MONTE VISTA WATER DISTRICT
10575 Central Avenue, Montclair, California  (909) 624-0035
Teleconference: (773) 231-9226 Meeting ID 238-267-3925 Password 007304
Video: https://meetings.ringcentral.com/my/boardmeeting Password 007304
NOTICE AND AGENDA OF MANAGEMENT ASSESSMENT COMMITTEE MEETING
WEDNESDAY, JUNE 1, 2022  4:30 P.M.
Committee Members
Vice President Milhiser – Chair
President Rose
Consistent with the provisions in Government Code section 54953(e)(2), the Management Assessment
Committee will conduct this meeting by video and teleconference. Interested members of the public may
participate in the meeting to observe and/or provide public comment by using the access information listed above.

1. CALL TO ORDER/ROLL CALL
2. PUBLIC COMMENT
3. AGENDA CHANGES/ADDITIONS
4. DISCUSSION AND/OR ACTION ITEMS
A. Committee Meeting Minutes
Meeting Date: October 26, 2021
Recommendation: Approve as presented.
B. Conduct a Public Hearing of Proposed Ordinance 36: Establishing a Claims
Process
Presenter: Betty Conti, Human Resources and Risk Manager
Recommendation: It is recommended that the Management Assessment Committee recommend
that the Board of Directors 1) conduct a public hearing for the purpose of accepting and
responding to public comment on the proposed adoption of Ordinance 36 establishing a claims
process, and 2) introduce Ordinance 36: Establishing a Local Claims Ordinance and Delegating
Authority to the General Manager to Resolve Small Claims.
C. Resolution 816-22: Updates to Purchasing, Procurement Card, Budget, and
General Manager’s Authorities Policies
Presenter: Stephanie Reimer, Assistant General Manager/Chief Financial Officer
Recommendation: It is recommended that the Management Assessment Committee recommend
that the Board of Directors adopt Resolution 816-22: Updating Purchasing, Procurement Card,
Budget, and General Manager’s Authorities policies.
5. ADJOURNMENT
DECLARATION OF POSTING
In accordance with the requirement of California Government Code §54954.2, this agenda has been posted in the display case at the gated
entrance to our main office at 10575 Central Avenue, Montclair, California not less than seventy-two (72) hours prior to the meeting date
and time above.
Written materials relating to open session agenda items, including those distributed to the majority of the Board of Directors after
distribution of this agenda package, are available for public inspection during normal business hours at the District’s main office, located at
10575 Central Avenue, Montclair, California.
Pursuant to the Americans with Disabilities Act, persons with a disability who require a disability-related modification or accommodation
in order to participate in a meeting may request such modification or accommodation from the District’s Board Secretary at (909) 624-0035
or by email at BoardSecretary@mvwd.org. Notification forty-eight (48) hours prior to the meeting will enable District staff to make
reasonable arrangements to assure accessibility to the meeting.

MINUTES OF THE REGULAR MEETING
OF THE MANAGEMENT ASSESSMENT COMMITTEE
OF THE MONTE VISTA WATER DISTRICT
BOARD OF DIRECTORS
October 26, 2021
DIRECTORS PRESENT
G. Michael Milhiser, Vice President – Chair
Sandra Rose, President
DIRECTORS ABSENT
None.
STAFF PRESENT
Justin Scott-Coe, General Manager
Stephanie Reimer, Assistant General Manager/Chief Financial Officer
OTHERS IN ATTENDANCE
None.
ITEM 1: CALL TO ORDER
Vice President Milhiser called the meeting to order at 12:13 p.m.
ROLL CALL
General Manager Justin Scott-Coe stated that the Management Assessment Committee of the Board of
Directors (Board) of the Monte Vista Water District (District) meeting will be conducted consistent with
the provisions in Government Code section 54953 (e)(2). Each director confirmed their attendance and
ability to hear the proceedings. Other attendees confirmed they could hear each director. The directors
and staff were reminded that any votes taken during the teleconference portion of the meeting must be
taken by roll call vote. General Manager Justin Scott-Coe provided brief instructions on appropriate
conduct during the meeting.
ITEM 2: PUBLIC COMMENT
None.
ITEM 3: AGENDA CHANGES/ADDITIONS
None.
ITEM 4: DISCUSSION AND/OR ACTION ITEMS
A. Meeting Minutes: August 23, 2021
Upon motion by President Rose, seconded by Vice President Milhiser, and unanimously carried:
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M21-10-01
MOVED: Approved the August 23, 2021 Management Assessment Committee minutes, as by roll call
vote:
Vice President Milhiser
President Rose

aye
aye

B. Resolution 798-22: Establishing Cell Phone Stipend Policy
Assistant General Manager/Chief Financial Officer Stephanie Reimer explained to the Management
Assessment Committee in March 2020 the District’s general manager took several actions in response to
the COVID-19 public health crisis. Ms. Reimer said those actions included temporary closure of the
District’s administrative offices and the administration employees were sent home with resources to
conduct District business by telecommuting. She said consideration for the use of one’s personal cell
phone, home internet, and other electronic devices was provided via a monthly stipend. Ms. Reimer said
that staff is recommending the Board adopt a Cell Phone Stipend Policy (Policy) which will give
designated staff the option to use their personal cell phone for District business consistent with the
provisions set forth in the attached Policy. Ms. Reimer further stated that under the Policy the general
manager or designee determines which positions’ duties require the use of a cell phone. She said an
appropriate monthly stipend amount will be determined through the adoption of the annual budget.
Discussion ensued.
Upon motion by President Rose, seconded by Vice President Milhiser, and unanimously carried:
M21-10-02
MOVED: The Management Assessment Committee recommended that the Board of Directors adopt
Resolution 798-22 establishing a Cell Phone Stipend Policy, as by roll call vote:
Vice President Milhiser
President Rose

aye
aye

ITEM 5: ADJOURNMENT
Upon motion by President Rose, seconded by Vice President Milhiser, and unanimously carried:
M21-10-03
MOVED: Approved to adjourn the meeting, as by roll call vote:
Vice President Milhiser
President Rose

aye
aye

There being no further business, Vice President Milhiser adjourned the meeting at 12:32 p.m.
Respectfully submitted,

Justin M. Scott-Coe
General Manager/Secretary
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June 1, 2022
Honorable Management Assessment Committee
Monte Vista Water District
SUBJECT: Conduct a Public Hearing of Proposed Ordinance 36: Establishing a Local Claims
Ordinance
STAFF RECOMMENDATION:
It is recommended that the Management Assessment Committee recommend that the Board of
Directors:
1. Conduct a public hearing for the purpose of accepting and responding to public comment on the
proposed adoption of Ordinance 36 establishing a claims process; and
2. Introduce Ordinance 36: Establishing a Local Claims Ordinance and Delegating Authority to the
General Manager to Resolve Small Claims.
PRIOR BOARD ACTION:
None.
FINANCIAL IMPACT:
None.
CONSISTENCY WITH STRATEGIC PLAN GOALS/INITIATIVES:
Strategic Goal 5: Maintain responsible stewardship of District funds to address future needs.

Conduct a Public Hearing of Proposed Ordinance 36: Establishing a Local Claims Ordinance

BACKGROUND:
California’s Government Code §810 et seq., also known as the California Claims Act (Claims Act), is a
law enacted by the California Legislature that allows for and regulates claims against public entities
such as Monte Vista Water District (District). Specifically, the Claims Act establishes requirements for
presenting such a claim, including how the claim should be presented, to whom it should be presented,
and the timing of the claim.
The Claims Act also creates exemptions for several types of claims that do not need to follow these
requirements. The following are the claims specifically exempted from the Claims Act:
A. Claims under the Revenue and Taxation Code or other statute prescribing procedures for the
refund, rebate, exemption, cancellation, amendment, modification, or adjustment of any tax,
assessment, fee, or charge or any portion thereof, or of any penalties, cost, or charges related
thereto;
B. Claims by public employees for fees, salaries, wages, or other expenses and allowances;
C. Claims for which workers' compensation authorized by Division 4 (commencing with
Section 3200) of the Labor Code is the exclusive remedy;
D. Applications or claims for any form of public assistance under any provision of law relating
to public assistance programs, and claims for goods, services, provisions, or other assistance
rendered for or on behalf of any recipient of any form of public assistance;
E. Applications or claims for money or benefits under any public retirement or pension system;
F. Claims for principal or interest upon any bonds, notes, warrants, or other evidences of
indebtedness;
G. Claims by the state or by a state department or agency or by another local public entity or by
a judicial branch entity;
H. Claims arising under any provision of the Unemployment Insurance Code, including, but not
limited to, claims for money or benefits, or for refunds or credits of employer or worker
contributions, penalties, or interest, or for refunds to workers of deductions from wages in
excess of the amount prescribed;
I. Claims for the recovery of penalties or forfeitures made pursuant to Article I (commencing
with Section 1720) of Chapter 1 of Part 7 of Division 2 of the Labor Code; and
J. Claims in connection with a notice of lien, statement of claim, or stop notice.
The Claims Act authorizes public agencies to establish a claims process by ordinance or resolution for
the exempted claims. A public agency can also authorize an employee of the agency to perform specific
functions of the governing body, such as settling a claim against the agency.
 Page 2 of 3

Conduct a Public Hearing of Proposed Ordinance 36: Establishing a Local Claims Ordinance

Under the Claims Act, the general rule is any person that has a claim against a public entity must first
file the claim with that public entity. The person has either six months or one year, depending on the
type of damage, after the incident that created the damage occurred to present the claim to the public
agency. The public agency has 45 days to accept or reject the claim. This process provides the public
entity with the opportunity to investigate the claim and determine whether it will be accepted or rejected.
If the claim is rejected, the claimant has six months to bring a lawsuit against the agency. If the claim is
neither accepted nor rejected, the claimant has two years from the incident date to bring a lawsuit against
the agency.
DISCUSSION:
Staff recommends adoption of Ordinance 36 to establish a claims process to govern claims exempted by
the Claims Act. Ordinance 36 would provide procedures for claims and lawsuits similar to those
required in the Claims Act in order to limit the District’s exposure to liability and process such claims
more efficiently and expeditiously.
The claims process established in Ordinance 36 will require all exempted claims to comply with the
claims presentation requirement of, and in the same timeframe required by, the Claims Act. This will
provide a consistent process for all claims and limit the District’s exposure to liability. Ordinance 36
will also delegate authority to the general manager to perform certain functions on behalf of the Board
of Directors.
Respectfully submitted,

Betty Conti
Human Resources and Risk Manager

Stephanie A. Reimer
Assistant General Manager/
Chief Financial Officer

Justin M. Scott-Coe
General Manager
Attachment
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ORDINANCE 36
AN ORDINANCE OF THE BOARD OF DIRECTORS OF
THE MONTE VISTA WATER DISTRICT,
COUNTY OF SAN BERNARDINO, STATE OF CALIFORNIA,
ESTABLISHING A LOCAL CLAIMS ORDINANCE AND DELEGATING
AUTHORITY TO THE GENERAL MANAGER TO RESOLVE SMALL CLAIMS
___________________________________________________________________________
WHEREAS, presentation of claims against California public entities and public employees
is generally governed by the Government Claims Act at California Government Code §§810 et
seq. (“Claims Act”); and
WHEREAS, Government Code §935 authorizes local public entities to establish claims
presentation procedures for certain claims not governed by the Claims Act, any other statute, or
regulation; and
WHEREAS, the Monte Vista Water District (“District”) wishes to adopt such procedures
governing claims and lawsuits in order to process such claims and lawsuits more efficiently and
expeditiously; and
WHEREAS, Government Code §935.4 authorizes the Board of Directors to delegate
authority to the General Manager to perform certain functions of the Board of Directors under
the Claims Act; and
WHEREAS, it is in the public interest for the District to establish a procedure for the
presentation of claims for money or damages against the District regarding certain claims not
covered by the Claims Act; and
WHEREAS, it is in the public interest to delegate authority to the District’s General
Manager to perform certain functions of the Board of Directors under the Claims Act and this
Ordinance.
NOW, THEREFORE, the Board of Directors of the Monte Vista Water District does
hereby ordain:
Section 1: Claims Governed by this Ordinance
Claims against the District for money or damages that are not governed either by the Claims
Act or other state law shall be governed by this Ordinance. Aside from all claims governed
by Section 4, the claims governed by this Ordinance are:
A. Claims under the Revenue and Taxation Code or other statute prescribing procedures
for the refund, rebate, exemption, cancellation, amendment, modification, or
adjustment of any tax, assessment, fee, or charge or any portion thereof, or of any
penalties, cost, or charges related thereto;
B. Claims by public employees for fees, salaries, wages, or other expenses and
allowances;
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C. Claims for which workers' compensation authorized by Division 4 (commencing with
Section 3200) of the Labor Code is the exclusive remedy;
D. Applications or claims for any form of public assistance under any provision of law
relating to public assistance programs, and claims for goods, services, provisions, or
other assistance rendered for or on behalf of any recipient of any form of public
assistance;
E. Applications or claims for money or benefits under any public retirement or pension
system;
F. Claims for principal or interest upon any bonds, notes, warrants, or other evidences of
indebtedness;
G. Claims by the state or by a state department or agency or by another local public
entity or by a judicial branch entity;
H. Claims arising under any provision of the Unemployment Insurance Code, including,
but not limited to, claims for money or benefits, or for refunds or credits of employer
or worker contributions, penalties, or interest, or for refunds to workers of deductions
from wages in excess of the amount prescribed;
I. Claims for the recovery of penalties or forfeitures made pursuant to Article I
(commencing with Section 1720) of Chapter 1 of Part 7 of Division 2 of the Labor
Code; and
J. Claims in connection with a notice of lien, statement of claim, or stop notice.
Section 2: Claim Presentation Requirements
The claims listed in Section 1 must comply with the claim presentation requirements of the
Claims Act and shall be presented within the time and manner prescribed by Part 3 of
Division 3.6 of Title 1 of the California Government Code (commencing with Section 900
thereof), as those provisions now exist or may be hereafter amended.
Section 3: Legal Action Requirements
A. Prerequisite to a Legal Action. Prior to filing a legal action on a claim in Section 1,
the claim must be presented as required under this Ordinance and acted upon by the
District according to law, including the Claims Act. No legal action may be
maintained by a person or entity who has not complied with the requirements of this
Ordinance.
B. Requirements to Bring a Legal Action. Any legal action brought against the
District on a claim in Section 1 must conform to the requirements in Government
Code Sections 940-949. Any legal action brought against any employee of the
District on a claim in Section 1 must conform to the requirements in Sections 940-944
and 950-951 of the Government Code.
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Section 4: Delegation to General Manager of Certain Board Authority.
A. Pursuant to Government Code Section 935.4, the District’s General Manager is
authorized and directed to perform all functions of the Board of Directors under the
Claims Act to allow, compromise, or settle any claim, including but not limited to the
claims in Section 1, against the District up to seventy-five thousand dollars ($75,000).
B. After the claim is resolved and the agreement memorializing the settlement is fully
executed by all parties to the claim, the General Manager shall report resolution of the
claim to the Board during an open session of a District Board meeting.
C. Except as expressly delegated to the General Manager herein, the Board of Directors
shall retain and exercise all authority under the Claims Act.
Section 5: Validity
If any section, subsection, clause, phrase, or portion of this ordinance is for any reason held
to be invalid or unconstitutional by any court of competent jurisdiction, such decision shall
not affect the validity of remaining portions of this ordinance.
Section 6: Effective Date
This ordinance shall be effective immediately after its final passage or on June 22, 2022,
upon publication in any newspaper of general circulation and distributed within the
boundaries of the Monte Vista Water District as required by law.
The president of the Board of Directors shall sign this ordinance and the secretary shall attest to
the same. The secretary shall cause this ordinance to be published within ten (10) days after its
adoption at least once in a newspaper of general circulation which is distributed within the
boundaries of the Monte Vista Water District.
ADOPTED THIS 22nd day of June 2022.

Sandra S. Rose
President of the Board of Directors
MONTE VISTA WATER DISTRICT
ATTEST:

Justin M. Scott-Coe
Secretary to the Board of Directors
MONTE VISTA WATER DISTRICT
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June 1, 2022
Honorable Management Assessment Committee
Monte Vista Water District
SUBJECT: Resolution 816-22: Updates to Purchasing, Procurement Card, Budget, and General
Manager’s Authorities Policies
STAFF RECOMMENDATION:
It is recommended that the Management Assessment Committee recommend that the Board of Directors
adopt Resolution 816-22 updating the Purchasing, Procurement Card, Budget, and General Manager’s
Authorities policies.
PRIOR BOARD ACTION:
On December 8, 2004, the Board of Directors approved the Capitalization and Depreciation Policy and
the Credit Card Usage Policy.
On November 13, 2019, the Board of Directors adopted Resolution 759-20 establishing the management
authority of the general manager.
On February 12, 2020, the Board of Directors adopted Resolution 766-20 updating the Purchasing and
Budget policies to be consistent with Resolution 759-20.
FINANCIAL IMPACT:
There is no direct impact on the Fiscal Year Ending 2022 Amended Budget as a result of this item.
CONSISTENCY WITH STRATEGIC PLAN GOALS/INITIATIVES:
Strategic Goal 1: Continually strive to provide high quality customer service.
Initiative 1.3: Improve standardized policies, procedures, and work processes across the District.

Resolution 816-22: Updates to Purchasing, Procurement Card, Budget, and General Manager’s Authorities Policies

BACKGROUND:
On December 8, 2004, the Monte Vista Water District (District) Board of Directors (Board) adopted a
Credit Card Usage Policy in response to the external auditor’s request that practices already in use be
formalized into a written policy.
On November 13, 2019, the Board adopted Resolution 759-20, increasing the general manager’s
independent purchasing authority from $25,000 to $50,000. On February 12, 2020, the Board adopted
Resolution 766-20 updating the District’s Purchasing and Budget Policies. Both policies include a limit
to the general manager’s independent purchasing authority at $50,000. The revised Purchasing Policy
removed outdated purchasing procedures from the District’s Administrative Policy and Procedures
Manual.
DISCUSSION:
California Government Code Section 54202 requires every local agency to adopt and implement policies
and procedures, including bidding regulations, governing purchases of supplies, materials, and
equipment. California Government Code Section 54204 requires that, if the local agency is other than a
city or county, said policies are to be adopted by means of a written rule or regulation, and copies are to
be available for public distribution.
The District’s Purchasing Policy establishes the Board-approved policies with respect to the
procurement of services and materials and for public works projects, including expenditure authorization
and limits, competitive proposal and bidding requirements, and general procurement procedures. All
District purchases of services or materials and public works projects must adhere to the authority level
and dollar limits of the Purchasing Policy as set forth in Section 2, except as otherwise provided by
specific terms and exceptions set forth in the policy.
Staff completed a thorough analysis of the current Purchasing Policy, compared it to best practices as
described by the Government Finance Officers Association, compared the policy with that of other local
water agencies, and reviewed it for compliance with the California Government Code. Staff’s proposed
revised Purchasing Policy is the first major update since August 2012. Highlights include increased
procurement and signatory authority for authorized staff members, acceptance of electronic signatures,
incorporation of procurement cards as a procurement method, and futher definition of policies for
emergency purchases. The policy provides additional clarification of the competitive selection process
and the change order process.
Also included for the Board’s consideration is a replacement of the District’s existing Credit Card Usage
Policy with a new Procurement Card Policy. The Procurement Card Policy removes the procedural
elements of the original policy and strengthens the policy elements. The replacement is the foundation
necessary to expand the authorized use of procurement (credit) cards by additional designated personnel.
This policy, along with the Purchasing Policy, creates greater efficiencies and tighter purchasing
controls.
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Proposed changes to the District’s Budget Policy are mostly minor edits for clarification or title changes.
The only substantive change is the increase in the general manager’s authorization to approve line-item
transfers $75,000 or under. This change is consistent with the updated Purchasing Policy.
Finally, staff recommends adopting a new General Manager’s Authorities Policy to replace Resolution
759-20. In addition to minor edits for clarification or title changes, the policy updates the increase in the
general manager’s spending authority to $75,000 or under, consistent with the updated Purchasing
Policy.
All the proposed policies have been reformatted for incorporation into the District’s Comprehensive
Policy Manual.
Respectfully submitted,

Stephanie A. Reimer
Assistant General Manager/
Chief Financial Officer

Justin M. Scott-Coe
General Manager

Attachment
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RESOLUTION 816-22
RESOLUTION OF THE BOARD OF DIRECTORS
OF THE MONTE VISTA WATER DISTRICT,
COUNTY OF SAN BERNARDINO, STATE OF CALIFORNIA,
UPDATING THE PURCHASING, PROCUREMENT CARD,
BUDGET, AND GENERAL MANAGER’S AUTHORITIES POLICIES
WHEREAS, the Monte Vista Water District (“District”) desires to maintain best practice
purchasing guidelines that are current and within those requirements set by California Government Code
for all purchases of services, materials, equipment, or supplies, and the construction and installation
facilities to be paid for utilizing District funds; and
WHEREAS, the District desires to update its Purchasing Policy to increase procurement and
signatory authority for authorized staff members, provide for acceptance of electronic signatures,
incorporate procurement cards as a procurement method, further define policies for emergency
purchases, and clarify the competitive selection and change order processes; and
WHEREAS, the District desires to replace its existing Credit Card Usage Policy, approved in
2004, with a new Procurement Card Policy that removes procedural elements and strengthens policy
elements, provides a foundation for expanded use of procurement cards by designated personnel, and
creates greater efficiencies and tighter purchasing controls; and
WHEREAS, the District desires to update its Budget Policy to be consistent with the updated
Purchasing Policy; and
WHEREAS, the District desires to replace Resolution 759-20 with a new General Manager’s
Authorities Policy to be consistent with the updated Purchasing Policy.
NOW, THEREFORE, BE IT RESOLVED by the Board of Directors of Monte Vista Water
District as follows:
1. The Purchasing Policy is hereby revised and adopted as set forth in Exhibit “A” to this
Resolution and is incorporated as part of the Monte Vista Water District Comprehensive
Policy Manual.
2. The Procurement Card Policy is hereby adopted as set forth in Exhibit “B” to this Resolution
and is incorporated as part of the Monte Vista Water District Comprehensive Policy Manual.
The Credit Card Usage Policy is hereby rescinded and removed from the Monte Vista Water
District Comprehensive Policy Manual.
3. The Budget Policy is hereby revised and adopted as set forth in Exhibit “C” to this
Resolution and is incorporated as part of the Monte Vista Water District Comprehensive
Policy Manual.
4. The General Manager’s Authorities Policy is hereby adopted as set forth in Exhibit “D” to
this Resolution and is incorporated as part of the Monte Vista Water District Comprehensive
Policy Manual.

Resolution 816-22

5. Upon adoption of this Resolution, Resolutions 759-20 and 766-20 shall be repealed and
rescinded effective June 22, 2022.
APPROVED AND ADOPTED this 22nd day of June 2022.

______________________________
Sandra S. Rose
President of the Board of Directors
MONTE VISTA WATER DISTRICT
ATTEST:

______________________________
Justin M. Scott-Coe
Secretary to the Board of Directors
MONTE VISTA WATER DISTRICT
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Policy:

Purchasing

Authority: Resolution 816-22

Number:
Reviewed:
Updated:

06-08-22
06-08-22

1. General Policy
1.1

The Monte Vista Water District (“District”) Purchasing Policy (“Policy”) establishes
policies for Procurement of Services and Materials, including Capital Improvement,
pursuant to California Government Code Section 54201 et seq.

1.2

This Policy establishes policies approved by the Board of Directors (“Board”) with
respect to the Procurement of Services and Materials, including expenditure
authorization and limits, competitive proposal and bidding requirements, and general
procurement procedures. All District purchases of Services or Materials must adhere to
the authority level and dollar limits of this Policy as set forth in Section 2, except as
otherwise provided by specific terms and exceptions set forth in this Policy.

2. Authorization
2.1

By adoption of this Policy, the Board is authorizing the General Manager and other
designated District staff to exercise certain duties and responsibilities that are essential
for the day-to-day operation of the District.

2.2

The General Manager may delegate the procurement of Services and Materials to
those staff members given specific authority, consistent with the terms of this Policy.

2.3

Delegation of purchasing authority may be through the authorized use of Procurement
Cards, Purchase Orders, check requests, or other written authorization. All such
purchases shall be made in conformity with the policies and procedures prescribed
within this Policy.

2.4

The Board-established procurement limits and contract signatory authorities are listed
in Table 1 below. These limits are applicable on a per-expenditure/per-contract basis,
not on an aggregated basis, for unrelated activities. For monthly fee contracts that are
not multiple year contracts, these limits shall apply for a full fiscal year of expenditures.
For multiple year contracts, these limits shall apply to the total contract value,
including optional renewal periods.

MVWD Comprehensive Policy Manual
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Table 1
Procurement Limits and Contract Signatory Authority
Title

Expenditures

General Manager

Up to $75,000

Division Head

Up to $50,000

Contract Signature Authority
$75,001 and over with Board
authorization; up to $75,000
without Board authorization.
$50,001 to $75,000 with
General Manager authorization;
up to $50,000 without General
Manager authorization.

Department Heads

Up to $25,000

$25,001 to $50,000 with
Division Head authorization; up
to $25,000 without Division
Head authorization.

Department Leads

Up to $1,000

None.

3. Definitions
3.1

Amendment: A written change or addition to a legal document which, when properly
executed, has the same legal validity of the original document.

3.2

Department Leads: District employees authorized by a Department Head designated in
Table 1 to purchase miscellaneous items, food, and travel in support of District functions.

3.3

Department Heads: District employees authorized by the Division Head to oversee the
operations of their assigned department.

3.4

Division Head: District employees authorized by the General Manager to oversee the
operations of their assigned division.

3.5

Capital Improvement: Public projects, as defined by California Public Code Section
22002, including construction, reconstruction, alteration, renovation, improvement,
demolition, and repair work involving any publicly owned, leased, or operated facility.
Maintenance work is not considered a public project for purposes of this definition.

3.6

Change Order: A written amendment modifying the terms of an existing contract or
Purchase Order.

3.7

Consultant: An individual, firm, or entity that provides or offers to provide Professional
Services to the District.

MVWD Comprehensive Policy Manual
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3.8

Contract: Written agreement authorizing a contractor, consultant, supplier, or service
provider to provide Services and Materials in accordance with the material
requirements, conditions, or scope of work stated in the contract.

3.9

Contractor: Any person who submits a bid, proposal, or contract in connection with a
procurement or service. This term also includes any person who conducts business as an
agent or representative of the contractor.

3.10

Emergency: A situation in which unforeseen circumstances present an immediate risk of
harm or hazard to the public’s health, safety, or welfare; or District personnel or property;
or threaten serious interruption of District operations.

3.11

Enterprise Resource Program (“ERP”): A type of software used to manage day-to-day
business activities such as accounting, procurement, project management, risk
management and compliance, and supply chain operations.

3.12

General Manager: The highest-ranking employee appointed by the Board of Directors to
implement the Board’s policies.

3.13

Invitation to Bid: A formal process for soliciting sealed bids from qualified, prospective
suppliers or contractors. Typically involves a formal bid opening and the awarding of a
contract to a responsive and responsible supplier or contractor based on price,
demonstrated competence and qualifications necessary to perform the services
required, demonstrated quality of the goods required, other specified factors, and as
otherwise required by law.

3.14

Multiple Year Contract: A contract for the purchase of Services and Materials for a
multiple year term or that may contain provisions to extend performance by exercising
optional renewal periods. A multiple year contract does not obligate the District beyond
the initial award period and shall not provide for a cancellation payment to the
contractor if options are not exercised.

3.15

Non-Discretionary Purchases: Payments to utilities; temporary employment services;
insurance providers; healthcare providers; and national, federal, state, or local agencies
that relate to routine obligations and expenses essential to the District’s ability to
provide service to customers and that have been approved in fiscal year operating or
capital budgets.

3.16

Non-Professional Services: Services other than Professional Services, including, but not
limited to, supply and maintenance services.

3.17

Procurement: The purchase or lease of Services and Materials.

3.18

Procurement Card: A form of charge card (also referred to as a “P-Card” or “Purchasing
Card”) that allows for goods to be purchased without using a Purchase Order.

MVWD Comprehensive Policy Manual
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3.19

Professional Services: Any type of special service or advice in financial, economic,
accounting, engineering, legal, or administrative matters by persons specially trained
and experienced and competent to perform the special services required. (California
Government Code § Section 53060.). Such services include, but are not limited to,
architectural; engineering; environmental; financial; land surveying; construction
management; audits; training services; legal services; preparation of planning or studies;
SCADA integration; technology application development; and personnel, job classification,
and benefit studies.

3.20

Purchase Order (“PO”): An authorization, under a standardized form in which the party
designated as the “provider” is to provide Services and Materials for which the District
agrees to pay.

3.21

Request for Proposal (“RFP”): A solicitation used for the procurement of Professional
Services and Non-Professional Services. Prospective suppliers or consultants submit
proposals based on requested information and are evaluated/awarded based on preestablished criteria.

3.22

Request for Quotes (“RFQ”): A solicitation used for procurement of construction
services, maintenance services, supplies, materials, or equipment.

3.23

Requisition (“REQ”): The procedural method by which departments may request a PO
for the purchase of materials, supplies, or equipment. Requisitions are entered into the
District’s ERP system application.

3.24

Services and Materials: Services, materials, equipment, and supplies, inclusive of those
necessary for implementation of Capital Improvement projects.

3.25

Single Source Purchase: Procurement where: (1) there is a compelling reason for only
one source, a preferred brand, like material, homeland security goods, services, etc., to
be procured; (2) the commodity is unique, including, but not limited to, acquisition of
data processing, telecommunications and word processing equipment, goods, and
services; (3) the purchase of a specific brand name, make, or model is necessary to match
existing District equipment or facilitate effective maintenance and support; or (4) it is in
the best interest of the District to extend or renew a contract from a previous contract
period, based on satisfactory service, reasonable prices, avoidance of start-up costs,
avoidance of interruptions to District business, or good business practices. Such a
procurement will be subject to the requirements of the authorization table.

3.26

Sole Source Purchase: Procurement where only one viable source exists. This is usually
due to legal restrictions of patent rights and copyrights, a proprietary process, warranty
issues, original equipment, etc. Such a procurement will be subject to the requirements
of the authorization table.
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4. General Procurement Policies
4.1

Procurement practices shall comply with the laws, regulations, and guidelines of the
State of California and any other applicable law, and the provisions of grant or funding
contracts, if applicable.

4.2

Any employee/individual affecting any procurement outside of the policies and
procedures established by this Policy and without General Manager or Board
authorization to do so, shall be subject to disciplinary action and/or termination in
accordance with District policies.

4.3

Expenditures and contract awards must be authorized by the appropriate authorization
level indicated in Table 1.

4.4

Separating or dividing contracts into smaller components for the purpose of bringing the
cost of one or more Contracts below any specified sum to avoid a requirement in any
section of this Policy or any policy incorporated herein is strictly prohibited. Contracts
may be divided only to meet unique scheduling of a project or to accommodate
necessary time frames. In addition, no specifications shall be drafted in such a manner
as to limit competitive bidding or solicitation directly or indirectly to any one specific
vendor, or any specific brand, product, thing, or service, except for those items that are
approved as exempt from competitive bidding or solicitation requirements as provided
in Section 7.1.3.

4.5

Purchase amounts include taxes and the cost of shipping, freight fees, and any other
charges billed by the supplier or contractor for purposes of the authorization limits
under this Policy.

4.6

Purchase authorization and expenditure limits in Table 1, and competitive solicitation
requirements in Table 2 and as further set forth in this Policy, are on a perpurchase/per-contract basis and shall not be applied as an aggregate limit to any
vendor, supplier, contractor, or consultant.

4.7

With the exception of the General Manager, in the absence of an authorized signatory
for a given request, authorization shall be obtained from the next highest authority in
Table 1. In the case where the next highest authority is absent, then authorization shall be
obtained by an authorized signatory in order of rank and availability.

4.8

The District may use electronic commerce whenever practicable or cost-effective. The
District may accept electronic signatures and records in connection with procurement,
as permitted by applicable law.
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5. Procurement Methods
5.1

5.2

Requisition/Purchase Order
•

Staff that require Services and Materials to carry out the defined duties of their
positions shall submit Requisitions, in advance, for purchases in accordance with
this Policy and other applicable procedures and policies of the District.

•

Staff shall generate a Purchase Order from the Requisition.

Check Request
•

5.3

5.4

A check request can be used to initiate payment for certain limited Services and
Materials without a Purchase Order. Check requests can be used to request
payment for Non-Discretionary Purchases, services rendered, subscriptions,
membership dues, workshop/seminar/conference registrations, use of facilities,
etc.

Procurement Cards
•

Designated staff may be assigned a procurement card for miscellaneous
purchases.

•

Purchases using the procurement card are subject to the terms and conditions of
the District Cardholder Procurement Card Agreement and any other applicable
District procurement card policies or procedures.

•

Professional Services are not to be acquired on procurement cards due to lack of
insurance and indemnification language associated with these services.

•

Procurement card limits may be increased for a specific authorized user with the
approval of the General Manager subject to the authorization limits as set in
Table 1.

•

Use of procurement cards are subject to the terms of this Policy and to any set
terms provided at the time of card issuance to the designated staff and any
subsequent amendments to such terms, and other applicable District policies.

Contracts
•

Provisions shall be made, either through specifications or procedures established
by the District, for verification of the references and financial responsibility of the
contracting parties prior to the award of a contract.

•

After award, all contracts shall be executed on behalf of the District by the
appropriate authorized signatory indicated in Table 1.
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•

In no case shall any contract be made if sufficient funds are not budgeted and
appropriated and not available to make payment promptly upon delivery or
completion, or in accordance with a progress payment schedule, unless
otherwise authorized and approved by the Board or approved by the General
Manager as provided for in Section 6.2.

•

District-provided standardized contracts for Non-Professional Services,
Professional Services, and Capital Improvement shall be executed when an
expenditure exceeds $5,000 (except in the event of an Emergency).

•

Multiple year contracts are allowed when in the best interests of the District, as
determined and executed by the General Manager.

•

For purposes of procurement authorization, the dollar value of a multiple year
contract shall be the total contract value, including optional renewal periods.
Once initially approved in accordance with the Policy requirements, any optional
renewals may then be authorized by the General Manager at the time of
renewal, regardless of the dollar amount, provided the pre-priced option is
consistent with the terms of the contract as initially approved.

6. Exceptions to Pre-Authorization
6.1

6.2

Non-Discretionary Purchases
•

Non-Discretionary Purchases do not require Board approval for payment,
including those that exceed the General Manager’s authorization limit of
$75,000.

•

Purchase Orders are not required for Non-Discretionary Purchases that pertain to
payments to utilities; insurance providers; heath care providers; payroll; and
national, federal, state, or local agencies that relate to routine obligations and
expenses essential to the District’s ability to provide service to customers and
that have been approved in fiscal year operating budgets.

Emergency Work/Services
•

The General Manager or District Treasurer may authorize emergency
expenditures for work, services, and/or supplies where the cost exceeds $75,000
without prior Board approval.

•

The Board shall be notified of any expenditures for emergency work, services,
and/or supplies exceeding the General Manager’s authorization limit at a
regularly scheduled Board meeting within a month of the emergency
authorization.
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6.3

Purchase Requests
•

Purchase requests require no prior authorization or signatory approval under
Table 1 to replenish the District’s warehouse inventory within established
inventory re-order levels.

7. Competitive Selection Process
7.1

A competitive selection process for procurement of Services and Materials is required
in accordance with the limits as set forth in Table 2 below (subject to certain
exceptions, qualifications, or limitations as noted).
Table 2
Competitive Solicitation Process - Requirements

Purchase Amount

Solicitation Requirement

PO Required

Under $5,000
$5,001 - $25,000
$25,001 - $50,000

One Quote
Two Quotes
Three Quotes

No
Yes
Yes

$50,001 - $100,000 RFP, RFQ
$100,001 and over RFP, Sealed Bid

7.2

Yes
Yes

Competitive Solicitation/Submission and Contract Award
•

All quotes, bids, and proposals must be in writing. An email is acceptable for
expenditures of $50,000 and under.

•

RFP, RFQ, and Invitation to Bid submissions must be in writing and be in
substantial compliance with terms in the solicitation, or as otherwise required by
law, or may be disqualified.

•

Quotes, bids, and proposal documentation shall be retained pursuant to the
District’s Record Retention Policy.

•

Generally, solicitation of bids or proposals is preferable whenever practicable. In
addition to the exceptions stated under Section 7.4.4, the competitive
solicitation requirements set forth under Table 2 may be waived when any of the
following is applicable:
•

Emergency expenditures.

•

Professional Services
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•

7.3

•

Single Source Purchases.

•

Sole Source Purchases.

•

After a reasonable attempt has been made to obtain competitive
quotes/responses and it has been determined that no additional
suppliers/providers/contractors/consultants can be located; the
District has a lack of response from
suppliers/providers/contractors/consultants to a competitive
solicitation; or, when sufficient, satisfactory bids/proposals are not
received, based on the District’s sole discretion.

•

Purchases to replenish the District’s warehouse inventory within
established inventory re-order levels.

•

As dictated by law.

It shall be at the discretion of the General Manager or District Treasurer and the
initiating department head(s) to determine whether an expenditure meets the
qualifications listed herein to be exempt from a competitive solicitation, subject
to any Board authorization. Such expenditures that meet this criterion will be
presented to the Board at publicly held meeting.

Capital Improvement
•

Contracts for Capital Improvement projects shall conform to applicable
requirements for Capital Improvement contracts under state law, including but
not limited to requirements relating to listing of subcontractors, posting of a
payment bond in an amount not less than 100% of the total contract amount (for
all Capital Improvement contracts over $25,000) and payment of prevailing
wages (for all contracts for Capital Improvement exceeding $1,000), or as
otherwise required by statute.

•

Unless specifically waived by the District with the approval of the General
Manager and District’s legal counsel, the District shall require performance bonds
for all Capital Improvement contracts in an amount not less than 100% of the
total contract amount.

•

Capital Improvement contracts led by an Invitation to Bid shall be awarded to the
lowest responsive, responsible bidder in accordance with state law and the
District’s standard Capital Improvement contract documents. The Board reserves
the right to waive any irregularity, to reject any or all bids, to re-advertise, or to
proceed with the Capital Improvement project or any part of it using District
staff.
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7.4

7.5

Professional Services (over $50,000)
•

RFPs will be initiated pursuant to the limits set forth in Table 2 when the contract
is anticipated to exceed $50,000, unless the District’s needs mandate uniquely
qualified services, in which case only one proposal from a qualified firm may be
solicited.

•

Professional Services shall be engaged in accordance with California Government
Code §4525 et seq., on the basis of demonstrated competence and qualifications
for the types of services to be performed and at fair and reasonable prices to the
District.

•

The District may request proposals for professional engineering services when
the contract amount is anticipated to exceed $25,000, and up to $50,000. For
engineering services anticipated to exceed $50,000, RFPs will be initiated
pursuant to the limits set forth in Table 2.

•

In addition to the exceptions stated under Section 7.2.4, the following criteria
shall apply as exceptions to the competitive solicitation requirements set forth
under Table 2 for Professional Services where such requirements would
otherwise apply:
•

For Professional Services estimated to cost $25,000 or less, staff may
request a proposal from one (1) qualified consultant.

•

For Capital Improvement projects where the project design is
scheduled in phases, the related Professional Services may be
negotiated with the consultant that performed the work for a prior
phase, if the consultant performed satisfactory work on the prior
phase(s) in terms of quality, schedule, and estimated design costs and
a satisfactory contract can be negotiated.

•

For Professional Services in which it is impracticable to comply with
the selection process because of the unique, exploratory, or
experimental nature of the project, staff may request a proposal from
one (1) qualified consultant.

Rejecting Competitive Responses
•

In response to an Invitation to Bid, RFQ, or RFP, the District may reject a bid or other
response which is in any way incomplete, irregular, amplified, unqualified,
conditional, or otherwise not in compliance with the solicitation documents in all
material respects, and in accordance with law.
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7.6

•

The District may waive any informality, irregularity, immaterial defects, or
technicalities in any bids or other responses received, and/or cancel an Invitation
for Bid or RFP/RFQ, or reject all bids or responses for any other reason, which
indicates the cancellation or rejection of all bids or responses is in the best
interest of the District, and in accordance with law.

•

Rejection of all bids or responses or cancellation of competitive solicitations,
including determinations to re-bid or re-solicit, are subject to the same level of
authority which is required to award a contract as provided under Table 1, and as
required by law.

RFPs and RFQs
•

The General Manager and the Board reserve the right to award contracts based
upon the best interests of the District, as determined by the District in its sole
discretion.

8. Change Orders
8.1

Change Orders may be issued from time to time as required by changes in the
specifications or conditions of a project, services performed, or materials to be issued.

8.2

Change Orders up to 10% (to a maximum additional $1,000) of the original PO amount
may be issued by the appropriate department head without further approvals. A
revised Purchase Order Requisition must be completed and approved at the
appropriate authorization levels under Table 1 for any Change Order request exceeding
the original amount by more than 10% or the $1,000 limit.

8.3

For Contracts and/or Amendments under $75,000:

8.4

•

Change Orders up to 10% of the original contract amount can be approved by the
appropriate authorization levels as outlined in Table 1 up to a maximum total
contract amount of $75,000 without Board approval.

•

Board approval is required for Change Order requests exceeding the original
contract amount by more than 10% and resulting in a total contract amount over
$75,000.

For Contracts and/or Amendments $75,001 and over:
•

Change Orders up to 10% (to a maximum additional $75,000) of the original
contract amount can be approved by the appropriate authorization levels as
outlined in Table 1 without Board approval.
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•
8.5

Board approval is required for Change Order requests exceeding the original
contract amount by more than 10% or resulting in a $75,000 increase.

A Change Order exceeding the change order limits set forth in this article may be
authorized by the General Manager prior to Board approval if, in the General
Manager’s determination, any of the following circumstances exist:
•

A delay in Change Order authorization could result in a negative financial impact
to the District.

•

A delay in Change Order authorization could result in damage to or impairment
of the operations of a District facility.

•

An emergency exists which requires immediate work/services.

8.6

Taxes, shipping, and handling adjustments may cause the PO to exceed the authorized
amount. These items do not require a Change Order if they do not exceed 10% of the
original purchase order amount.

8.7

The Board shall be notified of any Change Order authorization exceeding the General
Manager’s authorization limit at a regularly scheduled Board meeting within a month
of approval.

9. Ethical Procurement and Conflict of Interest
9.1

Board members, divisions/department heads, and employees shall not be financially
interested in any contract made by them in their official capacity (California
Government Code Sections 1090 and 1091.5). Board members, divisions/department
heads, and employees shall not participate in any way to influence a governmental
decision in which they know or have reason to know that they have a financial interest
(California Government Code Section 87100 et seq.).

9.2

Any District employee (other than administrative personnel not under designated
positions in the District’s Conflict of Interest Code) authorized under this Policy to
make or enter into purchases on behalf of the District shall complete a Statement of
Economic Interests (Form 700) and comply with the District’s Conflict of Interest Code.

9.3

Confidential or proprietary information must be handled with due care and proper
consideration of ethical and legal ramifications and governmental regulations.

9.4

Purchasing activities must be performed in accordance with all applicable laws and
District policies.

9.5

Any employee/individual who violates the standards set forth in this section shall be
subject to disciplinary action consistent with District personnel policies.
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10. Emergency Procurement
10.1

In the event of an emergency, the District may procure the necessary equipment,
services, and supplies in response to that emergency without following the purchasing
procedures prescribed by this Policy.

10.2

The Board has authorized the General Manager or their designee to approve
emergency procurements described in Section 10.1. If the emergency procurement
exceeds the General Manager’s approval authority, the General Manager, or their
designee, shall report to the Board at its next meeting the reasons justifying why the
emergency did not permit time to comply with the District’s purchasing requirements
and why the purchase was necessary to respond to the emergency.

10.3

After the District makes an emergency procurement, the Board shall make a finding
based on substantial evidence set forth in the minutes of its meeting that the
emergency did not permit time to comply with the District’s purchasing requirements,
and that the purchase was necessary to respond to the emergency.

10.4

In the event of an emergency declared by the President of the United States, the
District must comply with federal procurement standards as a condition of receiving
public assistance funding from the Federal Emergency Management Agency (FEMA) for
contract costs for eligible work. FEMA funding is governed by Title 2 of the Code of
Federal Regulations (CFR) Part 200, Uniform Administrative Requirements, Cost
Principles, and Audit Requirements for Federal Awards.

11. County Water District Status
11.1

The District is a County Water District and therefore is not mandated by state law to
competitively bid any purchases, including those for Capital Improvement projects
and/or capital expenditures.

11.2

The District has discretion to enter into non-bid contracts for Capital Improvement, to
procure Services and Materials, to contract for design-build work, to utilize job-order
contracting, and to enter into cooperative purchasing arrangements for the design,
construction, and maintenance of Capital Improvement, or undertake any other form
of contracting determined to be in the District’s best interest, except as otherwise
expressly restricted by law.

11.3

Notwithstanding this lack of legal mandate and contractual discretion, District staff
shall make a good faith effort to support the competitive selection process described in
Section 7.
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12. Policy Revisions
12.1

This Policy shall be maintained and revised by the General Manager in consultation
with District management and Legal Counsel, subject to approval by the Board.

12.2

This Policy will be reviewed bi-annually and revisions will occur whenever applicable
federal, state, or local regulations change or otherwise as the need arises and at the
discretion of the Board.
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1.

General Policy

1.1.

Procurement cards allow designated full-time regular Monte Vista Water District
(“District”) employees the capability to purchase, with predefined spending limits,
certain types of items directly from a merchant, thus reducing the cost associated with
low-value purchasing activity.

1.2.

The purpose of this policy is to identify the conditions in which employees will be issued
a procurement card and the rules for its use.

1.3.

Every purchase using the procurement card must adhere to all provisions of this
Procurement Card Policy.

2.

General Information

2.1.

Authorization to use a procurement card is restricted to the cardholder only and may
not be used for personal purchases.

2.2.

Employees will not use procurement cards for personal expenses even if the intent is to
reimburse the District later.

2.3.

Procurement cards must not be used for purchases when the cardholder has personal
interest in the merchant or knowledge that a purchase would create a conflict of
interest.

2.4.

Before receiving a procurement card, employees will sign a “Cardholder Procurement
Card Agreement” and receive a copy of this Procurement Card Policy and any relevant
procedures setting forth their obligations under this policy.

2.5.

The procurement card is supplemented to the procurement process. As with other
procurement methods the following conditions must be met when using the
procurement card:
•

The procurement card should be used whenever possible in lieu of petty cash or low
dollar requisitions from point-of-sale vendors.

•

Purchases must not be split to circumvent transaction limits of this Procurement
Card Policy.

•

Each single purchase may be comprised of multiple items, but the total including tax
and freight cannot exceed the single purchase dollar limit on the procurement card.
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3.

Procurement Card Role Definitions

3.1.

Cardholder: The cardholder is the District employee whose name appears on the
procurement card.

3.2.

Approver: The Approver is the person who is responsible for reviewing the charges for a
group of cardholders to ensure that purchases are appropriate and allowed.

3.3.

Program Administrator: The Program Administrator provides overall administration and
oversight of the procurement card program.

4.

Responsibilities

4.1.

Cardholders: Cardholders Safeguard the procurement card, provide itemized receipts
for all transactions, allocate the transactions, and sign off on the transactions in a timely
basis.

4.2.

Approvers: Approvers review transactions of cardholders for adherence to policies and
procedures, ensure that all transactions are properly coded, and all disputed charges are
correctly reported.

4.3.

The Cardholder and Approver are required to review and approve the individual
cardholder transactions and submit to Accounts Payable with the established time
frame specified by the Finance Department. This is critical to allow Accounts Payable to
make payment within specified time limits.

4.4.

Failure to meet approval deadlines can result in the following:
•

First Failure – Verbal/electronic warning.

•

Second Failure – Written warning and notification to the appropriate Department
Head and possible suspension of card privileges.

•

Third Failure – Suspension of card privileges. Restoration of card privileges requires
approval by the Accounting Manager.

5.

Procurement Audits

5.1.

Periodic, random audits will be performed by the Finance Department. The purpose of
the audits will be to ensure the cardholders are adhering to this Procurement Card
Policy and established procedures.

6.

Use of Procurement Card for Travel and Meals

6.1.

Procurement cards may be used for approved travel in accordance with the District’s
Expense Reimbursement Policy.
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7.

Card Restrictions

7.1.

The procurement card is not to be used for services of any kind, leases, or repairs
excluding auto when traveling, due to insurance requirements and the complexity of IRS
1099 reporting.

7.2.

Department Heads may apply additional restrictions on card use. It is the responsibility
of the cardholder to know what their department’s restrictions are.

8.

Misuse of a Procurement Card

8.1.

The following situation are a few examples of “misuse” of a procurement card:
•

Purchases using the procurement card for personal benefit of the employee.

•

Assignment or transfer of an individual procurement card to an unauthorized
person.

•

Purchases from family, friends, or relatives where there is personal gain or a conflict
of interest, perceived or real.

8.2.

Any variance, misuse and/or violation of the policy and processes set forth will be
considered improper use of the card. This may result in card cancellation, disciplinary
action, up to and including termination.

9.

Return of Merchandise

9.1.

In the event the cardholder determines that an item must be returned for any reason,
the item and credit card receipt must be returned to the merchant/vendor as soon as
possible.

9.2.

At no time is the cardholder allowed to accept a store gift card or cash in lieu of a credit
adjustment to the procurement card.

9.3.

Cardholder is responsible for allocating and signing off on both the purchase and the
credit transactions in a timely manner.

10.

Disputes

10.1. All transactions should be monitored for validity and disputed transactions must be
reported to the Program Administrator. To process a dispute, consult the Program
Administrator.
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11.

Lost or Stolen Cards

11.1. When a procurement card is lost or stolen during normal business hours the cardholder
must notify his or her Approver and the Program Administrator immediately. If it is after
hours you must notify the issuing bank directly.
12.

Separation, Transfer or Revocation of Card Privileges

12.1. Upon leaving the District, transferring to another department, or loss of procurement
card privileges, the Cardholder must return their procurement card to the Human
Resources Department. Concurrent with surrendering the card, the Cardholder must
deliver documentation to their supervisor of all outstanding transactions.
12.2. The General Manager, Assistant General Manager/Chief Financial Officer, or
Department Heads have absolute discretion to suspend or revoke a Cardholder’s
privileges at any time and for any reason.

MVWD Comprehensive Policy Manual

Page 4 of 4

Policy:

Budget

Authority: Resolution 816-22

Number:
Reviewed:
Updated:

06-08-22
06-08-22

1.

General Policy

1.1.

Monte Vista Water District’s (“District”) budget is a fiscal management tool that
provides an annual spending plan and guide for District operations. The budget places
restrictions that serve as safeguards, such as the use of control accounts otherwise
known as line-item expenditures. Line-item expenditures are designed to provide the
best estimate of needs the District anticipates in the coming fiscal year.

1.2.

It is understood that some, if not all, expenditures are subject to variables that may
require an amendment to meet new conditions, unforeseen problems, or realigned
priorities within an operating department’s expenditure categories. Therefore, the
budget policy should retain a certain level of flexibility providing for some degree of
revision based upon unforeseen circumstances.

1.3.

The department heads, subject to approval by the District’s General Manager, will
exercise operational discretion over the use of line-item expenditures within their
respective departments and expenditure categories. Accounting control is exercised by
the Assistant General Manager/ Assistant General Manager (“AGM/CFO”) who oversees
the District’s finances.

2.

Operating Departments

2.1.

District staff shall develop and present an annual budget of expenditures to the Board of
Directors (“Board”) within a structured format containing the following six (6) operating
departments and capital improvement projects:
•

Production and Operations

•

Distribution

•

Conservation

•

Administration

•

Non-Operating Expenses

•

Capital Improvement Projects
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3.

Expenditure Categories

3.1

The annual budget shall contain, for purposes of this Budget Policy, the following
expenditure categories within each operating departments and capital improvement
projects, noted as follows:
•

Production and Operations
o Purchased Water
o Pump Operations
o Production and Water Quality Expenses
o Water Assessments and Replenishment

•

Distribution
o Distribution Expenses

•

Conservation
o Conservation Expenses

•

District Administration
o Administration and Director Expenses
o Employee Expenses
o Office Expenses

•

Non-Operating Expenses
o Debt Service

•

Capital Improvement Projects
o Capital Improvement – Proposed/Carryover
o Capital Improvement – Capital in Progress
o Capital Administration – Labor Allocation
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4.

Level of Authorization

4.1.

Once a budget is adopted by the Board, the General Manager is authorized to approve
line-item transfers within an individual category in an amount not-to-exceed $75,000
per transfer or transaction. All other transfers require the approval of the Board.

4.2.

Refer to the Purchasing Policy for specified limits of authority and bid type.

5.

Board Authorization Required

5.1

All transfers more than $75,000, or any expenditure as identified below, require the
approval of the Board as an approved amendment to the annually adopted budget:
•

Between two separate expenditure categories

•

Involving labor-related line-item expenditures

•

Involving the District’s water purchases, replenishment, or water assessments

•

Involving capital project-related expenditures

6. Policy Revisions
6.1.

This Policy shall be maintained and revised by the General Manager in consultation with
District management and Legal Counsel, subject to approval by the Board.

6.2.

This Policy will be reviewed bi-annually, and revisions will occur whenever applicable
federal, state, or local regulations change or otherwise as the need arises and at the
discretion of the Board.
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1.

Purpose

1.1.

The major functions of the Board of Directors (“Board”) of the Monte Vista Water
District (“District”) include defining District goals and objectives, acting as custodian of
District property and resources, establishing District policies, reviewing all District
operations, employing District executive management, approving or disapproving
management plans, and communicating with District customers and other publics.

1.2.

The Board has employed a General Manager to carry out Board policies, direct District
operations, and provide day-to-day supervision of District employees and control of
District expenditures.

1.3.

It is the judgment of the Board that clear delineation of the General Manager’s authority
is essential to effective District management. The following are delegations of authority
from the Board to the General Manager.

2.

Management

2.1.

The General Manager shall have the basic authority to make management decisions in
conformity with Board-established District policies.

2.2.

The General Manager shall have the authority to carry out, upon Board approval,
District management objectives and plans.

3.

Staffing and Consultants

3.1.

The General Manager shall have the authority to employ, set compensation levels
within budgeted limits, and direct the activities of all District employees, except that the
Board retains the authority to employ, set the compensation levels, and direct the
activities of the General Manager and Assistant General Manager/Chief Financial Officer
(serving as District Treasurer).

3.2.

The General Manager shall have the authority to establish District positions and job
descriptions, subject to annual review by the Board of overall personnel utilization and
staffing levels.

3.3.

The General Manager shall have the authority to manage staff consistent with Boardadopted policies.
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3.4.

The General Manager shall have the authority to retain and dismiss consultants for
projects approved by the Board in the District budget. The Board retains contract
approval authority for consultant contracts greater than $75,000. The Board retains the
authority to retain or dismiss consultants for Board functions and projects.

4.

Finance

4.1.

The General Manager shall have the authority to manage District financial operations
and to expend District funds in conformity with a Board-approved annual District
budget. The budget shall be proposed by the General Manager in a form and a level of
detail determined by the Board. The General Manager shall also have the authority to
expend District funds for capital replacement and improvement projects up to the limits
established for each project in the District budget. All purchases shall be made in
conformance with the District’s Purchasing Policy. The General Manager shall promptly
inform the Board when revenues or expenditures materially vary from the budget and
propose corrective action if appropriate. Except in emergency situations, the Board shall
have exclusive authority to approve all contracts for construction agreements and
purchases in amounts greater than $75,000. The General Manager shall review the
budget status and revenue and expenditure patterns monthly for the Board.

4.2.

The General Manager shall have the authority to expend District funds, without prior
Board approval, for budgeted non-emergency items not specifically enumerated in
amounts not to exceed $75,000.

5.

Easements and Real Property

5.1.

The General Manager shall have the authority to accept, on behalf of the District,
easements and other real property rights and interests required for effective
performance of District functions, as well as authority to convey District ownership of
easements where they are not required for effective performance of District functions.

5.2.

The Board reserves to itself the sole authority to convey real property or real property
rights, other than easements.

6.

Emergency Response

6.1.

The General Manager shall have the authority to expend District funds when an
emergency situation will or has occurred, which adversely affects, directly or potentially,
the ability of the District to perform its services, which puts District property or
personnel in jeopardy, or which may jeopardize the health and safety of the community
and its residents. Failure of groundwater production and/or booster facilities that will
substantially restrict the District’s ability to meet water supply demand and which
requires immediate corrective action is an example of an emergency under the terms of
this policy.
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6.2.

The General Manager shall first determine that an emergency exists and shall then take
whatever steps and expend whatever funds deemed reasonably necessary to address
the emergency. At the earliest opportunity, the General Manager shall inform the Board
of the emergency and the steps taken and expenditures incurred to correct it.

7.

Review of Authorities

7.1.

The Board recognizes that there may be management areas in addition to those
enumerated herein which will require further delineation of management authority, and
that those areas, as they are brought to the attention of the Board, will be addressed in
additional resolutions to amend this policy.

7.2.

The Board recognizes that revisions of this management authority may be appropriate
and directs that the General Manager review this policy annually to consider possible
revision.
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