
 
  

                                                                           AGENDA 

                                        NORTH COAST COUNTY WATER DISTRICT 

                                                             BOARD OF DIRECTORS 

Regular Meeting November 20, 2019 

                                         District Office  2400 Francisco Boulevard  7:00 PM 
 

1. Call to Order 

 

2. Roll Call 

A. Location of Emergency Exits 

 

3. Pledge of Allegiance 

 

4. Public Comment 
Members of the public are invited to participate during the public comment period(s) or when a 

particular item is introduced.  Topics should be related to the District’s mission and jurisdiction.  

Speakers should step up to the podium, give their name and address, speak clearly and direct their 

remarks only to the Board.  Please try to limit your remarks to no more than five (5) minutes.  Board 

discussion or response will not occur at this time. 

 

5. Special Order of Business 

A. Introduction of New Employees 

B. Finance and Human Resources Assessment Report Presented by           INFORMATION    

Management Partners– Attached  

 

6. Approval of Order of Agenda                                                                                       ACTION 

 

7. Board Communications 

 

8. Consent Calendar                                                                                                           ACTION 
All matters listed hereunder constitute a Consent Calendar, are considered as routine by the Board of 

Directors, and will be acted upon by a single vote of the Board.  There will be no separate discussion 

of these items unless a member of the Board so requests, in which event the matter shall be removed 

from the Consent Calendar and considered as a separate item. 

A. Overview of District Investments - Attached 

B. Financial Statements for October, 2019 – Attached 

C. Minutes of the October 16, 2019 Regular Meeting of the Board – Attached 

 D. Report on Sale of District Property – None 

E. October, 2019 Leak Report– Attached 

F. October, 2019 SFPUC Hydrological Report– Attached 

G. October, 2019 Water Quality Monitoring Report– Attached   
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9. General Manager’s Report 

A. New Business 

1. Approval of Claims Dated November 20, 2019– Attached                                       ACTION 

2. Approval of Professional Services Agreement between Brown and Caldwell and the           ACTION 

District for Consulting Engineering Services for Hinton Ranch and Manor Overpass  

Pipes Rehabilitation Evaluation in an Amount Not to Exceed $56,013.00– Attached 

3. Report by General Manager Regarding the Award of Contract for Emergency         INFORMATION 

Expenditures for the Emergency Repair of the District’s 21” Main Transmission  

Line Located on Skyline Blvd. in San Bruno, CA 

 

 B. Continued Business  

1. Capital Improvement Program Projects- Attached            INFORMATION 

 

10. Bay Area Water Supply and Conservation Agency Issues                          INFORMATION 

   

11. Committee and/or Directors’ Reports on Meetings Attended            INFORMATION 

A. ACWA Central Valley Tour – November 7, 2019 (Burgett) 

B. Finance Committee Meeting – November 14, 2019 (Cosgrove/De Jarnatt) 

 

12. Directors’ Comments and/or Agenda Requests 
 

13. Correspondence   

  

14. Public Comment 

 

15. CLOSED SESSION- Three Items 

 

Pursuant to California Government Code Section 54956.9(d)(2) 

Conference with Legal Counsel – Anticipated Litigation 

Significant Exposure to Litigation 

One Potential Case 

 

Pursuant to California Government Code Section 54957 

Public Employee Appointment 

Title: General Manager 

Pursuant to California Government Code Section 54957.6 

 Conference with Labor Negotiator 

Agency Designated Representative Director Piccolotti 

Unrepresented Employee: General Manager Candidate 

16. Report on Action Taken in Closed Session 

17. Adjournment  

 
Accessible Public Meetings - Upon request, the North Coast County Water District will provide written agenda materials  in appropriate alternative formats, or 

disability-related modification or accommodation, including auxiliary aids or services, to enable individuals with disabilities to participate in public meetings.  Please 

send a written request, including your name, mailing address, phone number and brief description of the requested materials and preferred alternative format or 

auxiliary aid or service at least three (3) days before the meeting. Requests should be sent to: North Coast County Water District, Attn: Alternative Agenda Request, PO 

Box 1039, Pacifica, CA 94044-6039. 
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 November 12, 2019 

 

Mr. David Boesch 

Interim General Manager 

North Coast County Water District 

2400 Francisco Blvd. 

Pacifica, CA 94044 

Dear Mr. Boesch: 

Management Partners is pleased to transmit our report resulting from our analysis of the 

finance and human resources functions of the North Coast County Water District. These are 

both critical functions for any special district. The directors and general manager rely on timely 

and accurate information, customer service, recruitment and retention, and employee 

management services to support the ability of operations to deliver quality water services to the 

Pacifica community. 

 

The District is fortunate to have employees who work to do their best to provide quality 

services to agency leaders, operations, and the community. In any organization, this level of 

commitment is crucial to accomplish a breadth of tasks with the staff available. Our review 

found that both functions are performing well. However, the policies that govern the provision 

of services need to be updated and, in some cases, created.  

 

We also believe the budget needs to incorporate a long-range financial forecast that integrates a 

capital improvement plan into the forecast and the annual adopted budget. Finally, given the 

number of staff, the agency will need to be flexible in terms of its assignment of certain high-

level administrative responsibilities depending on the incumbent skills of the next general 

manager when the recruitment is complete. We have identified 43 recommendations for change 

and improvement in this report.  

 

Steve Toler will be presenting this report to the Board during a regular meeting scheduled for 

November 20, 2019. We appreciate the opportunity to have served the North Coast County 

Water District and wish the District much success in implementing these recommendations. 

 

        Sincerely,    

          
        Gerald E. Newfarmer   

        President and CEO 
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Executive Summary 

North Coast County Water District (District) engaged Management 

Partners to conduct an organizational and operational assessment of the 

finance and human resources functions. It included a review of the 

organizational structure, staffing levels, policies and operational 

processes. The District has expressed interest in conducting this 

assessment to identify challenges and develop an efficient organizational 

structure. 

Context for the Study 
The District has been providing water to residents and businesses in the 

City of Pacifica since 1944. It purchases treated water wholesale from the 

San Francisco Public Utilities Commission through its Hetch Hetchy 

water system and distributes it to approximately 12,000 customers 

representing a population of 39,000. 

The District has an elected Board of Directors that appoints a general 

manager as the District’s chief administrative officer to oversee 

operations. As a separate, stand-alone special district, the District handles 

its own operations, capital improvements, and administrative functions. 

It currently employs 19 people to provide services to customers. 

The finance and human resources functions within the District are 

overseen by the general manager. These include typical functions such as 

accounting, budget, utility billing, accounts payable, payroll, recruitment, 

onboarding, benefits administration and professional development. 

The District’s previous general manager retired from the organization in 

May of 2019. She had significant skills in administrative functions such as 

finance and human resources. The Board recognized the efforts being 

conducted by the former general manager in these areas and recognized 

that a successor general manager may not have the same set of skills. As 

such, the Board wished to take a fresh look at its finance and human 

resources functions to determine the best approach to address those 

needs regardless of the skills that the successor general manager may 

possess. 
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Key Observations 
Through our data gathering and analysis, several observations are 

described further in this report. Key observations are provided below. 

• The transactional elements of finance and human resources 

administration is well-regarded and being performed 

competently. 

• The relatively small scale of the District does not allow it the 

luxury of developing redundancies in staffing and skills in the 

event of turnover of lead administrative positions. 

• The prior general manager performed several financial and 

human resources-related administrative tasks that may not be the 

core competencies of the successor general manager. 

• Technology systems used in administering finance and human 

resources functions are working adequately. 

• The District’s budget has a focus of operational and capital 

improvement costs for a one-year period. However, the budget 

does not reference long-range water rate projections or the capital 

improvement plan that is part of the District’s 20-year Water 

Master Plan adopted in 2016. 

• Capital projects are being deferred or are not otherwise being 

completed as anticipated in the annual budget or the timeline in 

the 2016 Water Master Plan. 

• Written policies and procedures are outdated and not reflective of 

current practices or, in some cases, current legal requirements. 

• Changes in CalPERS law are not being proactively monitored and 

integrated into human resources or payroll practices. 

Key Recommendations 
Our key recommendations follow. Attachment A contains a complete list 

of them. 

1. Restructure finance functions to achieve better span of control for the 

general manager. Improving span of control for the general manager 

can be achieved by retitling the accountant position to accounting 

manager and reassigning oversight of customer service 

representatives to the accounting manager. These changes will allow 

the new general manager to focus on the pressing priorities of the 

District and provide greater attention to responding to the Board as 

well as general management. 

2. Incorporate long-range financial planning into the annual budget 

process. A five-year financial forecast that includes a five-year capital 

improvement plan consistent with the Water Master Plan is needed to 
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ensure the Board is making informed operational and capital 

investment decisions with an understanding of their long-term fiscal 

impact. 

3. Implement automated meter reading technology. The use of 

automated meter reading technology will allow the District to 

provide more proactive and timely information to customers 

regarding water consumption and leaks and will allow meter readers 

to be redeployed to address maintenance issues. 

4. Retain the services of a human resources consultant. Obtaining the 

services of a human resources consultant will offload the more 

complex duties from the general manager. It will also allow the 

District to be more proactive in addressing risks associated with 

workers’ compensation and complying with changing regulations for 

human resources and benefits. 

5. Update policies and procedures. The District will need to update key 

fiscal and human resources-related policies and procedures. Once this 

is accomplished, it will be important to ensure that such policies are 

communicated to staff members and the community, where 

appropriate, and that they are adhered to in accordance with Board 

policy. 

Implementing the recommendations in this report will require a 

commitment of staffs’ time and other resources, prioritized based on 

daily operations and other needs. Management Partners fully 

understands the challenges associated with these commitments. 

However, investing staffs’ time in implementing the recommendations 

will have lasting benefits for the District’s finance and human resources 

functions and will modernize the policies and practices. 

Organization of the Report 
This report is organized as described below. 

• Project Approach. This section describes our methodology. 

• Background on District and Finance/Human Resources 

Functions. This section provides background about the District’s 

finance and human resources functions. 

• Organizational Structure and Staffing Levels. This section 

discusses our analysis of the organizational structure with a 

primary focus on the finance and human resources functions and 

staffing levels. 

• Analysis of Finance Functions. This section discusses our 

analysis of the finance functions in six areas: 
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o Budget development, implementation and monitoring; 

o Utility billing; 

o Purchasing, accounts payable; 

o Treasury; 

o Payroll; and 

o Accounting and financial reporting. 

• Analysis of Human Resources Functions. This section includes 

our analysis of the following three primary human resources 

functions: 

o Recruitment and onboarding, 

o Benefits administration, and 

o Professional development and succession planning. 

• Analysis of Policies and Procedures. This section includes our 

cursory review of finance and human resources-related policies 

and procedures in place in the organization and identifies a multi-

tiered prioritization that District leaders will want to consider in 

updating them. 

• Technology Use. This section includes our review of how 

technology is used in support of finance and human resources 

functions. 

• Attachment A – List of Recommendations. This section provides 

a list of all recommendations in this report. 
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Project Approach 

The organizational assessment focuses on the following key areas: 

• Organizational structure and staffing levels, 

• High-level assessment of operations, and 

• Review of the financial and human resources policies currently in 

place. 

To evaluate these components, Management Partners gathered and 

analyzed information using two primary means: 

1. Conducting interviews with District staff and board members 

regarding the finance and human resources functions, and 

2. Reviewing and analyzing a variety of relevant data and 

documents. 

Each is described in more detail below. 

Interviews 
An important part of this study was obtaining input from employees and 

Board members about the finance and human resources functions, as well 

as service delivery methods and service levels. We conducted interviews 

with the following: 

• Each Board member 

• Interim General Manager 

• Finance and human resources staff 

o Accountant 

o Management Analyst II 

o Customer Service Representative II 

• Assistant General Manager – Operations 

Review and Analysis of Documents 
Management Partners reviewed a variety of documents and data to 

inform our observations and recommendations. We reviewed agency-

wide organization charts, budgets, positions listings to assess reporting 

relationships, spans of control and information regarding staff capacity. 

We examined program descriptions, policies, and the range of functions 
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being performed by different staff to determine that functional alignment 

was consistent with best practices and consistent with proper internal 

controls. 

The key documents we reviewed consisted of the following: 

• General administrative, fiscal and human resources policies and 

procedures manuals and listings; 

• Organization charts (August 2019); 

• District’s 2016 20-year Water Master Plan; 

• FY 2019-20 Annual Budget; 

• FY 2017-18 Annual Financial Report; 

• 2016 Water Rate Study; 

• Information technology inventory; and 

• Personnel Manual (June 2019). 
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Background on the District and Finance/Human Resources 
Functions 

This section contains background on the District and its finance and 

human resources functions. 

Background on the District 
The District purchases treated water from the San Francisco Public 

Utilities Commission’s Hetch Hetchy System and distributes it to nearly 

12,000 customers. The District’s total annual operating budget for FY 

2019-20 is $10.8 million, with an additional $3.3 million appropriated for 

29 capital improvement projects to be completed in that same fiscal year. 

The FY 2019-20 budget calls for total staffing of approximately 19 full-

time equivalent (FTE) employees.  

Finance and Human Resources Functions 
The District’s finance functions include the following: 

• Budget. Preparation of the annual budget. 

• Utility Billing. Startup/turn-off of customer accounts, meter 

reading, utility billing, collections and customer service. 

• Purchasing/Accounts Payable. Issuing purchase orders, paying 

vendors for goods and services. 

• Treasury. Investing surplus cash and reporting on investment 

performance. 

• Accounting and Financial Reporting. Maintaining the District’s 

General Ledger, preparing financial reports for managers and the 

Board, coordinating the audit and preparing the annual financial 

report. 

• Payroll. Administering payroll and employee signup for payroll-

related benefits such as health and retirement programs.  

The human resource functions include the following: 

• Recruiting/Onboarding. Conducting recruitments for vacant 

positions and onboarding new employees. 
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• Benefits Administration. Signing up new employees for benefits 

and administering workers’ compensation and employee wellness 

programs. 

• Professional Development/Succession Planning/Personnel 

Rules. Administering and tracking employee training, developing 

succession plans, and administering personnel rules and 

employee disciplinary actions. 

Finance and human resources functions are summarized in Figure 1 

below. 

Figure 1. Finance and Human Resources Functional Service Areas 
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Organizational Structure and Staffing Levels 

Management Partners reviewed the organizational structure and staffing 

levels related to the finance and human resources functions. However, to 

assess structural and staffing considerations, and given the limited size of 

the District’s staff, it was important to examine the structural alignment 

of finance and human resources relative to the entire organization. 

Existing Organizational Structure 
The District’s current organization structure at the time of our analysis is 

depicted in Figure 2. The accountant, all customer service representatives 

(CSRs), and meter readers report to the general manager. The general 

manager is also responsible for overseeing human resources functions 

with the assistance of the management analyst II position. In total, the 

general manager has nine direct reports, not including the various 

consultants the District uses for engineering and operations services.  
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Figure 2. Current Positional Organization Chart 

 

Staffing Levels 
Existing staffing levels are meeting operational needs in most areas. 

However, in some areas, key staff are being tasked with responsibilities 
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other staff. For example, the general manager can delegate responsibility 

for overseeing the CSRs and budget development to the accountant. 

However, the accountant is currently at capacity with other 

responsibilities. 

Addressing capital project management issues will also require 

additional capacity to ensure that projects are being completed on time 

and on budget. Delays in capital improvements have a negative impact 

on the ability for the District to adhere to its Water Master Plan, and may 

increase the costs of infrastructure improvements when those projects are 

delayed. This can be addressed by contracting for a full-time 

engineer/project manager to provide engineering services and handle 

day-to-day capital project management responsibilities. 

Accountant 
The accountant position is currently operating at capacity. Reassignment 

of certain functions such as budget development and oversight of CSR 

staff as indicated above will require freeing up capacity for the 

accountant. Assistance will be required in the basic finance operations 

such as payroll, accounts payable and other light bookkeeping 

responsibilities currently handled by the accountant. Such assistance can 

be obtained by hiring a part-time bookkeeper or accounting technician. 

Proposed Organization Structure 
Best practices suggest that the span of control for any manager or 

supervisor be within the range of three to eight direct reports. The span of 

control for the general manager exceeds that. It could likely impair the 

ability of the successor general manager to focus on Board priorities and 

limit their capacity to ensure that the Operations and Maintenance 

Division is managing the capital improvement program effectively. 

We understand that customer service is important to the Board. However, 

the general manager can develop a culture that is conducive to excellent 

customer service without the need to directly oversee the CSR positions.  

Meter readers often handle meter reading responsibilities and also help 

with leak detection and repair and replacement of meters. They will also 

provide backup support to the Maintenance Section of the Operations 

and Maintenance Division. 

The accountant position is already providing indirect guidance to the 

CSRs, who are primarily dedicated to utility billing. Assigning 

supervision of the CSRs to the accountant will provide relief to the 

general manager. Proper internal controls can be maintained by ensuring 

that periodic billing and collections reports are provided to the general 
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manager for review. Budget development responsibilities should also be 

assigned to the accountant with guidance provided by the general 

manager.  

The organizational structure and addressing staff capacity can be 

improved by implementing the following recommendations. 

Recommendation 1. Retitle the accountant position to 

accounting manager. 

Recommendation 2. Assign oversight of customer 

service representative positions and budget development 

responsibilities to the accounting manager. 

Recommendation 3. Assign oversight of meter reader 

functions to the assistant general manager in the 

Operations and Maintenance Division. 

Recommendation 4. Obtain the services of a part-time 

bookkeeper/accounting technician to report to the 

accounting manager. 

Recommendation 5. Contract for a full-time 

engineer/project manager to provide engineering 

services and handle day-to-day capital project 

management responsibilities. 

Recommendation 6. Assign oversight of the 

engineer/project manager to the general manager. 

Figure 3 shows the organizational structure based on the 

recommendations above. 
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Figure 3. Proposed Organization Structure 
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Analysis of Finance Functions  

Our analysis of the District’s finance functions is presented in the 

following six areas: 

• Budget development, implementation and monitoring; 

• Utility billing; 

• Purchasing and accounts payable; 

• Treasury; 

• Payroll; and 

• Accounting and financial reporting. 

Generally, board members and staff indicated a high level of satisfaction 

with the services provided by those who deliver finance functions within 

the District. Specific references were made to the high level of customer 

service exhibited by the accountant, customer service representatives, and 

meter readers. 

Budget Development, Implementation and Monitoring 

Strategic Planning and Budget Priorities 
The District does not have a strategic plan in place. The Water Master 

Plan is a key planning document used by the District in operations, 

engineering, and to establish fiscal priorities. Where the Master Plan is 

instructive relative to capital infrastructure investment, it does not 

thoroughly address operational or administrative priorities or focus on 

the mission and values of the organization. Nor does it identify goals and 

priorities for implementation.  

Strategic planning is used by local government agencies to identify a 

vision and articulate priorities and a plan to achieve that vision. The 

strategic plan can then be used to inform the budget process by 

identifying fiscal priorities and ways that resources can be used to 

achieve the organization’s mission.  

The District should undertake a strategic planning process with the Board 

and key staff, led by the general manager and adopted by the Board. It 

should then be updated every two to three years to ensure it stays 
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relevant and addresses changes in operations, legislation, or fiscal 

circumstances. 

Recommendation 7. Develop a District Strategic Plan. 

Once the strategic plan is developed, it should be incorporated into the 

annual budget process and into the budget document. Doing so will 

identify how fiscal resources are planned to be used to achieve the 

initiatives in the Strategic Plan. 

Recommendation 8. Incorporate the Strategic Plan by 

reference in the annual budget document to identify how 

key initiatives are addressed in the proposed annual 

budget. 

Budget Preparation 
Previously, the general manager was responsible for preparing the 

annual budget for Board approval. The assistant general manager, 

accountant, management analyst II, and other staff would provide input 

into the budget, and the general manager would then finalize the budget 

and compile the budget document. As indicated earlier, the prior general 

manager had a strong administrative background and was comfortable 

preparing the annual budget. This is not a typical function, however, that 

we would expect a general manager to perform. 

Gaining input from others in the organization to prepare the division 

budgets is a best practice and should be continued. The budget 

development team would consist of the general manager, accounting 

manager, management analyst II, the assistant general manager, and the 

engineer/project manager over capital projects (as addressed in the 

previous section of this report). 

Preparation of the budget should be handled by a staff member other 

than the general manager. We believe that the accounting manager (as 

addressed previously) should be responsible for preparing the budget 

document under the direction of the general manager. The management 

analyst II can also provide assistance by compiling the budget and 

assisting with format presentation of the document. Once compiled, the 

document would then be provided to the general manager for review, 

including meeting with operating division staff.  

Recommendation 9. Assign the budget preparation 

process to the accounting manager under the direction of 

the general manager with the support of the management 

analyst II. 



Finance and Human Resources Organizational Assessment 

Analysis of Finance Functions  Management Partners 

 

16 

Recommendation 10. Create a budget development team 

that consists of the general manager, assistant general 

manager, accounting manager, management analyst II, 

and engineer/project manager. 

Long-Range Financial Forecasting and Capital Improvement 
Planning 
The District contracts with consultants to conduct a rate study that 

typically includes a long-range financial forecast that considers 

operational and capital improvement costs. The latest study, conducted 

by HF&H Consultants, LLC in 2016 included a five-year forecast that 

resulted in rate recommendations for Board consideration. 

A significant financial driver in utility districts such as the North Coast 

County Water District is investment in capital infrastructure. HF&H used 

the outcomes of the updated 20-year Water Master Plan as a basis for 

incorporating planned capital investment costs into the five-year rate 

model. No other long-range capital improvement plan is used as a 

financial planning or management tool for capital projects. 

Long-range financial forecasting is a best practice used by many local 

governments that helps anticipate financial trends to inform the adoption 

of a one- or two-year operating and capital budget. Key elements of such 

a forecast include a reserves analysis, economic environmental 

assessment, and development of key financial and operating assumptions 

that drive the revenue and expense projections. Governing board 

members can then understand the impacts of various capital and 

operational decisions on the long-term fiscal health of the organization. 

The current annual budget document does not include any reference or 

consideration of a long-range financial forecast or a multi-year capital 

improvement plan. The District should incorporate such a forecast and 

capital improvement plan into its annual budget document for Board 

review and discussion. The Water Rate Study can be used as a starting 

point for a financial forecast, but it should be updated to reflect current 

trends and be extended to present a five-year projection of expenditures 

and revenues through currently adopted rates. 

Recommendation 11. Develop a five-year financial 

forecast and incorporate it as part of the annual budget 

document for Board review and adoption. 

Recommendation 12. Develop a five-year capital 

improvement project plan based on the Water Master 
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Plan and incorporate it into the five-year financial 

forecast. 

When developing the five-year capital improvement plan, the costs 

associated with engineering and project management should be included 

in the capital project costs. This would allow the Board and the 

community to understand the total cost of capital project implementation. 

Should the District begin to seek grants to support capital investments, 

these costs are allowable for reimbursement . 

Recommendation 13. Allocate project management costs 

to capital project budgets. 

Utility Billing 

Customer Signup, Billing and Payments 
The District’s CSR team handles utility billing functions. Customers sign 

up for new water service in person at the District office or by phone. 

Customers are assigned to eight billing cycles such that all customers are 

billed bi-monthly, with one cycle billed every week. The District has 

instituted an online utility billing payment system through Municipal 

Online Payments. Customers still have the option of paying in person or 

by mail. All of these are typical practices used by utility districts and are 

working well. 

Delinquent Accounts 
Treatment of delinquent accounts is an ongoing concern for water 

districts, as water service is considered a necessity. The District currently 

does everything within its power to avoid shutoffs. Rather, CSRs will 

actively work to collect outstanding balances. To the extent that more 

assistance is needed, or in situations where delinquent accounts are over 

one year past due, the District will send the account to a collection agency 

to obtain payment. These are considered best practices and should be 

continued. 

There are two areas where delinquent accounts will need to be closely 

monitored by the District, as described below.  

1. Housing Affordability. The pressures created through escalating 

costs of housing in the San Francisco Bay Area are creating 

financial burdens on working class families. Management 

Partners is working with other utilities districts and cities in the 

region who have reported increasing delinquencies. The District 

will want to monitor this trend to determine if collection agencies 

will need to be used more often where existing CSR staffing levels 
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do not allow them to keep up with increased delinquencies. The 

District may also need to implement other strategies such as 

balanced payment plans to encourage payment for water services 

on a timely basis. 

 

2. Implementation of SB998. Senate Bill 998 “Discontinuation of 

Residential Water Service: Urban and Community Water 

Systems” was approved by Governor Brown in September 2018. It 

requires urban and community water systems to have a written 

policy on discontinuation of water service to certain types of 

residences for nonpayment and made available in certain 

languages. Specifically, it prohibits water service from being 

discontinued in specific circumstances. The most applicable is if a 

customer who is unable to pay is enrolled in a federal and state 

subsistence programs or the customer’s annual household income 

is less than 200% of the federal poverty level. The provisions of the 

bill will be effective for the District starting April 1, 2020. 

The District will need to review its water shutoff policies in light of these 

trends and the new legislation. 

Recommendation 14. Review existing water shutoff 

policies to housing affordability trends and comply with 

SB998 by April 1, 2020. 

Meter Reading 
Meter reading functions are handled by two utility maintenance workers 

using handheld touch-read devices. We understand the meters are on a 

five- to ten-year replacement cycle, depending on the type and size of 

meter. 

Many water districts have converted to radio-read meters using one of 

two types of technology: automatic meter reading (AMR), a “drive-by” 

system using a vehicle to drive around neighborhoods to read meters; or 

advanced metering infrastructure (AMI), using radio, satellite or wi-fi 

devices to read meters in real time. Either one of these technologies 

would increase the speed of meter reading.  

Cost savings would depend on the solution selected, cost of 

implementation and cost avoidance of existing staff position(s) no longer 

needed. The terrain in Pacifica may limit the effectiveness of an AMI 

solution; however, AMR solutions are typically viable in most geographic 

conditions. Implementation of either of these solutions does not avoid the 

need for maintenance worker staff to troubleshoot issues in the field, 
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repair or replace malfunctioning meters, and handle turn-on and shutoff 

requirements. 

District staff should evaluate the use of AMR/AMI technology and, if 

deemed technologically and fiscally feasible, implement a solution. Any 

excess capacity created with existing meter reader positions could be 

shifted to continue preventive meter maintenance and expand capacity 

for operational support. 

Recommendation 15. Determine the feasibility of 

converting some or all meters to radio-read meters using 

AMR or AMI technology and implement radio-read 

meter technology to the fullest extent feasible. 

Purchasing and Accounts Payable  

Purchasing 
Procurement in a special district is governed by the California Public 

Contract Code (CPCC). Agencies typically create procurement or 

purchasing policies that comply with the CPCC and supplement specific 

policies or processes applicable to the agency that might not otherwise be 

addressed in the CPCC. The District does not have a purchasing policy in 

place. (See recommendations regarding policy updates in the Policies and 

Procedures Analysis section.) 

The purchasing function in the District is primarily decentralized. 

Operations and Maintenance staff can purchase goods as necessary, in 

compliance with the CPCC, and issue their own purchase orders for such 

purchases using a standardized form. The general manager reviews all 

purchase orders, and ultimately approves all purchases when they are 

paid in the accounts payable process. 

Given the size of the District, a decentralized purchasing process is 

appropriate. As indicated earlier, updating the purchasing policy will be 

important to ensure that purchases are made transparently, with the 

proper internal controls in place. 

Accounts Payable 
When goods and services are purchased, invoices are received by 

division managers who review and approve them. Those invoices are 

then forwarded to the general manager for review and approval. Once 

approved, they are submitted to the accountant to process payment. The 

accountant enters the invoice information into the District’s finance 

system and checks are then prepared for the general manager’s manual 

signature. 
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Given the District’s size, this process is appropriate and is reported to 

work well. Proper segregation of duties has been made to ensure those in 

custody of assets (divisions) are separate from those with recordkeeping 

responsibilities (accountant) and approval authority (general manager). 

If the organizational structure recommendations are implemented, the 

proper segregation of duties will be maintained. The accounting manager 

will be able to review the input of the bookkeeper position, but ultimate 

authority will reside with the general manager to approve payment of 

goods and services purchased. 

Treasury 
The District’s treasury function is split amongst staff members. The 

general manager is the signatory for agency checks, but the checks 

themselves are locked away in the custody of the accountant. Bank 

reconciliations are prepared by one of the customer service 

representatives and reviewed by the accountant, thereby implementing 

appropriate segregation of duties with respect to the recordkeeping and 

authorization functions. The general manager ultimately reviews the final 

bank reconciliations and reports.  

The District invests surplus cash in the Local Agency Investment Fund 

(LAIF) pool. Based on the June 30, 2019 trial balance, nearly $9.1 million 

(or 84% of the District’s cash) is invested with LAIF. The LAIF portfolio is 

currently yielding nearly 2.2%. 

District staff should create a cash flow model based on the long-range 

financial forecast discussed earlier to evaluate the liquidity requirements 

of its cash reserves. Depending on the outcome of that model, District 

leaders could evaluate other investment vehicles consistent with the 

investment policy and state law that serve its safety and liquidity needs 

but provide greater yield. A bond ladder could be created for timely 

liquidity but greater overall yield. Other investment pools such as the San 

Mateo County Investment Pool or CalTRUST can be evaluated that 

historically provide greater yield than LAIF but with the requisite safety 

of principal that is the highest priority for investing surplus cash 

resources. 

Recommendation 16. Create a cash flow model based on 

the long-range financial forecast to evaluate liquidity 

requirements for cash reserves. 

Recommendation 17. Evaluate other investment pool 

options that provide greater yield while maintaining 

safety and liquidity requirements. 
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Payroll 

Pay Plan 
The District Board adopts a pay plan annually that dictates the pay for 

every position in the District. It uses a five-step plan with a 5% increment 

between steps. Employees move through the pay plan upon completion 

of introductory periods of employment and on July 1, subject to 

satisfactory performance. The accountant enters the pay plan into the 

payroll system upon approval by the Board, and adjusts compensation 

based on changes in the pay plan. These are best practices used by local 

governments and work well for the District. 

Employee Additions, Changes and Separations 
New employees receive an orientation through an onboarding process 

with the management analyst II, and then are referred to the accountant 

for payroll and benefits enrollment. Personnel action forms (PAFs) 

indicate name, position, division assignment, and step in the pay plan. 

The accountant enters all information into the payroll system. PAFs are 

also used when employees receive promotions, have changes in 

compensation, or separate from employment with the District. All PAFs 

require the general manager’s approval. 

These are best practices used by local governments and work well for the 

District. 

Timecards and Payroll Processing 
Timecards are entered manually on preprinted sheets by employees and 

are approved by their division managers. The timecards are submitted to 

the accountant for payroll processing, which occurs on a bi-weekly pay 

schedule. The general manager reviews and approves all timecards and 

instructs the accountant to finalize payroll and initiate direct deposits or 

prepare checks for general manager signature. However, the general 

manager does not review the final payroll register in advance of direct 

deposits or checks being issued. These are best practices and introduce 

the appropriate internal controls based on the District’s size and staffing 

resources. 

Implementing the organizational structure recommendations will modify 

the payroll processes slightly. We believe the bookkeeper should enter 

timecards and other changes into the payroll system, with the accounting 

manager reviewing data entry and payroll summaries. The general 

manager should still be assigned the role of approving the final payroll. 
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Recommendation 18. Assign payroll data entry 

responsibilities to the part-time bookkeeper with review 

by the accounting manager. 

Recommendation 19. Assign review of the completed 

payroll register to the general manager prior to payroll 

being finalized. 

Payroll Compensation and Benefits Analysis 
Shifting responsibilities for data entry to the bookkeeper will allow the 

accounting manager the ability to review compensation and benefits to 

ensure they are consistent with the District’s personnel rules and with 

federal and state law. The accounting manager should still retain 

responsibility for filing the appropriate federal and state payroll tax 

reports and withholding reports to deferred compensation agencies and 

other parties. The bookkeeper can assist in preparing the draft reports 

from the payroll system for the accounting manager’s review and 

submittal to the appropriate parties. 

One area that has experienced significant change in the past several years 

is pension compensation reporting through CalPERS. The District has a 

My|CalPERS account and the accountant manually enters compensation 

data monthly as required. Data transfer is not considered necessary for 

fewer than 20 employees and would be too cumbersome for the District 

to set up with CalPERS. This is another area where data entry can be 

transitioned to the bookkeeper, with the accounting manager reviewing 

and approving transmittal. 

Some errors have occurred regarding the proper reporting of certain 

compensation elements to CalPERS. The errors were the result of changes 

to state law that impacted the eligibility of certain pay types to be 

included in pensionable (or “PERSable”) compensation. 

The accounting manager should work with the management analyst II 

and human resources consultants, where applicable, to review all changes 

in employee compensation packages with current CalPERS law. This 

review should also take place periodically when changes in state payroll 

or CalPERS law are implemented. 

Recommendation 20. Assign the accounting manager 

responsibility for periodically reviewing and reconciling 

compensation reporting to CalPERS and other affected 

parties. 

Recommendation 21. Consult with a human resources 

consultant to determine impacts in CalPERS change and 
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other state payroll law on proper reporting of 

compensation. 

Leave Accruals 
Employee accruals for leave benefits provided under the personnel rules 

is tracked by the accountant for the employee’s first year of employment, 

and then entered into the system that tracks leave accruals and reports 

them on each paycheck. The District does not provide leave benefits 

during the employee’s first year of employment. This manual tracking 

process is necessary due to the limitations of the payroll system. This is 

appropriate but should be reviewed if the finance system is replaced with 

a system capable of handling leave deferrals. 

Funding Other Post-Employment Benefit (OPEB) Liabilities 
The District provides health benefits to current employees. Retirees are 

eligible to receive health benefits to help pay up to 100% of the health 

insurance premium, depending on employment date and years of service. 

This benefit creates an OPEB liability based on an actuarially determined 

set of assumptions.  

The latest OPEB actuarial study conducted in August 2019 estimated the 

outstanding liability of $4.9 million. The District funds this liability on a 

“pay as you go” basis, meaning that when benefits are payable, the 

District pays them. The District does not set aside funds to pre-fund the 

liability. However, in the quarterly investment reports presented to the 

Board, the unfunded liability amount (presently $4.5 million) is identified 

as a set-aside in the analysis of assigned funds. All these funds are 

currently invested in LAIF. 

District leaders should consider establishing a Section 125 irrevocable 

trust to begin to pre-fund its OPEB liabilities. This would allow the funds 

to be invested at higher yields than may be received long term in the 

LAIF investment pool and will allow the agency to reduce its OPEB 

unfunded liability. The District could set aside surplus cash reserves to 

pre-fund the liability, or instead determine to fund the trust based on the 

annual required contribution determined through its actuarial analysis. 

Recommendation 22. Establish an irrevocable trust for 

OPEB liabilities and begin to pre-fund the liability based 

on the actuarially determined annual required 

contribution. 
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Accounting and Financial Reporting 

Internal Financial Reports 
The accountant prepares monthly financial statements that include an 

analysis of monthly and year-to-date revenues and expenditures and a 

comparison to budget. These reports are included in the Board’s monthly 

agenda packet as a consent calendar item. There is no written analysis of 

the statements, and presentations are only made to the extent that the 

Board requests additional information. 

The practice of publishing periodic financial reports for review by the 

governing body is a best practice, as it supports the transparent 

presentation of financial information for decision makers and the public 

they serve. An additional step that would be helpful for transparency and 

communication of the financial health of the organization would be to 

provide a written analysis of the District’s financial results on a quarterly 

basis that includes narrative explaining any significant variances. This 

analysis should include a narrative about revenues, operating costs and a 

discussion of capital improvement projects. It should be presented as a 

report to the Board for discussion rather than as a consent calendar item.  

As District staff members prepare to develop the annual budget, a more 

comprehensive analysis and discussion of financial results should be 

made at mid-year. The results would then be presented in the context of 

supporting information that informs the Board’s discussion about budget 

priorities for the following fiscal year.  

Recommendation 23. Prepare and present quarterly 

financial reports to the Board that include a written 

narrative about trends in revenues, operating costs and 

capital improvement projects. 

Recommendation 24. Prepare and present a mid-year 

financial review report to the Board in anticipation of 

developing the next fiscal year budget. 

Capital Improvement Project Updates 
Capital expenditures play a significant role in supporting the District’s 

service delivery. Staff currently prepare a monthly report that is provided 

in the Board agenda as an informational item from the general manager. 

These reports include the following information on each capital 

improvement project (CIP): 

• Project title, 

• Action taken during the month, 
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• Original budget, 

• Year-to-date expenditures, 

• Percent spent, and 

• Budget balance remaining. 

Greater attention needs to be paid by the Board and management in 

providing updated, meaningful information on the status of capital 

improvement projects. The relationship of each project to the 20-year 

Water Master Plan would help the Board understand where the project 

stands in relationship to that original plan. Additional information 

should include an update on the project timeline to demonstrate if 

projects are on time or are slipping, and key activities anticipated in the 

next month. This will provide greater accountability for project 

management and keep the Board better informed about project status. 

A comprehensive report on capital project status should be provided 

mid-year and included with the mid-year financial report mentioned 

earlier. This would include a narrative about each project, its status in 

relationship to budget and project timelines, and a preview of projects 

anticipated in the next two to five years that are expected to be included 

in the five-year capital improvement plan in the next year’s budget. 

Recommendation 25. Expand monthly CIP reports to 

include information about the project’s relationship to 

the 20-year Water Master Plan, project timelines, and 

activities anticipated in the subsequent month. 

Recommendation 26. Prepare and present quarterly 

updates on the five-year CIP plan to the Board. 

Recommendation 27. Prepare a comprehensive review of 

CIP projects during the mid-year financial report. 

External Financial Reports 
The accountant is responsible for finalizing and closing the general ledger 

at the end of the fiscal year. The accountant then provides the year-end 

trial balances to the independent auditor that compiles the financial 

statements during their year-end audit. The financial statements are then 

reviewed by the accountant and the general manager before being 

finalized by the auditors. 

For agencies the size of the District, this is a typical process. Other 

agencies may have a greater hand in preparing their financial statements, 

but this process works well for the District and leverages the expertise of 

the independent auditors. District leaders understand that the financial 

statements are the responsibility of the District, not the auditors, and the 
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current level of review of those financial statements by the general 

manager and the accounting manager should be continued. 
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Analysis of Human Resources Functions  

Our analysis of the District’s human resources functions is presented in 

the following three areas: 

• Recruitment and onboarding, 

• Benefits administration, and 

• Professional development and succession planning. 

Historically, the management analyst II, accountant and general manager 

are the primary staff members responsible for administering the District’s 

human resources functions.  

• Management Analyst II. Takes primary responsibility for 

transactional human resources functions such as recruitment, 

onboarding, and training administration. 

• Accountant. Handles most benefits administration roles.  

• General Manager. Handles the more complex human resources 

functions including risk management, workers’ compensation, 

and disciplinary matters. 

Recruitment and Onboarding 

Recruitment 
The District is operating in a region that has seen unprecedented 

economic growth since emerging from the Great Recession in 2008. This 

has placed pressures on competitive compensation and benefits as well as 

the ability to recruit a robust candidate pool for various positions. The 

physical location along the northern San Mateo County coastline is also a 

barrier that limits the ability for the District to successfully recruit 

individuals who may live in the East Bay or the Sacramento Valley.  

It was noted by several interviewees that salaries and benefits are not as 

competitive as other water districts in the region. As indicated above, the 

geographic location of the District exacerbates this issue further. 

It would be in the District’s best interests to conduct a compensation 

survey for all positions to determine where it stands in the marketplace. 

Comparable agencies should be identified that are operationally and 
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geographically relevant to the District. Staff can conduct this survey using 

publicly available information on comparator agencies’ websites, or it can 

use the services of an agency such as the Bay Area Employee Relations 

Service (http://bayareaers.org) that compiles compensation survey data 

for nearly 70 agencies in the Bay Area. 

Recommendation 28. Conduct a compensation survey for 

all District classifications. 

Recruitment was reported to take a long time due to the factors 

mentioned above, and most significantly due to limited candidate pools 

and delayed background checks. Given geographic limitations and 

competitive pressures, the District needs to implement tools that will 

maximize its ability to recruit and onboard employees in a faster 

timeframe. 

Some of the tools are listed below.  

• Engaging in continuous recruitment. Conducting ongoing, and at 

least semi-annual recruitment efforts for maintenance worker 

positions and those positions with the greatest potential for 

turnover. 

• Outsourcing background checks. The current societal changes 

and litigious human resources environment have led to 

difficulties in an agency’s ability to conduct timely background 

checks on applicants. More agencies outsourcing this function 

with companies that are focused on performing background 

checks. They provide relevant and timely reports on applicants’ 

work histories and criminal activity. 

• Outsourcing recruitment services. Human resources consultants 

can be helpful conducting recruitments for difficult positions to 

fill (e.g., managers, finance professionals). 

These tools will help maximize the District’s recruitment efforts. 

Recommendation 29. Implement a continuous 

recruitment plan for utility maintenance worker 

positions. 

Recommendation 30. Outsource job applicant 

background checks with a private company specializing 

in such services. 

Recommendation 31. Contract with a recruiting firm to 

assist in recruiting efforts for management, finance, and 

other difficult-to-fill positions. 

http://bayareaers.org/
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Onboarding New Employees 
The management analyst II is responsible for onboarding new employees. 

This includes an introduction to the general manager and assistant 

general manager and orientation to the personnel rules and other 

workplace rules. The accountant is also involved in handling benefits 

enrollment and payroll sign-up. These practices are working well and 

should be continued. 

Benefits Administration 
As indicated above, the accountant handles transactional benefits 

administration in the organization, including enrollment and benefits 

changes. The management analyst II provides additional support by 

supplying information to employees about the host of benefits available. 

This arrangement is appropriate given the limited size of the 

organization.  

The general manager has handled the more complex benefits 

administration activities such as workers’ compensation administration, 

personnel rule updates, tracking legislative changes impacting human 

resources matters, and handling disciplinary actions. The relatively 

limited size of the agency required the general manager to take on these 

roles, and given the strong administrative skill sets of the former general 

manager this was appropriate.  

A successor general manager may not have the same skill sets. The 

general manager should be the ultimate authority regarding performance 

expectations and disciplinary actions, but handling the wide array of 

functions mentioned above takes the general manager away from more 

pressing Board priorities, organizational leadership, and operational and 

capital program direction. 

The agency needs to use human resources experts more regularly to 

address the more complex human resources issues. For example, it would 

be important to have current legal counsel or attorneys specializing in 

California labor law, as well as human resources professionals, review the 

District personnel manual to ensure it adequately covers both the legal 

and practical needs. Third-party workers’ compensation consultants can 

assist in overseeing claims administration. Investing in these resources 

will allow the general manager to focus on organizational leadership and 

the Board’s priorities. 

Recommendation 32. Review personnel rules and 

policies and update the District Personnel Manual 
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biennially for compliance with applicable laws and 

human resources best practices. 

Recommendation 33. Contract with a third-party 

workers’ compensation consultant to oversee claims 

administration. 

Professional Development and Succession Planning 

Training and Professional Development 
The District has a program to track the certifications and technical 

training of operations and maintenance employees. This helps ensure 

their work is effective and meets evolving regulatory requirements. This 

has worked well and should be continued. 

Training opportunities for administrative staff have not been as robust. 

The general manager, accountant, management analyst II, and the 

management analyst I in Operations and Maintenance have attended 

some training sessions to improve their technical and administrative 

skills. It is rare that CSRs are provided training opportunities to improve 

their skills. 

Additional training opportunities for administrative staff should be made 

available. There are several professional organizations that can provide 

relevant training on a variety of topics to help expand staffs’ skills. 

Several of these sessions are available online that can provide a cost-

effective solution to extend training to more positions. A representative 

list of such agencies is included below: 

• Special Districts 

o American Water Works Association (AWWA) 

o Association of California Water Agencies (ACWA) 

o California Special Districts Association (CSDA) 

• Management 

o Municipal Management Association of Northern 

California (MMANC) 

• Finance 

o Government Finance Officers Association (GFOA) 

o California Society of Municipal Finance Officers (CSMFO) 

o San Mateo Finance Officers Group (SAMFOG) 

• Human Resources 

o California Public Employee Labor Relations Association 

(CalPELRA) 

o Association of California Government Human Resources 

Professionals (CalGovHR) 
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o San Mateo County Human Resources Association 

(SMCHRA) 

Recommendation 34. Provide opportunities for 

administrative staff to attend conferences and training 

sessions relevant to finance, human resources, and other 

areas related to the District’s operating environment. 

Succession Planning 
Recent retirements of various supervisory and management positions 

have demonstrated the importance of developing a succession plan. 

District staff have prepared a table that identifies each current employee 

and tracks key information including: 

• Position/title; 

• Hire date; 

• Retirement status (eligibility within 1, 3, 9, and over 10 years); 

• Estimated retirement date; and 

• Criticality of position. 

Most of the District workforce is at least 10 years away from retirement. 

Of the 16 positions currently filled, two key positions (assistant general 

manager and accountant) are eligible to retire in the next five years.  

The table is a great start towards understanding the potential turnover 

that could occur related to retirement. Although current demographics 

indicate an overall low risk for significant turnover related to retirement, 

the two positions eligible to retire in the next five years will make it 

important to ensure there is a succession plan in place. 

Best practices related to succession planning suggest that management 

should engage employees several years before they expect to retire in the 

process of planning for the future. That could prevent significant 

institutional knowledge from disappearing. Organizations are also 

documenting institutional knowledge where possible, providing for 

overlap from the incumbent to the new person in a position, and 

mentoring candidates in advance so they will be ready to take on higher-

level responsibilities. 

Identifying high potential employees with an interest in moving up in the 

organization and supporting their professional development can be a 

retention tool as well. Preparing professional staff will be an important 

undertaking. As Figure 4 illustrates, succession planning should be an 

integrated system. 
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Figure 4. An Integrated System of Succession Planning  

 

As District leaders address succession planning needs, there are five 

fundamental elements to implementation in an organization. These are 

shown in Table 1 below. 

Table 1. Fundamental Elements to Implement Succession Planning in an Organization 

Fundamental Elements of 
Succession Planning Steps 

1. Anticipate staffing changes • Perform a workforce analysis 
o Identify positions at-risk for turnover 
o Prioritize positions for succession planning 

• Identify appropriate strategies to groom talent 

2. Communicate position 
requirements and core 
competencies 

• Document information that will help individuals prepare for 
and/or transition into positions 
o Formal/informal position requirements 
o Core competencies 

3. Document institutional 
knowledge 

• Capture institutional knowledge before it leaves the organization 
o Type of information 
o Method of obtaining 

• Make the information accessible 

• Share before, during and after transition 

4. Plan for transition • Identify sources of talent 
o Internal 
o External 

• Prepare recruitment materials that emphasize critical core 
competencies 

Transition 
smoothly

Prepare 
and 

develop 
talent

Assess 
needs
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Fundamental Elements of 
Succession Planning Steps 

5. Evaluate succession planning 
efforts 

• Administer an annual employee survey 

• Conduct exit interviews 

• Monitor key metrics 
o Reasons for turnover and percent turnover 
o Percent of hires from within 
o Training participation rates 
o Certification rates 
o Average investment in training 
o Development hours per employee 

Using the information above, District leaders can implement an effective 

succession plan that will help proactively plan for staff turnover, provide 

career growth opportunities, and ultimately help maintain service levels 

more effectively. Initial efforts might wish to focus on grooming utility 

maintenance workers (UMW) to grow into supervisor and managerial 

positions by creating professional development plans and providing the 

necessary training to help those workers promote into higher levels 

within their job classification families (e.g., UMW1, UMW2, UMW3, 

supervisor). 

Recommendation 35. Expand succession planning efforts 

by incorporating the five fundamental elements of 

succession planning into the District’s work program. 

Recommendation 36. Create a professional development 

plan for utility maintenance workers to identify core 

competencies for promotion. 

Recommendation 37. Provide training to increase utility 

maintenance workers’ competencies to promote within 

their career ladder.  
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Analysis of Policies and Procedures  

During our work we reviewed several policies and procedures 

documents. Our analysis of the policies and procedures in place is 

presented in the following three areas: 

• General observations, 

• Finance policies and procedures, and 

• Human resources policies and procedures. 

General Observations 
District staff maintain two procedures documents in their administrative 

offices: a standing procedures manual and an office procedures manual. 

As the names imply, both primarily include procedures rather than 

policies and are significantly outdated. Some procedures (e.g., attendance 

log board, miscellaneous office memos) are no longer relevant given 

changes in technology and practices.  

In our experience, the type of content in these manuals is typically 

consolidated into a comprehensive administrative policies and 

procedures manual. Some of the procedures (e.g., creating PDF files) may 

not even belong in a procedures manual such as this, but rather provided 

in training materials or on an agency’s internal website (intranet). 

Consolidating and updating the manuals to identify the most significant 

policies and procedures is necessary. 

Recommendation 38. Consolidate the standing 

procedures and office procedures manuals into an 

Administrative Policies and Procedures Manual, 

eliminating redundancies and procedures that are no 

longer relevant. 

Recommendation 39. Update existing procedures to 

reflect current practices. 

Board policies have been consolidated into a Resolution Index that 

summarizes the resolutions approved by the Board and notes those that 

are Board policies. This is then used as a reference to the approved Board 

resolutions, which are scanned and are accessible on a shared drive to all 
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staff. These practices are working well for the District and support its 

customer service initiatives. They should be continued. 

Finance Policies and Procedures 
The GFOA recommends various fiscal policies that government agencies 

should have in place. The list of GFOA recommended policies, and those 

that are in place by the District, are summarized in Table 2 below.  

Table 2. Budget and Fiscal Policies Recommended by GFOA 

GFOA 
Recommended 

Policy Description 

In place in 
the 

District? Observation 

1. General 
Fund 
reserves 

Amount of resources to be held in reserve 
and conditions under which reserves can 
be used. 

N/A General fund reserves are not 
applicable to a water district. 
However, operational reserve 
policies are appropriate and are 
discussed in Item 2 below. 

2. Reserves in 
other funds 

Policies for other funds (especially 
enterprise funds) that serve a similar 
purpose to general fund reserve policies. 

Yes The District has a reserve policy 
approved by the Board in 2014 
that creates minimum reserves 
for debt and capital; the water 
rate model adopted in 2016 
additionally incorporated a 25% 
minimum operating reserve 
policy. 

3. Grants Administration and grants process. No None noted. 

4. Debt Use of government debt, including 
permissible debt instruments, conditions 
under which debt may be used, allowable 
levels of debt, and compliance with 
continuing disclosure requirements. 

Yes Adopted by the Board in 2014 but 
may require update in light of the 
significant capital improvement 
projects in the Water Master 
Plan. 

5. Investment Guidance on the investment of public 
funds, including permissible investment 
instruments, standards of care for invested 
funds, and the role of staff and 
professional advisors in the investment 
program. 

Yes Separate policy last approved in 
February 2008. 

6. Economic 
development 

Policies that address a local government’s 
use of subsidies or other incentives to 
encourage private development. 

N/A  

7. Accounting 
and financial 
reporting 

Establish and guide the use of an audit 
committee, endorse key accounting 
principles, and ensure external audits are 
properly performed. 

No The District does not use an audit 
committee. 
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GFOA 
Recommended 

Policy Description 

In place in 
the 

District? Observation 

8. Risk 
management 
and internal 
controls 

Address traditional views of risk 
management and internal control, as well 
as more modern concepts of "enterprise 
risk management". 

No None noted. 

9. Procurement Encourage efficient, effective and fair 
public procurement. 

No District is relying on California 
Public Contracts Code. 

10. Long-term 
financial 
planning 

A policy that commits the organization to 
taking a long-term approach to financial 
health. 

No None noted. 

11. Structurally 
balanced 
budget 

Distinction between satisfying the 
statutory definition and achieving a true 
structurally balanced budget. 

N/A This policy is primarily applicable 
to general funds, which are not 
applicable to water districts. 

12. Operating 
budget 

Essential features of the budget 
development process and form, as well as 
principles that guide budgetary decision 
making. 

No None noted. 

13. Capital 
budget 

Policies that cover the lifecycle of capital 
assets, including capital improvement 
planning, capital budgeting, project 
management, and asset maintenance. 

No None noted. 

14. Revenues 
(utility 
billing) 

Designing efficient and effective revenue 
systems that guarantee the generation of 
adequate public resources to meet 
expenditure obligations. 

No None noted; however policies are 
implicit in the Board’s approval of 
rates from the 2016 Water Rate 
Study. 

15. Expenditures Addresses a range of issues around how 
money is expended, including personnel, 
outsourcing, and funding long-term 
liabilities. 

No None noted. 

As the table shows, there are several policies that are not developed. 

There are several models available from the GFOA and other water and 

utility districts that can be used in developing new policies for the 

District.  

Table 3 below identifies each of the applicable policies from Table 2 and 

the prioritization that the District will likely want to place on developing 

those policies for Board consideration and adoption. 
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Table 3. Proposed Prioritization of Developing and Updating the District’s Fiscal Policies 

A – High Priority B – Medium Priority C – Low Priority 

• Reserves 

• Long-term financial planning 

• Capital budget 

• Operating budget 

• Purchasing/procurement 

• Investment 

• Risk management/internal controls 

• Grants 

• Debt 

• Revenues (utility billing) 

• Expenditures 

• Accounting and financial reporting 

Recommendation 40. Review and update the District’s 

fiscal policies consistent with best practices; develop 

new policies where none currently exist. 

Human Resources Policies and Procedures 
The District’s human resources-related policies are incorporated into the 

Personnel Manual, which was revised by Board resolution in June 2019. 

The manual includes various policies that are applicable to operations, 

including: 

• Employment policy 

• Equal opportunity 

statement 

• Employment categories 

• Compensation and hours 

of work 

• Use of District vehicles 

• Leave usage and leaves 

of absence 

• Employee relations 

• Disciplinary action and 

termination 

• Confidentiality of records 

• Harassment 

• Gifts and gratuities 

• Worktime solicitation 

• Smoking 

• Substance abuse 

• Technology use 

• Salary schedule 

 

Legal counsel is reviewing the current Personnel Manual to ensure it 

complies with applicable laws and to identify changes necessary to be 

more applicable to the District’s operations. District staff should finalize 

this work and present the amendments to the Board for approval. As 

indicated earlier, District staff should continue the practice of reviewing 

its personnel manual every two years to ensure it remains in compliance 

with applicable laws. 

The manual currently includes a salary schedule for all employees, which 

requires it to be updated every time the salary schedule is updated 

(typically every year with the adoption of the annual budget). 
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In our experience, agencies include salary schedules (or pay plans) in 

their personnel manuals by reference only. The governing body takes 

action on the pay plan during budget adoption each year but a revision to 

the personnel manual is not required. The District should use this model 

so personnel manual updates in the future focus on substantive changes 

regarding the rules applicable to employment rather than updating an 

annual pay plan. 

Recommendation 41. Extract the salary schedule from the 

District’s Personnel Manual and adopt the salary 

schedule by Board resolution separate from any future 

Personnel Manual updates. 
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Technology Use 

The District uses technology tools to support implementation of finance 

and human resources functions. This section focuses on the tools used, 

how they are supported, and how technology is planned strategically in 

the organizations. 

Technology Tools 
Key technology tools currently in place include the following: 

• Finance/enterprise resource planning system1 – Tyler 

Technologies 

• Utility billing system – Tyler Technologies 

• Online bill pay – Municipal Online Payments 

• Fixed assets – Thompson Reuters CS Professional Suite 

• Health insurance enrollment/management – California Joint 

Powers Insurance Agency online system 

• Budget – Microsoft Excel and Word 

The Tyler Technologies’ finance and utility billing systems have been 

serving the District’s needs. Tyler is nearing the end of its life cycle, 

although they continue to support the District’s current software version. 

No changes are necessary at this time, but District leaders will need to 

consider a replacement system within the next five to seven years. 

Information Technology Support 
Information technology (IT) used by the District is supported through a 

contract with a private vendor which has been serving the District for 

many years. Staff report a high level of satisfaction with the 

responsiveness and abilities of the IT provider. The contract has not been 

updated in several years and is missing typical elements that would be 

found in service agreements such as response time expectations and 

service category commitments. While the IT vendor has been responsive 

                                                      

1Applications include general ledger, accounts payable, payroll, and accounts receivable. 
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to the District, it is a best practice to incorporate service level expectations 

in such agreements so both parties understand the expectations. Such 

service level agreements should identify response expectations given the 

24/7 nature of District operations compared to the 8 a.m.to 5 p.m. nature 

of administrative functions. 

Recommendation 42. Revise the contract with the IT 

support provider to ensure that appropriate service level 

commitments are consistent with 24/7 and 8 a.m. to 5 p.m. 

response needs of the organization. 

IT Strategic Planning 
The District does not have an information technology strategic plan in 

place. The Water Master Plan references the use of technology in support 

of water operations but does not specifically address the District’s 

expectations regarding the use of technology to support service delivery 

in both operations and administration. 

A typical strategic plan will include the following elements: 

• Vision and Values. Reflecting on the mission statement of the 

organization, the plan would include a vision statement about the 

expected ways technology supports achieving the mission, and 

the values that drive implementation of technology resources to 

support service delivery areas. 

• Goals. The plan would then identify the goals for implementation 

of technology. This may range from technology governance and 

innovation to business system applications, infrastructure, 

security, and financial resources. 

• Strategies. For each goal, the plan would articulate the current 

state, the desired future state, and the strategies that will help 

achieve that desired state. 

• Action Plan. Once the strategies are determined, an 

implementation action plan would be developed that identifies 

key implementation tasks, lead responsibility, resources needed 

(e.g., staffing, financial), and the relative priority for each task. 

The key technologies that could be addressed in an IT Strategic Plan for 

the District may include: 

• Work order management system, 

• Computerized maintenance management system (CMMS), 

• Automated meter reading (AMR)/automatic meter infrastructure 

(AMI), 

• Supervisory control and data acquisition (SCADA) systems, 
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• Geographic information system (GIS), 

• Enterprise resource planning (ERP)/finance system, 

• Utility billing administration, presentment and payment, and 

• Payroll/human resources 

The District should develop an IT Strategic Plan to ensure that technology 

use is appropriate and relevant in supporting the mission of the District. 

Recommendation 43. Develop an IT Strategic Plan that 

focuses on key technologies to support operations and 

administrative needs. 
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Conclusion 

The finance and human resources functions in the District are functioning 

well given the District’s size and demands placed on its limited staff 

capacity. The people in the primary positions who support these 

functions are committed to the organization. They have learned their 

roles and perform them well. 

As this report highlights, there are several opportunities for 

professionalizing the District’s finance and human resources functions. 

Restructuring the organization, budget development, long-range financial 

and capital improvement planning, and updating key policies and 

procedures will help provide the assurance that the Board and the 

community need to demonstrate the efficient execution of finance and 

human resources functions. Doing so will further help the organization 

achieve its purpose serving quality water resources to the Pacifica 

community. 
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Attachment A – List of Recommendations 

 

Recommendation 1. Retitle the accountant position to accounting manager. 

Recommendation 2. Assign oversight of customer service representative positions and budget 

development responsibilities to the accounting manager. 

Recommendation 3. Assign oversight of meter reader functions to the assistant general 

manager in the Operations and Maintenance Division. 

Recommendation 4. Obtain the services of a part-time bookkeeper/accounting technician to 

report to the accounting manager. 

Recommendation 5. Contract for a full-time engineer/project manager to provide engineering 

services and handle day-to-day capital project management responsibilities. 

Recommendation 6. Assign oversight of the engineer/project manager to the general 

manager. 

Recommendation 7. Develop a District Strategic Plan. 

Recommendation 8. Incorporate the Strategic Plan by reference in the annual budget 

document to identify how key initiatives are addressed in the proposed annual budget. 

Recommendation 9. Assign the budget preparation process to the accounting manager under 

the direction of the general manager with the support of the management analyst II. 

Recommendation 10. Create a budget development team that consists of the general manager, 

assistant general manager, accounting manager, management analyst II, and engineer/project 

manager. 

Recommendation 11. Develop a five-year financial forecast and incorporate it as part of the 

annual budget document for Board review and adoption. 

Recommendation 12. Develop a five-year capital improvement project plan based on the 

Water Master Plan and incorporate it into the five-year financial forecast. 

Recommendation 13. Allocate project management costs to capital project budgets. 

Recommendation 14. Review existing water shutoff policies to housing affordability trends 

and comply with SB998 by April 1, 2020. 

Recommendation 15. Determine the feasibility of converting some or all meters to radio-read 

meters using AMR or AMI technology and implement radio-read meter technology to the 

fullest extent feasible. 

Recommendation 16. Create a cash flow model based on the long-range financial forecast to 

evaluate liquidity requirements for cash reserves. 

Recommendation 17. Evaluate other investment pool options that provide greater yield while 

maintaining safety and liquidity requirements. 

Recommendation 18. Assign payroll data entry responsibilities to the part-time bookkeeper 

with review by the accounting manager. 
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Recommendation 19. Assign review of the completed payroll register to the general manager 

prior to payroll being finalized. 

Recommendation 20. Assign the accounting manager responsibility for periodically 

reviewing and reconciling compensation reporting to CalPERS and other affected parties. 

Recommendation 21. Consult with a human resources consultant to determine impacts in 

CalPERS change and other state payroll law on proper reporting of compensation. 

Recommendation 22. Establish an irrevocable trust for OPEB liabilities and begin to pre-fund 

the liability based on the actuarially determined annual required contribution. 

Recommendation 23. Prepare and present quarterly financial reports to the Board that include 

a written narrative about trends in revenues, operating costs and capital improvement projects. 

Recommendation 24. Prepare and present a mid-year financial review report to the Board in 

anticipation of developing the next fiscal year budget. 

Recommendation 25. Expand monthly CIP reports to include information about the project’s 

relationship to the 20-year Water Master Plan, project timelines, and activities anticipated in the 

subsequent month. 

Recommendation 26. Prepare and present quarterly updates on the five-year CIP plan to the 

Board. 

Recommendation 27. Prepare a comprehensive review of CIP projects during the mid-year 

financial report. 

Recommendation 28. Conduct a compensation survey for all District classifications. 

Recommendation 29. Implement a continuous recruitment plan for utility maintenance 

worker positions. 

Recommendation 30. Outsource job applicant background checks with a private company 

specializing in such services. 

Recommendation 31. Contract with a recruiting firm to assist in recruiting efforts for 

management, finance, and other difficult-to-fill positions. 

Recommendation 32. Review personnel rules and policies and update the District Personnel 

Manual biennially for compliance with applicable laws and human resources best practices. 

Recommendation 33. Contract with a third-party workers’ compensation consultant to 

oversee claims administration. 

Recommendation 34. Provide opportunities for administrative staff to attend conferences and 

training sessions relevant to finance, human resources, and other areas related to the District’s 

operating environment. 

Recommendation 35. Expand succession planning efforts by incorporating the five 

fundamental elements of succession planning into the District’s work program. 

Recommendation 36. Create a professional development plan for utility maintenance workers 

to identify core competencies for promotion. 

Recommendation 37. Provide training to increase utility maintenance workers’ competencies 

to promote within their career ladder. 
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Recommendation 38. Consolidate the standing procedures and office procedures manuals 

into an Administrative Policies and Procedures Manual, eliminating redundancies and 

procedures that are no longer relevant. 

Recommendation 39. Update existing procedures to reflect current practices. 

Recommendation 40. Review and update the District’s fiscal policies consistent with best 

practices; develop new policies where none currently exist. 

Recommendation 41. Extract the salary schedule from the District’s Personnel Manual and 

adopt the salary schedule by Board resolution separate from any future Personnel Manual 

updates. 

Recommendation 42. Revise the contract with the IT support provider to ensure that 

appropriate service level commitments are consistent with 24/7 and 8 a.m. to 5 p.m. response 

needs of the organization. 

Recommendation 43. Develop an IT Strategic Plan that focuses on key technologies to support 

operations and administrative needs. 

 



A. LOCAL AGENCY INVESTMENT FUND

Account Value Quarterly Account Value Current Y-T-D

at Sept 30, 2019 Interest Earned at Oct. 31, 2019 Yield Interest Earned

9,119,180.44 500,000.00 56,173.29 9,675,353.73 2.190% 200,753.61        

9,119,180.44 500,000.00 56,173.29 9,675,353.73 2.190% 200,753.61        

(b) (c) (a)

Note:
(a) L.A.I.F. interest is paid on a quarterly basis.
(b) Transfer fund from general fund account to LAIF account.

(c) The above fund is used to cover the following District's liabilities & reserves:

- CIP Reserve 1,500,000.00$        

- Operating Reserve 1,200,000.00 

- OPEB Liabilties 5,000,000.00 

- Drought Contingency Fund 500,000.00 

- Emergency Reserve 300,000.00 

- Accrued Sick Leaves & Vacation 303,850.00 

- Customer Deposit 371,700.00 

Total assignment of fund:  9,175,550.00$        

- Unrestricted Cash 499,803.73 

Total Investment fund balance: 9,675,353.73$        

Maturity

NORTH COAST COUNTY WATER DISTRICT

Investment Portfolio Summary

October 31, 2019

Deposit/Transfer

8A



Current Month Y-T-D Total FY 2019-20 % of Y-T-D Total

Oct. '19 Jul. '19 - Oct. '19 Budget to Budget

Operating Revenues:

Water Consumption Sales 883,011.89                3,290,060.10             8,762,000.00             37.55%

Other Service Charges 338,865.08                1,321,418.62             3,902,500.00             33.86%

Total Operating Revenues 1,221,876.97             4,611,478.72             12,664,500.00           36.41%

Operating Expenses:

Administration Expenses

Administration - Directors 11,553.48                  43,684.90                  127,000.00                34.4%

Administration Employee Development -                             1,404.09                    3,500.00                    40.12%

Administration Operations 68,721.36                  189,636.04                590,000.00                32.14%

Administration Profession, Fees 12,324.50                  90,518.20                  156,000.00                58.02%

Administration Salaries & Benefits 159,248.84                683,501.02                2,021,500.00             33.81%

Bond-Debt Service 11,722.92                  46,607.44                  136,875.00                34.05%

Total Administration Expenses 263,571.10                1,055,351.69             3,034,875.00             34.77%

Distribution Expenses

Distribution - Operations 13,342.75                  70,013.20                  250,000.00                28.01%

Distribution Salaries & Benefits 83,943.75                  312,920.08                1,133,000.00             27.62%

Total Distribution Expenses 97,286.50                  382,933.28                1,383,000.00             27.69%

Plant Expenses

Plant Operations 488,329.39                2,049,354.75             5,738,400.00             35.71%

Plant Salaries & Benefits 11,856.46                  55,320.92                  226,700.00                24.4%

Total Plant Expenses 500,185.85                2,104,675.67             5,965,100.00             35.28%

Total Administrative, Distribution & Plant Expenses 861,043.45                3,542,960.64             10,382,975.00           34.12%

Total Operating Expenses 861,043.45                3,542,960.64             10,382,975.00           34.12%

Net Operation Income (Loss): 360,833.52                1,068,518.08             2,281,525.00             46.83%

Non-Operating Revenues 79,186.42                  355,521.65                736,600.00                48.27%

Net Income (Loss) 440,019.94                1,424,039.73             3,018,125.00             47.18%

                North Coast County Water District
                 REVENUES & EXPENSES SUMMARY

               For October 2019
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Current Month Y-T-D Total FY 2019-20 % of Y-T-D Total

Oct. '19 Jul. '19 - Oct. '19 Budget to Budget

Ordinary Revenues/Expenses

Operating Revenues

4110 · Residential Water Sales 501,899.34                2,201,582.56              5,800,000.00             37.96%

4110001 · Residential Service Charges 270,204.58                1,112,619.03              3,350,000.00             33.21%

4120 · Business Water Sales 72,760.20                  268,403.18                 1,250,000.00             21.47%

4120001 · Business Service Charges 13,265.44                  44,077.99                   140,000.00                31.48%

4140 · Multi-Units Water Sales 180,592.36                429,973.77                 780,000.00                55.13%

4140001 · Multi-Units Service Charges 20,989.70                  48,451.27                   129,000.00                37.56%

4170 · Other Public, Portables, etc. 58,064.24                  175,828.22                 500,000.00                35.17%

4170001 · Other Public Service Charges 8,042.64                    21,905.56                   68,000.00                  32.21%

4180 · Irrigation 29,805.88                  131,112.98                 275,000.00                47.68%

4180001 · Irrigation Service Charges 3,684.61                    14,561.22                   44,000.00                  33.09%

4185 · Recycled Water Sales 34,524.88                  66,156.34                   100,000.00                66.16%

4185001 · Recycled Water Service Charges 2,289.34                    4,469.65                     12,500.00                  35.76%

4210 · Fire Standbys (Fire Protection) 5,364.99                    17,003.05                   57,000.00                  29.83%

4230 · Water Connections 2,963.97                    11,991.46                   25,000.00                  47.97%

4240 · Renewal of Service Fees 2,052.00                    8,176.00                     24,000.00                  34.07%

4260 · Late Charges 7,007.00                    27,072.00                   70,000.00                  38.67%

4870 · Miscellaneous Income 8,365.80                    28,094.44                   40,000.00                  70.24%

Total Operating Revenues 1,221,876.97             4,611,478.72              12,664,500.00           36.41%

Expenses

130 · Administration Expenses

Administration - Directors

5645130 · Directors Health Insurance 8,753.48                    35,013.92                   110,000.00                31.83%

5940130 · Directors Fees 2,800.00                    7,300.00                     10,000.00                  73.0%

5942130 · Directors Convention & Travel -                            1,370.98                     7,000.00                    19.59%

Total Administration - Directors 11,553.48                  43,684.90                   127,000.00                34.4%

Administration Employee Development

5625130 · Meetings & Conferences -                            404.09                        1,500.00                    26.94%

5635130 · Staff Training -                            1,000.00                     2,000.00                    50.0%

Total Administration Employee Development -                            1,404.09                     3,500.00                    40.12%

Administration Operations

5514130 · Online Payment Fees 8,654.85                    31,574.17                   90,000.00                  35.08%

5522130 · Bad Debt Write Off -                            (394.70)                       25,000.00                  -1.58%

5620130 · Advertising 225.00                       3,563.22                     2,000.00                    178.16%

5621130 · Printing & Office Supplies 1,255.60                    3,060.34                     10,000.00                  30.6%

5230130 · Utilities 1,937.13                    8,411.94                     22,000.00                  38.24%

5623130 · Telephone 336.08                       1,256.22                     5,000.00                    25.12%

5624130 · Janitor & Gardener 1,460.00                    5,605.00                     16,000.00                  35.03%

               North Coast County Water District
               Revenues & Expenses Report

               For October 2019
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Current Month Y-T-D Total FY 2019-20 % of Y-T-D Total

Oct. '19 Jul. '19 - Oct. '19 Budget to Budget

               North Coast County Water District
               Revenues & Expenses Report

               For October 2019

5626130 · Dues & Memberships 7,615.00                    7,615.00                     40,000.00                  19.04%

5626130A · BAWSCA Dues 18,114.00                  36,228.00                   75,000.00                  48.3%

5627130 · Postage 2,540.70                    11,397.39                   35,000.00                  32.56%

5628130 · General Manager Expenses -                            -                              500.00                       0.0%

5630130 · Insurance 7,990.09                    27,206.92                   70,000.00                  38.87%

5631130 · Office Bldg. Maintenance & Repairs 274.91                       3,263.06                     5,000.00                    65.26%

5637130 · Billing Software Support 3,732.36                    21,610.06                   65,000.00                  33.25%

5650130 · Office Equip. Repair & Maintenance 1,952.91                    7,253.41                     10,000.00                  72.53%

5655130 · Office Equip. Lease & Maintenance 450.97                       2,598.86                     7,000.00                    37.13%

5661130 · Uniforms 150.18                       386.18                        1,800.00                    21.45%

5685130 · Water Ed/Community Services 9,265.22                    10,296.06                   10,000.00                  102.96%

5687130 · Water Conservation -                            -                              25,000.00                  0.0%

5720130 · Taxes & Assessments 1,257.92                    1,257.92                     2,000.00                    62.9%

5725130 · Rebate Programs 832.64                       6,140.64                     65,000.00                  9.45%

5730130 · Miscellaneous Expenses 510.50                       867.84                        5,000.00                    17.36%

5732130 · License & Certificates 70.00                         70.00                          700.00                       10.0%

5733130 · Meals & Entertainment 89.30                         327.93                        1,000.00                    32.79%

5734130 · Travel & Lodging 6.00                           40.58                          500.00                       8.12%

5735130 · Employee Rec. Dinner Awards -                            -                              1,500.00                    0.0%

Total Administration Operations 68,721.36                  189,636.04                 590,000.00                32.14%

Administration Profession, Fees

5680130 · Engineering 311.50                       311.50                        25,000.00                  1.25%

5681130 · Legal Fees 7,445.50                    16,651.00                   60,000.00                  27.75%

5682130 · Auditing & Accounting Fees 1,720.00                    19,460.00                   21,000.00                  92.67%

5683130 · Misc. Professional Fees 2,847.50                    54,095.70                   50,000.00                  108.19%

Total Administration Profession, Fees 12,324.50                  90,518.20                   156,000.00                58.02%

Administration Salaries & Benefits

5111130 · Regular Salary 55,028.71                  222,600.57                 799,000.00                27.86%

5112130 · Overtime 3,935.92                    6,062.19                     10,000.00                  60.62%

5640130 · Payroll Taxes 5,170.13                    24,185.36                   60,000.00                  40.31%

5641130 · Workers Compensation -                            58,010.60                   50,000.00                  116.02%

5642130 · Health Insurance 6,680.34                    24,393.28                   123,000.00                19.83%

5642130A · Retiree's Health Insurance 26,693.60                  103,181.82                 300,000.00                34.39%

5643130 · CalPERS Retirement 48,230.47                  204,386.48                 550,000.00                37.16%

5644130 · Retiree COLA Benefit 12,457.89                  36,640.32                   115,000.00                31.86%

5646130 · Life Insurance 1,036.78                    3,980.40                     14,000.00                  28.43%

5647130 · Employee Welfare 15.00                         60.00                          500.00                       12.0%

Total Administration Salaries & Benefits 159,248.84                683,501.02                 2,021,500.00             33.81%

5800130 · Bond-Debt Service 11,722.92                  46,607.44                   136,875.00                34.05%

Total 130 · Administration Expenses 263,571.10                1,055,351.69              3,034,875.00             34.77%
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Current Month Y-T-D Total FY 2019-20 % of Y-T-D Total

Oct. '19 Jul. '19 - Oct. '19 Budget to Budget

               North Coast County Water District
               Revenues & Expenses Report

               For October 2019

120 · Distribution Expenses

Distribution - Operations

5230120 · Utilities 4,444.02                    18,172.41                   40,000.00                  45.43%

5314120 · Other Services - Misc. 4,785.38                    4,785.38                     5,000.00                    95.71%

5315120 · Contract Services -                            9,347.09                     15,000.00                  62.31%

5350120 · Tools & Equipment -                            377.44                        6,000.00                    6.29%

5410120 · Meters 451.20                       2,506.73                     35,000.00                  7.16%

5412120 · Operating Supplies 46.74                         691.31                        4,000.00                    17.28%

5420120 · Inventory -                            20,226.06                   65,000.00                  31.12%

5621120 · Office Supplies -                            628.60                        1,000.00                    62.86%

5623120 · Telephone 1,014.16                    4,342.39                     14,000.00                  31.02%

5661120 · Uniforms & Safety Equipment -                            124.39                        10,000.00                  1.24%

5670120 · Distribution Repairs & Maintenance 2,224.93                    3,794.45                     45,000.00                  8.43%

5730120 · Misc. Supplies/Expenses 273.39                       997.28                        3,000.00                    33.24%

5750120 · Recycled Water Operations 102.93                       4,019.67                     7,000.00                    57.42%

Total Distribution - Operations 13,342.75                  70,013.20                   250,000.00                28.01%

Distribution Salaries & Benefits

5111120 · Regular Salary 49,512.04                  208,846.71                 825,000.00                25.32%

5112120 · Overtime 6,717.23                    8,150.83                     25,000.00                  32.6%

5113120 · Duty 4,893.52                    22,130.63                   63,000.00                  35.13%

5640120 · Payroll Taxes 3,774.39                    22,737.85                   70,000.00                  32.48%

5642120 · Health Insurance 19,046.57                  51,054.06                   150,000.00                34.04%

Total Distribution Salaries & Benefits 83,943.75                  312,920.08                 1,133,000.00             27.62%

Total 120 · Distribution Expenses 97,286.50                  382,933.28                 1,383,000.00             27.69%

110 · Plant Expenses

Plant Operations

5130110 · Water Purchases - SFPUC 449,915.99                1,858,552.16              5,301,700.00             35.06%

5230110 · Utilities 27,628.90                  112,324.78                 226,000.00                49.7%

5312110 · Lab 3,807.66                    10,360.28                   20,000.00                  51.8%

5314110 · Regulatory Fees -                            51,500.00                   90,000.00                  57.22%

5350110 · Tools & Equipment -                            32.08                          4,000.00                    0.8%

5412110 · Operating Supplies 87.49                         126.15                        3,500.00                    3.6%

5623110 · Telephone 101.65                       480.40                        1,200.00                    40.03%

5629110 · Vehicle Maintenance 948.50                       1,359.18                     25,000.00                  5.44%

5632110 · Fuel 5,718.28                    14,020.06                   45,000.00                  31.16%

5661110 · Uniforms & Safety Equipment -                            -                              2,000.00                    0.0%

5670110 · Plant Repair & Maintenance 120.92                       599.66                        20,000.00                  3.0%

Total Plant Operations 488,329.39                2,049,354.75              5,738,400.00             35.71%
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Current Month Y-T-D Total FY 2019-20 % of Y-T-D Total

Oct. '19 Jul. '19 - Oct. '19 Budget to Budget

               North Coast County Water District
               Revenues & Expenses Report

               For October 2019

Plant Salaries & Benefits

5111110 · Regular Salary 9,595.52                    44,830.56                   177,000.00                25.33%

5112110 · Overtime -                            -                              700.00                       0.0%

5640110 · Payroll taxes 734.06                       4,201.35                     14,000.00                  30.01%

5642110 · Health Insurance 1,526.88                    6,289.01                     35,000.00                  17.97%

Total Plant Salaries & Benefits 11,856.46                  55,320.92                   226,700.00                24.4%

Total 110 · Plant Expenses 500,185.85                2,104,675.67              5,965,100.00             35.28%

Total Administrative, Distribution & Plant Expenses 861,043.45                3,542,960.64              10,382,975.00           34.12%

Total Operating Expense 861,043.45                3,542,960.64              10,382,975.00           34.12%

Net Operating Income (Loss) 360,833.52                1,068,518.08              2,281,525.00             46.83%

Non-Operating Revenues/(Expenses)

4910 · Revenue from Leases of Property 18,540.95                  74,163.80                   226,600.00                32.73%

4920 · Interest Revenues 56,196.96                  59,766.86                   75,000.00                  79.69%

4930 · Taxes and Assessments 819.30                       173,742.78                 385,000.00                45.13%

4977 · Gain on Sale of Assets 3,809.21                    3,809.21                     -                            100.0%

4980 · Transmission & Storage -                            44,729.00                   50,000.00                  89.46%

5910 · Interest Expense (180.00)                     (690.00)                       -                            100.0%

Total Non-Operating Revenues 79,186.42                  355,521.65                 736,600.00                48.27%

Net Income (Loss) 440,019.94                1,424,039.73              3,018,125.00             47.18%
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# Location Date/Time Response Time* Repair Time**

Water Loss

(gallons) People Affected How People Notified Contractors

Total Staff +

Work-hours*** Leak Description Reimbursable Piping Materials

1 1625 Adobe Dr.

10/2/2019 

8:00 am - 6:30 

pm

25 mins. 10 Hours
Approx. 300,000 

Gallons
5 Homes Knocked on doors.  

Yes - ashphalt 

contractor

6 Workers @ 8 RT Hrs, 6 

Workers @ 2 OT Hr   = 

48 Hrs RT, 12 OT Hr.

6' crack in 6" cast iron pipe. No 10' - 6" ductile iron pipe, 2 solid sleeves.

2 140 Berendos Ave.

10/6/2019  

2:30:pm - 6:30 

pm

15 mins. 4 Hours
Approx. 6,500 

Gallons
3 Homes Knocked on doors. No

1 Worker @ 2 RT Hrs, 1 

Worker @ 2 OT Hrs, 4 

Workers @ 4 OT Hrs   = 

2 Hrs RT, 18 OT Hr.

Crack in main. No 1 - 6"x12" full circle clamp.

3 1120 Galvez Dr.

10/10/2019 

9:00 pm - 1:00 

am

20 mins. 4 Hours
Approx. 5,000 

Gallons
12 Homes Knocked on doors. No 5 Workers @ 4 OT Hrs Saddle leak. No 

1 - 6"x1" saddle, 1" corp stop, 3' - 1" copper, 1 - 1" 

union.

Notes

* Describes the time between when the leak was first reported to the District until the time staff arrived on the scene and started throttling down the leak. 

*** This estimate for work-hours includes mobilization through demobilization of fixing the actual leak  (aka total labor-hours).

October, 2019

NORTH COAST COUNTY WATER DISTRICT

Monthly Leak Report

** Estimated time for the duration is measured from the time the District receives the leak report to the time it takes staff to stop the leak.  Additional effort is required to complete backfill, site clean-up, complete paveworkerst/concrete 

restoration, and/or demobilization, etc.



1020 North Coast County Water District  
Minutes of the Regular Board of Directors Meeting 

October 16, 2019 

2400 Francisco Blvd. 

Pacifica, CA 94044 

1) CALL TO ORDER

President Cosgrove called the Regular Board Meeting to order at 7:01 p.m. at the

District office.

2) ROLL CALL

Present at Roll Call were Director Jack Burgett, Director Tom Piccolotti,

President Joshua Cosgrove, Vice President Anne DeJarnatt, and Director Ron

Ash.  Also present were Management Analyst II Stephanie Dalton, Attorney

Patrick Miyaki, Assistant General Manager – Field Operations Scott Dalton, and

Minutes Taker Jean Headley.

A. Location of Emergency Exits

President Cosgrove pointed out the emergency exits.

3) PLEDGE OF ALLEGIANCE

Led by Vice President DeJarnatt.

4) PUBLIC COMMENT

None.

President Cosgrove adjourned the Board into Closed Session at 7:03 p.m. 

5) CLOSED SESSION:  One Item

Pursuant to California Government Code Section 54957

Public Employee Appointment

Title:  General Manager

President Cosgrove brought the Board back into Open Session at 7:49 p.m. 

6) REPORT ON ACTION TAKEN IN CLOSED SESSION

Patrick Miyaki reported that no action was taken in this Closed Session, and that

the Closed Session was continued to Item 16 on tonight’s agenda.

7) APPROVAL OF ORDER OF AGENDA

ON MOTION by Director Burgett, seconded by Director Piccolotti, the Board voted to 

approve the Order of Agenda as submitted.  Motion passed 5-0. 

8) BOARD COMMUNICATIONS

None.

9) CONSENT CALENDAR

A. Overview of District Investments

B. Financial Statements for September, 2019

C. Minutes of the September 18, 2019 Regular Meeting of the Board

D. Minutes of the October 4, 2019 Special Meeting of the Board

E. Minutes of the October 7, 2019 Special Meeting of the Board

8C
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F. Report on Sale of District Property 

G. September, 2019 Leak Report 

H. September, 2019 SFPUC Hydrological Report 

I. September, 2019 Water Quality Monitoring Report 

 

ON MOTION by Director Burgett, seconded by Vice President DeJarnatt, the Board 

voted to approve the Consent Calendar as submitted.  Motion passed 5-0. 

 

10) GENERAL MANAGER’S REPORT  

 

 A. New Business 

 

1. Approval of Claims Dated October 16, 2019 

 

Staff and responded to questions and comments from the Board. 

 

ON MOTION by Director Burgett, seconded by Vice President DeJarnatt, the Board 

unanimously approved the Claims List dated October 16, 2019 in the amount of 

$669,203.21.  Motion passed 5-0. 

 

2. Appoint Agency Designated Representatives for Labor Negoti-

ations Between the District and the Candidate for the General 

Manager Position, an Unrepresented Employee 

 

President Cosgrove opened this item to the Board. 

 

ON MOTION by Director Burgett, seconded by President Cosgrove, the Board voted 

unanimously to appoint Director Piccolotti as Agency Designated Representative for 

labor negotiations between the District and the candidate for the General Manager 

position, an unrepresented employee.  Motion passed 5-0. 

 

 B. Continued Business 

 

  1. Capital Improvement Program and Bond Projects 

 

 Assistant General Manager – Field Operations Scott Dalton 

presented the September, 2019 Monthly Status Report. 

 

 There was no discussion. 

 

11) BAY AREA WATER SUPPLY AND CONSERVATION AGENCY ISSUES 

 

 Director Piccolotti indicated there is no report because there was no meeting. 

 

12) COMMITTEE AND/OR DIRECTORS’ REPORTS ON MEETINGS 

ATTENDED 

 

 A. Policies, Procedures and Practices Review Committee – October 1, 2019 

 

 President Cosgrove reported that he and Director Piccolotti met with Steve 

Toller of Management Partners; Interim General Manager David Boesch 

participated via teleconference call.  The committee reviewed the status of 

the review process. 

 

 B. General Manager Recruitment Committee – October 2, 2019 

 

  President Cosgrove reported that he and Director Burgett met.   

 

 
 



1022      Minutes of the Regular Board of Directors Meeting              October 16, 2019 

 

 

 Director Burgett said that the committee is moving with evaluating the 

candidates and have come up with questions for the candidates. 

 

C. 75th Anniversary Committee – September 3, 2019 
 

President Cosgrove stated that Management Analyst II Stephanie Dalton 

and Staff assisted greatly in the community work, and the event which 

occurred on Sunday was phenomenal. 

 

Director Ash said the event was great and well attended, and he also 

thanked Staff for all their hard work. 

 

13) DIRECTORS’ COMMENTS AND/OR AGENDA REQUESTS 

 

 Director Burgett requested to have an Outreach Committee meeting in November 

to inform the public that the District is governed by the State and is not a for-

profit organization. 

 

 Director Ash discussed comments he has seen on Next Door.com and wonders if 

we can somehow educate the people who make these comments.  This was 

referred to the Public Outreach Committee. 

 

 Management Analyst II Stephanie Dalton discussed the District’s Next Door 

account.  She discussed that when she looks at it, she does not see the private 

neighborhood conversations.  She can only see the customer comments when she 

looks in as an individual. 

 

14) CORRESPONDENCE 

 

A. SDRMA Letter Re: No Paid Workers’ Compensation Claims in 2018-19 

 

 Director Burgett pointed out that the letter from the Special District Risk 

Management Authority was mistakenly addressed to him as President of 

the Board, even though he is no longer President of the Board.  He talked 

about a few points from the letter. 

 

15) PUBLIC COMMENT 

 

 None. 

 

Attorney Patrick Miyaki adjourned the Board into Closed Session at 8:15 p.m. 

 

16) CLOSED SESSION – Two items 

 Pursuant to California Government Code Section 54957.6 

 Conference with Labor Negotiators 

 Agency Designated Representative:  Director Tom Piccolotti 

 Unrepresented Employee:  General Manager Candidate 

 

 Pursuant to California Government Code Section 54956.9(d)(2) 

 Conference with Legal Counsel – Anticipated Litigation 

 Significant Exposure to Litigation 

 Two Potential Cases 

 

President Cosgrove called the Board back into Open Session at 9:04 p.m. Director 

Burgett left the meeting at 8:45 p.m. 
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17) REPORT ON ACTION TAKEN IN CLOSED SESSION 

 

In the conference with the Labor Negotiator, the Board gave direction to its labor 

negotiator. In the conference with Legal Counsel, Anticipated Litigation, no  

action was taken.  

 

 

18) ADJOURNMENT 

 

President Cosgrove adjourned the meeting at 9:05 p.m.  

 

 

Respectfully submitted,    Approved: 

 

 

____________________________________ ________________________ 

Scott Dalton -  Assistant General Manager –  Joshua Cosgrove, President 

Field Operations 



 1 

 San Francisco Public Utilities Commission 
Hydrological Conditions Report 

October 2019 
J. Chester, C. Graham, N. Waelty, November 14, 2019

Red Mountain Bar West and Don Pedro Crossing. At this location, the Hetch Hetchy Regional Aqueduct drops 
underneath Don Pedro Reservoir via a siphon. At the west side, there is a surge tower, overflow shaft and 

regulating gate. 
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System Storage 
 
Current Tuolumne System and Local Bay Area storage conditions are summarized in Table 1. 
 

Table 1 
Current System Storage 
as of November 1, 2019 

 
Current Storage Maximum Storage Available Capacity Percentage 

of Maximum 
Storage acre-feet millions of 

gallons acre-feet millions of 
gallons acre-feet millions of 

gallons 
Tuolumne System 
Hetch Hetchy Reservoir1 291,840 

 

340,830 

 

48,990 

 

86% 
Cherry Reservoir2 214,604 268,810 54,206 80% 
Lake Eleanor3 17,976 21,495 3,519 84% 
Water Bank 569,824 570,000 176 99% 
Tuolumne Storage 1,094,244 1,201,135 106,891 91% 
Local Bay Area Storage 
Calaveras Reservoir 60,930 19,854 96,824 31,550 35,894 11,696 63% 
San Antonio Reservoir 43,522 14,182 50,496 16,454 6,974 2,272 86% 
Crystal Springs Reservoir 52,652 17,157 58,377 19,022 5,724 1,865 90% 
San Andreas Reservoir 15,221 4,960 18,996 6,190 3,775 1,230 80% 
Pilarcitos Reservoir 2,542 828 2,995 976 453 147 85% 
Total Local Storage 174,868 56,981 227,688 74,192 52,820 17,211 77% 
Total System 1,269,112   1,428,822   159,711   89% 

1 Maximum Hetch Hetchy Reservoir storage with drum gates deactivated. 
2 Maximum Cherry Reservoir storage with flash-boards out. 
3 Maximum Lake Eleanor storage with flash-boards out. 
 

 

 
Figure 1: Monthly system storage for past 12 months in thousand acre-feet (TAF). Color bands show contributions to total system 
storage. Solid black line shows total system storage for the past 12 months. Dashed black line shows total system storage the previous 
12 months.  
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Hetch Hetchy System Precipitation Index 

Current Month: The October six-station precipitation index was 0.0 inches. The precipitation index is computed 
as the average of six Sierra precipitation stations and is an indicator of the overall basin wetness.  

 
Figure 2: Monthly distribution of the six-station precipitation index as compared to the annual average precipitation for October 2019. 
The precipitation index is computed as the average of six Sierra precipitation stations and is an indicator of the overall basin wetness.   

Cumulative Precipitation to Date: As of November 1st, the Hetch Hetchy station and the six-station 
precipitation index for Water Year 2020 were 0.0 inches. The cumulative Hetch Hetchy Weather Station 
precipitation is shown in Figure 3 in red.  

 
Figure 3: Water Year 2020 cumulative precipitation measured at Hetch Hetchy Weather Station. Median cumulative precipitation 
measured at Hetch Hetchy Weather Station and example wet and dry years are included with WY 2020 for comparison purposes. 
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Tuolumne Basin Unimpaired Inflow 
Unimpaired inflow to SFPUC reservoirs and the Tuolumne River at La Grange for October 2019 is summarized 
below in Table 2. 

 
Table 2 

Calculated Reservoir Inflows and Water Available to City 

* All flows are in 
acre-feet 

October 2019 October 1, 2019 through October 31, 2019 

Observed 
Flow Median1 Mean1 Percent 

of Mean 
Observed 

Flow Median1 Mean1 Percent 
of Mean 

Inflow to Hetch 
Hetchy Reservoir 855 3,161 6,207 13% 855 3,161 6,207 13% 

Inflow to Cherry 
Reservoir and Lake 

Eleanor 
0 2,329 5,537 0% 0 2,329 5,537 0% 

Tuolumne River at 
La Grange 24,873 10,099 17,672 141% 24,873 10,099 17,672 141% 

Water Available to 
City 0 0 2,552 0% 0 0 2,552 0% 

1Hydrologic Record: 1919-2015 
       

Hetch Hetchy System Operations 
Water delivery via the Hetch Hetchy Aqueduct averaged 212 MGD for the month of October. 
 
Hetch Hetchy Reservoir power draft and stream releases during the month totaled 26,906 acre-feet. Total 
precipitation in Calendar Year 2019 results in a Water Year Type A (normal to wet conditions) for Hetch 
Hetchy Reservoir, which will be maintained through the rest of the year. Hetch Hetchy Reservoir minimum 
instream release requirements for October were 60 cfs. Instream release requirements for November are 60 cfs. 
 
Cherry Reservoir power generation and valve releases totaled 12,998 acre-feet for the month and were used to 
maintain seasonal target elevations. The required minimum instream release from Cherry Reservoir was 5 cfs 
for October and remains 5 cfs for November. In October no water was transferred from Lake Eleanor to Cherry 
Reservoir via the Cherry / Eleanor Diversion.  
 
Regional System Treatment Plant Production 

The Harry Tracy Water Treatment Plant average production rate for October was 40 MGD. The Sunol Valley 
Water Treatment Plant was in standby for the month with no production.  
 

Local System Water Delivery  

The average October delivery rate was 224 MGD which is a 3% decrease below the September delivery rate of 
231 MGD.  
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Local Precipitation 
This month less than seasonable precipitation amounts were recorded at reservoir rain gauges. The rainfall 
summary for October 2019 is presented in Table 3.  
 

 Table 3 
Precipitation Totals at Three Local Area Reservoirs 

Weather Station Location 
October Water Year 2020 

Total (inches) Percent of Mean for 
the Month Total (inches)  Percent of Mean for 

the Year-To-Date 
Pilarcitos Reservoir 0.05 3 % 0.05 3 % 
Lower Crystal Springs Reservoir 0.00 0 % 0.00 0 % 
Calaveras Reservoir 0.01 1 % 0.01 1 % 

 
Upcountry Water Supply 
Total system storage is at 89% full as reservoirs have been managed to maximize storage for the fall season and 
the beginning of Water Year 2020. As of November 1st, no water has been available to the City (Figure 4). 
 
Hetch Hetchy Reservoir is drafting via SJPL deliveries and instream releases. Cherry Reservoir reached its 
winter storage target of 215,000 acre-feet on October 27th. Holm Powerhouse generation is stopped until 
inflows into the reservoir exceed required minimum instream releases. Lake Eleanor is drafting with instream 
releases. Water Bank is full and projected to debit once inflows pick up as upcountry storage is maintained 
through the fall. 

 
Figure 4: Calculated unimpaired flow at La Grange and the allocation of flows between the Districts and the City. To date there has 
been 0 acre-feet available to the City in Water Year 2020. 



Monthly Fluoride Monitoring*-October, 2019 

Date of Sample Location Fluoride level mg/L Monitored By 

9/30 – 10/6/19 HTWTP/ SF Jail 0.72 SFPUC 

10/3/19 5066 Palmetto Ave. 0.67 NCCWD 

10/3/19 Main Pump Station 0.69 NCCWD 

10/3/19 332 San Pedro Ave. 0.67 NCCWD 

10/3/19 730 St. Lawrence Ct. 0.67 NCCWD 

10/7 – 10/13/19 HTWTP/ SF Jail 0.66 SFPUC 

10/10/19 5066 Palmetto Ave. 0.70 NCCWD 

10/10/19 Main Pump Station 0.73 NCCWD 

10/10/19 332 San Pedro Ave. 0.71 NCCWD 

10/10/19 730 St. Lawrence Ct. 0.70 NCCWD 

10/14 – 10/20/19 HTWTP/ SF Jail   0.69 SFPUC 

10/17/19 5066 Palmetto Ave. 0.65 NCCWD 

10/17/19 Main Pump Station 0.68 NCCWD 

10/17/19 332 San Pedro Ave. 0.67 NCCWD 

10/17/19 730 St. Lawrence Ct. 0.64 NCCWD 

10/21 – 10/27/19 HTWTP/ SF Jail    0.72 SFPUC 

10/24/19 5066 Palmetto Ave. 0.70 NCCWD 

10/24/19 Main Pump Station 0.70 NCCWD 

10/24/19 332 San Pedro Ave. 0.67 NCCWD 

10/24/19 730 St. Lawrence Ct. 0.66 NCCWD 

10/28 – 11/3/19 HTWTP/ SF Jail    0.72 SFPUC 

10/31/19 5066 Palmetto Ave. 0.70 NCCWD 

10/31/19 Main Pump Station 0.73 NCCWD 

10/31/19 332 San Pedro Ave. 0.69 NCCWD 

10/31/19 730 St. Lawrence Ct. 0.69 NCCWD 

*This report summary displays the levels of fluoride reported by San Francisco Public Utilities

Commission (SFPUC) Water Quality Division at the Harry Tracy Water Treatment Plant (HTWTP), as

well as the levels collected at the North Coast County Water District (NCCWD) sample stations

throughout Pacifica. Per the SFPUC Water Quality Department Notifications and Communications Plan:

The control range for the HTWTP is 0.6 mg/L to 1.2 mg/L. The optimal fluoride level for the water

supplied by the SFRWS (San Francisco Regional Water System) is 0.70 mg/L.
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NORTH COAST COUNTY WATER DISTRICT

CLAIMS LIST

NOVEMBER 20, 2019  

 PAYEE                                A/C NO. DESCRIPTION AMOUNT

1 Airgas NCN 5632-110 Propane Fuel for Forklift 106.03           278.01              

5730-120 Monthly Cylinder Lease for Nov. 2019 171.98           

2 Assefa, Frezer 5730-130 Reimb. for Live Scan Fee 60.00                

3 AT&T Various Telephone & Internet Services for Office, Shop, Pump Stations & Distribution 703.75              

4 AT&T Mobility 5623-130 Mobile Phone Service from 9/07/19 to 10/06/19 71.67                

5 Babcock Laboratories, Inc. 5312-110 Water Sample Analysis for Main Pump Station 1,110.00           

6 BAWSCA 5725-130 Lawn Be Gone & Rain Barrel Rebate Postcards & Application Fees 166.64              

7 Battle Born Media (Pacifica Tribune) 5620-130 Public Notice Re: District's 75th Anniversary Celebration 225.00              

8 Bay Area Integration 5650-130 Computer Equipment & Software - Hard Drive, Dual Monitors, & MS Office 1,084.85        4,697.35           

5683-130 IT Network/Server/Workstation Support for Oct. 2019 3,612.50        

9 Bay Area Jump 5685-130 Equipment Rental for District's 75th Anniversary Event 1,494.20           

10 BFI of California Inc.-OX Mtn. Landfill 5670-120 Yard Waste Dump Fees 91.99                

11 Brisbane Recycling Co. Inc. 5670-120 Dump Fees for Leak Repairs at Oddstad Blvd. 600.00              

12 Burgett, Jack 5942-130 Reimb. Auto Mileages for Attending Water Education Foundation Central Coast Water Tour 57.20                

13 CA Special District Association 5626-130 2020 CSDA Membership Renewal Fee 7,615.00           

14 City of Foster City 5620-130 Calopps Job Posting Re: GIS & Lab Technician 1,000.00           

15 Culver Company 5685-130 Supplies for 75th Anniversary Event - Water Conservation Promotables 357.75              

16 DataPros LLC 5637-130 Utility Billing & Mailing Services for 10/01/2019 - 10/31/2019 3,748.62           

17 Durkin, Patrick 5412-110 Reimb. for Purchase Shop Supplies - Circuit Breaker 87.49                

18 Esbro Chemical 5750-120 Supplies for Recycled Water Operations 102.93              

19 Fechter & Company, CPAs 5682-130 FY 2018-19 Financial Statement Audit Fieldwork & Financial Statement Preparation 1,720.00           

20 Flyers Energy, LLC 5632-110 Unleaded Gas 9500 GLS at $2.993/GL & Diesel Fuel Dyed Red 657 GLS at $2.963/GL 5,612.25           

21 Golden State Flow Measurement Inc. 1117-169 Sensus Water Meter 1" (20 units), H2 Hydrant Meter (4 units), & C2 Chember Meter (1 unit) 12,585.60          

22 Hanson Bridgett LLP 5681-130 Legal Fees 7,445.50           

23 Headley Office Services 5683-130 Preparation of Board Meeting Minutes on Oct. 16, 2019 184.32              

24 Idexx Laboratories, Inc. 5312-110 Lab Supplies 1,632.66           

25 J. Snell & Co., Inc. 5621-130 Stamp Ribbon for Check Signer Machine 24.11                

26 John the Sign Guy LLC 5685-130 Screen Print on T-Shirts for 75th Anniversary Event 1,480.34           

27 KBA Docusys, Inc. 5655-130 Monthly Canon Copy Machine Rental 450.97              

28 Linda Mar ACE Hardware 5412-120 Operating Supplies 6.45               40.70                

5670-110 Materials for Plant Repair & Maintenance 19.65             

5670-120 Materials for Leak Repairs 14.60             

29 McLoughlin, Mary 5685-130 Reimb. for Purchase Supplies for 75th Anniversary Event 28.25                

30 PG&E 5230-110 Gas & Electric Costs for Plant, Office & Distribution 33,377.24          

31 Pacific Manor ACE Hardware 5621-120 Operating Supplies 40.29             86.33                

5631-130 Materials for Office Building Maintenance 46.04             

32 Pacifica Tires & Service Center 5629-110 Auto Repair & Tire Services for Truck #7 721.78              

33 Quill Corporation 5621-130 Office and Janitorial Supplies 265.36              

34 Recology of the Coast 5230-130 Monthly Garbage & Recycling Collection Services for Nov. 2019 463.06              

35 Roberts & Brune Co. 1117-170 Bronze Clow Hydrant (6 Units) & Hydrant Supplies 20,283.35      20,734.55          

5410-120 Meter Supplies 451.20           

36 San Mateo County Tax Collector 5720-130 FY 2019-20 Secured Tax Bills - Sewer & MOSQ Abatement Assessment 1,239.20           

37 Serramonte Ford 5629-110 Auto Parts for Stock 259.13              

38 SFPUC 5130-110 Water Purchased from 10/09/2019 to 11/06/2019 393,507.90        

39 SFPUC Financial Services 5312-110 Laboratory Tests & Analysis Services 1,065.00           

40 Squeeky Kleening 5624-130 Monthly Janitorial Services for Oct. 2019 1,460.00           

41 Staples Credit Plan 5621-130 Office Supplies 578.43              

42 State Water Resources Control Board 5314-110 NPDES Drinking Water Purveyors Annual Permit Fees for 7/01/19 - 6/30/20 2,572.00        3,201.13           

5720-130 Water Rights Fees for the Period 7/01/19 - 6/30/20 629.13           

43 Stetson Engineers Inc. 5680-130 General Engineering Services for Sept. 2019 311.50              

44 Tyler Technologies, Inc. 5637-130 Utility Billing Online Monthly Fee for Nov. 2019 500.00              

45 Underground Service Alert 5314-120 2019 Membership Fee & 2018 Billable Ticket Fee 4,785.38           

46 U.S. Bank Various See Details Attached 7,552.20           

47 Verizon Wireless 5623-130 Monthly Wireless Service Charges from 9/17/2019 to 10/16/2019 847.89              

 524,628.38$      
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A/C No. Vendor Description Amount

1118-112B House of Color San Bruno Materials for Office Building Painting Project 145.87          

1118-112B Kelly-Moore Paints Materials for Office Building Painting Project 50.43            

5621-130 Costco.com Office Supplies 386.62          

5621-130 Office Depot Office Supplies 32.78            

5621-130 Walgreens Office Supplies 21.84            

5631-130 Amazon.com Office Building Supplies - Floor Mats 126.62          

5650-130 Intermedia.Net Monthly Spam Mail Screening & Reporting Services 262.21          

5661-130 Amazon.com Safety Supplies - First Aid Wall Mount 150.18          

5670-120 The Home Depot Materials for District Repairs 394.27          

5685-130 Amazon.com Supplies for 75h Anniversary Event - Canopies, Display Materials, 1,248.66       

Succulents, Activities, etc.

5685-130 4 Imprint.com Reusable Tote Bags for Fog Fest & 75th Anniversary Event 556.89          

5685-130 7-Eleven Store Supplies for 75h Anniversary Event 5.44              

5685-130 Abbey Party Rents Stage, Tables, & Chairs Rental for 75th Anniversary Event 863.22          

5685-130 Displays2Go Displays for Community Event & 75th Anniversary 384.41          

5685-130 Dollar Tree Store Supplies for 75th Anniversary Event 32.78            

5685-130 Mazzetti's Bakery Desserts for 75th Anniversary Event 281.00          

5685-130 MisterSofteeNorCal Ice Cream Truck for 75th Anniversary Event 790.25          

5685-130 Tacos El Guero Taco Truck for 75th Anniversary Event 1,046.40       

5685-130 United Site Service Portable Toilet Rental for 75th Anniversary Event 630.38          

5685-130 The UPS Store Printing for 75th Anniversary Event 31.45            

5730-130 Concentra (CMC 598 Airport) DMV Physical Exam. Fee 110.50          

Total: 7,552.20$     

Expenses Breakdown

Billing Date: 10-22-2019

U.S. BANK NATIONAL ASSOCIATION

Business Card Company Statement



STAFF REPORT 

TO: Board of Directors 

FROM:  David Boesch, Interim General Manager 

DATE: November 20, 2019 

RE: Approval of Professional Services Agreement between Brown and Caldwell and North 

Coast County Water District for Engineering Consulting Services for the Hinton Ranch 

and Manor Overpass Pipes Rehabilitation Evaluation in an Amount Not to Exceed 

$56,013  

INFORMATION/BACKGROUND 

The District has determined that the Hinton Ranch and Manor Overpass pipelines are in need of 

repair or replacement. The Hinton Ranch project piping includes approximately 200 linear feet of 

14-inch diameter concrete lined and coated steel pipe that crosses a small creek on the north side

of the Hinton Ranch property. According to District records, the pipeline at Hinton Ranch was

installed in 1962 (57 years old). The Manor Overpass project piping includes about 150 linear

feet of 6-inch diameter cast iron pipe suspended beneath the Manor Drive bridge above Highway

One. According to District records, the pipeline was installed in 1963 (56 years old) when the

highway was widened. The existing pipeline was installed with pipe hangers (and inserts) on the

overcrossing soffit.

This scope of services set forth by Brown and Caldwell describes an evaluation of rehabilitation 

or replacement options for both the Hinton Ranch and Manor Overpass pipes and development 

of recommendations for the District to implement at each location.  

The attached Professional Services Agreement will enable Brown and Caldwell to move forward 

with the rehabilitation evaluation and will provide the District with a Final Technical 

Memorandum in March, 2020. 

RECOMMENDATION 

Staff recommends that the Board Approve the Professional Services Agreement between Brown 

and Caldwell and North Coast County Water District for Engineering Consulting Services for the 

Hinton Ranch and Manor Overpass Pipes Rehabilitation Evaluation in an Amount Not to Exceed 

$56,013. 
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PROFESSIONAL SERVICES AGREEMENT 

THIS AGREEMENT is made as of this   day of    20___, by and 
between North Coast County Water District (“DISTRICT”) and, Brown and Caldwell 
(“CONTRACTOR”). 

WHEREAS, the DISTRICT desires to obtain professional services for engineering 
consulting services for the Hinton Ranch and Manor Overpass Pipes Rehabilitation Evaluation;  

WHEREAS, the CONTRACTOR is ready, willing and able to furnish such services and 
has submitted a scope of work, a copy of which is attached hereto and incorporated herein as 
Attachment A; 

NOW, THEREFORE, THE PARTIES AGREE AS FOLLOWS: 

1. PROVISION OF SERVICES. 

The CONTRACTOR agrees to provide professional services to DISTRICT in accordance 
with the terms and conditions of this Agreement. 

2. SCOPE OF WORK 

Scope of work shall be performed as outlined in Attachment A set forth and incorporated 
herein by this reference and made a part of this Agreement.   
 
 CONTRACTOR shall perform its Services in accordance with generally accepted 
standards and practices customarily utilized by competent engineering firms in effect at the time 
CONTRACTOR’s Services are rendered. All of the work performed pursuant to this Agreement 
shall be under the supervision of, and performed to the satisfaction of, the assigned 
representative of the District.  
 

3. SCHEDULE and TERM 

CONTRACTOR shall begin work upon completion of fully executed Professional 
Services Agreement. The term of this contract is five months.  The Agreement shall commence 
on November 20, 2019 and expire April 1, 2020. 

4. COMPENSATION 

CONTRACTOR shall perform all work set forth in Attachment A for a sum not to exceed                
Fifty-Six Thousand Thirteen Dollars 00/100 ($56,013.00). The total Contract Amount shall 
include all labor, materials, taxes, insurance, subcontractor costs, overhead and profit, and all 
other costs and expenses incurred by CONTRACTOR. 

5.   MANNER OF PAYMENT 

CONTRACTOR shall submit an invoice each month based on the services performed by 
CONTRACTOR, and the invoices must describe the services performed during the billing 
period, who performed the services, then applicable hours rate, and all other costs included in 
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the invoice, if any. The DISTRICT shall pay the approved invoice within thirty (30) days of 
receipt by the DISTRICT. 

6. ASSIGNMENT 

CONTRACTOR shall not assign any of the rights nor transfer any of its obligations under 
the Agreement without the prior written consent of the DISTRICT. 

7. USE OF SUBCONTRACTORS 

CONTRACTOR shall not subcontract any services to be performed by it under this 
Agreement without the prior written approval of the DISTRICT. All subcontractors must be 
registered with the Department of Industrial Relations (DIR) and upload all appropriate 
Prevailing Wages data to the DIR database.  

8. CHANGES 

The DISTRICT may, at any time, by written order, make changes within the scope of 
work and services described in this Agreement.  If such changes cause an increase or decrease 
in the Contract Amount or the time required for performance of the work, an equitable 
adjustment as mutually agreed shall be made in the limit on compensation as set forth in 
Section 4 or in the time of required performance as established in Section 3, or both.  The 
pertinent changes shall be expressed in a written supplement to this Agreement prior to 
implementation of such changes. 

9. PREVAILING WAGES 

• No contractor or subcontractor may be listed on a bid proposal for a public works 

project (submitted on or after March 1, 2015) unless registered with the Department 

of Industrial Relations pursuant to Labor Code section 1725.5 [with limited 

exceptions from this requirement for bid purposes only under Labor Code section 

1771.1(a)]. 

• No contractor or subcontractor may be awarded a contract for public work on a 

public works project (awarded on or after April 1, 2015) unless registered with the 

Department of Industrial Relations pursuant to Labor Code section 1725.5. 

• This project is subject to compliance monitoring and enforcement by the Department 

of Industrial Relations. 

• Every contractor will be required to secure the payment of workers compensation to 

his or her employees. (Labor Code Section 1860) 

• The contractor shall post the applicable prevailing wage rate on the project site. 

(Labor Code Section 1771.4) 

 Pursuant to the provisions of Articles 1 and 2 of Chapter 1, Part 7, Division II of the 
Labor Code of the State of California, not less than the general prevailing rate of per diem 
wages, and not less than the general prevailing rate of per diem wages for holidays and 
overtime work, for each craft, classification or type of worker needed to execute the work or any 
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part of the work completed under this Agreement shall be paid to all workers, laborers and 
mechanics employed in the execution of said work by Contractor or by any subcontractor doing 
or contracting to do any part of the work contemplated by this Agreement.  The appropriate 
determination of the Director of the California Department of Industrial Relations is filed with, 
and available for inspection, at the office of the District Administrator. 
 
 Pursuant to Labor Code Section 1775, Contractor shall forfeit, as a penalty to the 
District, an amount of not more than Two Hundred Dollars ($200.00) for each calendar day, or 
portion thereof, for each worker paid less than the stipulated prevailing rates for any work done 
pursuant to this Agreement by Contractor or any subcontractor working under Contractor.  The 
amount of the penalty shall be determined by the Labor Commissioner and shall be based on 
consideration of the Contractor's mistake, inadvertence, or neglect in failing to pay the correct 
rate of prevailing wages, the previous record of the Contractor in meeting his or her prevailing 
wage obligations, or Contractor's willful failure to pay the correct rate of prevailing wages.  A 
mistake, inadvertence, or neglect in failing to pay the correct rate of prevailing wages is not 
excusable if the Contractor had knowledge of his or her obligations under the Labor Code.  In 
addition to said penalty, the difference between such prevailing wage rates and the amount paid 
to each worker for each calendar day or portion thereof for which each worker was paid less 
than the prevailing wage rate shall be paid to each worker by the Contractor.  Contractor shall 
post, at each job site, a copy of such prevailing rate of per diem wages as determined by the 
Director of the California Department of Industrial Relations. 
 
 Contractor and each subcontractor under Contractor shall keep an accurate payroll 
record showing name, address, social security number, work classification, straight-time and 
overtime hours worked each day and week, and the actual per diem wages paid to each person 
certified in a trade or a craft, for each apprentice, worker, or other employee of Contractor or 
subcontractor performing a part of the work contemplated by this Agreement. Contractor shall 
provide or make available for inspection, a certified copy of such payroll records as specified in 
Section 1776 of the Labor Code of the State of California. Attention is directed to Section 1777.5 
of the Labor Code of the State of California concerning the employment of apprentices, and 
Contractor is required to comply with the provisions of that section. 

 

10.  EIGHT HOUR DAY LIMITATION 

 Contractor agrees that eight (8) hours labor shall constitute a day’s work, and no worker, 
in the employ of the Contractor, or any subcontractor, doing or contracting to do any part of the 
work under this Agreement, shall be required or permitted to work more than eight (8) hours in 
any one calendar day and forty (40) hours in any one calendar week; provided that subject to 
California Labor Code Section 1815, a worker may perform work in excess of eight (8) hours per 
day or forty (40) hours per week at not less than one and one-half times the basic rate of pay. 
 
 Except as provided above for overtime, Contractor shall forfeit as a penalty to District the 
sum of Twenty-Five Dollars ($25.00) for each worker employed in the execution of this 
Agreement by Contractor or by any subcontractor under it for each calendar day during which 
such worker is required or permitted to work more than eight (8) hours in any one day and forty 
(40) hours in any one calendar week in violation of California Labor Code Sections 1810 
through 1815.   
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11. RESPONSIBILITY:  INDEMNIFICATION 

CONTRACTOR shall indemnify, keep and save harmless the DISTRICT, and its 
directors, officers, and employees against any and all suits, claims, or actions arising out of any 
injury to persons or property that may occur in the course of the performance of the Agreement 
by the CONTRACTOR to the extent caused by negligent act or omission of the CONTRACTOR, 
or its employees, subcontractors, or agents.  CONTRACTOR further agrees to defend any and 
all such actions, suit or claims and pay all charges of attorneys and all other costs and 
expenses arising therefrom or incurred in connection therewith; and if any judgment be 
rendered against the DISTRICT or any of the other individuals enumerated above in any such 
action, CONTRACTOR shall, at its expense, satisfy and discharge the same.  In no event shall 
the cost to defend charged to the CONTRACTOR exceed the CONTRACTOR’s proportionate 
percentage of fault. This indemnity shall survive the termination of this Agreement.  

Regardless of any other term of this Agreement, in no event shall either party be 
responsible or liable to the other for any incidental, consequential, or other indirect damages. 

12. INSURANCE 

A. Workers’ Compensation:  CONTRACTOR shall procure and maintain at 
all times during the performance of such work Workers’ Compensation Insurance in 
conformance with the laws of the State of California and Federal laws where applicable and 
Employers’ Liability Insurance, which shall not be less than One Million Dollars ($1,000,000) per 
accident or disease.   

B. Commercial General Liability Insurance:  CONTRACTOR also shall 
procure and maintain at all times during the performance of this Contract Commercial General 
Liability Insurance with a limit for each occurrence of One Million Dollars ($1,000,000) naming 
as additional insureds, in connection with the CONTRACTOR’s activities hereunder, the District, 
and its directors, officers, and employees.   

C. Automobile Liability Insurance:  CONTRACTOR also shall procure and 
maintain at all times during the performance of this Contract Automobile Liability Insurance 
covering all automobiles owned, hired, or leased by CONTRACTOR with a limit of One Million 
Dollars ($1,000,000) for each accident naming the District, and its directors, officers, and 
employees  as additional insureds. 

With respect to coverages under Subsections B and C above, inclusion of District as an 
additional insured shall not in any way affect its rights as respects to any claim, demand, suit or 
judgment made, brought or recovered against CONTRACTOR.  Said policy shall protect 
CONTRACTOR and District in the same manner as though a separate policy had been issued 
to each.  These requirements shall not operate to increase the Insurer’s liability as set forth in 
the policy beyond the amount or amounts shown or to which the Insurer would have been liable 
if only one interest had been named as an insured. 

Prior to commencement of work hereunder, CONTRACTOR shall deliver to District 
Certificate(s) of Insurance which shall indicate compliance with all the insurance requirements 
above and shall stipulate that 30 days’ notice of cancellation shall be given to District.   
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13. TERMINATION 

The DISTRICT shall have the right to terminate this Agreement at any time, with or 
without cause, by giving 10 days prior written notice to the CONTRACTOR.  In the event of 
termination for any reason other than the fault of the CONTRACTOR, the DISTRICT shall 
provide CONTRACTOR with thirty (30) days advance written notice and, the CONTRACTOR 
shall be compensated for the value of the work completed, as determined by the DISTRICT, to 
the date of such termination, plus any reasonable costs and expenses resulting from such 
termination. If the Agreement is terminated for CONTRACTOR’s default, the DISTRICT shall 
provide CONTRACTOR with five (5) days advance written notice, and the DISTRICT shall remit 
final payment to CONTRACTOR in an amount to cover only those services satisfactorily 
performed and expenses incurred in full accordance with the terms and conditions of this 
Agreement up to the effective date of the termination. 

14. CONTRACTOR’S STATUS 

Neither the CONTRACTOR nor any party contracting with the CONTRACTOR shall be 
deemed to be an agent or employee of the DISTRICT.  The CONTRACTOR is and shall be an 
independent CONTRACTOR, and the legal relationship of any person performing services for 
the CONTRACTOR shall be one solely between said parties. 

15. FAILURE TO COMPLETE CONTRACT – EFFECT 

In case of failure on the part of the CONTRACTOR to complete the Agreement within 
the specified time or within authorized extensions thereof, or if CONTRACTOR breaches a 
material term of this Agreement and fails to remedy the breach within ten (10) days after the 
DISTRICT notifies the CONTRACTOR of the breach, the Agreement may be terminated and the 
DISTRICT shall in such event not thereafter pay or allow to the CONTRACTOR any 
compensation for any labor, supplies or materials furnished by him under said Agreement; and 
the DISTRICT may proceed to complete this Agreement by other means, and the 
CONTRACTOR shall be liable to the DISTRICT for all loss or damage which it may suffer on 
account of the CONTRACTOR’s failure to complete this Agreement within the required time. 

16. DISTRICT REPRESENTATIVE 

Except when approval of other action is required to be given or taken by the Board of 
Directors of the DISTRICT, the General Manager of the DISTRICT, or such person or persons 
as he shall designate in writing from time to time, shall represent and act for the DISTRICT. 

17. COMPLIANCE WITH LAWS AND REGULATIONS 

During the progress of the work, CONTRACTOR shall fully adhere to all applicable State 
and Federal laws and county, municipal or DISTRICT ordinances and regulations which in any 
manner affect those engaged or employed in the work, or the materials and equipment used in 
work, or which in any way affect the conduct of the work.  CONTRACTOR, and any 
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SUBCONTRACTORS performing any work under this Agreement, shall hold such licenses as 
may be required by the State of California for the performance of the work specified in this 
Agreement. 

18. NOTICES 

All notices and communications deemed by either party to be necessary or desirable to 
be given to the other party may be given by personal delivery to the representative of the parties 
or by mailing the same postage prepaid, addressed as follows: 

If to the DISTRICT: North Coast County Water District 
P.O. Box 1039 
Pacifica, CA  94044-6039 
Attn: General Manager 

If to the CONTRACTOR: Brown and Caldwell 
 201 N. Civic Drive, Suite 300 
 Walnut Creek, CA 94596 
 Attn: Rachel Philipson, Project Manager  
   
The address to which mailings may be made may be changed from time to time by 

notice mailed as described above.  Any notice given by mail shall be deemed given on the day 
after that on which it is deposited in the United States Mail as provided above. 

19. ATTORNEY’S COSTS 

If any legal proceeding should be instituted by either of the parties hereto to enforce the 
terms of this Agreement or to determine the rights of the parties thereunder, the prevailing party 
in said proceeding shall recover, in addition to all court costs, reasonable attorney’s fees. 

20. APPLICABLE LAW 

This Agreement, its interpretation and all work performed thereunder, shall be governed 
by the laws of the State of California. 

21. BINDING ON SUCCESSORS 

All of the terms, provisions and conditions of this Agreement shall be binding upon and 
inure to the benefit of the parties hereto and their respective successors, assigns and legal 
representatives. 

22. OWNERSHIP OF WORK 

A. All reports, designs, drawings, plans, specifications, schedules, and other 
materials prepared by CONTRACTOR under this Agreement ("Work Product") shall be the 
property of DISTRICT after payment to CONTRACTOR. 

B. CONTRACTOR assigns to DISTRICT all right, title, and interest in and to 
the Work Product, including ownership of the entire copyright in the Work Product and any 
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causes of action existing or arising in connection with the copyright to said Work Product.  
DISTRICT shall be entitled to access to and copies of these materials as they are being 
developed.  Any such materials in the hands of CONTRACTOR or in the hands of any 
SUBCONTRACTOR upon completion or termination of services hereunder shall be immediately 
delivered to DISTRICT. Except that CONTRACTOR may retain one confidential copy of such 
materials CONTRACTOR relied on to perform its services. CONTRACTOR’s work product submitted 
in performance of this Agreement is intended only for the project described in this Agreement. 
DISTRICT’s alteration of CONTRACTOR’s work product or its use by DISTRICT for any other purpose shall 
be at DISTRICT’s sole risk and without liability to CONTRACTOR.   

23. RELEASE OF INFORMATION 

CONTRACTOR shall not release any reports or other materials prepared in connection 
with this Agreement without approval of DISTRICT’s General Manager. 

24.  SEVERABILITY 

Should any provision herein be found or deemed to be invalid, this Agreement shall be 
construed as not containing such provision, and all other provisions which are otherwise lawful 
shall remain in full force and effect, and to this end the provisions of this Agreement are 
declared to be severable. 

IN WITNESS WHEREOF, the parties hereto have executed this Agreement as of the 
day and year first above written. 

 
NORTH COAST COUNTY WATER DISTRICT  Contractor 
 
 
By:  
         David Boesch 
         Interim General Manager 

 

  
 
By:  
      Name: Bernadette Visitacion 
      Title:    Managing Engineer 

   
 
  



Professional Services Agreement 
 
 

 
8 

Professional Services Agreement 

 
 
 
 
 

ATTACHMENT A 
 

Proposal 



201 N. Civic Drive, Suite 300 
Walnut Creek, CA 94596 
 
T: 925.937.9010 
F: 925.937.9026 

2019-10-21_nccwd hinton manor pipe replacement proposal cover letter.docx 

October 23, 2019 
 
 
 
Mr. Scott Dalton, Superintendent 
North Coast County Water District 
2400 Francisco Boulevard 
Pacifica, CA 94044  
 
Subject: Hinton Ranch and Manor Overpass Pipes Rehabilitation Evaluation  

Scope of Work and Fee 
 
Dear Scott, 

Brown and Caldwell (BC) is pleased to provide the enclosed detailed scope of work and 
fee breakdown for the Hinton Ranch and Manor Overpass Pipes Rehabilitation 
Evaluation Project, which will include the review of existing pipe conditions and 
North Coast County Water District (NCCWD) distribution system hydraulics to identify 
pipe rehabilitation or replacement recommendations at each location. 

The table below summarizes the two tasks associated with this project.  The attached 
scope of work provides a detailed description of the tasks associated with this project.   

 
Project Fee 

Phase Total Fees 

Task 001 – Project Management  $10,359 

Task 002 – Hinton Ranch and Manor Overpass Pipe Replacement Evaluation Technical 
Memorandum 

$45,654 

Total $56,013 

 

We welcome the opportunity to discuss this scope of work with you after you have 
reviewed it.   

 
  



Mr. Scott Dalton 
North Coast County Water District 
October 23, 2019 
Page 2 

2019-10-21_nccwd hinton manor pipe replacement proposal cover letter.docx 

Brown and Caldwell appreciates the opportunity to work with NCCWD on this important 
project.  Please do not hesitate to call me at 925-210-2268 with any questions or 
requests for additional information. 
 
Very truly yours, 
 
Brown and Caldwell 
 
 
 
Rachel Philipson 
Project Manager 
 
 
 
Bernadette Visitacion 
Managing Engineer 
 
cc: Bill Faisst, Brown and Caldwell 
 
Attachments (2) 

1. Attachment A: Draft Scope of Work  
2. Attachment B: Fee Proposal 



 

Attachment A 

North Coast County Water District 

Hinton Ranch and Manor Overpass Pipes Rehabilitation Evaluation 

October 24, 2019 

 

Project Understanding 

The North Coast County Water District (District) has a water system which serves approximately 
39,000 customers, through 12,000 service connections, over an area of approximately 11.3 square 
miles. The distribution system serves 3 general major areas and many smaller pressure zones 
through approximately 120 miles of pipe, 4 booster pumping stations, and 11 storage tanks. 
Continued maintenance of these assets is essential so that the District can supply water reliably to 
its customers. 

The District has determined that the Hinton Ranch and Manor Overpass pipes are in need of repair 
or replacement. The Hinton Ranch project piping includes approximately 200 linear feet of 14-inch 
diameter concrete lined and coated steel pipe that crosses a small creek on the north side of the 
Hinton Ranch property. The Manor Overpass project piping includes about 150 linear feet of 6-inch 
diameter cast iron pipe suspended beneath the Manor Drive bridge above Highway 1. 

This scope of services describes an evaluation of rehabilitation or replacement options for both the 
Hinton Ranch and Manor Overpass pipes and to develop a recommendation for the District to 
implement at each location.  

District Tasks 

The District will complete the following tasks as part of execution of this Project: 

 Provide access and escort to project sites. 

 Provide original design plans in PDF format for the Hinton Ranch and Manor Overpass pipes, if 
available, 10 business days following notice to proceed.   

 Provide available existing project site information (i.e., ArcGIS maps in Shapefile or Geodatabase 
formats, maintenance history PDF format, property ownership data in PDF format) 10 business 
days following notice to proceed. 

 Provide written, consolidated review comments of (BC) submittals in Excel format within 10 
business days of receipt of submittal. 

 Provide BC with the most recent version of the distribution system hydraulic model for verifying 
capacity impacts in H20Map format 10 business days following notice to proceed. 

 Identify construction constraints, including pipe shutdowns and needs for temporary bypassing, 
10 business days following notice to proceed. 

Scope of Services 

BC will perform the following tasks. 

Phase 1. Project Management 

Perform project management activities. 

Task 101 - Project Administration  



Perform administrative tasks and coordination with project team, as follows: 

 Prepare a project management plan (PMP) that identifies and schedules labor resources and 
reporting procedures.  

 Monitor progress of individual tasks described in this scope of work and coordinate completion 
of work products.  

 Monitor task budgets and project schedule.  

 Prepare and submit monthly invoices. 

 Assess progress against the project schedule and identify project delays, and potential 
deviations from the scope and budget.  

 Coordinate site visits.  

 Prepare and implement a fieldwork safety plan.    

Task 102 - Project Meetings 

Prepare for and hold one (1) project kickoff meeting (KOM) and one (1) progress meeting after 
evaluation completion. At the KOM, identify and discuss the scope of work and responsibilities of the 
key team members (i.e., project manager, technical advisor, and staff engineer) and establish dates 
for future meetings (including workshops) and project milestones. The progress meeting will include 
discussion of the Technical Memorandum (Phase 2). Project meetings will be held at the NCCWD 
offices. 

At the conclusion of Task 201, meet with District staff to present pipe rehabilitation and replacement 
alternatives. 

Prepare and circulate meeting agendas via email 3 days ahead of each meeting. Prepare meeting 
minutes and circulate via email within 3 days following each meeting.  Meetings are assumed to be 2 
hours in duration and attended by up to 3 BC personnel.  

Phase 2. Hinton Ranch and Manor Overpass Pipes Replacement Evaluation Technical 
Memorandum 

This task includes development of the pipe rehabilitation and replacement evaluation technical 
memorandum. 

Task 201. Draft Technical Memorandum Development 

Develop a draft Technical Memorandum that describes up to three alternatives for pipe replacement 
or rehabilitation at each location. The Technical Memorandum will establish criteria for the pipe 
replacement and rehabilitation alternatives analysis: 

 Alternatives will include rehabilitation and replacement in current location. 

 Comparison of pipe replacement or rehabilitation alternatives that considers: 

o Hydraulic impacts 

o Access for construction 

o Installation constraints 

o Relative costs 

o Permitting 

o Relative community impact 



 Diameter, pipe material and thickness/class, joint types, valving, and thrust restraint. 

 Capital (AACEI—formerly Association for the Advancement of Cost Estimating International--
Class 5 level) cost comparison for up to three pipe replacement or rehabilitation 
alternatives. 

 Preliminary concept exhibits in 11”X17” format with borders showing layout and alignment 
for pipe replacement or rehabilitation alternatives at each location. 

Task 202 – Final Technical Memorandum  

Following receipt of District comments and the project review meeting (Task 102), prepare the Draft 
Final Report and submit it electronically to District staff.  The Draft Final report will include BC’s 
recommendation for the Hinton Ranch and Manor Overpass pipes repair or replacement.   

The District will provide final comments on the report, and BC will address the comments and submit 
the final report. 

Task 203 – Technical Memorandum QC Review 

Provide senior technical staff QC review of the Report prior to delivery to the District as set forth in 
the PMP. 

Assumptions 

The scope of work includes the following assumptions:  

1. One site visit is included in this scope, that will be completed as part of the project kick off 
meeting. 

2. Meetings assume attendance from up to 3 BC staff, with a duration of up to two hours. 

3. No geotechnical or hydrogeologic work is included as part of this scope of work. 

4. No surveying work is included as part of this scope of work. 

5. No utility research is included as part of this scope of work. 

6. This scope does not include any detailed design for the pipe replacements. 

7. This scope does not include any public outreach or permitting effort. 

8. Two two-hour conference calls with Caltrans are included in this scope for Manor Overpass 
coordination. 

9. Project solutions recommended will be rehabilitation or replacement in the current location. 

10. Report and drawings will be in BC standard format. 



Compensation 

BC will perform the work on a time-and-materials basis.  Labor will be billed at a 3.22 multiplier.  
Table A-1 presents the estimated fee by phase.  Internal charges for phone, fax, copies and 
computers will be billed at $8 per labor hour.  Other charges (ODCs) will be billed at cost plust 10 
percent service charge. 

The fee for this work is $56,013.  BC will not exceed this fee without written authorization from the 
District.   

 

Table A-1. Project Fee 

Phase Cost 

001 – Project Management $10,359 

002 – Hinton Ranch and Manor Overpass Pipe 
Replacement Evaluation Technical 
Memorandum 

$45,654 

Subtotal $56,013 

Schedule 

The work defined herein shall begin not more than ten (10) business days after BC receives the 
signed contract from the District.  

The estimated time for completion for the project is four (4) months following authorization. Delays in 
obtaining background information, scheduling of meetings, and receipt of comments will impact 
overall project schedule. Table A-2 presents a summary of project milestones with estimated dates. 
BC and the District will determine submittal dates and review periods at the project kick off meeting.  

 
Table A-2. Project Milestones 

Milestone Estimated Date 

Notice to Proceed 12/2/2019 

Pipe Replacement Technical 
Memorandum Kickoff 

12/16/2019 

Draft Technical Memorandum 2/21/2020 

District Review of Technical 
Memorandum 

2/24/2020 – 3/9/2020 

Project Update Meeting 3/10/2020  

Final Technical Memorandum 3/27/2020 

 



Attachment B: Hinton Ranch and Manor Overpass Pipes Rehabilitation Evaluation
Fee

North Coast County Water District -- Hinton Ranch and Manor Overpass Pipes Rehabilitation Evaluation
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Phase Phase Description PM PA
 Project 

Engineer 
 Cost 

Estimator 
 Technical 

Advisor 
 Monitoring 
Manager 

 QC 
Review 

 Health and 
Safety 

Total Labor 
Effort APC

Total Unit 
Pricing 
Effort

Total 
Expense 

Effort Total Effort

$165.54 $116.76 $111.51 $188.21 $291.25 $217.93 $313.66 $167.76
001 Project Management 18 10 16 0 8 5 0 2 9,687 472 200 200 672 10,359

Leave Blank and Protected

002 Technical Memorandum 48 0 188 26 24 0 8 0 43,302 2,352 0 0 2,352 45,654

Leave Blank and Protected

GRAND TOTAL 66 10 204 26 32 5 8 2 52,989 2,824 200 200 3,024 56,013

Hours and Dollars are rounded to nearest whole number.  To display decimals, change the format of the cells.
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MONTHLY STATUS REPORT OCTOBER, 2019 
 

POTABLE PIPING IMPROVEMENTS 
 

1117-145 Balboa Pipeline Replacement 

No action in October.  
Budget Year to Date Spent Percent Spent Balance Remaining 

$300,000 $0 0% $300,000 

 

1117-145 Hinton Ranch Pipeline Replacement 

No action in October.  
Budget Year to Date Spent Percent Spent Balance Remaining 

$600,000 $0 0% $600,000 

 

1117-146 Highway 1 Crossing at Manor Dr. 

No action in October.  
Budget Year to Date Spent Percent Spent Balance Remaining 

$350,000 $0 0% $350,000 

 

1117-182B Fittings for Potable Hose System 

No action in October. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$6,000 $0 0% $6,000 

 

MISCELLANEOUS PROJECTS 
 

1115-610B San Pedro Creek Rehabilitation 

No action in October. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$100,000 $0 0% $100,000 

 

1118-122B Vehicle Replacement –General Manager Vehicle  

No action in October. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$70,000 $0 0% $70,000 
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POTABLE STORAGE TANK/RESERVOIR PROJECTS 
 

1117-119 Tank Hatch Intrusion Alarms – 10 Hatches 

No action in October. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$75,000 $0 0% $75,000 

 

1117-119 Repair/Replacement of Tank Vents 

No action in October. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$100,000 $0 0% $100,000 

 

1935-103C Christen Hill Tank Intertie Project w/Daly City 

Collaborative effort continues. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$15,000 $0 0% $15,000 

 

1920-103B Nelson Tank Plans/Specs 

No Action in October. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$75,000 $0 0% $75,000 

 

1920-103B Sheila Tank Plans & Specs #1920-103B  

Work continues. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$50,000 $0 0% $50,000 

 

1117-160B Vallemar Tank - Recoating 

No Action in October.  
Budget Year to Date Spent Percent Spent Balance Remaining 

$400,000 $0 0% $400,000 
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ANNUAL PROJECTS 
 

1117-112 Reservoir Site Paving Project (Annual) #1117-112 

No work performed in October. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$10,000 $0 0% $10,000 

 

1117-113 Reservoir Fence Maintenance (Annual) #1117-113  

No work performed in October. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$10,000 $0 0% $10,000 

 

1117-145 Annual Valve Exercise Program 

No work performed in October. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$3,000 $0 0% $3,000 

 

1117-145 Annual Flushing & Dead-End Blow-Off Project #1117-145 

Work continues. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$10,000 $476 4.76% $9,524 

 

1117-165 Easement Protection (Annual Program) #1117-165 

No work performed in October. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$10,000 $0 0% $10,000 

 

1117-169 Meter Replacement Program #1117-169 

Ongoing Program.  
Budget Year to Date Spent Percent Spent Balance Remaining 

$60,000 $12,586 20.98% $47,414 
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1117-170 Fire Hydrant Replacement Project #1117-170 

Ongoing Program. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$30,000 $25,144 83.81% $4,856 

 

1117-183B Pressure Regulator Station Upgrades #1117-183B 

No work performed in October. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$60,000 $0 0% $60,000 

 

 

BUILDING PROJECTS 

 
1118-112B Francisco Building Repairs #1118-112B  

Work continues.  
Budget Year to Date Spent Percent Spent Balance Remaining 

$50,000 $35,319 70.64% $14,681 

 

1118-160 GIS Upgrades/Tablets #1118-160  

Ongoing program. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$3,000 $0 0% $3,000 

 

1118-172B  Computer Upgrades/SCADA/Office 

Ongoing Program. 

 

 

 

1915-103B Redundant Off-Site SCADA System @ Gypsy Hill  

Work continues. Staff working with SCADA, cable and phone companies. 

 

 

 

Budget Year to Date Spent Percent Spent Balance Remaining 

$25,000 $0 0% $25,000 

Budget Year to Date Spent Percent Spent Balance Remaining 

$32,000 $0 0% $32,000 
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RECYCLED WATER PROJECT 
 

1116-201B Recycled Water #1116-201B  

Work is periodic throughout the year. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$20,000 $0 0% $20,000 

 

RESERVOIR CONSTRUCTION PROJECTS 
 

1117-135 Sheila Tank – Consultant/Inspectors  #1117-135 

Work continues. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$100,000 $4,910 4.91% $95,090 

 

1117-135 Sheila Tank – Construction #1117-135 

No work performed in October. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$750,000 $0 0% $750,000 

 

1935-103B Christen Hill Tank – Consultant/Inspector #1935-103B 

 No action on project in October. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$5,000 $0 0% $5,000 

 

 

WATER AVAILABILITY STUDY 
 

1116-611 Phase 1 Assessment of Groundwater Supply 

No work performed in October. 
Budget Year to Date Spent Percent Spent Balance Remaining 

$30,000 $0 0% $30,000 
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