, the provisions of such Indentures will
govern investments.

(1) California Govemment Code provides authority to the Board to permit maturities beyond
five years with certain restrictions. The current Policy provides for maturities longer than
five years for funds established by Indentures ofTrust.

(2) Agency will allow up to the amount allowed by Local Agency Investment Fund
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Amador Water Agency

Reserve Policy
DRAFT
Adopted:

100.00 Purpose of the Policy
The Agency will maintain reserve funds where required by law, ordinance or bond
covenant, and revenue stability, so as to provide the necessary cash flow for normal
and ordinary operations, while also providing the ability to address economic
downturns and limited system emergencies.

Collectively, reserve funds enable the Agency to operate in a prudent manner, while
allowing for transparency of reserve fund balances.

200.00 Policy
In order to provide adequate funding to meet the Agency's short-term and long term
plans, The Agency will have reserve accounts to:
Minimize adverse annual and multi-year budgetary impacts from anticipated and

unanticipated expenditures. Thus minimizing the possibility of unplanned service fees

or rate fluctuations.
Strengthen the financial stability of the agency against present and future
uncertainties in an ever-changing environment.

200.10 Reserve Fund

The Agency shall maintain three reserve funds that collectively comprise the Agency's
reserve fund balance. The reserve funds will be classified as - Operations and

Maintenance Reserve Fund and Capital Replacement Reserve Fund with distinction
among the funds that determines how reserve amounts can be spent. Such financial
assets are to be utilized only as directed by the Board.

200.20 Operations and Maintenance Reserve Fund

Financial assets held primarily in the form of cash and cash-equivalents for the purpose

of debt avoidance due to unexpected expenditures of a non-recurring nature or to meet

unexpected increases in operating costs. The Agency shall target to maintain a reserye

equal to 2 months of annual operating expenses.

200.30 Capital Reserve Fund
Financial assets held for purposes of funding Agency capital asset replacements and

capital projects necessary to meet regulatory requirements and/or system reliability
needs. Through the annual budget procsss, staff shall recommend capital replacement
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300.00

400.00

500.00

projects and any necessary appropriations from this fund. The Agency shall target to
maintain a capital Reserve Fund of 1 

o/o of asset value (net of depreciation).

Authority

The General Manager is responsible for the appropriate accounting and regular
reporting of the Agency's reserve fund balance. Board oversight will be accomplished
through regular reporting and review of this policy.

Procedure

Agency staff will report reserve fund balances to the Board of Directors on a quarterly
basis.

In any case where the reserves are drawn below target minimums, a report shall be
developed containing the reasons for withdrawals and any impacts to programs or rates
due to such withdrawals. If reserves are depleted, the reserves shall be repienished over
a maximum five (5) year period to the established or re-established target as directed
by the Board.

Maintenance of minimum reserves should not, on its own, trigger the need for a rate
adjustment. Rates will be reviewed after two consecutive years of revenue dropping
below established minimums balances, or diminishing reserves as a result of covering
unanticipated costs.

Policy Review

This Policy will be reviewed annually as part of the budget adoption process.

Reserrre Policy
Page 2 of 2
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Amador Water Agency

Purchasing/Procurement Policy

DRAFT

Reviewed and Adopted:

100.00 Purpose ofthe Policy

The purpose ofthis Policy is to define the practices and poticies governing the procurement of
supplies, materials, equipment and services, including construction and capital improvements, for
Agency use and to relate the policies and principles to applicable provision of goveming law and
to Agency administrative policies. (Procurement Policy or Policy) The Policy is the written rule
and regulation required by Califomia Govemment Code section 54202 and serves as Agency
administrative policies and procedures goveming procurement activities. This Procurement Policy
is compliant with Title 2 of the Code of Federal Regulations Part 200, Uniform Administrative
Requirements, Cost Principles, and Audit Requirements for Federal Awards.

100.10 By adoption of this Policy, the Board is empowering the General Manager (GM), or its
authorized representative with certain duties and responsibilities that are essential for the day-to-
day operation ofthe Agency. The General Manager delegates and shares the procurement ofgoods,
materials and services with the Finance Manager (FM) and those staff members given specific
authority. in addition, the procurement of contracting and engineering, consulting and design for
Capital Projects

200.00 Policy Statement

200'10 California law requires all local agencies to formally adopt policies and procedures
governing the acquisition ofmaterials, supplies, equipment and services as referenced below.

"california Govemment code section 54202: Every local agency shall adopt policies and
procedures, including bidding regulations, governing purchases of supplies and equipment by the
local agency. Purchases of supplies and equipment by the local agency shall be in accordance with
said duly adopted policies and in accordance with all provisions of law goveming same. No policy,
procedures, or regulation shall be adopted which is inconsistent or in conflict with statute."

The Amador water Agency Board of Directors desires to purchase supplies, equipment and
materials locally when possible and responsible to do so. The Agency shall strive to purchase
supplies, equipment, and materials within Amador County for items that do not exceed 5% of the
costs to purchase items outside the County of Amador (including shipping)

1
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200.20 This Policy is subject to change in the regular operation ofthe Agency, as it may be revised
from time to time by the Board of Directors.

200.20.1 General Procurement Policies

a. All purchases, agreements, services, leases, and/or contracts for materials, supplies,
equipment, and other Agency property shall be made in accordance with this Policy.

b. Procurement practices shall comply with laws, regulations and guidelines of the

State of California and the provisions of grant or funding agreements, if applicable.

c. Any employee affecting any procurement action outside of the policies and

procedures established within this manual and without Board authorization to do so, may
be subject to disciplinary action and/or termination.

d. Splitting or separating ofmaterial, supply, service, leave, and equipment orders or
projects for the expressed purpose of evading the requirements of this Policy is strictly
prohibited.

e. Contract administration methods shall be maintained to assure that goods and

services received by the Agency meet the terms and conditions of the contract.

f. Purchasing authority for the acquisition of materials, supplies, equipment and

services, including non-capital construction shall be centralized under the Purchasing
Agent and in such persons who are officially designated within this Policy. The PA or its
designee will ensure adherence to the guidelines prescribed by law, by legal opinions, and

in accordance with established Agency policies and procedures.

g. Authority related to all capital projects will follow the dollar thresholds set forth in
this Procurement Policy. However, the Engineering Deparlment will be responsible for all
specifications, bidding, and contracts for capital improvement projects. The EM wili ensure

adherence io the guidelines prescribed by law. and rn accordance with estabhshed Agency
poiicies and procedures regarding capital improvement projects.

h. Operation and maintenance purchases including materials, supplies, inventory
items, and rentals do not require Board approval if services are performed by Agency
forces. Operation and maintenance services performed by outside contractors and large

equipment purchases require Board approval if the total cost is above the General
Manager's approval authority as identified in 400.20 of this policy.

i. Any amendment to any purchase order or contract that will increase the Agency's
adopted annual budget will require Board approval.

300,00 Procurement Authority

Subject to approval of the GM, or the GM's designee, the Department Managers and Purchasing

Agent are authorized to:

2
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300.10 Enter into contractual obligations on behalf of the Agency for the acquisition of
supplies, materials, equipment, and services necessary to support the Agency functions in
accordance with the Procurement Policy-

300.20 Obtain full and open competition in accordance with prescribed policies and
procedures in a manner that presents the best overall value to the Agency.

300.30 Provide for the uniform treatment ofvendors, suppliers, and contractors.

300.40 Prepare and recommend revisions and amendments to procurement policies and
requirements governing the purchase of materials, supplies, equipment and services and
submit them periodically to the Board for approval. Revisions to procurement rules and
requirements shall adhere to all related laws and industry standards.

300.50 Supervise the receipt and inspection of all materials, supplies, equipment, and
seryices purchased to ensure conformance with specifications.

300.60 Recommend the disposition of surplus or unused supplies, materials, equipment,
and scrap through sale or other means.

300.70 Maintain necessary records for the efficient operation of procurement.

300.80 Operate a centralized warehouse to efficiently manage commonly used supplies
and materials as required to support Agency functions.

400,00 Purchase Requisitions & Authorization Table

400.10 Purchase Requisitions

400.10.1. Purchase Requisitions (Requisitions) communicate to the
Purchasing Agent, in clear and explicit terms, the needs ofthe requestor. The requisitioning
process also provides a mechanism for obtaining the approvals necessary to authorize the
Purchasing Agent to proceed with the acquisition.

400.10.2 A completed Requisition will be routed electronically for
authorization by the requestor and submitted to the Purchasing Agent prior to attempting
to obtain any goods, services, materials or equipment.

400,10.3 Requisitions should be prepared and submitted far enough in
advance to enable the Purchasing Agent to meet the competition and formal bidding
requirements specified in this Policy and to properly prepare the contract documents.
Additionally, no purchase request will be broken into smaller units to avoid any provision
of this Policy.

400.10,4 Prior to generation of Requisitions by staff that do not require a

formal RFP/Bid process, quote(s) must be obtained (See Section 500). If the requestor has
received quotes, they are to be attached to the Requisition electronically or emailed to the
Purchasing Agent to evaluate and move forward in the procurement ofthe goods or service.
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If no quotes are provided, the Purchasing Agent will obtain quotes, but it may delay the
processing of the Requisition.

400.20 Procurement Authorization Table Amount Up To Approval Level

$25,000 Department Supen isors

$50,000 Engineering Manager, Finance Manager, Human Resources

Manager, and Operations Manager

$ 150,000 General Manager, or designee

$ I 50,000+ Board of Directors

400.30 Notes and Exceptions

400,30.1 In the absence of the designated approver for a given request,

authorization will be obtained from his/her designee or the next highest authority in
accordance with the Procurement Authorization Table.

400.30.2 In general, Purchase Orders will be closed at the end ofeach fiscal
year. Purchases are expensed from the fiscal year budget in which goods are received, not
the fiscal year in which Purchase Orders are issued.

400,30,3 Purchase orders representing multiple year contracts will remain
open until projects are completed and Finance is notified to close the Purchase Order.

400.30.4 Procurements that require approval by the Board do not require
electronic requisitions. The Purchasing Agent will create the Purchase Order after the

Board of Directors has approved and signed the contract. or designated authority to the

Gfol, or the GrVl's designee. The Purchase Order will then be delivered to the relaied
Department.

400.30.5 In no case shall a contract be signed, and Purchase Order issued,

unless sufficient funds have been budgeted and appropriated, or identified in the Capital
Improvement Plan and adopted and approved by the Board during the annual budget
process.

400.40 Check Request

400.40.1 A check request can be used to initiate payment for purchases not
requiring a Purchase Order, such as for purchases of less than $5,000, and non-
discretionary purchases or payments.

500.00 Competitive Selection Process

4
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500'10 All procurements for materials, supplies, equipment, services, and
construction shall employ a competitive selection process as set forth below. All
procurements of $ I 50,000 and over will require sealed bidding.

500.10.1 Unless the bid process utilizes different criteria, and unless an
exemption applies, bids shall be awarded to the ..responsive,. and ..responsible,'

bidder who submits the lowest bid.

' Responsive shall mean a bidder whose bid is in conformance with the
requirements of the bid solicitation, including specifications and the Agency's
terms and conditions. Bidders who substitute terms and conditions or who qualifo
their bids in such a manner as to limit their liability may be considered non-
responsive.

' Responsible refers to the ability of the bidder to successfully fulfill a
contract. Prospective bidders may be requested to furnish proof of financial
resources, appropriate insurance coverage, a list of current or previous customers,
and other pertinent data. Such action may be taken after receipt ofbids.

500.10'2 In determining the lowest "responsible" bidder, the following elements
shall be considered in addition to price:

a. That the products offered provide the quality, fitness, and capacity for the
required usage;

b. That the bidder has the ability, capacity and skilr to perform the contract
satisfactorily and within the time required; and

c' That the bidder's experience(s) regarding past purchases by the Agency or
other public agencies demonstrates the reliability of the bidder to perform the
contract.

500'10.3 In determining the lowest "responsrve" bidder, the fbilowing eiemenrs
among others, shall be considered in addition to price:

a. whether the bidder has read the applicable plans and specifications, has provided
all the information requested by the Agency, followed the bid instructions, and has
provided a bid in the manner requested by the Agency.

500.20 Bid Requirements Table

Purchase Amount Requirements

$ 0 - $5,000 Informal euores

$ 5,001 - $ I 50,000 Infonnat Bids

$ 150,001 + RFP/Sealed Biils
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500.30 Informal Quotes - For purchases less than $5,000, quotes may be obtained through
an informal process (e.g. web browsing or phone calls) and documentation of the bids is

recommended but not required. Although bid documents are not required, a Requisition
and Purchase Order may be issued to document the purchase if the staff member making
the purchase wishes to do so.

500.40 Informal Bids

500.40.1 For all procurement of materials, supplies, equipment, services, and

construction of $5,000 up to $150,000, at least three vendors must be contacted for
bids/price quotations and the purchase shall be awarded to the lowest responsible and

responsive bidder, unless otherwise provided, as discussed below.

500.40.2 Bids may be solicited from prospective bidders by written request,
telephone, legal advertising or public notice (including Agency website). Regardless of
solicitation method, all vendors must receive the same information about specifications and

requirements of the product or service, and all bids submitted shall not be shared with any
other bidder until the bid is awarded- Bidders may be advised that they will be notified only
if they submitted the successful bid.

500.40.3 All bids received must be documented and retained by the requesting
department and scanned into Laserfiche Document Repository.

500.50 Formal Bids

500.50,1 For all procurement of materials, supplies, equipment, services, and

construction in excess of $ 150,000, bids or proposals shall be solicited from a minimum of
three vendors. A written Notice Inviting Bids (NIB) or Request for Proposals (RFP) must
be used to document the specifications and requirements ofthe product or service.

500.50.2 The NIB or RFP must be made publicly available on the Agency's r,r,ebsrte

and. if practicable, in a newspaper of general circulation. if the NIB/RFP is also sent

directly to prospective vendors, at least three vendors shall receive the notice.

500.50.3 Vendor responses (proposals/bids) must be submitted in written form and

retained on file by the manager of the initiating department. Contracts shall be awarded in
a manner most beneficial to the Agency as further explained in the following sections.

500.60 Award of Bids
The award of a contract by the Agency shall take one of two paths. If in the RFP or NIB
the Agency committed itself to award the contract to the lowest responsive and

responsible bidder, the Agency is obligated to award the contract as stated, unless it can

be rejected for a reason set forth below. If in the RFP or NIB the Agency did not commit
itselfto award the contract to the lowest responsive and responsible bidder, or ifthere
was no RFP or NIB issued, then the Agency may accept the bid that is most beneficial to

the Agency, without regard to price.
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500.70 Rejection of Bids
Ifthe Agency has accepted bids for materials, supplies, equipment, services, or
construction, and the Agency desires to award the contract to a bidder that is not the
lowest bidder, then the Agency shall follow this procedure:

500.7. t Bids where the Agency Did Not Commit ltself to Accept the Lowest Bid -
The Agency may reject any bid and select the one that is most beneficial to the Agency.

500.70,2 Bids where the Agency Did Commit ltself to Accept the Lowest Bid - If
the Agency advertised or stated the Agency will award the contract to the lowest
responsible and responsive bidder, the Agency is obligated to award the contract as stated,
unless the lowest bid is not responsive or is from a non-responsible bidder. If the Agency
believes the lowest bid is either not responsive or responsible, then the Agency may be able
to award the contract to the next lowest responsive and responsible bidder after discussing
the matter with Agency Counsel.

600.00 ExemptionsfromCompetitiveSolicitation

The competitive solicitation/bid process will not be required for the acquisition of goods and
services under the following circumstances.

600.10 Non-Discretionary Purchases
These purchases/payments are not readily adaptable to the open market and competitive
selection process. Non-discretionary purchases do not require the issuance of a purchase
order, and payments in excess of the Ceneral Manager authorization limit do not require
Board approval. Examples ofnon-discretionary purchases include, but are not limited to:

Bank charges and fees;

Debt Service payments:

Employeereimbursements: "

insurance claims and premiums;

Medical reimbursement payments;

Payroll related tax liabilities; .

Memberships, dues, and subscriptions;

Pension and OPEB payments:

Travel expenses;

. Utilities;

. Water purchases; and

One-time fees and permits.

600,20 Cooperative Procurement
The Agency may participate in purchases and contracts established by other political
jurisdictions, provide the cooperative agreement is established following a competitive
bid process. The cooperative purchase may be authorized according to the authorization
table.

600.30 Inventory lteplenishment
Purchases to replenish the Agency's warehouse inventory within established inventory
re-order levels require no prior authorization provided that the vendor being utilized has

7



AWA PL Fin 005

been selected within the last twenty-four months as the designated vendor for the items,
or class of items, to be purchased.

600.40 Sole Source
Commodities, services, and equipment which can be obtained from only one vendor are
exempt liom competitive bidding. Sole source purchases may include proprietary items
sold directly from the manufacturer, equipment which has been standardized by the
Agency, items that have only one distributor authorized to sell in this area, agreements
for maintenance of computer software the Agency owns or a certain product that has been
proven to be the only product acceptable.

600.50 Bmergency Purchases
Emergency purchases may be made without competitive bidding when unforeseen
circumstances present an immediate risk ofi

. harm or hazard to the public health, safety, and welfare;

. damage to Agency property; or

. serious intemrption of Agency essential services.

Since emergency purchases do not normally provide the Agency an opportunity to obtain
competitive quotes, sound judgment shall be used in keeping such orders to an absolute
minimum. In addition, the following requirements shall apply:

a. The Finance Department shall be contacted as soon as possible to obtain a Purchase

Order number;

b. A completed purchase Requisition shall be submitted within two working days, or
as soon as the information is available:

c. Documentation explarning the circumstances and nature of the purchase shali be
rnaintained by the applicable department supervisor manager; and

d. If the emergency purchase causes any budget line item to exceed the approved
budget, it shall be the responsibility of the department requesting the purchase to obtain
subsequent Board of Directors approval for reserve funding or to make a budget transfer
to cover the purchase. Approvals for a budget transfer must be given by the applicable
department superintendent or manager as determined by the authorization table.

700.00 Change Orders

Any substantial change to a purchase order or contract shall be documented as a change order.

700.10 The General Manager or designee may approve change orders to contracts for the
procurement of supplies, equipment, contracts for professional services, and other goods

and services provided:
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700.10.1 The change order is within the scope ofthe approved contract and the cost

of the changed work does not exceed the adopted budget;

700.10.2 The cumulative total of all change orders is withtn20o/o of the original
contract amount; and

700.10.3 Taxes, shipping, and handling may cause the purchase order to exceed the
authorized amount. These items do not require a change order, even ifthey exceed

20Vo of the original purchase order amount.

700.20 The General Manager or designee may approve change orders for Capital
Improvement Plan (CIP) projects provided that the change order is within the scope and
does not exceed the total budget of the project approved by the Board; and

700.20.1 The cumulative total for all change orders do not exceed 20Yo of the
original contact amount; andl

700.20.2 Change orders for CIP in excess of these amounts and change orders for
CIP reflecting a substantive change in scope and nature of the project shall be
submitted to the Board for approval.

800.00 Professional Consultant Selection

800.10 The following Policy shall apply to professional consultant services in connection
with public improvement projects and governmental operations of the Agency. For
purposes of this Policy, consultants include individuals, partnerships, corporations, joint
ventures, associations or other legal entities, or any other combination offirms or persons

competent to perform the required services. The selection of consultants shall be based
upon the experience of the consultant, knowledge of the subject matter, demonstrated
ability to perform similar services within budget and the time allowed. and the total
estimated cost to the Agency. Above all, the goal of this Polic-"- shall be to create a
oompetitive environment where the best vaiue can be achieved.

800.20 The General Manager or its designee has the authority to issue contracts lor
consultant services up to $150,000 when funds have been approved in the budget forsuch
services. For projects estimated to cost more than $150,000, at least three requests for
proposal should be solicited and evaluated for demonstrated competence if possible. All
consultants will submit written proposals in response to requests for services.

800,30 The evaluation and a subsequent recommendation to the General Manager or its
designee for consultant services shall be conducted by the individual responsible for the
project. Before a recommendation is made to the Board, as may be required if the services
are estimated to cost in excess of $ I 50,000, the fee for the services shall be negotiated. If
a mutually satisfactory fee cannot be agreed upon, negotiations shall be terminated;
thereupon another consultant shall be selected, and fee negotiations undertaken.

800,40 Award of a contract to a consultant shall be made only when sufficient funds have
been appropriated in the project budget and all other applicable provisions in any applicable

Commented [CTll: Check language against Delegation
Policy
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agreements are satisfied. The only exceptions are those services which relate to the
processing of development plans that will be paid for by the developer.

900.00 Conflicts of Interest

No member, officer, or employee ofthe Agency, or their designees or agents, and no public official
who exercises authority over or responsibility with respect to purchasing during his or her tenure,
or for one year thereafter, shall have any interest, direct or indirect, in any purchase, agreement or
sub agreement, or the proceeds thereof, for any purchase or purchase agreement. lEthics Policy?)

1000,00 Unauthorized Purchases

1000,10 Purchase Orders shall be issued prior to ordering supplies, equipment, and service
and not "after the fact" for work already done or materials already ordered.

1000.20 Except for emergencies or other authorized exemptions stated in these guidelines,
no purchase of supplies, services, or equipment shall be made without an authorized
Purchase Order. Otherwise:

I000,20.1 Such purchases are void and not considered an obligation ofthe Agency

1000,20.2 Invoices without an authorized Purchase Order may be returned to the
vendor unpaid; and

1000.20.3 The person ordering the unauthorized purchase may be held personally
liable for the costs ofthe purchase or contract and may be subject to disciplinary
actions in accordance with Agency policy.

I100.00 California County Water Agency Status

Notwithstanding anything to the contrary in this Policy. the Agency is a Cafifomia Special Disrict
and therefore is not mandated by State law to competitively bid any prrchases, including those fbr
public rvorks projects ardior capital expenditures. The Agency' is free to enter into non-bid
oontracts for public works. to purcbase materials, senices and supplies, to conftact fbr design-
br.rild work, to utilizejob-order contracting and to enter into cooperative purchasing arrangements
for the design, construction and maintenance of public works, or undertake any other tbrm of
contracting determined to be in the Agency's best interest, except as otherwise expressly restricted
by law.

1200.00 UniformGuidanceRequirements

For contracts funded with federal awards containing applicable Federal, State, and local
procurement laws and regulations as noted in Title 2 U.S. Code of Federal Regulations (CFR)
Section 200.318, the Agency must comply with the procurement requirements set forth in the
Uniform Guidance. These requirements, such as record retention and required documentation, are

detailed in Appendix A - Section 200.1 8 General Procurement Standards, and include, but are not
limited to:

1200.10 Verification that procurement provides for lull and open competition.
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1200'20 Documentation for the cost or price analysis resulting in contractor selection.

1200.30 Grantee and subgrantee procedures will provide for a review of proposed
procurements to avoid purchase of unnecessary or duplicative items.

1200.40 Proof that the Agency has verified via the Federal EpLS website (www.sam.gov)
that each contractor has not been suspended or debarred from bidding on flderally funded
projects.

1200'50 Certification from the contractor that subcontractors used by the approved
contractor have not been suspended or debarred.

1200.60 Justification for tack of competition when competitive bids are not obtained.

1200.70 Grantees and subgrantees will have protest procedures to handle and resolve
disputes relating to their procurements and shall in all instances disclose information
regarding the protest to the awarding agency.

1300.00 Policy Review

This Policy shall be reviewed at least every two years
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APPENDIX A - S 200.318 General procurement standards

(a) The non-Federal entity must use its own documented procurement procedures which reflect
applicable State and local laws and regulations, provided that the procurements conform to

applicable Federal law and the standards identified in this section.

(b) Non-Federal entities must maintain oversight to ensure that contractors perform in
accordance with the terms, conditions, and specifications oftheir contracts or purchase orders.

(c)

(l) The non-Federal entity must maintain written standards of conduct covering conflicts of
interest and governing the performance of its employees engaged in the selection, award and

administration of contracts. No employee, officer, or agent must participate in the selection, award,
or administration of a contract supported by a Federal award if he or she has a real or apparent

conflict of interest. Such a conflict of interest would arise when the employee, officer, or agent,

any member of his or her immediate family, his or her partner, or an organization which employs
or is about to employ any of the parties indicated herein, has a financial or other interest in or a
tangible personal benefit from a firm considered for a contract. The officers, employees, and agents

ofthe non-Federal entity must neither solicit nor accept gratuities, favors, or anything ofmonetary
value from contractors or parties to subcontracts. However, non-Federal entities may set standards

for situations in which the financial interest is not substantial, or the gift is an unsolicited item of
nominal value. The standards of conduct must provide for disciplinary actions to be applied for
violations ofsuch standards by officers, employees, or agents ofthe non-Federal entity.

(2) Ifthe non-Federal entity has a parent, affiliate, or subsidiary organization that is not a state,
local government, or Indian tribe, the non-Federal entity must also maintain written standards of
conduct covering organizational conflicts of interest. Organizationai conflicts of interest mean that
because of reiationships with a parent company, affiliate, or subsidiary organization, the

nonFederal entity is unabie or appears to be unable to be rmpartial in conducting a procurement

action involving a related organization.

(d) The non-Federal entity's procedures must avoid acquisition of unnecessary or duplicative
items. Consideration should be given to consolidating or breaking out procurements to obtain a
more economical purchase. Where appropriate, an analysis will be made of lease versus purchase

altematives, and any other appropriate analysis to determine the most economical approach.

(e) To foster greater economy and efficiency, and in accordance with efforts to promote cost-

effective use of shared services across the Federal government, the non-Federal entity is

encouraged to enter into state and local intergovernmental agreements or inter-entity agreements

where appropriate for procurement or use ofcommon or shared goods and services.

(0 The non-Federal entity is encouraged to use Federal excess and surplus property in lieu of
purchasing new equipment and property whenever such use is feasible and reduces project costs.

L2
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(g) The non-Federal entity is encouraged to use value engineering clauses in contracts for
construction projects of sufficient size to offer reasonable opportunities for cost reductions. Value
engineering is a systematic and creative analysis of each contract item or task to ensure that its
essential lunction is provided at the overall lower cost.

(h) The Non-Federal entity must award contracts only to responsible contractors possessing
the ability to perform successfully under the terms and conditions of a proposed procurement.
Consideration will be given to such matters as contractor integrity, compliance with public policy,
record ofpast performance, and financial and technical resources.

(i) The non-Federal entity must maintain records sufficient to detail the history of
procurement. These records will include but are not necessarily limited to the following: rationale
for the method of procurement, selection of contract type, contractor selection or rejection, and the
basis for the contract price.

0)

(1) The non-Federal entity may use time and material type contracts only after a determination that
no other contract is suitable and ifthe contract includes a ceiling price that the contractor exceeds
at its own risk. Time and materiai type contract means a contract whose cost to a nonFederal entity
is the sum ofi

(i) The actual cost ofmaterials; and

(iD Direct labor hours charged at fixed hourly rates that reflect wages, general and
administrative expenses, and profi t.

(2) Since this formula generates an open-ended contract price, a time-and materials contract
provides no positive profit incentive to the contractor for cost control or labor efficiency.
Therefore, each contract must set a ceiling price that the contractor exceeds at its own risk. Further,
the non-Federal entity awarding such a contract must assert a high degree ofoversight in order to
obtain reasonable assurance that the contractor is using efficient methods and effective cost
conlrols.

(k) The Non-Federal entity alone must be responsible, in accordance with good administrative
practice and sound business judgment, for the settlement of all contractual and administrative
issues arising out ofprocurements. These issues include, but are not limited to, source evaluation,
protests, disputes, and claims. These standards do not relieve the non-Federal entity of any
contractual responsibilities under its contracts. The Federal awarding agency will not substitute its
judgment for that of the non-Federal entity unless the matter is primarily a Federal concern.
Violations of law will be referred to the local, state, or Federal authority having properjurisdiction.

13
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Amador Water Agency

Purchasing Card Policy
DRAFT
Adopted:

100.00 Purpose of the Policy

The purpose of this policy is to establish the Amador water Agency (Agency)
requirements for procuring materials and trade services on credit through the use of
purchasing cards.

100.10 Definitions

Purchasing Card (or CAL-Card) - merchant purchase authorization card issued by
U'S. Bank National Association and administered by the State Department of General
Services under the CAL-Card program.

Program Administrator - The Agency Finance Manager is responsible for and has
oversight of the CAL-Card program for the Agency.

Approving officiat - A cardholder's supervisor, manager or designee, having
purchase approval authority.

Billing Official - The Agency Finance Manager or designee is responsible for
managing the billing, payment and approval process of the CAL-Card program for
the Agency.

Cardholder - Selected Agency employees as determined by the General Manager
Cardholders are responsible for using issued purchasing cards in accordance with
Agency policies and procedures.

200.00 Authorized Purposes

Agency purchasing cards are provided solely for the purpose of obtaining authorized
Agency goods and services. No other uses of Agency purchasing cards are permitted.

Purchasing cards are never to be used for personal transactions. Any employee who
mistakenly or otherwise uses or authorizes the use of Agency purchasing cards for
unauthorized purposes will be required to immediately reimburse the Agency for the
purchase and may be subject to disciplinary action at the discretion of the General
Manager as provided in Water Code Section 30580(b). If the employee cannot repay the
unauthorized amount immediately and the Agency is required to use the "VISA Waiver
of Liability," the employee will still be required to pay the Agency in full for the
purchase and become subject to disciplinary action as described above.

Purchasing Card Policy Page I of2



200.10 Authorized Users and Purchasing Limits

Authorized Cardholders are certain Agency employees designated by the General
Manager. Purchasing limits for Cardholders shall be established at no greater than

$5,000 per single transaction and $15,000 per 3O-day limit, which are set to coincide
with fraudulent insurance coverage amounts as provided under the Cal-Card program.

Cardholders are to: 1) follow the processes and policies established by "Purchasing
Card Procedures (PR - FIN 005)" and the Agency "Procurement Policy (PL - FIN
005)", 2) document the receipt of goods or services, 3) receive monthly statements
from U.S. Bank, review invoices on the statement, attach receipts, shipping orders,
and other Agency required documentation, and 4) sign the Statement of Account
before forwarding to the Approving Official each month.

If a purchasing card is lost or stolen, the cardholder must report the lost or stolen card

to the Finance Department and U.S. Bank immediately.

200.20 Areas of Responsibilities

The Agency Program Administrator shall have overall responsibility for the
purchasing card program within the Agency. The Administrator shall see that this
policy is followed at all times and shall provide training to all Approving Officials
and Cardholders as necessary.

Approving Officials shall be responsible for receiving statements from each

Cardholder over whom they have authority each time a statement is received.
Approving Officials are responsible for reviewing the statements, assuring all
purchases are authorized and comply with Agency Purchasing Card Procedures and

the Procurement Policy, and sign and forward the statements to the Finance
Department in a timely manner.

The Billing Official is responsible for receiving the Monthly Summary Invoice trom
U.S. Bank, reconciling the Invoice to the cardholder statements and remitting
payment to U.S. Bank in a timely manner.

300.00 Reporting

A detailed listing of all transactions made using Agency purchasing cards shall be

provided to the Board as part of the monthly Finance Report.

400.00 Policy Review

This policy shall be reviewed at least every two years.
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Amador Water Agency

Impaired Capital Asset Policy
DRAFT
Adopted:

100.00 Purpose of the Policy

To implement the requirements of Governmental Accounting Standards Board
(GASB) Statement No. 42, "Accounting and Financial Reporting for Impairment of
Capital Assets and for Insurance Recoveries" (GASB 42).

200.00 Policy

The Agency will implement procedures to conform to the requirements of GASB 42

GASB 42 established accounting and financial reporting standards for impairment of
capital assets. A capital asset is considered impaired when its service utility (design
capacity or capability) has declined significantly and unexpectedly.

300.00 Capital Asset Impairment Evaluation
The requirements of GASB 42 only apply to capital assets with material carrying
values. If the Agency has material capital assets that are impaired or potentially
impaired, a determination needs to be made as to whether the impairment loss should
be reported and disclosed.

400.00 Policy Review

This policy shall be reviewed at least every two years

Impaired Capital Asset Policy Page I of I
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Amador Water Agency

Water and Wastewater Service Charges and Rate Setting Policy
DRAFT
Adopted:

100.00 Purpose of the Policy
It is important for the Agency to have cost-based rates that arc fair, equitable, and

defensible. The basis for establishing water and wastewater rates that are fair, equitable,
and defensible has traditionally been cost of service principles and methodologies.l At
the same time, the courts have historically recognized that municipal entities can take
into account policy items other than strictly cost of service when establishing rates (e.g.,

conservation, efficient use, ability to pay, accrual of prudent reseryes, etc.). The people
of California, however, have established certain legal constraints on setting water rates
pursuant to Proposition 218. Therefore, this policy has been developed to provide
guidance and consistency in Agency financial planning and the rate setting decision-
making process for the Board and staff. Also, this policy provides a foundation for the
long-term financial sustainability of the Agency, while providing the outside financial
community with a better understanding of the Agency's commitment to managing the
Agency in a financially prudent and sustainable manner.

200.00 Policy
The Agency's water and wastewater service charges and rates will be assessed annually
by staff, to confirm sufficient funding, and to assess needed adjustments to reflect
inflation, construction needs, maintain bond covenants, and/or to avoid immediate or
major rate adjustments. This does not imply that rates will be adjusted biennially,
simply that the rates are reviewed and a determination is made of their adequacy in
funding the Agency.

The Agency will establish water and wastewater rates and charges using "generally
accepted" rate setting and costing methodologies, including establishing appropriate
cost bases for any existing or future water and or wastewater rate structure imposed or
proposed to be imposed on Agency ratepayers, and in compliance with all appropriate
laws (i.e., Proposition 218). The Agency will be viewed on a "stand-a1one" basis to
help assure self-sufficiency and sustainability. The analyses associated with "generally
accepted" rate-setting techniques include the following analyses:

A. Revenue Requirement Analysis - Establishes the overall level of financial needs

of the Agency. In developing the revenue requirements for the Agency , the
Agency will consider the following:

I Generally-accepted cost of service principles and methodologies are best defined and discussed within the
American Water Works Association M-l Manual, Principles of Water Rates, Fees and Charges.
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1. Revenue requirements, including anticipated external funding, will be
established on a "cash basis" approach that will include all Agency
programs, operation & maintenance expenses, any applicable
taxes/transfer payments, debt service (p&D, and capital improvements
funded from rates.

2. Revenues and costs will be annually projected for a five year period (the
proposed budget year plus four additional projected years).

3. Projections of Operations & Maintenance (O&M) costs should include
any estimated incremental O&M costs associated with increased service
levels (or future capital improvements.)

4' Agency staff will review the five year capital improvement plan and
update it regularly by way of its Asset Management Plans and Water and
Wastewater System Master plans.

5. on an annual basis, the Agency will fund, through its rates and other
available revenues, an amount to adequately maintain the existing
infrastructure of the Agency. To achieve this goal, the Agency *Itt nrtra
selected capital projects based on the Agency;s capital Asset
Replacement Management Plans and the Water and Wastewater System
Master Plans.

6. The system's capital improvement program will consider growth related
capital improvements, and replacement capital improvements.

7. The level of any proposed rate adjustment(s) will ieflect all of the above
costs (direct, indirect and costs of administration), such that rates will be
cost-based and provide for full cost recovery of providing water and
wastewater services to customers and to other local water retailers.

B. Cost of Service Analysis - Determines the equitable allocation of costs (revenue
requirements) between the various customer groups.

I ' When possible, a cost of service study will be utilized to equitably
allocate the Agency costs to the customer classifications of se.uic".

2' The cost allocation methodology will utilize techniques that are
"generally accepted" by the industry (e.g. American wat", works
Association) including conservation-based methodologies. The cost of
service for the Agency will consider the specific circumstances and
unique characteristics of the Agency in the cost allocation methodology.

3. A cost of service analysis will be conducted at least once every five years
to determine if rates remain equitable between different customer classes
of service.

Rate Design Analysis - The Agency will design rates to collect the appropriate
level of revenue that reflects the rate design goulr, objectives and policie, of tfr.
Agency, including water conservation policies established by the igr.r"y Board.

1 . Rate designs will be reflective of system needs, and also reflect ihe
greater public purpose and policy goals of the Agency Board.

2. Rate structures will be developed to promote understanding by the
Agency's customers (e.g. bills that are easy to understand).

C
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3. Rates will be set at a level that recovers necessary costs, by customer

classification, yet flexible enough to accomplish the Agency's objectives.
As deemed appropriate, rate structures will be designed to reward the
preservation ofvaluable resources (conservation), the efficient use of
resources, while discouraging excessive or wasteful usage. (e.g. public
purpose programs).

4. Rates will be designed to be equitable, and detailed to a level to reflect
the service provided (e.g., private fire protection, multi-family services,

etc).
5. Rates will balance the overall goals and objectives of the rate design

process with any administrative or Agency billing issues. Providing rates

that are easy to understand and administer is beneficial to both the

customer and the Agency.
6. It shall be the policy of the Agency to set rates at the lowest responsible

rate.

Revenue Diversification
The Agency has limited ability for revenue diversification. Where possible, the Agency
will explore additional revenue sources such as grants, contract services, developer
contributions, etc.

Reviews and Updates
The Agency will closely monitor the financial/rate perforrnance of the Agency to help
maintain adequate rates and charges through:
A. Annual Reviews - Agency rates will be reviewed annually as part of the budget

process, to determine the adequacy of revenues, and, as necessary, adjustments

made to reflect inflation, construction needs, maintain bond covenants, and avoid
major increases.

B. Comprehensive Rate Studies - Agency rate studies will be conducted, at a

minimum, every ltve years to update assumptions and plan for the long-term
solvency and viability of the Agency's water and wastewater services.

Authority
The General Manager and Financial Manager are responsible for adherence to this
policy and regular reporting of the Agency's financial status. Board oversight will be

accomplished through regular reporting of financial status and review of this Policy.

Policy Review
This Policy will be reviewed at least every two years

300.00

400.00

500.00

600.00
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Amador Water Agency

Participation Fee Development Charge Setting Policy
DRAFT
Adopted:

100.00

200.00

Purpose of the Policy
Participation Fee Charges (PFCs) provide the means of balancing the Agency's cost
requirements for new infrastructure between existing customers and new customers.
The portion of existing infrastructure that will provide service (capacity) to new
customers is included in the Agency's PFCs. In contrast, the Agency has future capital
improvement projects that are related to renewal and replacement of existing
infrastructure. These infrastructure costs are typically included within the rates charged
to the Agency's customers, and are not included in the PFCs. By establishing cost-
based PFCs, the Agency will continue its policy of having "growth pay for growth"
and existing Agency customers, for the most part, be sheltered from the financial
impacts of growth. The establishment of PFCs will include consideration ofi

A. Growth-Related Capital Projects - Within the Agency's capital improvement plans
and rate studies, growth-related capital projects will be clearly identified.

B. Growth Related Capital - The Agency's intent is for the cost of growth related
assets to be paid for by the use of PFCs. In other words, growth should pay for
growth, and existing customers should be sheltered from the costs of serving
growth.

C. Use of PFC Proceeds - PFC revenues will only be used for two purposes - to pay
for growth-related debt service or to directly pay for growth-related capital
improvements.

D. Limitation on the Use of PFCs to Pay Debt Service - The use of PFC revenues to
pay for growth-related debt service will be limited in any year, for planning and

rate setting pu{poses, to fifty percent (50%) of the annual PFC revenue projected to
be collected. If growth and the corresponding PFC revenue is less than projected,
the Agency should still have sufficient PFC revenue to make the annual debt service
payments associated with the growth-related capital projects.

Policy
PFCs are intended to reflect the cost of growth and capacity expansion to serve new
customers and additional capacity requirements. PFCs are a common method of
assessing the cost of expansion and its additional capacity requirements. In establishing
PFCs, and in concert with Regulation No. 7, "New or Additional Service Connections",
the following will be considered:

A. Meeting Legal Requirements - PFCs will be established and administered to
conform and meet any legal requirements.

Parlicipation Fee Charge Setting Policy Page 1 of2
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B. Methodologies PFCs will be established using "generally accepted"
methodologies and will include a debt service credit to fairly account for the method
of financing used for growth and expansion projects.

C. Determination of Cost-Basis -As appropriate, PFCs will be calculated to determine
the cost-based levels for customers seeking to connect to the Agency's water
system.

D. Establishing Final PFCs - The Board will establish the final PFCs, taking into
consideration the cost-based levels of the charges and the Board's policy or
philosophy as it relates to the sharing of growth-related costs between existing rate
payers and new customers connecting to the water or wastewater system. At no

time will the Board establish or adopt PFCs greater than the calculated cost-based

PFCs.
E. Adjustments - In accordance with Regulation No. 7, section H. 5 - PFCs will be

adjusted annually "to reflect cost changes in materials, labor or real property
applied to projects or project capacity" using an appropriate cost index. Further, "a
comprehensive review and update of the PFC methodology shall occur at least

every five years."
F. Master Plan and PFCs - Every three to five years, or whenever the Water and or

Wastewater System Master Plan is updated, the PFCs will be updated to reflect the

changes in planning, infrastructure, and capital financing.

Authority
The General Manager and Financial Manager are responsible for adherence to this
policy and regular reporting of the Agency's financial status. Board oversight will be

accomplished through regular reporting of financial status and review of this Policy.

Policy Review
This Policy will be reviewed at least every two years.

Facility Development Charge Setting Policy Page 2 of 2
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Amador Water Agency

Budget Policy

DRAFT

Adopted:

100.00

200.00

Purpose of the Policy
The Agency's annual budget, as approved by the Board, will serve as the basis for
operating the Agency. The budget includes a number of specifically identified projects,
their attendant costs, as well as projected costs for operations and maintenance
activities.

Policy
The Agency's Strategic Plan will serve as a guide/tool in the development of the
Agency's annual Budget. The Agency will establish and maintain separate operations
& maintenance (O&M), operating capital, capital improvement and debt service
budgets (collectively - Agency Budget) in order to provide for proper fund
management, financial planning and long-term solvency of the Agency.

On a combined basis, the Budget will comprise or include the following:
A. Self-Supporting - The Agency will be self-supporting, such that current revenues

fully fund current expenses and any fund balance or debt service coverage
requirements.

B. Prioritization - In concert with the adopted Agency's Strategic Plan, Asset
Management Plans, Urban Water Management Plan and all other Agency planning
documents and as recommended by staff, the Board will prioritize projects and
expenditures within the constraint of expected revenues.

C. Capital Accounts - Capital revenues from rates, grants, loans and other financing
mechanisms will be accounted for separately in capital accounts, such that funds
dedicated for capital purposes are expended only for capital purposes.

D. Adequate Funding to Preserve System Assets - Total operating expenditures will
be funded at a level that will preserve the intended life and functional requirements
of the Agency's water system.

E. Evaluation and Monitoring of Costs - Costs will be evaluated and monitored
through monthly and annual reporting to ensure that the Agency is operated in a
cost effective and economically prudent manner.

F. Maintenance of Sufficient Reserves - The Agency will maintain sufficient reserves
in accordance with the Agency's Reserye Policy.

G. Positive Annual Net Income - The Agency will strive to achieve positive annual net
income (total revenue less O&M expenditures, debt service and capital projects
funded from rates) greater than or equal to zero on a cash basis.
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H. Bond/COP Rate Covenant Requirements - The Agency will budget such that it will
exceed the Rate Covenant obligations of its indebtedness, which is a minimum of
125% of the Agency's annual debt service costs.

I. Strive for Rate Stability - Rate stability reinforces the concept that costs are being
managed and controlled. Rates should be stable in their ability to generate sufficient
revenues.

1. Needed rate adjustments will attempt to minimize impacts to customers by
phasing-in or transitioning large rate adjustments over time where possible.

2. Where possible and deemed appropriate, excess fund balances will be used

to offset rate increases with any remaining balances being used for approved
capital purposes. The use of fund balances (reserves) will not compromise
the Reserve Policy regarding minimum targeted reserve levels or adequate

funding on a long-term self-sustaining basis.

3. Annual rate reviews will consider a five-year projected period in an attempt
to stabilize and minimize rates over time.

4. A comprehensive rate study will be conducted at least every five years by
an outside party as determined by the Board in order to assess the fairness
of the rates to the Agency's ratepayers and to verifo that necessary revenue
is available for the Agency's operating and capital needs.

Rate stability shall be maintained in line with established Agency policies and its
mission statement.

Budget Presentation
The budget will be comprised as follows:

1. Key Assumptions - To include expected water production and source
2. Revenue Projections - To include projected net income.
3. Projected debt service coverage ratio.
4. Reserve Balance Projections.
5. Trend andlor Comparative Information

The four budgets will include the following:
1. Operations and Maintenance Budget (O&M):

a. Incorporates all Agency O&M expenses, including:
b. Expected Other Post Employment Benefit costs and funding to be separately

identified and approved.
c. Annual labor budget and its components per the Employee Compensation

Policy.
d. Segregated by department and function.

2. Operatins Capital Budeet (Fixed Assets):
a. Will include all Information Technology capital projects, vehicle and

fleet capital costs, capitalizable office fumiture, and capitalizable costs

for operations. Capitalizable costs in the Fixed Asset Budget are distinguished
from those in the Capital Improvement Progtam Budget based, generally, on
the shorter expected life of the asset and the asset is not part of the general

water delivery system.
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a' Will be based primarily on the Agency's Asset Replacement Management plans
andlor the Water/ Wastewater System Master plans.

4. Debt Service Budget:
a' Will be based on contractual obligations for all principal and fixed-rate interest

obligations. Adjustable-rate interest obligations will ie forecast based on best
available market data at budget preparation time.

Agenclr Reserves:
1. The Agency's Reserve policy will be reviewed annually

commensurate with the budget preparation and adoption process.

Authority
The General Manager will have authority to reallocate specific budgeted amountswithin a particular budget (o&M, Fixed Asset or cIF) during lhe year with
subsequent reporting to the Board, as long as the overall upprorr""d budiet is not
affected. Amounts to be transferred between budgets 1e.g., oavt to cd) will be
approved by the Board prior to the transfer. Expenditures will be signed oif by tt 

"Department Manager, General Manager, or his/ her designee. The General Manager
and Finance Manager are responsible for adhererice to this policy and
regular reporting of the Agency's financial status. Board oversighi will be
accomplished through 

_ 
regular reporting of budget-to-actual expend-itures during

the year and review of this policy.

Policy Review
This policy will be reviewed at least every two years

Budget Policy
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Amador Water Agency

Fraud Prevention Policy
DRAFT

Adopted:

100.00 Purpose of the policy . The purpose of this policy is to establish guidelines for clarifying acts that are
considered to be fraudulent or dishonest activity, describe the steps to be taken when fraud or other related
dishonest activities are suspected and provide procedures to follow in accounting for missing funds, restitution and
recoveries. The policy shall also provide guidance for protection for directors, officers, employees and other persons
who report such conduct or activities.

100.10 General

a. The Amador Water Agency (AWA) is committed to protecting its revenue, property, information and
other assets against the risk of loss or misuse. Accordingly, it is the policy of the AWA to identify and
promptly investigate any possibility of fraudulent or related dishonest activities against the AWA and,
when appropriate, to pursue legal remedies available under the law.

b. This policy applies to any irregularity, or suspected irregularity, involving employees, consultants,
vendors, contractors, outside agencies, and any other parties with a business relationship with AWA.

c. This policy is an internal policy for the investigation of frauds reported by employees. Other misconduct,
including frauds reported by persons not AWA employees is the subject matter of Employee Handbook
Section

d. All employees are responsible for the detection, reporting and prevention of fraud, misappropriations
and other irregularities.

100.20 Definitions. Thefollowing definitions are used herein

L Fraud - the intentional false representation or concealment of facts for the purpose of personal gain
for oneself or others; or inducing another to act similarly. Fraud and other similar irregularities
include, but are not limited to:

a. Claim for reimbursement of expenses that are not job-related or authorized by current
regulations.

b. Forgery or unauthorized alteration of documents (checks, promissory notes, time sheets,
independent contractor agreements, purchase orders, budgets, etc. ).

c. Misappropriation, misapplication, destruction, removal or concealment of AWA assets (funds,
securities, supplies, furniture, equipment, etc.).

d. Theft of any asset (money, tangible property, etc.)

e. lmproprieties in handling or reporting of money transactions

f. Authorizing payment for goods not received or services not performed excluding prepayments
that were preapproved by the Board of Directors or General Manager.

g. Authorizing or receiving compensation for hours not worked

h. Computer-related activity involving unauthorized alteration, destruction, forgery or manipulation
of data or misappropriation of AWA-owned software.

i. Knowingly misrepresentation of information on documents



j. Any apparent violation of Federal, State or Local laws related to dishonest activities or fraud

k. Seeking or accepting anything of material value for personal gain from those doing business
with the Agency including vendors, consultants, contractors, lessees, applicants and grantees,
provided, however, that this shall not be deemed to apply to campaign contributions otherwise
permitted by law.

2. Emplovee - ln this context, employee refers to any individual or group of individuals who receive
compensation from AWA for work performed on either a full- or part-time basis. The term also
includes any volunteer who provides services to AWA through an official arrangement with AWA.

3. Manaqement - ln this context, management refers to any administrator, manager, director,
supervisor or other individual who manages or supervises AWA funds or other resources.

4. lnvestiqator - ln this context, lnvestigator refers to any person or persons assigned by AWA
General Manager to investigate any fraud or similar activity (with the concurrence of the Board of
Directors, if the General Manager is involved in the inappropriate activity).

5. External Auditor - ln this context, External Auditor refers to independent audit professionals who
perform annual audits of AWA financial statements.

e. lt is AWA's intent to fully investigate any suspected acts of fraud, misappropriation or other similar
irregularity. An objective and impartial investigation will be conducted regardless of the position, title or
length of service or relationship with the AWA of any party who might be or become involved in or
becomes the subject of such investigation.

f. Each department of AWA is responsible for instituting and maintaining a system of internal control to
provide reasonable assurance for the prevention and detection of fraud, misappropriations and other
irregularities. Management should be familiar with the types of improprieties that might occur within
their area of responsibility and be alert for any indications of such conduct.

g. The lnvestigator has the primary responsibility for the investigation of all activity as defined in this policy

h. Throughout the investigation, the lnvestigator will inform the General Manager of pertinent investigative
findings, unless the General Manager is the subject of the investigation, in which case, the lnvestigator
will inform the AWA's Attorney or the Board of Directors of the pertinent investigative findings.

Employees will be granted whistle-blower protection when acting in accordance with this policy. When
an employee provides information about a suspected impropriety committed by another employee,
neither AWA nor any person acting on behalf of AWA shall:

1. Dismiss or threaten to dismiss the employee,

2. Discipline, suspend or threaten to discipline or suspend the employee,

3. lmpose any penalty upon the employee or

4. lntimidate or coerce the employee,

As a result of such employee providing such information. Violations of the whistle-blower protection will
result in discipline up to and including dismissal of the violator. Whistle-blower protections shall not,
however, be deemed to affect the right of AWA to investigate or take disciplinary action against a
whistle-blowing employee for that employee's own improprieties, even if such improprieties are involved
in the one for which the employee was a whistle-blower.

Fraud Policy



j. Upon conclusion of any investigation, the results will be reported to the General Manager, unless the
General Manager is the subject of the investigation, in which case, the lnvestigator will inform AWA's
Labor Attorney of the results.

k. The General Manager, following review of investigation results, will take appropriate action regarding
employee misconduct. Disciplinary action can include termination, and referral of the case to the AWA
Labor Attorney's Office for possible prosecution. lf the General Manager is the subject of the
investigation, and the AWA Labor Attorney determines further action is required, then the AWA Labor
Attorney shall consult with the Board or Director's which may take appropriate action.

l. AWA will pursue every reasonable effort, including court ordered restitution, to obtain recovery of AWA
losses from the offender, or other appropriate sources.

200.00 Procedures.

a. Management Responsibilities.

1. Management is responsible for being alert to, and reporting fraudulent or related dishonest activities
in their areas of responsibility.

2. Management, in this case the General Manager individually and acting through the responsible
department heads, is also responsible for establishing and maintaining a reasonable system of
internal controls to ensure the detection and prevention of fraud or other irregularities.

3. Each manager should be familiar with the types of improprieties that might occur in his or her area
and be alert for any indication that improper activity, misappropriation or dishonest activity is or was
in existence in his or her area.

4. When an improper activity is detected or suspected, management should determine whether an
error or mistake has occurred or if there may be dishonest or fraudulent activity.

5. lf subordinate management or any employee determines a suspected activity may involve fraud or
related dishonest activity, then the respective Department Head shall be contacted, who in turn shall
notify the General Manager. lf the Department Head is alleged to have involvement in the alleged
misconduct, then the General Manager shall be contacted directly. lf the General Manager is

alleged to have involvement in the alleged misconduct, then the Department Head shall inform the
AWA's Labor Attorney and together they shall inform the Board of Directors.

6. Management should not attempt to conduct individual investigations, interviews or interrogations.
However, management is responsible for taking appropriate corrective actions to ensure adequate
controls exist to prevent reoccurrence of improper actions.

7. Management should support the AWA's responsibilities and cooperate fully with the lnvestigator,
other involved departments and law enforcement agencies in the detection, reporting and
investigation of criminal acts, including the prosecution of offenders.

8. Management must give full and unrestricted access to all necessary records and personnel. Except
as otherwise expressly provided by state or federal law, all AWA furniture and contents, including
desks and computers, are open to inspection at any time. There is no expectation of privacy.

9. ln dealing with suspected dishonest or fraudulent activities, great care must be taken. Therefore,
management should avoid the following:

a. lncorrect accusations

Fraud Policy
b. Alerting suspected individuals that an investigation is underway



b.

c.

c. Treating employees unfairly.

d. Making statements that could lead to claims of false accusations or other offenses.

10. ln handling dishonest or fraudulent activities, management has the responsibility to:

a. Make no contact (unless requested) with the suspected individual to determine facts or demand
restitution. Under no circumstances should there be references such as "what you did,,, ,,the
crime," "the fraud," "the misappropriation.,,

b. Avoid discussing the case, facts, suspicions or allegations with anyone outside AWA, unless
specifically directed to do so by AWA,s Labor Attorney.

c' Avoid discussing the case, facts, suspicions or allegations with anyone other than employees
who have a need to know such as the General Manager, AWA Labor Attorney, lnvestigator or
law enforcement personnel - and direct any Board of Director inquiries to the General Manager,
or if the General Manager is the subject of the investigation, then to AWA's Labor Attorney.

d. Direct all inquiries from the suspected individual, or his or her representative, to the General
Manager or AWA Labor Attorney. All inquiries by an attorney of the suspected individual should
be directed to AWA's Labor Attorney. All inquiries from the media should be directed to the
General Manager, or if the General Manager is the subject of the investigation, then to AWA,s
Labor Attorney.

e' Take appropriate corrective and disciplinary action, up to and including dismissal, after
consultation with the General Manager and in conformance with the AWA's hersonnel policies
and Procedures or the appropriate Memorandum of Understanding.

Employee Responsibilities.

1. A suspected fraudulent incident or practice observed, or made known to, an employee must be
reported to the employee's supervisor or human resources for reporting to the proper management
official.

2' When the employee believes the supervisor may be involved in the inappropriate activity, the
employee shall report directly to the Human Resources Manager and/or the General Manager. lf
the employee believes the General Manager is involved in the inappropriate activity and the General
Manager is the employee's supervisor, then the employee shall ieport direcily to the Human
Resources Manager.

3. The reporting employee(s) shall refrain from further investigation of the incident, confrontation with
the alleged violator or further discussion of the incident with- anyone unless directed by the General
Manager, AWA Labor Attorney, lnvestigator or law enforcement personnel.

4. Employees must cooperate with the lnvestigator. Refusal, or the conveyance of inaccuracies, may
subject an employee to disciplinary action up to and including dismissal.

lnvestigator's Responsibilities.

1. Upon assignment, the lnvestigator will prompfly investigate the fraud.

2. ln all circumstances where there appears to be reasonable grounds for suspecting that a criminal
fraud has taken place, the lnvestigator, in consultation with the AWA Labor Attorney, will contact the
Amador County Sheriff's Department. Notwithstanding the foregoing, if the Amador County Sheriff
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Department is involved in the fraud, then the lnvestigator, in consultant with the AWA Labor
Attorney, may contact an alternative law enforcement agency.

3. The lnvestigator shall be available and receptive to receiving relevant, confidential information to the
extent allowed by law.

4. lf evidence is uncovered showing possible dishonest or fraudulent activities, then the lnvestigator
will proceed as follows:

a Discuss the findings with the Department Head, General Manager and/or AWA Labor Attorney
(unless any such individual is the subject of the investigation).

b. Meet with the General Manager (or AWA labor Attorney if the investigation concerns the
General Manager) to:

1. Determine if disciplinary actions should be taken

2. Report to the External Auditor such activities in order to assess the effect of the illegal
activity on AWA's financial statements.

3. Coordinate the notification to insurers and the filing of insurance claims

c. Take immediate action, in consultation with the AWA Labor Attorney (unless the investigation
concerns the AWA Labor Attorney), to prevent the theft, alteration or destruction of evidentiary
records. Such action shall include, but is not limited to:

1. Removing the record or other evidence and placing them in a secure location, or limiting
access to the records or other evidence.

2. Preventing the individual suspected of committing the fraud from having access to the
records.

5. ln consultation with the AWA Labor Attorney (unless the investigation concerns the AWA Labor
Attorney) and the Amador County Sheriff Department, the lnvestigator may disclose particulars of
the investigation to potential witnesses if such disclosure would further the investigation.

6. lf the lnvestigator is contacted by the media regarding an alleged fraud or audit investigation, then
the lnvestigator will consult with the General Manager and the AWA Labor Attorney, as appropriate,
before responding to a media request for the information or interview.

7. At the conclusion of the investigation, the lnvestigator will document the results in a confidential
memorandum report to the General Manager, and/or AWA Labor Attorney. lf the report concludes
that the allegations are founded, then the report will be forwarded to the Amador County Sheriff
Department or alternative law enforcement agency.

8. The lnvestigator will be required to make recommendations to the appropriate department for
assistance in the prevention of future similar occurrences.

9. Upon completion of the investigation, including all legal and personnel actions, all records,
documents and other evidentiary material obtained from the department under investigation will be
returned by the lnvestigator to that department.

300.00 Corrective Actions and Discipline. Appropriate and timely action will be taken against those
proven to have committed a fraudulent or dishonest act. The remedial actions may include, but are not
limited to:
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a. Disciplinary action (up to and including immediate termination of employment).

b. Restitution for all losses, including investigation and legal expenses, to the fullest extent of the law

c. Forwarding information to the appropriate authorities for criminal prosecution

d. lnstitution of civil action to recover losses

The Amador Water Agency may take corrective or disciplinary action without awaiting the resolution of
criminal or civil proceedings arising from the fraudulent or dishonest conduct.

400.00 Annual Gertification. Each employee shall annually in September sign the attached Certification
Statement certifying that he/she has read and understood the AWA's Fraud Policy, and agree to abide by its
terms, which are part of the conditions of his/her employment with the Amador Water Agency.

500.00 Exceptions. There will be no exceptions to this policy, unless approved in writing by the General
Manager and Board of Directors. No exception will be valid if the person authorizing the exception is
himself/herself the subject of the related allegation.

Fraud Policy



FRAUD PREVENTION POLICY
CERTI FICATION STATEM ENT

confirm I have read the Amador Water Agency's Fraud Policy
and understand my responsibilities therein, as they pertain to my employment or relationship with the Amador
Water Agency.

I certify and agree to abide by all the provisions contained therein. By signing this form, I also certify, to the best
of my knowledge, I have not perpetrated or contributed to the perpetration of fraud or dishonest activity in the
Amador Water Agency, nor am I aware of someone who has. I understand failure to report known or suspected
instances of fraud or dishonest activity may also result in a corrective or disciplinary action against me, up to
and including termination, as well as potential prosecution in the criminaljustice system.

Signature of Employee

Name of Employee (please print) Date

Fraud Policy
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AWA Grant Management Program
Draft

The AWA Grant Management Program has been established to pursue grant opportunities within
the overall goals, vision, mission, and strategic plan of the Agency.

POLICY

The Agency will develop strategies to identify grant funding sources, identiff stakeholders,

implement grant awards, track the progress of the grant, and evaluate the success of each project,

for future proposals.

This Policy identifies defined roles and responsibilities and refers to the process and methods
established by which to oversee its grants, including implementation, project tracking and

reporting, accounting, and submittal of claims for reimbursement.

ROLES AND RESPONSIBILITIES

Grant Manager/Grant Writer

Effective grant management requires clear expectations and deadlines for all the people

involved. The Grant Manager/Grant Writer has the most responsibility with grant management.

The Grant Manager will serve as the logistical coordinator for the rest of the team, reminding
staff of deadlines and driving the narrative and vision of the grant report. The Grant Manager
shall regularly check in on the progress and results of a grant-closely working together with the

Project Manager and Financial Services Manager to prevent miscommunications or last-minute
issues ifa grant is executed differently than expected.

Financiai Services V{anager

The Finance Manager is responsible for establishing and maintaining a system of accounting
for financial transactions and for ensuring that adequate controls have been designed and
implemented to ensure that the Agency receives proper reimbursement for grant
expenditures. Accordingly, the Finance Manager will be responsible for reviewing requests
for the creation of project accounts. and establishing the accounts needed to administer
projects. The Grant Manager is responsible for submitting and monitoring claims for
reimbursement. 'fhe Project Manager is responsible for performing monthly reviews of the
status of the project(s).

The Project Manager

The project manager, along with the grant manager and finance manager are responsible for
the administration of grant-funded projects, ensuring that the project is administered in
compliance with applicable regulations, that all appropriate and eligible costs are charged to
the grant, that matching funds will be identified and expended as required, and that
reimbursement is claimed correctlv and on a timelv basis
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PROCEDURE

I. Establishment of ProjectAccount

The Grant Manager will make applications to various agencies for funding of activities that
will benefit the Agency. When the Agency receives notice that funding has been approved,
the General Manager will request approval from the Board of Directors to accept the grant.
When accepting a grant, the Agency agrees to comply with all requirements and restrictions
imposed by the grantor; therefore it is necessary to formalize the procedures that staff will
utilize to administer the grant. Before a new project is created, staff from the responsible
department and the Finance Department will meet to discuss grant and other project
requirements, setup, and administration. This will help Finance set up the project in a way
that best suits the department's repofting and information needs.

PROJECT TRACKING AND ACCOUNTING

A project general ledger account will be established for each project. The projeot
account r,vill be used to record project revenues, expenditr"rres and claims for
reimbursement.

A project job number will be assigned and a work order created in Springbrook to
track all expenditures including labor and overhead. The overhead rate will be
assigned based on the allorvable amormt as described in the grant agreement.

The procedures ciescribed in ihis policy wili ensure that the Agenc-.r receives all reimbursements
and funding awarded while assisting the Agency in understanding the net cost of projects;
adopting best practices for grant and project management as recommended in the
Single Audit Report and enhancing coordination efforts between Project Manager,
Grant Manager and the Finance deparlment.

Responsibilities:

The department manager will designate a Project Manager.
The Grant Manager will provide Finance Department staff the following information
. Name and address of grantor agency.
. Copy of award letter.
. Name and address of managing agency, if different from grantor agency.
. Board of Directors resolution or date of accepting award.
. For Federal grants, Catalog of Federal Domestic Assistance (CFDA) number.
. Purpose and amount of award.

a

a
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Amount of matching funds required; sources and eligible use of matching funds.

Expected project starl and end dates and final reimbursement cut-off date for grants.

Frequency of reimbursements.

General information on eligible costs.

The types of documentation grantor requires, such as timesheets, vendor invoices, or
canceled checks.

Grant manager will document compliance with the above by utilizing the "Grant Tracking
Workbook

Claims for Reimbursement

Claims for reimbursement will be submitted using a grantor-specific format and must be
reconciled to Springbrook.

Claims for reimbursement will be based project accounting repofts; claims may not be
based on unpaid invoices, estimates, encumbrances, purchase orders, or any other
documentation which may or may not be posted to Springbrook.

Claims for reimbursement will be prepared by the project manager and reviewed by the
grant manager.

In the event that the Agency hires a consulting firm to conduct the grant management
for a project, it will be the responsibility of the project manager to ensure that all
documentation relating to the grant is received on a monthly basis and recorded
following the same steps above.

The Grant Manager will use a review checklist:

' Are the grantor-specific lorms compieted correctiy?

' Does the ciaim tie to Springbrook's project revenue and expenditurereports?
. Are the expenditures eligibie for reimbursement?
. Does the time period reported on the claim tie to the accounting records for that time

period?
. Is the report being submittedtimely?
. Are expenditures from matching funds reported, if required?
. Is the documentation required by the grantor attached, such as timesheets, vendor

invoices, or canceled checks?

Claims must include instructions to direct payments to the Finance Department. lf
wire payment is available, wire instructions should be included.

After the information has been reviewed, the grant manager will forward an electronic
copy of the claim and supporling documentation to the Finance Department and record
submittal date and amount requested on the grants receivable spreadsheet in the audit
preparation folder. An electronic copy will also be placed in the job cost folder. The
Grant Tracking spreadsheet will also need to be updated.

a

a
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Finance Department will record the claim as an Accounts Receivable

When payments are received, Finance staff will notify the Grant Manager and Project
Manager.

Finance Department, along with Grant managff will be responsible for monitoring
collection of these receivables and will request assistance from the project manager for
follow-up as needed.

II. Project Close Out
The Project Manager will notifu Finance staff when a grant or project should be closed out. After
the final reimbursement is received and recorded in Springbrook.

Project Manager will follow "Capital Project Procedure Checklist" for post construction and
evaluation reporting.

The Project Team will provide a collective periodic status reports to the Board of Directors, and
a full assessment at the upon close of the project .

a
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Amador Water Agency

Inventory Management Policy
DRAFT
Adopted:

100.00 Purpose of the Policy
The purpose ofthis Policy is to establish a process for the recording, identification, and accountability of
all assets ofthe Agency-

200.00 Policy
The Agency's inventory will be accounted for and inventoried at least once a year and on a
more frequent basis if necessary. Inventory control is applied to movable assets, not land,
buildings or other immovable assets.

200.10 Inventory assets are made up of the below items.

Non Fixed Asset ltems:
Items that will be consumed within one year of being placed into service.

Fixed/Capital Asset ltems: Items which will extend the life of an existing
infrastructure asset or possess a standalone life of greater than one year. These items
can reside in inventory until being placed into service as a fixed asset. Alternatively,
these items can reside in a Construction In Progress account when purchased for an
ongoing capital improvemenr project.

Capitalization Policv:
Capitalization refers to the accumulation ofall associated cost ofan expenditure on
the balance sheet. Depreciation is the charging of that capitalized item to an
expenditure account because its useful life benefits a period greater than one year.
Excluding land, capitalized fixed assets are depreciated which refers to the manner
in which the asset is expensed on the revenue and expense statement. Capital Asset
Life cycles will be applied in accordance with AWA PL Fin 002 Capital Asset Policy

200.20 Capitalization Thresholds
In general all fixed assets, including land, buildings, machinery and equipment, with
an original cost of $5,000 or more, will be subject to capitalization. Items with a dollar
values less than $5,000 and possess a useful life greater than one year will capitalized
at the Finance Manager's discretion. All costs associated with a purchase or
construction should be considered, including ancillary costs such as freight and
transportation charges, site preparation, professional fees and legal claims directly
attributable to asset acquisition.
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200.20.L Examples:
The capitalization threshold and/or useful life criteria can be applied to individual
units of fixed assets or similar groups of fixed assets. For example, ten desks
purchased through a single purchase order, each with a cost of $ I ,000, will qualify
for capitalization even though the single item cost is only $1,000. The reasoning is
that the combined cost is greater than $5,000 and its useful life is greater than one
year. However, a single desk replacement purchase of $1,000 will not get
capitalized because ofthreshold value even though the desk usefl life is greater than
one year.

200.20,2 Certain computer components such as a monitor or keyboard with a cost
less than the threshold will not be capitalized. However, even though the computer
component, such as a cenffal processing unit, would not be capitalized based on its
below-threshold cost, its' useful life ofgreater than one year could cause the asset
to be capitalized.

200.20.3 Repairs
Repairs made to existing assets, will generally not be subject to capitalization unless
the repair extends the useful life of the asset. In this case, the repair represents an

improvement and is subject to the requirements described below.

200.20,4 Improvements
A capital improvement is a repair or augmentation that is made to an existing fixed
asset, the cost ofwhich meets or exceeds the capitalizatron threshold or extends the
life of that asset for greater than one year. The Finance Manager will determine
through collaboration with operations if the expenditure should be capitalized or
not.

200.20.5 Capital Projects
lmmovable fixed assets being requisitioned for capital projects will be capitalized
as Construction-In-Progress until completed. Note: it is extremely important that
the proper account-numbering scheme is followed when charging the asset. Costs
to be capitalized include direct costs, labor and materials, as well as ancillary costs
and any construction-period interest costs as required by Govemment Accounting
Standards Board (GASB) Statement No.34.

300.00 Purchasing & Receiving:
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The purchasing function will serve to replenish the Agency's inventory stock and
ensure operations continue. Proper purchasing will serve to maximize the Agency's
cash position by minimizing idle inventory, avoiding unnecessary purchases,
capitalizing on supplier quantity discounts, and using trade credit when appropriate.
The purchasing Agent will strive to utilize local vendors when appropriate as
referenced in AWA PL Fin 005 The Agency is encouraged to take a Just-ln-Time
(JIT) philosophy when purchasing all items to enhance cash flow. A key aspect of
inventory control and reporting is properly relieving the items through requisitions.
Without accurate requisitioning the responsible system and/or pro.iect within the
Agency will not be properly charged.

300.1 Purchasing:
All inventory purchasing will be conducted through the Agency's purchasing agent in fuIl
compliance with the existing procurement / purchasing policy AWA PL Fin 005. No
inventory will be purchased by any means (e.g. Agency credit card, cash, etc.) other than
a purchase order through the purchasing agent. The exception to the purchase order is for
emergency purposes or critical system purchase, which may be secured by alternate means.
All new purchases will be received in the Agency's Springbrook Inventory Module
system before being placed into service.

300.2 Emergency Purchases:
An emergency purchase is defined as the purchase of an item that requires immediate
installation or use. As soon thereafter as is practicable the purchaser/buyer shall follow the
below requisitioning procedure. ln addition, if the item qualifies as a fixed asset, it will
require following the below tagging procedures and proper coding to a fixed /capital asset
expense account allowing the Finance Manager to capitalize the asset at year end. The
purchaser will ensure the purchasing agent and Finance Manager/Administrative
Department is involved on these items.

300,3 Purchasing Agent Aoprovai:
All inventory items, including emergency purchases shall be reviewed (verbai or written)
by the purchasing agent and at all times due diligence shall be employed by the purchaser
regarding cost. If the purchaser is advised by the purchasing agent that the item is not
within the budget, then the General Manager must authorize the purchase in accordance
with AWA PL BOD 008

300.4 Receiving & Inspecting:
Upon receipt of inventory items not purchased on an emergency basis, the purchasing agent
and/or designee will have the responsibility to ensure the items are properly inspected,
received in the system, invoices are properly coded and signed and forwarded to
administration[for paymgg! {!l ia1tja,1 !9y911tqrieg !ha! are 19! fql irymgdi4lg qo4.sumpliol1
will be received to the Amador Water System (04) using account code 01 14300.04.
Inventory items that are for immediate consumption such as chemicals will flow through
Springbrook and are expensed directly to that water or waste water system.

Commented [CTl]: Accounting?
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300.5 Controlling & Reporting:

300.5,1 The Agency is responsible for safeguarding its' fixed assets from theft
or loss and management does recognize its responsibility to establish and
maintain systems and procedures that enable employees to properly safeguard
the Agency's assets. High dollar items will be subject to additional inventory
tracking through tagging.

300.5.2 Tagging
The purpose oftagging assets is to provide an efficient mechanism for inventorying
fixed assets. The tag should be placed in a visible and accessible place on the asset.
Tagging gives auditors a mechanism to verifu that the Agency is in control of fixed
assets and provide accurate records ofcapital expenditures. The Purchasing Agent
will be responsible for maintaining a signout sheet to control moveable fixed assets
which have been tagged. Below are guidelines to determine ifan asset should be
tagged.

300.5.3 Should-the Asset Be Tagged
Generally yes, if cost of the asset is greater than or equal to $5,000 or the useful life
is greater than one year, unless it is noi physically possible or practical to tag.
Generally no, if the asset cost is less than $5,000 or it will be used up within one
year.

300.5.4 The Finance Manager may, for control purposes, choose to tag an item that
does not meet either criterion.

300.5.5 Responsibility for Tagging
The purchasing agent places the inventory into service and is responsible for the
proper tagging of that inventory.

300.5.6 Requisitioning:
Proper use of Springbrook will be employed to manage inventory items through
an established work or stock order. The below procedure will ensure that all
Agency inventory is under the control of the Springbrook system.

300.5.7 Step l:
A work order will be the mechanism to requisition inventory material being placed
in service from CMMS. The requestor will open a work order, which is assigned
to the water or the waste water system, add inventory items for that particular
work order and include a project code if applicable. While prioritizing operational
needs, the requestor should strive to schedule work in a logical manner.

300.5.7 Step 2:
The requestor should retrieve only necessary items fiom inventory. Often times
an employee might not understand the necessary material to complete a work order,
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therefore, the employee should document the necessary material while on the site
prior to retrieving the items from inventory.

300.5.7 Step 3:
The requester will retrieve only items out ofinventory that have been included on
the work order processed through CMMS. lmportant note: This will allow the
Finance Manager to properly charge the water system/ wastewater system and/or
project code that is consuming the inventory. Without this step, the proper system
will not be properly charged.

300.5.7 Step 4:
Upon completion of the work order, the requester will process any unused items
back into CMMS and close the work order. The requestor will have the ultimate
responsibility to ensure unused material is returned to CMMS.

300.5.8 Stock orders can be used to replenish and transfer inventory from one
location to another location within the CMMS system. However, these orders
will not be included in the Finance Manager's quarterly report that identifies
which system has consumed the items.

3005.9 Reporting:
It is critical to ensure proper expense reporting as water and wastewater rates are
developed based upon specific resource consumption. The Finance Manager will
generate a quarterly report listing the entire inventory consumed through work
orders for a given system. This report will be used to expense or capitalize all
inventory against the appropriate water or waste water system.

300.5.10 Valuation:
The Finance Manager has determined that the Agenc,v's inventory w.ill continue to
be valued on the financtal statements based on the actuai cost of the item or
histoncal cost. In addition, inventory rvill not get re-priced once it is initrally
recorded. Alternative inventory valuation methods such as Last-ln-First-Out
(LIFO), First-ln-First-Out (FIFO) and Average Cost are uses by companies to
influence cost of sales thus impacting taxable income which is irrelevant for public
agencies and non-profits. It is the responsibility of the Purchasing Agent to
determine and revise appropriate inventory levels through collaborative discussions
with other staff members.

300.5.1 I Physical Counting:
On an annual basis, and more frequently if necessary, a physical count of all the
Agency's inventory and movable fixed assets will be counted and provided to the
Finance Manager within 60 days of the conclusion of a fiscal year or when
requested. This includes inventory which has been requisitoned and not placed into
service. The report will include the item description, quantity, location, and cost.
The physical count shall be the responsibility ofthe Purchasing Agent or delegated
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employee. Variances between the Agenoy's physical count and inventory item
record will need to be thoroughly explained by any staff requesting inventory.

Policy Revierv

This Policy shall be reviewed at least every two years
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Amador Water Agency

Commercial Checking Account of the Agency
DRAFT
Adopted:

100.00 Purpose of the Policy
The purpose of this policy is to establish authorization limits and responsibilities

related to use of a commercial checking account in order to conduct Agency business.

100.10 Policy
The Agency has a need for access to its funds to carry-out the operation of its business. A

commercial checking account is established to enable the Agency to withdraw funds by check and to
perform on-line banking transactions. The authorizations for this commercial checking account
consist of the following:

100.10.1 One signature is required for funds withdrawn by check up to five thousand
dollars ($5,000).

100.10.2 Two signatures are required for funds withdrawn by check in excess of five
thousand dollars ($ 5,000).

100.10.3 The authorized Agency representatives on this commercial checking account for
funds withdrawn by check shall be two members of the Board of Directors, the Gensral
Manager, the HR Manager and the Executive Secretary/Clerk of the Board.

100.10.4 The authorized Agency representatives on this commercial checking account to
conduct matters such as wire transfers, stop payments, electronic fund transfers and effectively
receiving and sending automated clearinghouse payments shall be the Finance Manager,
Accountant, HR Manager, or their designated representatives.

300.00 Policy Review
This Policy shall be reviewed at least every two years
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