OTAY WATER DISTRICT
FINANCE, ADMINISTRATION AND COMMUNICATIONS
COMMITTEE MEETING
and
SPECIAL MEETING OF THE BOARD OF DIRECTORS

2554 SWEETWATER SPRINGS BOULEVARD
SPRING VALLEY, CALIFORNIA
BOARDROOM
MONDAY
November 26, 2007
11:30 A.M.

This is a District Committee meeting. This meeting is being posted as a special meeting

in order to comply with the Brown Act (Government Code Section §54954.2) in the event that
a quorum of the Board is present. ltems will be deliberated, however, no formal board actions

will be taken at this meeting. The committee makes recommendations
to the full board for its consideration and formal action.

AGENDA
ROLL CALL

PUBLIC PARTICIPATION — OPPORTUNITY FOR MEMBERS OF THE PUBLIC
TO SPEAK TO THE BOARD ON ANY SUBJECT MATTER WITHIN THE
BOARD'S JURISDICTION BUT NOT AN ITEM ON TODAY'S AGENDA

DISCUSSION ITEMS

3.

ADOPT RESOLUTION NO. 4114 TO EXPAND THE EMPLOYMENT PROCE-
DURES FOR FINGERPRINT, RECORD CHECKS, IDENTITY VERIFICATION
AND DRIVING STANDARDS TO INCLUDE RECEIVING CRIMINAL CONVIC-
TION INFORMATION FROM THE FEDERAL BUREAU OF INTESTIGATIONS
(WILLIAMSON/SARNO) [5 minutes]

APPROVAL OF ENGAGEMENT LETTER FROM THE AUDITING FIRM OF
TEAMAN, RAMIREZ & SMITH, INC. TO PROVIDE AUDIT SERVICES TO THE

DISTRICT FOR FISCAL YEAR ENDING JUNE 30, 2008 (BEACHEM/CUDLIP)
[10 minutes]

ADOPT RESOLUTION NO. 4115 DESIGNATING SPECIFIC STAFF POSI-
TIONS TO BE AUTHORIZED AS AGENTS TO COMMUNICATE WITH THE
STATE OF CALIFORNIA, OFFICE OF EMERGENCY SERVICES ON THE DIS-
TRICT'S BEHALF IN ALL MATTERS PERTAINING TO DISASTER ASSIS-
TANCE (BEACHEM/CUDLIP) [5 minutes]

ADOPT RESOLUTION NO. 4116 AMENDING POLICY NO. 8 — DIRECTORS
COMPENSATION, REIMBURSEMENT OF EXPENSES AND GROUP INSUR-
ANCE BENEFITS TO PROVIDE A MORE COMPREHENSIVE DESCRIPTION
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HEALTH BENEFITS CONTRIBUTION AMOUNTS AND UPDATE TO LIFE IN-
SURANCE AMOUNTS AND AMENDING POLICY 34 — STAFF TRAVEL AND
BUSINESS RELATED EXPENSES POLICY (WILLIAMSON}) [5 minutes]

7.  REVIEW OF DIRECTOR’S EXPENSES FOR THE 15T QUARTER OF FISCAL
YEAR 2008 (PRENDERGAST/BEACHEM) [5 minutes]

8. RECEIVE THE DISTRICT'S COMPREHENSIVE ANNUAL FINANCIAL REPORT
(CAFR) FOR FISCAL YEARA ENDED JUNE 30, 2007 (BEACHEM/CUDLIP) [15
minutes]

9. ADJOURNMENT

BOARD MEMBERS ATTENDING:
Mark Robak, Chair
Larry Breitfelder

All items appearing on this agenda, whether or not expressly listed for action, may be
deliberated and may be subject to action by the Board.

If you have any disability which would require accommodation in order to enable you to
participate in this meeting, please call the District Secretary at 670-2280 at least 24
hours prior to the meeting.

Certification of Posting

| certify that on November 21, 2007 | posted a copy of the foregoing agenda near
the regular meeting place of the Board of Directors of Otay Water District, said time be-
ing at least 24 hours in advance of the meeting of the Board of Directors (Government
Code Section §54954.2).

Executed at Spring Valley, California on November 21, 2007.

Cornnie Rathbone, Ksst. District Secretary




AGENDA ITEM 3

STAFF REPORT

TYPE MEETING: Regular Becard

SUBMITTEDBY: + Kelli Williamso

57Af%JO MEETING DATE: December 5, 2007

W.OJG.F. NO: DIV. NO,
Human Resources Manager

ég?%OVEDBY: Rom Sarno, Chief Administrative Servi
&

ﬁfﬁ%ﬁfDBYi Germa@;ﬂﬁﬁéﬁ%z, Asst. GM, Finance and Administration
Ssl .

SUBJECT: Adopt Resolution 4114 to expand the Employment Procedures

for Fingerprint, Record Checks, Identity Verification and
Driving Standards to include receiving criminal conviction
information from the Federal Bureau of Investigations.

GENERAL. MANAGER'S RECOMMENDATICN:

That the Board of Directors adopt Resolution 4114 - Resoluticn to
expand the Employment Procedures for Fingerprint, Record Checks,
Identity Verification and Driving Standards to include receiving
criminal history information from the Federal Bureau of
Investigations (FBI) for employment or licensing purposes via
fingerprinting for all newly hired employees.

COMMITTEE ACTION:

See attached (Attachment A).

PURPOSE :

To request the Board to expand the current fingerprinting standards to
include receiving criminal information from the FBI.

ANALYSIS:

In February 2004, the District received approval from the Board of
Directors to implement fingerprinting background checks for all newly
hired employees. At that time, the District was under the impression
that we were allowed to receive criminal information from both, the
State of California Department of Justice (DOJ) and the FBI. During
the implementation it was discovered that water districts were
prohibited from receiving criminal information from the FBI. The
District has been recently informed by the California DOJ that water
districts are now allowed to receive criminal conviction information
on a federal level via the FBI. However, in order to receive the FBI




criminal information, the District must adopt Resolution 4114
(Attachment B).

Since the District was not able to conduct a national background
check through the DOJ and the FBI, the District continued utilizing
another background check company to obtain national background check
infermation. This process invelves manual checks and at times there
can be delays associated with wrong identities. By receiving criminal
conviction information directly from the DOJ and FBI, the District
will be able to streamline our background check process by allowing
the District to obtain all background check information from one
provider in a more efficient manner thus streamlining our selection
process.

FISCAL IMPACT: Zﬁff%%;;y

I

The cost for receiving criminal information from the FBI is $19 per
applicant; however, this cost would be offset by the savings we will
have by not having to pay $52 for receiving the criminal conviction
information from our current third party vendor. The cost savings per
applicant is $33.

LEGAL IMPACT: Pty

This is a legally sound practice once we are granted approval by the
Department of Justice.

Penal Code section 11105 (b) (10) requires cities, counties or special
districts to become authorized before they can receive criminal
history information for employment or licensing purposes.

Criminal Offender Record Information {(CORI) is information identified
through fingerprint submission to the DOJ with a criminal record or
“No Record”. It is confidential information disseminated to
applicant agencies authorized by California statue for the purposes
of employment, licensing, certification and volunteer clearances.

Criminal Offender Record Information shall be accessible only to the
Records Custcdian and/or hiring authority charged with determining
the suitability for employment or licensing of an applicant. The
information received shall be used by the requesting agency solely
for the purpose for which it is requested and shall not be reproduced
for secondary dissemination to any other employing or licensing
agency. The unauthorized access and misuse of this information may
violate an individual’s right.




VAW i

Genéral Manager

Attachments

Attachment A: Committee Action

Attachment B: Resolution 4114 - A Resolution of the Board of Directors
of Otay Water District Expanding the Fingerprinting

Policy to Include Receiving Criminal Information from
the FBI




ATTACHMENT A

Adopt Resolution 4114 to expand the Employment Procedures
for Fingerprint, Record Checks, Identity Verification and
Driving Standards to include receiving criminal conviction
SUBJECT/PROJECT: | information from the Federal Bureau of Investigations.

COMMITTEE ACTION:

The Finance/Administration Committee met on November 26, 2007
and supported adopting Resolution 4114 to expand the Employment
Procedures for Fingerprint, Record Checks, Identity Verification
and Driving Standards to include receiving criminal conviction
information from the Federal Bureau of Investigations (FBI).

NOTE :

The “Committee Action” is written in anticipation of the
Committee moving the item forward for Board approval. This
report will be sent to the Board as a committee approved item,
or modified to reflect any discussion or changes as directed
from the committee prior to presentation to the full Board.




ATTACHMENT B

RESOLUTION No. 4114

A RESOLUTION OF THE BOARD OF DIRECTORS OF OTAY WATER DISTRICT
EXPANDING THE EMPLOYMENT PROCEDURES FOR FINGERPRINT,
RECORDS CHECKS, \DENTITY VERIFICATION AND DRIVING STANDARDS TO
INCLUDE RECEIVING CRIMINAL INFORMATION FROM THE FEDERAL BUREAU
OF INVESTIGATIONS

WHEREAS, Penal Code Sections 11105 (b)(10) and 13300(b)(10) authorize
cities, counties and districts to access state and local summary criminal history
information for employment, licensing or certification purpose; and

WHEREAS, Penal Code Section 11105 (b)(10) authorizes cities, counties
and districts to access federal level criminal history information by transmitting
fingerprint images and related information to the Department of Justice to be
transmitted to the Federal Bureau of Investigation; and

WHEREAS, Penal Code Sections 11105(h)(10) and 13300(b){10) require that
there be a requirement or exclusion from employment, licensing, or certification
based on specific criminal conduct on the part of the subject of the record; and

WHEREAS, Penal Code Sections 11105(b)(10) and 13300(b){10) require the
city council, board of supervisors, or governing body of a city, county or district to
specifically authorize access to summary criminal history information for
employment, licensing, or certification purposes; and

WHEREAS, the Board of Directors has established a policy authorizing

fingerprinting of employees to facilitate the performance of background check to
enhance the security of the District, and

WHEREAS, it is in the best interest of the District at this time to specifically
authorize the District's Human Resources personnel to obtain access to summary
criminal history information from the Federal Bureau of Investigations (FBI) to the

extent allowed by Penal Code Sections 11105(b}{10) and 13300(b){10) or other
applicable law.

NOW THEREFORE, BE IT PROCLAIMED, ORDERED AND RESOLVED
that the Otay Water District is hereby authorized to access state and federal level
summary criminat history information for employment (including volunteers and

contract employees), licensing, or certification purposes and may not disseminate
the information to a private entity; and

BE IT FURTHER RESOLVED, that the Otay Water District shall not consider
employing a person who has been convicted of a felony, at any time; or who has
been convicted of a misdemeanor within the one year preceding the date of
application for any offense(s) considered to be crimes of moral turpitude by any court
of the state, and/or crimes involving firearms, explosives, violence, dishonesty and/or
requiring registration under Penal Code 290. These limitations apply to any person

being considered for employment (including volunteers and contract employees), or
licensing.




ATTACHMENT B

PASSED, APPROVED, AND ADOPTED by the Board of Directors of the
Otay Water District at a regular meeting held this 5™ day of December 2007.

Ayes:
Noes:
Abstain:
Absent:

President

ATTEST:

Secretary




AGENDA ITEM 4

STAFF REPORT
TYPE MEETING: Regular Boa:& MEETING DATE:  December 5, 2007
SUBMITTEDBY: James Cudlip; Flﬁan anager W.O/GF.NO: DIV.NO.  all
ﬁ;FgOVEDBW Joseph R. Beachemn, Chief Financial Officer
e

APPROVED BY: GeWrez, Assistant General Manager

(Asst. GM):

SUBJECT:

Appointment of Auditor for Fiscal Year Ending June 30, 2008

GENERAL MANAGER’S RECOMMENDATION:

That the Board approve an engagement letter from the auditing
firm of Teaman, Ramirez & Smith, Inc. (TRS) to provide audit

services to the District for the Fiscal Year Ending June 30,
2008.

COMMITTEE ACTION:

Please see Attachment A.

PURPOSE:

To retain the services of Teaman, Ramirez & Smith, Inc. to sgserve

as the District’'s auditors for the Fiscal Year ending June 30,
2008.

ANALYSIS:

The District is required to retain the services of an
independent accounting firm to perform an audit of the
District’'s financial records each year. The Board has approved
TRS as the District’s auditorsg for the last four years (Fiscal
Years 2004, 2005, 2006 & 2007). It is the District’s practice
to keep the same auditors for 3-5 years, making this the last
year prior to requesting bids for a new audit firm.

Staff is recommending the appointment of Teaman, Ramirez &
Smith, Inc. based on their knowledge of the District’s
operations and finances, their technical qualifications, ‘and
their performance as the District’s auditors for the last four
fiscal years. Alsgo, in our successful efforts to prepare an
award-winning Comprehensive Annual Financial Report (CAFR),
staff has solicited the advice of TRS who has had significant
experience in award-winning CAFR preparation.



The following is a tentative planning schedule for the major
activities involved in completing the FY-08 financial audit:

» Mar-08: Audit planning meeting with auditors and Finance,
Administration & Communications Committee.

May-08: Pre-audit (3 - 4 days).

Aug-08: Year-end audit (4 - 5 days).

Oct-08: Board presentation of audited financials.
Nov-08: Completed CAFR.

VV VY

The audit will consist of four major components: 1) Standard
Audit Services, to provide an audit opinion on the District'’s
financial statementg; 2) Review of the District’s Investment
Policy procedures; 3) A Single Audit, required for federal

grants; and 4) A State Controllers Report, required by the State
of California.

FISCAL IMPACT: s

The fee for auditing services and preparation of the State
Controller’s Report will not exceed $26,600 for the Fiscal Year

ending June 30, 2008. This is an increase of $600 over last
year's fee, or 2.3%.

STRATEGIC GOAL:

Required by law.

LEGAL IMPACT:

None.

W i

G¢neral Mahager

Attachments:
A) Committee Action Form
B) TRS Audit Engagement Letter



ATTACHMENT A

SUBJECT/PROJECT: | Appointment of Auditor for Fiscal Year Ending June 30, 2008

COMMITTEE ACTION:

The Finance, Administration, and Communications Committee
supported staff’s recommendation to the Board to appoint Teaman,
Ramirez and Smith, Inc. as the District’s auditors for the
Fiscal Year ending June 30, 2008.

NOTE:

The “Committee Action” is written in anticipation of the
Committee moving the item forward for board approval. This
report will be sent to the Board as a committee approved item,
or modified to reflect any discussion or changes as directed
from the committee prior to presentation to the full board.

F:\DianeA\Staff Rpts 2007\CommMtgAuditorSelectl20507.doc




ATTACHMENT B
.I R TEAMAN, RAMIREZ & SNMITH, INC.
CERTIFIED PUBLIC ACCOURTANYS
November 15, 2007

Joe Beachem, Chief Financial Officer
Otay Water District

2554 Sweetwater Springs Road
Spring Valley, California 91978-2096

We are pleased to confirm our understanding of the services we are to provide the Otay Water District for
the year ended June 30, 2008. We will audit the financial statements of the business-type activities,
which comprise the District’s basic financial statements, of the Otay Water District as of and for the year
ended June 30, 2008. The documents we submit to you will include the following supplementary

information required by generally accepted accounting principles that will be subjected to the auditing
procedures, but will not be audited:

Management Discussion and Analysis
Supplementary Pension Information
Schedule of Expenditures of Federal Awards (if necessary)

The documents we submit to you will include the following additional information that are part of the
District’s Comprehensive Annual Financial Report (CAFR) and are presented for purposes of additional
analysis and are not a required part of the basic financial statements. These items have not been subjected io

the auditing procedures applied in the audit of the basic financial statements and, accordingly, we express no
opinion on them:

Introductory Section Information
Statistical Data
Audit Objective

The objective of our audit is the expression of an opinion as to whether your financial statements are fairly
presented, in all material respects, in conformity with U.S. generally accepted accounting principles and to
report on the faimess of the additional information referred to in the first paragraph when considered in
relation to the financial statements taken as a whole. The Objective also includes reporting on:

. Internal control related to the financial statements and compliance with laws, regulations and the
provisions of contracts or grant agreements, noncompliance with which could have a material effect
on the financial statements in accordance with Government Auditing Standards.

. Internal control related to major programs and an opinion {or disclaimer of opinion) on compliance
with laws, regulations, and the provisions of contracts or grant agrcements that could have a direct
and material effect on each major program in accordance with the Single Audit Act Amendments of

1996 and OMB Circular A-133, Audits of States, Local Governments, and Non-Profit
Organizations.

V. G. Smith Jr., cra ¢ Richard A. Teaman, crPA ® Greg W. Fankhanel, cPa ® David M. Ramirez, cra ® Joseph A. Deledonne, CPa
4201 Brockton Ave. Suite 100, Riverside CA 92501 » 861.274.0600 © 951.274.7828 rax * www.trscpas.com




The reports on internal control and compliance will éach include a statement that the report is intended for
the information and use of management, specific legislative or regulatory bodies, federal awarding agencies,

and if applicable, pass-through entities and is not intended to be and should not be used by anyone other
than these specified parties.

Qur audit will be conducted in accordance with U.S. generally accepted auditing standards; the standards for
financial audits contained in Government Auditing Standards, issued by the Comptroller General of the
United States; the Single Audit Act Amendments of 1996; and the provisions of OMB Circular A-133 and
will include tests of accounting records, a determination of major program(s) in accordance with Circular A-
133 and other procedures we consider necessary to enable us to express such an opinion and to render the
required reports. If our opinion on the financial statements or the Single Audit compliance opinion is other
than unqualified, we will fully discuss the reasons with you in advance. If, for any reason, we are unable to
complete the audit or are unable to form or have not formed an opinion, we may decline to express an
opinion or to issue a report as a result of this engagement.

Management Responsibilities

Management is responsible for establishing and maintaining effective internal control and for compliance
with laws, regulations, contracis, agreements and grants. In fulfilling this responsibility, estimates and
judgments by management are required to assess the expected benefits and related costs of the controls.
The objectives of internal control are to provide management with reasonable, but not absolute, assurance
that assets are safeguarded against loss from unauthorized use or disposition, that transactions are
executed in accordance with management’s authorizations and recorded properly to permit the
preparation of financial statements in accordance with U.S. generally accepted accounting principles and

that federal award programs are managed in compliance with applicable laws and regulations and the
provisions of contracts and grant agreements.

Management is responsible for making all financial records and related information available to us,
including any significant vendor relationships in which the vendor has the responsibility for program
compliance. We understand that you will provide us with such information required for our audit and that
you are responsible for the accuracy and completeness of that information. We will advise you about
appropriate accounting principles and their application and will assist in the preparation of your financial
statements, including the schedule of expenditures of federal awards but the responsibility for the
financial statements remains with you. As part of our engagement we may propose standard, adjusting, or
correcting journal entries to your financial statements. You are responsible for reviewing the entries and
understanding the nature of any proposed entries and the impact they have on the financial statements,
That responsibility includes the establishment and maintenance of adequate records and effective internal
control over financial reporting and compliance, the selection and application of accounting principles,
and the safeguarding of assets. Management is responsible for adjusting the financial statements to correct
material misstatements and for confirming to us in the representation letter that the effects of any
uncorrected misstatements agpregated by us during the current engagement and pertaining to the latest

period presented are immaterial, both individually and in the aggregate, to the financial statements taken
as a whole.

You are responsible for the design and implementation of programs and controls to prevent and detect
fraud, and for informing us about all known or suspected fraud or illegal acts affecting the government
involving (a) management, {b) employees who have significant roles in internal control, and (c) others
where the fraud or illegal acts could have a material effect on the financial statcments, You are also
responsible for informing us of your knowledge of any allegations of fraud or suspected fraud affecting
the government received in communications from employees, former employees, grantors, regulators, or
others, In addition, you are responsible for identifying and ensuring that the entity complies with




applicable laws and regulations and for taking timely and appropriate steps to remedy any fraud, illegal
acts, violations of contracts or grant agrecments or abuse that we may report. Additionally, as required by
OMB Circular A-133, it is management’s responsibility to follow up and take corrective action on
reported audit findings and to prepare a summary schedule of prior audit findings and a corrective action
plan.

As part of the audit, we will prepare a draft of your financial statements and related notes and a report to
the State Controller. In accordance with Government Auditing Standards, you will be required to review
and approve those financial statements and reports prior to their issuance and have a responsibility to be
in a position in fact and appearance to make an informed judgment on those financial statements and

reports. Further, you are required fo designate a qualified management-level individual to be responsible
and accountable for overseeing our serviees.

With regard to the electronic dissemination of audited financial statements, including finaneial statements
published electronically on your website, you understand that electronic sites are a means to distribute
information and, therefore, we are not required to read the information contained in these sites or to
consider the consistency of the other information in the electronic site with the original document.

Audit Procedures - General

An andit includes examining, on a test basis, evidence supporting the amounts and disclosures in the
financial statements; therefore, our audit will involve judgment about the number of transactions to be
examined and the areas to be tested. We will plan and perform the audit to obtain reasonable rather than
absolute assurance about whether the financial statements are free of material misstatement, whether
caused by errors, fraudulent financial reporting, misappropriation of assets or violations of laws or
governmental regulations that are attributable to the entity or to acts by management of employees acting
on behalf of the entity. Because the determination of abuse is subjective, Government Anditing Standards
do not expect auditors to provide reasonable assurance of detecting abuse. As reéquired by the Single
Audit Act Amendments of 1996 and OMB Circular A-133, our audit will include tests of transactions
related to major federal award programs for compliance with applicable laws and regulations and the
provisions of contracts and grant agrecments. Because an audit is designed to provide reasonable, but not
absolute assurance and because we will not perform a detailed examination of all transactions, there is
risk that material misstatements may exist and not be detected by us. In addition, an audit is not designed
to detect immaterial misstatements or violations of laws or governmental regulations that do not have a
direct and material effect on the financial statements. However, we will inform you of any material errors
that come to our attention and we will inform you of any fraudulent financial reporting or
misappropriation of assets that comes to our aitention. We will also inform you of any violations of laws
or governmental regulations that come to our attention, unless clearly inconsequential. We will include
such matters in the reports required for a Single Audit. Our responsibility as auditors is limited to the

periad covered by our audit and does not extend to matters that might arise during any later periods for
which we are not engaged as auditors.

Our procedures will include tests of documentary evidence supporting the transactions recorded in the
accounts, and may include tests of the physical existence of inventories, and direct confirmation of
receivables and certain other assets and labilities by correspondence with selected individuals, creditors,
and financial institutions. We will request written representations from your attorneys as part of the
engagement, and they may bill you for responding to this inquiry. At the conclusion of our audit, we will
also require certain written representations from you about the financial statements and related matters.




Audit Procedures - Internal Controls

In planning and performing our audit, we will consider the internal control sufficient to plan the audit in
order to determine the nature, timing, and extent of our auditing procedures for the purpose of expressing
our opinions on the Otay Water District’s financial statements and on its compliance with requirements
applicable to major programs.

We will obtain an understanding of the design of the relevant controls and whether they have been placed
in operation, and we will assess control risk. Tests of controls may be performed to test the effectiveness
of certain controls that we consider relevant to preventing and detecting errors and fraud that are material
to the financial statements and to preventing and defecting misstatements resulting from iilegal acts and
other noncompliance matters that have a direct and material effect on the financial statements. Tests of
controls are required only if control risk is assessed below the maximum level. Our tests, if performed,
will be less in scope than would be necessary to render an opinion on internal control and, accordingly, no

opinion will be expressed in our report on intemnal control issued pursuant to Government Auditing
Standards.

As required by OMB Circular A-133, we will perform tests of controls to evaluate the effectiveness of the
design and operation of controls that we consider relevant to preventing or detecting material
noncompliance with compliance requirements applicable to each major federal award program. However,
our tests will be less in scope than would be necessary to render an opinion on those controls and,

accordingly, no opinion will be expressed in our report on internal control issued pursuant to OMB
Circular A-133.

An audit is not designed to provide assurance on internal contro! or to identify reportable conditions.
However, we will inform the governing body of any matters involving internal control and its operation
that we consider to be reportable conditions under standards established by the American Institute of
Certified Public Accountants. Reportable conditions invelve matters coming to our attention relating to
significant deficiencies in the design or operation of the internal control that, in our judgment, could
adversely affect the entity’s ability to record, process, summarize, and report financial data consistent
with the assertions of management in the financial statements. We will also inform you of any
nonreportable conditions or other matters involving internal control, if any, as required by Government
Auditing Standards and OMB Circular A-133.

Audit Administration, Fees, and Other

At the conclusion of the engagement, we will complete the appropriate sections of and sign the Data
Collection Forin that summarizes our audit findings. We will provide copies of our reports to the District,
however, it is management’s responsibility to submit the reporting package (including financial
statements, schedule of expenditures of federal awards, summary schedule of prior audit {indings,
auditors’ reports, and a corrective action plan) along with the Data Collection Form to the designated
federal clearinghouse and, if appropriate, to pass-through entities. The Data Collection Form and the
reporting package must be submitted within the earlier of 30 days after receipt of the auditors’ reports or
nine months after the end of the audit period, unless a longer period is agreed to in advance by the
cognizant or oversight agency for audits. At the conclusion of the engagement, we will provide

information to management as to where the reporting packages should be submitted and the number to
submit.

The audit documentation for this engagement is the property of Teaman, Ramirez & Smith, Inc. and
constitutes confidential information. However, pursuant to authority given by law or regulation, we may
be requested to make certain andit documentation available to federal cognizant and grantor agencies, or
its designee, a federal agency providing direct or indirect funding, or the U.S. Govérnment Accountability




Office for purposes of a quality review of the audit, to resolve audit findings, or to carry out oversight
responsibilities. We will notify you of any such request. If requested, access to such audit documentation
will be provided under the supervision of our firm. Furthermore, upon request, we may provide
photocopies of selected audit documentation to the aforementioned parties. These parties may intend, or
decide, to distributc the photocopies or information contained therein to others, including other
governmental agencies. In such cases, Teaman, Ramirez & Smith, Inc. is not responsible for the
distribution of the photocopies or information contained therein.

Our fee for these services will be as follows:

2007-2008
Financial Statement Audit $ 21,400
Agreed Upon Procedures - Investments $ 750
Single Audit, if necessary $ 3,700
State Controller’s Report 3 750

The above fees are based on anticipated cooperation from your personncl and the assumption that
unexpected circumstances will not be encountered during the audit. 1f significant additional time is

necessary, we will discuss it with you and arrive at a new fee estimate before we incur the additional
costs.

We appreciate the opportunity to be of service to the Otay Water District and believe this letter accurately
summarizes the significant terms of our engagement. If you have any questions, please let us know. If you
agrec with the terms of our engagement as described in this letter, please sign the enclosed copy and
return it to us,

Very truly yows,

TEAMAN, RAMIREZ & SMITH, INC.

%"‘4(—«4’(4 4N ‘\j‘é,zw-— <

Richard A. Teaman
Certified Public Accountant

Response:

This letter correctly sets forth the understanding of the Otay Water District.

Signature:

Title:

Date:




AGENDA ITEM 5

STAFF REPORT

TYPE MEETING:

SUBMITTED BY:

APPROVED BY:
{Chief)

APPROVED BY:
(Asst. GM):

SUBJECT:

Regular Board MEETING DATE:  December 5, 2007

James Cud;igizﬁfggﬁg%7Manager' W.0./G.F. NO: DIV.NO. Aall

‘Joseph R? geaihem,

Chief Financial Officer

Ger rez, Assistant General Manager

Adopt Resolution No. 4115 to Designate District Agents for
Disaster Assistance

GENERAL MANAGER'S RECOMMENDATION:

That the Board adopts Resolution No. 4115, designating specific
staff positions to be authorized as agents to deal with the
State of California, Office of Emergency Services, on the
District’s behalf in all matters pertaining to disaster
assistance.

COMMITTEE ACTION:

See Attachment A.

PURPOSE :

To authorize District staff in the positions of Safety and
Security Administrator, Finance Manager, and Environmental
Compliance Specialist, to be the authorized contacts on behalf

of the District for all matters pertaining to disaster
assistance.

ANALYSIS:

The recent Harris Fire burned through the Habitat Management
Area (HMA) surrounding the District’s facilities in the wvicinity
of the Salt Creek Golf Course (District “Use Area’”). Damage
repair is currently expected to include some or all of the
following: 1} debris removal; 2) fencing; 3) irrigation pipes,
valves, and pumps; 4) erosion control; and 5) re-seeding. Total
costs could potentially exceed $100,000,

The District is applying to the Federal Emergency Management
Agency (FEMA), and the State of California, Office of Emergency



Services (CES), for disaster assistance to help pay for these
repairs. FEMA requires all claims to be processed through OES.

OES requires the governing body of each agency to formally
designate specific agents, by position title, to represent the
agency in all matters pertaining to their application for
disaster assistance. OES will not release any grant money to an
agency that has not provided them with a fully executed Agent
Resolution (OES Form 130) (Attachment C}. Resolution No. 4115
(Attachment B) will fulfill this requirement, and allows for the
possibility of a change in personnel assignments to these agent
positions without requiring the Board to execute a new
resolution.

The District has identified the following three positions as
being the most knowledgeable and appropriate for working
directly with OES and FEMA: 1) Safety and Security
Administrator; 2) Finance Manager; and 3) Environmental
Compliance Specialist.

FISCAL IMPACT: 7 ﬁ
7 -

None.

LEGAL IMPACT:

None.

Jrl it

deneral Manager

Attachments:
A) Committee Action Form
B) Resolution No. 4115
C)Y OES Form 130



ATTACHMENT A

Adopt Resolution No. 4115 to Designate District Agents for
SUBJECT/PROJECT: | Disaster Assistance

COMMITTEE ACTIOCN:

The Finance, Administration, and Communications Committee
recommends that the Board adopt Resolution No. 4115,
designating specific staff positions to be authorized as Agents
to deal with the State of California, Cffice of Emergency

Services, on the District’s behalf in all matters pertaining to
disaster assistance.

NOTE:

The “Committee Action” is written in anticipation of the
Committee moving the item forward for board approval. This
report will be sent to the Board as a committee approved item,
or modified to reflect any discussion or changes as directed
from the committee prior to presentaticn to the full board.

F:\DianeA\Staff Rpts 2007\CommMtgDisasterRAssistl220507.doc



Attachment B

RESOLUTION NO. 4115
A RESCLUTION OF THE BOARD OF DIRECTORS OF
OTAY WATER DISTRICT
FOR DESIGNATION OF AGENTS TO
THE STATE OF CALIFORNIA,
OFFICE OF EMERGENCY SERVICES

WHEREAS, the Otay Water District Board of Directors have
been presented with a ""Designation of Applicant's Agent
Regolution'' for the Otay Water District, authorizing it's
agent (g) to execute for and on behalf of the District for the
purpose of obtaining certain federal financial assistance under
P.L. 93-288 as amended by the Robert T. Stafford Disaster Relief
and Emergency Assistance Act of 1988, and/or state financial
assistance under the Natural Disaster Asgsistance Act; and

WHEREAS, the Board needs to authorize its agent(s) to
provide to the State Office of Emergency Services for all matters
pertaining to such state disaster assistance the assurances and
agreements required; and

WHEREAS, it is in the interest of the District to so
designate agents;

NOW, THEREFORE, BE IT RESOLVED, DETERMINED AND CRDERED by
the Board of Directors of the Otay Water District that the
following three positions are so designated as Authorized Agents:
1) Safety and Security Administrator; 2) Finance Managef; and 3)
Environmental Compliance Specialist.

PASSED, APPROVED AND ADOPTED by the Board of Directors of
Otay Water District at a board meeting held this 5th day of

December 2007, by the following vote:



Ayes:
Noes:
Abstain:
Absgent:

President
ATTEST:

District Secretary



fiate of Calfomia

OFFICE OF - ATTACHMENT C
EMERGENCY SERVICES
P.A. No.:

DESIGNATION OF
APPLICANT'S AGENT RESOLUTION

BE IT RESOLVED BY THE BOARD OF DIRECTORS OF THE OTAY WATER DISTRICT

(Governing Body) {Name of Applicant)
THAT , OR
(Title of Authorized Agent)
. OR
(Title of Auihorized Agent)
(Title of Authorized Agent)
is hereby authorized to execute for and in behalf of the , a public entity

established under the laws of the State of California, this application and to file it in the Office of Emergency Services for the
purpose of obtaining certain federal financial assistance under P.L. 93-288 as amended by the Robert T. Stafford Disaster Relief
and Emergency Assistance Act of 1988, and/or state financial assistance under the Natural Disaster Assistance Act.

THAT the , a public entity established under the laws of the State of California, hereby
authorizes its agent(s) to provide to the State Office of Emergency Services for all matters pertaining to such state disaster
assistance the assurances and agreements required.

Passed and approved this day of , 19
(Name and Title)
(Name and Title)
(Name and Title)
CERTIFICATION
1, , duly appointed and of
(Name) (Title)
, do hereby certify that the above is a true and correct copy of a
resolution passed and approved by the of the on the
(Governing body) {Name of Applicant)
day of ,20_ .
Date:

{Official Position)

(Signature)

QES Form 130 (10/97) DAD Farm



AGENDA ITEM 6

STAFF REPORT

TYPE MEETING: Regular Board MEETING DATE: December 5, 2007
SUBMITTED BY: Kelli Williamson ,%UJ W.O.JG.F. NO: DIV. NO.

. Human Resources Manager

é§F§OVEDBY: - Rom Sarno, Chief Administrative Servic%éﬂ%/’,/
L1

aFT%ﬁFDBW German A Asst. GM, Finance and Administration
SS1. M
SUBJECT: Adopt Resolution 4116 to Amend Pclicy No. 8 - Directors

Compensation, Reimbursement of Expenses and Group Insurance
Benefits and Policy No. 34 - Staff Travel and Business
Related Expenses Policy

GENERAL MANAGER’'S RECOMMENDATION:

That the Board of Directors adopt Resolution 4116 - Amend Policy No. 8
— Directors Compensation, Reimbursement of Expenses and Group Insurance

Benefits and Policy WNo. 34 - Staff Travel and Business Related Expenses
Policy.

COMMITTEE ACTION:

See attached (Attachment A).

PURPOSE :

To request the Board to update two Board policies regarding per diem
meal allowances during travel.

ANALYSIS:

The current Policy 34 established on May 3, 2000, fixed the existing
per diem meal allowances at the rate established at the time based on
the Meals and Incidental Expenses (M&IE) Table that is developed and
maintained by the U.S. General Services Administration. The District
has fallen behind and we are recommending that Policy 34 be amended,
and to be consistent apply the same changes to Board Policy 8 to
include wording referring to the Meals and Incidental Expenses Table.
This table is reviewed and may be updated on an annual basis. The
attached policies remove the actual per diem meal allowances and adds
a reference to the M&IE Table. This change will reduce the frequency
that these policies are required to be updated thus increasing




efficiency. The Finance Department will provide updates on an annual
basis as required if the per diem amounts are updated. In addition,
to be consistent with the District’s practice, Policy 34 clarifies
that the use of the policy is for travel outside of San Diego County.

e
FISCAL IMPACT: —~=A~~
7
The fiscal impact would be minimal. Currently the breakfast
allowance is increasing by $4.00, the lunch allowance is increasing
by $5.00, and the dinner allowance is increasing by $6.00. The per
diem amounts were last updated in 2004.

LEGAL IMPACT: >,

None.

(AL et~

Genef¥al Manager

Attachments
Attachment A: Committee Acticn

Attachment B: Resolution 4116 - Amend Policy No. 8 - Directors
Compensation, Reimbursement of Expenses and Group
Insurance Benefits and Policy No. 34 - Staff Travel
and Business Related Expenses Policy

Attachment Bl: Board Policy No. 8 - Directors Compensation,
Reimbursement of Expenses and Group Insurance Benefits

Attachment B2: Board Policy No. 34 - Staff Travel and Business
Related Expenses Policy

Attachment C: Underline/Strikethrough version of Board Policy No. 8
- Directors Compensation, Reimbursement of Expenses
and Group Insurance Benefits

Attachment D: Underline/Strikethrough version of Board Policy No. 34
- Staff Travel and Business Related Expenses Policy



ATTACHMENT A

SUBJECT/PROJECT: | Related Expenses Policy

COMMITTEE ACTION:

The Finance/Administration Committee met on November 26, 2007
and supported adopting Resolution 4116 to amend Policy No. 8 -
Directors Compensation, Reimbursement of Expenses and Group

Adeopt Resolution 4116 to Amend Policy No. 8 - Directors
Compensation, Reimbursement of Expenses and Group Insurance
Benefits and Policy No. 34 - Staff Travel and Business

Insurance Benefits and Policy No. 34 - Staff Travel and Business

Related Expenses Policy to allow for updates to the per diem
meal allowances based on the rate provided by the Meals and
Incidental Expenses (M&IE) Table that is developed and
maintained by the U.S. General Serxvices Administration.

NOTE :

The “Committee Action” is written in anticipation of the
Committee moving the item forward for Board approval. This
report will be sent to the Board as a committee approved item,
or modified to reflect any discussion or changes as directed
from the committee prior to presentation to the full Board.



ATTACHMENT B

RESOLUTION NO. 4116

RESOLUTION OF THE BOARD OF DIRECTORS OF THE
OTAY WATER DISTRICT
AMENDING POLICY NO. 8 - DIRECTORS
COMPENSATION, REIMBURSEMENT OF EXPENSES AND
GROUP INSURANCE BENEFITS AND PCLICY NO. 34 -
STAFF TRAVEL AND BUSINESS RELATED EXPENSES
POLICY
WHEREAS, the Human Resources staff routinely evaluates and
makes recommendations to update, revise and replace Board
policies, in oxrder to ensure that the policies are maintained to
promote best management practices, and
WHEREAS, the Human Resources staff has determined that
there is a need to amend Policy No. 8 - Directors Compensation,
Reimbursement of Expenses and Group Insurance Benefits
(Attachment Bl) and Policy No. 34 - Staff Travel and Business
Related Expenses Policy (Attachment BZ2), in order tc allow for
updates to the per diem meal allowances based on the rate
provided by the Meals and Incildental Expenses (M&IE) Table.
NOW, THEREFCORE, BE IT RESOLVED by the Board of Directors of
the Otay Water District as follows:
Amend Policy No. 8 - Directors Compensation,

Reimbursement of Expenses and Group Insurance Benefits and

Policy Neo. 34 - Staff Travel and Business Related Expenses

Policy.



PASSED, APPROVED AND ADOPTED by the Board of Directors of
the Otay Water District at a regular meeting held this 5th day

of December, 2007.

President

ATTEST:

Secretary



ATTACHMENT B1

OTAY WATER DISTRICT
BOARD OF DIRECTORS POLICY

Subject Policy | Date Date

Number | Adopted Revised
DIRECTORS CCMPENSATION, REIMBURSEMENT OF 08 2/20/91 |12/5/07
EXPENSES AND GROUP INSURANCE BENEFITS

Purpose

To provide guidelines for payment of compensation and reimbursement of
expenses to Directors in connection with their attendance at meetings
or the performance of other authorized business, and for group
insurance benefits for Directors,

Background
Members of the Board o¢f Directors (“Directors”) attend regular,
adjourned or special meetings of the Board of Directors (“Board”). In

addition, Directors attend other District meetings, committee
meetings, association meetings, and educaticnal seminars on behalf of
the District. These meetings and seminars are related to District
business, water and water related issues, and California special
districts. State statutes auvthorize District payments for meetings,
reimbursements of expenses. State law also authorizes the District to
provide health and welfare benefits for active Directors and, in
limited circumstances, retired Directors if they served 12 years and
were first elected prior to January 1, 1995. The District is also
authorized to offer health and welfare benefits for retired Directors
who commenced office on or after January 1, 1995, 1f the recipient
participates on a self-pay basis.

Policy

The District will compensate Directors on a per diem basis for
attendance at authorized meetings or functions and will reimburse
Directors for reasonable expenses incurred while traveling on District

business to include, lodging, dining, transportation and related
incidentals.

A. Directors Per Diem

As provided in Section 1.01 C. of the District Code of
Ordinances, each Director shall receive a per diem in the amount
of $100 for each day of attendance at meetings c¢f the Board or
for each day of service rendered as a Director by request or
avthorization of the Board, not to exceed a total of ten (10}

days in any calendar month. Attendance at any meeting shown on
Exhibit A to this Policy shall be deemed a meeting reguested or
authorized by the Beard. Attendance of meetings shall be in

accordance with Exhibit A. The President of the Board or the
Board may authorize a Director to attend meetings not listed in
Exhibit A when the President or the Board determine that it is in
the interest of the District that a Director attend, and that
such attendance be compensated and expenses reimbursed.
Director’s claims for per diem amounts shall be made on a “Board
of Directors Per Diem and Mileage Claim Form” (Exhibit B). The
President of the Board or the Board may approve reimbursement of
expenses outside the per diem limit for a Director, 1if the

Page 1 of 7



OTAY WATER DISTRICT
BOARD OF DIRECTORS POLICY

Subject Policy | Date Date

DIRECTORS COMPENSATION, REIMBURSEMENT OF 08 2/20/91 12/5/07
EXPENSES AND GROUP INSURANCE BENEFITS

Number | Adopted Revised

Director submits receipts for all of the related District
buginess expenses.

Attendance at a meeting that is not authorized by this policy
{pre-approved meetings) or pre-approved by the President may be
approved by the Board for per diem., Director’s seeking per diem
amounts for these meetings shall request that the item be
presented to the Board at 1ts next regularly scheduled meeting
for consideration. The decision of the Board shall be final.

When travel arrangements require a day earlier arrival or a day
later departure, Directors will not be eligible for the $100 per
diem, however, reascnable expenses associlated with the extended
stay will be reimbursed as specified below.

Pre-payment of Otherwise Reimbursable Expenses

The Director may request pre-payment of registration,
transpertation, and lodging, using the “Beoard of Directors Travel
Request Form” (Exhibit C). Pre-payments shall be limited to the
Director’s expenses oconly. No advances shall be made on travel
expenses.

Reimbursement ¢f Expenses

Fach Director shall be reimbursed for travel expenses to and from

the meetings described in Exhibit A or for any other authorized
District business as follows:

1. Authorization

Travel associated with the attendance o©f meetings or
functions for Directors shall be approved in advance by the
Otay Water District Board President. To request approval of
travel, the Director should complete a “Beoard of Directors
Travel Regquest Form” (Exhibit B) in order to be eligible
for compensation and/or reimbursement. Travel requests will

be reviewed and approved by the Board President or the
Board. ’

2. Transportaticn
a. Air Transportation

The District will endeavor to purchase airline tickets
in advance taking advantage of discounts and low

airfares.
b. Automobile
1. Personal Auto: Directors may use thelr personal
vehicle. The District will reimburse Directors

at the current rate/mile as established by the
IRS, plus tclls, parking, etc., provided,

Page 2 of 7



OTAY WATER DISTRICT
BOARD OF DIRECTORS POLICY

Subject Policy | Date Date

Number | Adopted Revised
DIRECTORS COMPENSATION, REIMBURSEMENT OF 08 2/20/91 12/5/07
EXPENSES AND GROUP INSURANCE BENEFITS

Meals

however, if air transportation is available, the
total amount of expense paid shall be limited to
the cost o¢f coach air travel between points
traveled by personal vehicle. Gasoline,
collision and liability insurance, and
maintenance will be provided by the Director and
is deemed covered in the rate/mileage
reimbursement,

Directors wusing personal vehicles on District
business must maintain a valid California
driver’s license and the autcomobile insurance
coverage required by the State of California, or
make arrangements for a driver who meets the

above requirements. The General Manager’s Staff
will verify that Directors have a valid driver’s
license. Directeors will also be required to

maintain automobile insurance coverage. Proof of
such insurance will be submitted two times per
year, in January and July, and 1s required to be
eligible for mileage reimbursement.

2, Rental Cars: The District will provide a rental
car when needed. Such rental car shall be a
compact or mid-size class, unless upgrades are
offered at no additional cost to the District.

Miscellaneous Transportation

Whenever practicable, bus, taxi, rail, shuttle, etc.
transportation may be wused in lieu of, or in
conjunction with, modes above.

and Lodging

Meals and Beverages

Whenever travel requires meals, the meals, excluding
gratuity, shall be reimbursable, provided the Director
presents a receipt along with the “Board of Directors
Expense Claim Form” (Exhibit D) for all meals.
Reimbursements for expense items where a receipt has
been lost will not be paid until the President or the
Board has reviewed and approved the expense item,
Meals are reimbursable based on the Meals and
Incidental Expenses (M&IE) as wupdated by the U.S.
General Services Administration:

1. Full Day Reimbursement
When a Director is traveling for a full day and
no meals are provided for by other sources, such

Page 3 of 7



OTAY WATER DISTRICT
BOARD OF DIRECTORS POLICY

Subject Policy | Date Date

Number | Adopted Revised
DIRECTORS COMPENSATION, REIMBURSEMENT OF 08 2/20/91 12/5/07
EXPENSES AND GROUP INSURANCE BENEFITS

as pre-paid registration, the Director may be
reimbursed for meal expenses at the rate provided
by the M&IE per day. This amount is exclusive of
any gratuities.

2. Single Meal Reimbursement

When a Director requires reimbursement for a
single meal while traveling, the maximum meal
reimbursement amount shall be at a rate provided
by the M&IEfor Breakfast, lunch, and/or dinner,
or amounts determined by the President or the
Board to be reasonable for the occasion or

circumstances. These amounts and any amount
approved by the President or Board shall exclude
gratuities.

3. Partial Day Reimbursement

When a director will be traveling for a partial day
or where a single meal is provided for by other
sources such as pre-paid registration, the maximum
reimbursement amount shall be at the rate provided
by the M&IE per meal, or such cther amounts as may
be determined by the President or the Board to be

reascnable for the occasion or circumstances.

any event all amounts to be reimbursed shall

exclude any gratuities.

4. Taxes
The maximum meal reimbursement amounts are
inclusive of and assume expenses for taxes. The

maximum meal reimbursements shall exclude any and
all gratuities.

Lodging
The District will reimburse Directors or pre-pay
accommodations in single rOCmS at conference

facilities or in close proximity when applicable. Or,
in the absence of conference accommodations, normal
single-room business, government or commercial class
accommodation may  be obtained. Under normal
circumstances, lodging will not be reimbursed for the
night before a conference starts and the night after
it ends. However, in situations where available travel
schedules would require the Director to leave hone
before 6:00 BAM or return to home after 12:00 AM,
lodging for the night before or the night after will
be reimbursable.

Page 4 of 7



OTAY WATER DISTRICT
BOARD OF DIRECTORS POLICY

Subject Policy | Date Date
Number | Adopted Revised
DIRECTORS COMPENSATION, REIMBURSEMENT OF 08 2/20/9 12/5/07
EXPENSES AND GROUP INSURANCE BENEFITS
4, Entertainment
The District shall not cover any expenses incurred for
recreation or entertainment.
5. Incidental Expenses

Unavoidable, necessary and reasonable authorized expenses

will be fully reimbursed by the District. Some examples of

allowalble expenses are:

a. Telephone Calls (Business): Calls placed by the
Director, to the District coffice, or for the purpose
of conducting District business. Business related
calls should be itemized on the Director’s “Board of
Directors Expense Claim Form” (Exhibit D).

b. Telephone Calls (Personal): One (1) brief perscnal
call each day away from home, up to a $10 maximum per
day.

c. Telephone Calls (Local): Charges for local calls, for
meal or transportation reservations, or for area
information related to travel.

d. Reasconable transportation to local restaurants and to
optional functions that are a part of conference
events.

e, Parking fees,

The following expenses are not reimbursable:
1. Alcoholic beverages
2. Parking or traffic violations
3. In-room movies or laundry services
6. Director's Respensibility

a.

Directors must submit a detailed “Board of Directors
Expense Claim Form” for reimbursement. Claim forms
should be supported by vouchers and itemized receipts
of expenditures for which reimbursement 1is being
requested. Receipts must be attached for all
expenses. If a receipt is lost, the lost receipt must
be noted on the “Board o¢f Directors Expense Claim
Form” (Exhibit D) and approved by the President or the
Board bhefore any payment can bhe made. Claim forms
shall be submitted within 45 calendar days after the
expense was 1incurred. Expense c¢laims requiring
reimbursement to the District, which are not
reconciled within 45 calendar days, shall be deducted

Page 5 of 7



OTAY WATER DISTRICT
BOARD OF DIRECTORS POLICY

Subject Policy | Date Date

Number | Adopted Revised
DIRECTORS COMPENSATION, REIMBURSEMENT OF 08 2/20/91 12/5/07
EXPENSES AND GROUP INSURANCE BENEFITS

from the next month’s reimbursement.

b. Expenses will not be reimbursed for meetings that have
been pre-paid and not attended. The President or the
Board may excuse an absence for a meeting. The absent
Director shall provide a verbal or written report at
the next regularly scheduled Board meeting stating the
reason for the absence and, 1f appropriate, request
that it be excused. Directors will be regquired to
reimburse the district for any pre-paild expenses for
any unexcused absence. This reimpursement will be made
by deduction from future expenditures.

c. When two (2) or more Directors combine an expense on
one recelpt, the Director requesting reimbursement
should indicate, on or attached to the Director’s
“Board of Directors Expense Claim Form” the identity

of the other persons sharing expenses, This will
facilitate appropriate allocation of expenses to each
participant.

d. Expenses incurred by spouses, family members, or

guests are the responsibility of the Director.

e. Staff will create a quarterly repcrt showing in detail
all expenses for the Directors The report will include
all expenses, for example, stipend, mileage, seminar,
airline or ground travel, meals, telephone use, the date
incurred, and the Director's name. To the extent that
Directors report meetings for which they did not receive
reimbursement or per diem, those meetings shall be noted
on the report. All payments will be listed whether the
payment was a reimbursement or direct payment made on
behalf of the Director to a vendor. The reports will bhe

presented to the Board of Directors at public meetings.

District Group Insurance Benefits

1.

Each Director, while serving as a member of the Board of
Directors, shall be entitled to the health and welfare and
life insurance benefits set forth in the Schedule of
Benefits in the District Group Insurance Plan Booklet,
which benefits are furnished by the District at District
cost, with applicable contributions, for active District

employees and Directors. Each active Director shall also
be entitled to a $65,000 term life and accidental death and
dismemberment insurance policy (subject to policy

requirements and any standard age reduction schedule}, a
$50,000 travel accidental death and dismemberment policy.
In addition to the foregeing, the District will pay

Page &6 of 7



OTAY WATER DISTRICT
BOARD OF DIRECTORS POLICY

Subject Policy | Date Date

Number | Adopted Revised
DIRECTORS CCOMPENSATION, REIMBURSEMENT OF 08 2/20/91 12/5/07
EXPENSES AND GROUP INSURANCE BENEFITS

premiums for additional individual life insurance coverage
in an amcunt of up to $250,000 for a 20 year term for those
active Directors whe apply for such coverage with the
District’s provider and meet the provider’s standard
underwriting guidelines and policy requiremets. If
coverage at higher amounts or for a longer term is made
available by the provider, each Director may purchase such
additional coverage on a self-pay basis.

2. Each former member of the Board of Directors, who served in
office after January 1, 1981, who was elected to a term of
cffice that began before January 1, 1995, who is at least
60 yvears of age, and whose total service at the time of
termination is not less than 12 years, shall be entitled to
the health and welfare and life insurance benefits set
forth in the District Group Insurance Plan Booklet, which
benefits are furnished by the District, at District cost,
for retired Directors.

Miscellaneous

1. The following are not reimbursable expenses:

a. Cell phone expenses
b. Service fees for internet access

2. The District does not provide equipment, such as fax
machines, computers and laptops to board members for
District business use.

Attachments

Exhibit A: Approved Function List

Exhibit B: “Board of Directors Per Diem and Mileage Claim Form”
Exhibit C: “Beoard of Directors Travel Request Form”

Exhibit D: “Board of Directors Expense Claim Form”

Page 7 of 7




EXHIBIT A& _

Approved Functions List

Board Policy for payment of per diems and expenses for Director
attendance at District meetings:

The Board reviews its authorization and policy for payment of per
diems (pre-approved meetings) annually, in Januvary £following
reorganization of the Board and election of a new President.
Below is the current Board policy:

1. The fecllowing meetings are pre-approved for all Directors
to attend and receive a per diem and  expense
reimbursement :

s Otay Water District Regular and Special Board Meetings
* Otay committee meetings for committee members only

¢ Otay business meetings called by the General Manager
and authorized by the President of the Board where
individual Directors are requested to attend

¢ Except as otherwise specifically excluded in this
policy, official District functions that take place
during normal business hours where Directors are
requested to attend by either the Board President or
the Board

¢ Semi-annual conference of the Associlation of
California Water Agencies

¢ Regular quarterly meetings of the Water Agencies
Association of San Diego County

¢ Regularly monthly meeting of Council of Water
Utilities

¢ Business meetings and conferences of the California
Special District Association held in San Diego County

211 other meetings not listed here require pre-
approval by the President or Beard.

2. The following meetings are pre-approved for designated
Otay Director representatives or designated alternate. The
District Secretary will maintain an updated 1list of
designated Director representatives. Any other Director
who wishes to attend these meetings and receive a per diem
must have approval from the President or Becard prior to
the event or be designated by the President or Board, as
an alternate. The pre-approval shall include the
attendance of the Director at the commission, committee,
board or meeting and any committee, subcommittee or other
official or posted weeting of the agencies, commissions,
committees or boards listed below:



EXHIBIT A

¢ Planning Group and City Cowmmission meetings that fall
within the boundaries of each directors district {when
issues impacting OWD are discussed)

Inter-Agency Committee Meeting
METRO (TAC/AFFORD) Commission
ACWA or CSDA meetings/conferences
Water Conservation Garden

The Board President or his designee 1s pre-authorized to
attend District business meetings with cities and other
agencies to represent Otay Water District, and may claim a
per diem and expenses. Any other Director desiring to
attend the same meeting of this nature would require
approval to attend from the President or the Board in
order to receive a per diem and expense reimbursement.

When the President or the Beoard appoints a director(s} to
a committee, the meeting(s) shall be considered pre-
approved for per diem and expense reimbursement.

The following meetings are not eligible for pre-approved
per diem claims;
a) Attending other Districtg’' Board meetings
b) Otay employee appreciation breakfast, luncheons or
dinners
c) Retirement receptions
d) Otay picnics or dinner-dances or other purely social
events
e) CWA meeting attendance {(by Otay Water District
appointed CWA Board Member(s})
f) Chamber of Commerce events
g) First Friday Breakfasts unless ©presenting Otay
official business tc the assembly
h) Any political campaign event or function

In order to submit a per diem/travel reimbursement the
member must attend at least 50% of the meeting (per day)
and the reimbursement request must be submitted within 45
days of the occurrence, otherwise it may be considered
attended without per diem. The Presgsident of the Board
will make the final determination.

All other meetings/conferences/tours/seminars/
workshops/functions not listed in this policy must be pre-
approved by the Board President or the Board.



OTAY WATER DISTRICT
BOARD OF DIRECTORS
PER-DIEM AND MILEAGE CLAIM FORM

EXHIBIT B

Pay To: Period Covered:
Employee Number: From: To:
E /1 S MILEAGE
ITEM | DATE MEETING PURPOS SSUE MILEAGE _~
DISCUSSED HOME 10 OWD) Locamons

Total Meeting Per Diem:  §
($100 per meeting)

Total Mileage Claimed: miles

(Director’s Signature)

GM Receipt: Date:

FOR OFFICE USE: TOTAL MILEAGE REIMBURSEMENT: §

INSTRUCTIONS ON REVERSE




EXHIBIT B

INSTRUCTIONS FOR PREPARATION OF
BOARD OF DIRECTORS PER DIEM CLAIM FORM

1. Record the date, and name or purpose/issues discussed of meeting
attended on behalf of the District.

Note: The District will pay Director's per~diem for one meeting/
function per day and the maximum of 10 meetings/functions per month.
If a Director attends more than 10 meetings/functions (10 days), the
District will reimburse for the mileage and any reimbursable out-of-
pocket expenses incurred for these additional meetings.

2. Record number of miles (round trip) driven to attend meeting/
function.

The use of personal vehicles in the conduct of official District business
shall be reimbursed at the current Internal Revenue Service rate. The
Director's expense claim should indicate the nature of the trip. If a trip
begins at home, the District will reimburse the mileage from home to
destination and return mileage. District insurance does not cover personal
vehicles while they are bheing driven on District Dbusiness, The
reimbursement rate is inclusive of an allowance for insurance costs. The
District will reimburse Directors for the deductible under their personal
insurance policy should they be involved in an accident while on District
business. To be eligible for reimbursement, each Director shall maintain a
current California driver’s 1license and at least the minimum vehicle

liability insurance required by State law or shall arrange for a driver who
meets said standards.

The District will not reimburse the cost of travel of a personal nature
taken in conjunction with travel on official business.

Claim forms shall be submitted within 45 calendar days after the meeting
date. Expense claims requiring reimbursement to the District which are not

reconciled within 45 calendar days, shall be deducted from the next month’s
reimbursement.

No information on the Per Diem Claim Form may be designated as confidential
in nature. All expenses must be fully disclosed on the form.



EXHIBIT C
OTAY WATER DISTRICT

BOARD OF DIRECTORS
TRAVEL REQUEST FORM

Director: Date of Request:

Name and Location of Function:

Date(s) function to be held: -

Sponsoring Organization:

Request for Prepayment of Fees Related to the Function:

Expense Type Not Needed P;:;‘];:Z;?:dnt
Registration U [
Airline ] Ll
Auto Rental U J
Mileage O N/A
Taxi/Shuttle | N/A
Lodging | O
Meals (] N/A
Other Expenses — Explain Below O ]
Lodging Preference:
Explanation of Other
Expenses:
Signature of Director Date of Request
For Office Use Only Below This Line
Date of Board
Approval:
Expense Type Description Amo]l::i:l Pre-
Registration
Airline
Auto Rental
Mileage N/A
Taxi/Shuttle N/A
Lodging
Meals N/A
Other Expenses

District Secretary Date Processed



EXHIBIT D

INSTRUCTIONS FOR PREPARATION OF
BOARD OF DIRECTORS EXPENSE CLAIM FORM

The necessary expenses incurred while traveling on District business including
common carrier fares (economy .class), automobile rental charges, District
business telephone calls, one personal telephone call home each day ($10 maximum
per day), lodging, baggage handling, parking fees, meals, etc. will Dbe
reimbursed 'when documented on the Director's Per Diem and Expense Claim Forms.
Receipts must be attached for all meal expenses. If a receipt is lost, the lost
receipt should be noted next to the expense and submitted to the President
before any reimbursement can be made. Receipts are required for the
reimbursement of all expenses.

All receipts must have the nature of the expense and the business purpose
noted on the receipt.

The District will not reimburse the cost of travel of a personal nature
taken in cenjunction with travel on official business.

Meals shall be reimbursed up to $46 per day, or an amount determined by the
President of the Board of Directors to be reasonable for occasion or
circumstances, exclusive of any gratuities. Partial days shall be
reimbursable at a rate of $8 for breakfast, $13, for lunch and §25 for
dinner, or amounts determined by the President of the Board of Directors to
be reasonable for the occasion or circumstances, excluding any gratuities.
The above amounts may be combined if travel status requires two (2) or more
meals. The meal reimbursement amounts are inclusive of and assume expenses
for taxes only. Gratuities are not reimbursable and are excluded. Where
pre-paid registration includes meals, only meals that are not included in
the registration will be reimbursable.

Any receipts that include costs of personal travel (e.g., hotel receipt for
employee and spouse) should identify what the cost would have been without
personal travel (e.g., single room rate as opposed to double room rate).

Claim forms shall be submitted within 45 calendar days after the expense was
incurred. Expense claims requiring reimbursement to the District which are
not reconciled within 45 calendar days, shall be deducted from the next
month’s reimbursement.

No information on the Expense Claim Form may be designated as confidential
in nature. All expenses must be fully disclosed on the form.

The following expenses are not reimbursable:

a, Alcoholic Beverages d. Laundry service
b. Parking or traffiec violations e. Entertainment or recreation
c. In-room movies f. Expenses incurred by spouses,

family members, or guests.




ATTACHMENT B2

OTAY WATER DISTRICT
BOARD OF DIRECTORS POLICY
Subject Policy Date Date
Number | Adopted Revised
STAFF TRAVEL AND BUSINESS RELATED 34 5/3/2000 12/5/07
EXPENSES POLICY

PUIEOSG

To provide guidelines for compensation, expenses, and advancement
and reimbursement of such expenses when work duties require Otay
Water District Staff to conduct District business away from their
regular work site(s) outside of San Diego County.

Background

Employees of the Otay Water District are called upon to travel or
conduct business related meetings, conferences, training or
functions away from their regular work site(s)outside of the San
Diego County 1n conjunction with their job functions. Federal and
State codes permit and provide guidance for reimbursement of
expenses and compensation to employees while traveling out of San
Diego County on District business.

Policy

The District will reimburse Otay Water District Staff for
reasonable expenses incurred while out of San Diego County at
District business related meetings, functions, conferences,
training or traveling on District business to include, lodging,
meals, transportation, and related incidentals. The District will
compensate non-exempt employees while traveling in accordance

with District policy and applicable Memorandums of Understanding
(MCU’ s} .

Procedures

A. Advances and Pre-payment of Otherwise Reimbursable Expenses

Employees may request pre-payment of registration,
transportation, and lodging, and may request an advance upon
expected costs for meals, fuel for District or rental
vehicles, public ground transportaticn, and taxis using the
“Staff Travel Authorization Request” {Exhibit A). Pre-
payments and advances shall be limited fto the employee’s
expenses only. Advances for per diem meals shall not exceed
the per diem allowance anticipated for the trip plus known
costs of ground transportation. Advances should be requested

in a timely manner to allow normal processing through
accounts pavyable.
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OTAY WATER DISTRICT

BOARD OF DIRECTORS POLICY
Subject Policy Date Date
Number Adopted Revised
STAFF TRAVEL AND BUSINESS RELATED 34 5/3/2000 12/5/07
EXPENSES POLICY
B. Reimbursement of Expenses

Each employee shall be reimbursed for travel expenses
incurred while at District business related meetings,

functions, conferences, training or traveling on authorized
District business outside of San Diego County as follows:

1. Accountability

Travel Expenses shall be budgeted by Staff as a part of
the annual budget process. Any travel expenses approved
with the budget shall be considered authorized for that
fiscal year only. Travel expenses included in CIP
budgets are also considered authorized. Before the
District expends any funds for authorized travel that
involves lodging or public transportation expenses, the
employee must complete a “Staff Travel Authorization
Request” form (Exhibit A). The employee’s Department
Chief shall approve the authorization form. When a
Department Chief is traveling, the Assistant General
Manager shall approve the authorization form.

2. Transportation

The District will pay for reasonable transportation
costs. If for personal preference or for non-business
related reasons the employee incurs additional travel

expenses, the employee will be responsible for the
additional expenses.

a. hir Transportation
The District will reimburse employees or pre-pay
costs for economy (coach) class airfares. The
District will endeavor to purchase airline tickets
in advance taking advantage of discounts and low
airfares. Whenever possible, air reservations
shall be made to permit travel during normal
business hours.

b. Autcomobile
1. District Vehicle: Whenever travel by vehicle
is most cost effective or practical, Staff
shall endeavor to use a District wvehicle.
Staff must have a valid driver’s license to
operate a District vehicle. The District will
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OTAY WATER DISTRICT

BOARD OF DIRECTORS POLICY
Subject Policy Date Date
Number Adopted Revised
STAFF TRAVEL AND BUSINESS RELATED 34 5/3/2000 12/5/07
EXPENSES POLICY

reimburse employees for gasoline purchases
with receipts while using a District wvehicle,
however, employees should ensure that the
vehicle has sufficient fuel to reach the
desired destination and return, or a full
tank of fuel, before departing from the
District offices. Employees must comply with
the provisions of Board of Directors Policy
#14, “Use of District Vehicles and Car
Allowance” whenever an employee chooses to
use a District vehicle while traveling.

Personal Vehicle: Employees must obtain
permission from their Department Chief before
using a personal vehicle in conjunction with
District business.

In situations where employees use personal
vehicles on District business the employee
must maintain a wvalid California Driver’s
License and at least the minimum automobile
insurance coveradge required by the State of
California, or make arrangements for a driver
who meets the above requirements. The
Administrative Services Staff will verify
that employees or drivers have a wvalid
driver’s license. Employees may nct be
reimbursed for travel in a personal vehicle
if either the license or insurance
regquirements are not met.

If a personal vehicle is used, the employee
will be reimbursed at the current maximum
allowable tax-exempt reimbursement rate
provided by the IRS regardless of the actual
operating costs of the vehicle.

Employees who receive a monthly mileage
allowance are not eligible to receive
reimbursement for mileage within San Diego
County.

Rental Cars: The District will cover the
expenses required for use of a rental car.
The maximum reimbursement for rental cars
shall ke based on the rate provided for a
standard mid-sized car. Upgrades or
additional cost features are the employee’s
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OTAY WATER DISTRICT
BOARD OF DIRECTORS POLICY

Subject Policy Date Date
Number Adopted Revised
STAFF TRAVEL AND BUSINESS RELATED 34 5/3/2000 12/5/07
EXPENSES POLICY
responsibility.
cC. Miscellaneous Transportation
Whenever practicable, bus, taxi, rail, shuttle,
etc. transportation may be used in lieu of, or in
conjunction with, the modes listed above.
3. Meals and Lodging
a. Meals and Beverages

Whenever travel outside of San Diego County
requires meals, employee may receive the per diem
allowance at the rate established by the Meals and
Incidental Expenses (M&IE), as updated by the U.S.
General Services Administration.

l. Per diem:

a.Full Day Allowance
When an employee is traveling for a full day
and no meals are provided for by other
sources, such as pre-paid registration, the
per diem meal allowance shall be at the rate
provided by M&IE per day, or an amount that
the General Manager deems reasonable for the
occasion or circumstances. Taxes and
gratuities are inclusive.

b. Single Meal Allowance
When an employee regquires an allowance for a
single meal while traveling, the per diem
meal allowance shall be at the rate provided
by M&IE for breakfast, lunch, and dinner, or
amounts that the General Manager deems
reasonable for the occasion or circumstances.
Taxes and gratuities are inclusive.

c. Partial Day Allowance
When an employee will be traveling for a
partial day or where a single meal is
provided for by other sources such as pre-
pald registration, the per diem allowance
amount shall be at the rate provided by M&IE
for dinner, lunch, and Dbreakfast, or amounts
that the General Manager deems reasonable for
the occasion or circumstances,
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OTAY WATER DISTRICT

BOARD OF DIRECTORS POLICY
Subject Policy Date Date
Number Adopted Revised
STAFF TRAVEL AND BUSINESS RELATED 34 5/3/2000 12/5/07
EXPENSES POLICY

d. Receipts do not have to be submitted for per
diem allowances.

Lodging

The District will reimburse employees or pre-pay
accommodations in single rooms at conference
facilities or in close proximity when applicable.
In the absence of conference accommodations,
normal single-room business, government or
commercial class accoemmodation may be cbtained.
Under normal circumstances, lodging will not be
reimbursed for the night before a conference
starts and the night after it ends. However, in
situations where available travel schedules would
require the employee to leave home before 6:00 AM
or return home after 12:00 AM, lodging for the
night before or the night after will be
reimbursable. If staying overnight an extra night
or over a weekend at a destination allows for a
reduction of travel expenses, and the cost of
accommodations is less than the savings realized
by the reduced transportation expenses, the
District may pre-pay or reimburse the employee for
the extra night’s lodging. Only lodging expenses
may be reimbursed in these situations.

4, Entertainment

The District will not cover expenses incurred for
recreation or entertainment.

5. Incidental Expenses

Unavoidable, necessary and reasonable authorized
expenses will be fully reimbursed by the District. Some
examples of allowable expenses are:

a.

Telephone Calls (Business): Calls placed by the
employee to the District office or for the purpose
of conducting District business. Business related
calls should be itemized on the “Staff Expense
Claim Form” (Exhibit B).

Telephone Calls (Personal): One (1) brief
personal call each day away from home, up to a $10
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OTAY WATER DISTRICT
BOARD OF DIRECTORS POLICY

Subject Policy Date Date
Number Adopted Revised
STAFF TRAVEL AND BUSINESS RELATED 34 5/3/2000 12/5/07
EXPENSES PCLICY
maximum per day.
C. Telephone Calls (Local): Charges for local calls,

for meal or transportation reservations, or for
area information related to travel.

d. Reasonable transportation to local restaurants and
to optional functions that are a part of
conference events.

Reasonable gratuities.

Parking fees.

g, Thne following expenses are not reimbursable:
1. Alcoholic beverages
2 Parking or traffic violations
3. In-room movies
4 Laundry service
5 Expenses incurred by spouses, family members,

or guests.

Compensation for Non-Exempt employees

Non-exempt employees traveling and staying overnight
are normally authorized to work only the total number
of hours they were regularly scheduled to work,
exclusive of applicable travel time. However, all
employees traveling and staying overnight are
considered by the District to be on flexible schedules.

During flexible schedules, employees’ starting time,
meal period, rest periods, etc. are adjusted to
accomplish work with minimal overtime.

Should business require a non-exempt employee to
travel, function attendance and travel hours are
compensable. These hours are considered regular work
hours for purposes of calculating overtime. During any
compensable hours an employee is subject to any and all
provisions of Otay Water District Policies and
Procedures.

The following hours are compensable:

a. Actual hours spent at meetings, conferences, oOr
functions, excepting meals and special events of
an entertainment nature held in conjunction with a
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OTAY WATER DISTRICT
BOARD OF DIRECTORS POLICY

Subject

STAFF TRAVEL AND BUSINESS RELATED 34 5/3/2000 12/5/07

EXPENSES POLICY

Policy Date Date
Number Adopted Revised

function.

Actual Hours spent in transit, excepting hours
spent in travel between the employee’s residence
and the District. Any time spent in layover at a
public transportation facility is also compensable
as transit time unless the employee chooses to
participate in recreational activities during the
layover.

7. Employees’ Responsibility

a.

In situations, where an employee can use the Petty
Cash procedures for reimbursement of travel
expenses, the employee may submit a “Petty Cash
Crder” (Exhibit B) to be reimbursed. If expenses
to be reimbursed are beyond the scope of the Petty
Cash procedures, employees must submit a detailed
“Staff Expense Claim Form” (Exhibit C). Petty
Cash Orders and Expense Claim Forms should be
supported by vouchers and itemized receipts of
expenditures for which reimbursement is being
requested. Receipts must be attached for all
expenses with the exception of per diem meal
allowance. If a receipt required for
reimbursement is lost, the lost receipt must be
noted on the “Staff Expense Claim Form” and
approved for reimbursement before any payment can
be made. Claim forms shall be submitted within 14
calendar days after the expense was incurred.

Expenses will not be reimbursed for meetings that
have been pre-paid and not attended. Employees may
be required to reimburse the District for any pre-
paid expenses for any unexcused absence. The
General Manager will determine if an absence from
a pre-paid meeting is excused or unexcused.

When two (2) or more employees combine an expense
on one receipt, the employee requesting
reimpbursement should indicate on the “Staff
Expense Claim Form” the identity of the other
persons sharing expenses.

Expenses incurred by spouses, family members, or
guests are the responsibility of the employee.
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OTAY WATER DISTRICT

BOARD OF DIRECTORS POLICY
Subject Policy Date Date
Number Adopted Revised
STAFF TRAVEL AND BUSINESS RELATED 34 5/3/2000 12/5/07
EXPENSES PCLICY

Attachments

Exhibit A:; “Staff Travel Authorization Request”

Exhibit B: "“Petty Cash Order”

Exhibit C: “Staff Expense Claim Form”
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EXHIBIT A
OTAY WATER DISTRICT

STAFF TRAVEL AUTHORIZATION REQUEST
Employee Name: Date of Request:

Name and Location of Function:

Is Travel out of San Diego County? [ | Yes [ ] No
Date(s) function to be held: -

Purpose of function:

Sponsoring Organization:

Request for Pre-Payment or Advance of Fees Related to the Function:

Pre-
Not Payment Advance
Expense Type Needed Requested | Requested
Registration 1 $ N/A
Airline [ 3 N/A
Auto Rental ] 5 N/A
Fuel - for District or Rental Cars only* ] N/A $
Taxi / Shuttle* O] N/A 5
Lodging ] 5 N/&
Meals - See Below ] N/A 5
Other Expenses - Explain Below g 3 5
Total Pre-Payment Requested:
(*Advanced through petty cash) Total Advance Requested:
Lodging Preference:
Explanation of Other Expenses:
Meals Calculator:
x 531 + x $18 + x $12 =
total expected or total expected or total expected or max. meal
dinners $ lunches $ breakfasts 5 advance

Employee Signature Date of Request

For Office Use Only Below This Line =

Total Pre-Paid: § Total Advanced: §

Travel Approved by: Date:

Rev, 12/07



EXHIBIT B

PETTY CASH ORDER

DATE
NAME
DEPT
REQUEST REIMBURSEMENT FOR THE FOLLOWING EXPENSES:
! . Cost
Project | Subproject | Activity Type DESCRIPTION AMOUNT
Total: 0.00
PURFPOSE OF EXPENDITURES
DEPARTMENTAL APPROVAL
CASH RECEIVED BY DATE

NOTE: RECEIPTS MUST BE ATTACHED. FORM IS NOT TO BE USED
FOR OVERNIGHT TRAVEL.



EXHIBIT C

OTAY WATER DISTRICT
STAFF EXPENSE CLAIM FORM

Pay to: Period Covered:
From to

Employee Number:

ITEMIZED REIMBURSEMENTS CLAIMED

(Attach receipts for all expenses, except for per diem meal and beverage
allowances.}

TOTAL LESS LESS TOTAL
REIMBURSABLE AMOUNT AMOUNT AMOUNT
DATE TYPE OF REIMBURSEMENT AMOUNT PREPAID ADVANCED CLAIMED
For Travel Reimbursements:
Nature of Travel: Date Travel Commenced:
Destination: Date Travel Terminated:
Total Mileage Claimed = Miles x §. Rate = §

Total Reimbursements Claimed

Employee Signature Date

Approved by Date

N

INSTRUCTIONS ON REVERSE Rev. 12/07



EXHIBIT C

INSTRUCTIONS FOR PREPARATION OF
STAFF EXPENSE CLAIM FORM

The necessary expenses incurred while traveling outside of San Diego County at
District business related meetings, functions, training or traveling on
District business including common carrier fares (economy class), automobile
rental charges, District business telephone calls, one personal telephone call
home each day. ($10 maximum per day), lodging, baggage handling, parking fees,
meals, gratuities, etc. will be reimbursed when documented on the Staff Expense
Claim Forms. Receipts must be attached for all expenses with the exception of
per diem meal allowances. If a receipt required for reimbursement is lost, the
lost receipt should be noted next to the expense, submitted to the
DepartmentChief, and approved by the Department Chief before any reimbursement
can be made. All receipts must have the nature of the expense and the business
purpose noted on the receipt.

The District will not reimburse the cost of travel of a personal nature taken in
conjunction with travel on official business. Per diem meal allowance shall be
at the rate provided by the Meals Incidental Expenses (M&IE), or amounts that

the General Manager deems reasonable for the occasion or circumstances. Partial
day's per diem allcwance shall be at the rate provided by M&IE for breakfast,
lunch and dinner, or amounts that the General Manager deems reasonable for the
occasion ¢or circumstances. The per diem meal allowance i1s inclusive of and
assumes expenses for taxes and gratuities of up to 15%. Where pre-paid
registration includes meals, only meals that are not included in the registration
will be provided as per diem meal allowance.

Any receipts that include costs of personal travel (e.g., hotel receipt for
employee and spouse) should identify what the cost would have been without
personal travel (e.g., single room rate as opposed to double room rate).

Mileage will be reimbursed for travel using personal vehicles only if a District
vehicle is not available. In order to be reimbursed for mileage, employees must
have a valid Driver’s License and current automebile insurance that meets or
exceeds State minimum insurance requirements.

Advances and pre-payments shall be deducted from expenses and reconciled with
travel authorization forms where applicable.

Department Chiefs or the General Manager may authorize Expense Claim Forms.

Claim forms shall be submitted within 14 calendar days after the expense was
incurred.

No information on the Expense Claim Form may be designated as confidential in
nature. All expenses must be fully disclosed on the form.

The following expenses are not reimbursable:

a. Alcoholic beverages d. Laundry service
b. Parking or traffic violations e. Entertainment or recreation
c¢. In-room movies f. Expenses incurred by spouses, family

membars, or guests.

g. Meetings, conferences, training or
functions attended in the County of
San Diego.

Rev. 12/07



ATTACHMENT C

OTAY WATER DISTRICT
BOARD OF DIRECTORS POLICY

Subject . Policy | Date Date

Number | Adopted Revised
DIRECTORS COMPENSATION, REIMBURSEMENT OF 08 2/20/91 | 1643407
EXPENSES AND GROUP INSURANCE BENEFITS 12/05/07
PUIEOSE

To provide guidelines for payment of compensation and reimbursement of
expenses to Directors in connection with their attendance at meetings
or the performance of other authorized business, and for group
insurance benefits for Directors.

Background

Members of the Board of Directors (“Directors”) attend regular,
adjourned or special meetings of the Beoard of Directors (“Board”). 1In
addition, Directors attend other District rmeetings, committee
meetings, association meetings, and educational seminars on behalf of
the District. These meetings and seminars are related to District
business, water and water related issues, and California special
districts. State statutes authorize District payments for meetings,
reimbursements of expenses. State law also authorizes the District to
provide health and welfare benefits for active Directors and, 1in
limited circumstances, retired Directors if they served 12 years and
were first elected prior to January 1, 1985. The District is also
authorized to offer health and welfare benefits for retired Directors
who commenced office on or after January 1, 1995, if the recipient
participates on a self-pay basis.

Policy

The District will compensate Directors on a per diem basis for
attendance at authorized meetings or functions and will reimburse
Directors for reasonable expenses incurred while traveling on District
business to include, lodging, dining, transportation and related
incidentals.

A. Directors Per Diem

As provided in Section 1.01 C. of the District Code of
Ordinances, each Director shall receive a per diem in the amount
of $100 for each day of attendance at meetings of the Board or
for each day of service rendered as a Director by request or
authorization of the Board, not to exceed a total of ten (10)

days in any calendar month. Attendance at any meeting shown on
Exhibit A to this Policy shall be deemed a meeting requested orx
authorized by the Board. Attendance of meetings shall be in

accordance with Exhibit A. The President of the Board or the
Board may authorize a Director to attend meetings not listed in
Exhibit A when the President or the Board determine that it is in
the interest of the District that a Director attend, and that
such attendance be compensated and expenses reimbursed.
Director’s claims for per diem amounts shall be made on a “Board
of Directors Per Diem and Mileage Claim Form” (Exhibit B). The
President of the Becard or the Board may approve reimbursement of
expenses outside the per diem 1limit for a Directer, if the
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OTAY WATER DISTRICT
BOARD OF DIRECTORS POLICY

Subject Policy [ Date Date

Number | Adopted Revised
DIRECTORS COMPENSATION, REIMBURSEMENT OF 08 2/20/91 10/3/07
EXPENSES AND GROUP INSURANCE BENEFITS

Director submits receipts for all of the related District
business expenses.

Attendance at a meeting that is not authorized by this policy
(pre-approved meetings) or pre-approved by the President may be
approved by the Board for per diem. Director’'s seeking per diem
amounts for these meetings shall request that the item be
presented to the Board at its next regularly scheduled meeting
for consideration. The decision of the Board shall be final.

When travel arrangements require a day earlier arrival or a day
later departure, Directors will not be eligible for the 5100 per
diem, however, reasonable expenses associated with the extended
stay will be reimbursed as specified bkelow,

Pre-payment of Otherwise Reimbursable Expenses

The Director may request pre-payment of registration,
transportation, and lodging, using the “Board of Directeors Travel
Request Form” (Exhibit C). Pre-payments shall be limited to the

Director’s expenses only. WNo advances shall be made on travel
expenses.

Reimbursement of Expenses

Each Director shall be reimbursed for travel expenses to and from
the meetings described in Exhibit & or for any other authorized
District business as follows:

1. Authorization

Travel associated with the attendance o¢f meetings or
functions for Directors shall be approved in advance by the
Otay Water District Board President. To request approval of
travel, the Director should complete a “Board of Directoers
Travel Request Form” (Exhibit B) in order to be eligible
for compensation and/or reimbursement. Travel requests will

be reviewed and approved by the Board President or the
Board.

2. Transportation
a. Air Transportation

The District will endeavor to purchase airline tickets
in advance taking advantage of discounts and low

airfares.
b. Automobile
1. Personal Auto: Directors may use their personal
vehicle. The District will reimburse Directors

at the current rate/mile as established by the
IRS, plus tolls, parking, etc., provided,
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BOARD OF DIRECTORS POLICY

Subject Policy | Date Date

Number | Adopted Revised
DIRECTORS COMPENSATION, REIMBURSEMENT OF 08 2/20/91 10/3/07
EXPENSES AND GROUP INSURANCE BENEFITS

3. Meals

however, if air transportation is available, the
total amount of expense paid shall be limited to
the cost of coach air travel bhetween pcints
traveled by personal vehicle. Gasoline,
collision and liability insurance, and
maintenance will be provided by the Directer and
is deemed covered in the rate/mileage
reimbursement.

Directors using personal vehicles on District
business must maintain a wvalid California
driver’s license and the automobile insurance
coverage required by the State of California, or
make arrangements for a driver who meets the
above requirements. The General Manager’s Staff
will verify that Directors have a wvalid driver’s
license., Directors will also be required to
maintain automobile insurance coverage, Proof of
such insurance will be submitted two times per
year, in January and July, and is required to be
eligible for mileage reimbursement.

2. Rental Cars: The District will provide a rental
car when needed. Such rental car shall be a
compact or mid-size class, unless upgrades are
offered at no additional cost to the District.

Miscellaneous Transportation

Whenever practicable, bus, taxi, rail, shuttle, etc.
transportation may be wused in lieu of, or in
conjunction with, modes akove,

and Lodging

Meals and Beverages

Whenever travel requires meals, the meals, excluding
gratuity, shall be reimbursable, provided the Director
presents a receipt along with the “Board of Directors
Expense Claim Form” (Exhibit D) for all meals.
Reimbursements for expense items where a receipt has
been lost will not be paid until the President or the
Board has reviewed and approved the expense item.

Meals are reimbursable up—to—the—fellowing—maxEmum
ratesbased on the Meals and Incidental Expenses (M&IE)

as updated by the U.S. General Services
Administration:
1. Full Day Reimbursement

When a Director is traveling for a full day and
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DIRECTORS COMPENSATION, REIMBURSEMENT OF 08 2/20/91 10/3/07
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no meals are provided for by other sources, such
as pre-pald registration, the Director may be
reimbursed for meal expenses up—te—a moximumrate
of$46—per—dayat the rate provided by the MgIE
per day. This amount is exclusive of any
gratuities.

Single Meal Reimbursement

When a Director requires reimbursement for a
single meal while traveling, the maximum meal
reimbursement amount shall bke at a rate ef
provided by the M§IFE&8—for Breakfast, $3—Ffe=
lunch, and/or $25—fer—dinner, or amounts
determined by the President or the Board to be
reasonable for the occasion or circumstances.
These amounts and any amount approved by the
President or Board shall exclude gratuities.

Partial Day Reimbursement

When a director will be traveling for a partial day
or where a single meal 1is provided for by other
sources such as pre-paid registration, the maximum
reimbursement amount shall be at the rate provided
by the M&IE per mealredueed—toS$21-whern only dinner
is—not—reimbursables; $33 —when—enly Tunch—is—not

- bles RIPETIAS Lo E .

reimbursablte, o©r such other amounts as may be
determined by the President or the Board to be
reasconable for the occasion or circumstances. In
any event all amounts to be reimbursed shall
exclude any gratuities.

Taxes
The maximum meal reimbursement amounts are
inclusive of and assume expenses for taxes. The

maximum meal reimbursements shall exclude any and
all gratuities.

Lodging
The District will reimburse Directors or pre-pay
accommodations in single rooms at conference

facilities or in close proximity when applicable. Or,
in the absence of conference accommodations, normal
single-room business, government or commercial class
accommodation may be obtained. Under normal
circumstances, lodging will not be reimbursed for the
night before a conference starts and the night after
it ends. However, in situations where available travel
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schedules would require the Director to leave home
before 6:00 AM or return to home after 12:00 B2AM,
lodging for the night before or the night after will
be reimbursable,.

4. Entertainment

The District shall not c¢over any expenses incurred for
recreation or entertainment.

5. Incidental Expenses

Unaveidable, necessary and reasonable authorized expenses
will be fully reimbursed by the District. Some examples of
allowable expenses are:

a. Telephone Calls (Business): Calls placed by the
Director, to the District office, or for the purpose
of conducting District business. Business related
calls should be itemized on the Director’s "“Board of
Directors Expense Claim Form” (Exhibit D}.

b. Telephone Calls (Persocnal): Cne (1) brief personal
call each day away from home, up to a $10 maximum per
day.

C. Telephone Calls (Local): Charges for local calls, for
meal or transportation reservations, or for area
information related to travel.

d. Reasonable transportation tec local restaurants and to
optional functions that are a part of conference
events.

Parking fees.
The following expenses are nof reimbursable:
1. Alcoholic beverages
2. Parking or traffic violations
3. In-room movies or laundry services
6. Director's Responsibility
a. Directors must submit a detailed “Board of Directors

Expense Claim Form” for reimbursement. Claim forms
should be supported by vouchers and itemized receipts
of expenditures for which reimbursement is being
requested. Receipts must be attached for all
expenses. If a receipt is lost, the lost receipt must
be noted on the “Board of Directors Expense Claim
Form” (Exhibit D) and approved by the President or the
Board before any payment can be made. Claim forms
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DIRECTORS COMPENSATION, REIMBURSEMENT OF 08 2/20/91 10/3/07
EXPENSES AND GROUP INSURANCE BENEFITS

shall be submitted within 45 calendar days after the
expense was incurred. Expense c¢laims requiring
reimbursement to the District, which are not
reconciled within 45 calendar days, shall be deducted
from the next month’s reimbursement.

b. Expenses will not be reimbursed for meetings that have

been pre-paid and not attended. The President or the
Board may excuse an absence for a meeting. The absent
Director shall provide a verbal or written report at
the next regularly scheduled Bcard meeting stating the
reason for the absence and, 1if appropriate, redquest
that 1t be excused. Directors will be required to
reimburse the district for any pre-paid expenses for
any unexcused absence. This reimbursement will be made
by deduction from future expenditures.

C. When two (2) or more Directors combine an expense on
one recelpt, the Director requesting reimbursement
should indicate, on or attached to the Director’s
“"Board of Directors Expense Claim Form” the identity

of the other persons sharing expenses. This will
facilitate appropriate allocation of expenses to each
participant.

d. Expenses incurred by spouses, family members, or

guests are the responsibility of the Director.

e. Staff will create a quarterly report showing in detail
all expenses for the Directors The report will include
all expenses, for example, stipend, mileage, seminar,
airline or ground travel, meals, telephone use, the date
incurred, and the Director's name. To the extent that
Directors report meetings for which they did not receive
reimbursement or per diem, those meetings shall be noted
on the report. 211 payments will be listed whether the
payment was a reimbursement or direct payment made on
hehalf of the Director to a vendor. The reports will be

presented to the Board of Directors at public meetings.

District Group Insurance Benefits
1.

Each Director, while serving as a member of the Board of
Directors, shall be entitled toc the health and welfare and
life insurance benefits set forth in the Schedule of
Benefits in the District Group Insurance Plan Booklet,
which benefits are furnished by the District at District
cost, with applicable contributicons, for active District
employees and Directors. Each active Director shall also
be entitled to a $65,000 term life and accidental death and
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BOARD OF DIRECTORS POLICY
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DIRECTORS COMPENSATION, REIMBURSEMENT OF 08 2/20/91 10/3/07
EXPENSES AND GROUP INSURANCE BENEFITS

dismemberment insurance policy {subject to policy
requirements and any standard age reduction schedule), a
550,000 travel accidental death and dismemberment policy.
In addition to the foregoing, the District will pay
premiums for additional individual life insurance coverage
in an amount of up to $250,000 for a 20 year term for those
active Directors who apply for such coverage with the
District’s provider and meet the provider’s standard
underwriting guidelines and ©policy reguiremets. If
coverage at higher amounts or for a longer term is made
available by the provider, each Director may purchase such
additicnal coverage on a self-pay basis.

2. Each former member of the Board of Directors, who served in
office after January 1, 19281, who was elected to a term of
office that began before January 1, 1995, who is at least
60 years of age, and whose total service at the time of
termination is not less than 12 years, shall be entitled to
the health and welfare and life insurance benefits set
forth in the District Group Insurance Plan Bocklet, which
benefits are furnished by the District, at District cost,
for retired Directors.

E. Miscellaneous

1. The following are not reimbursable expenses:
a. Cell phone expenses
b. Service fees for internet access

2. The District does not provide equipment, such as fax
machines, computers and laptops to board members for
District business use.

Attachments

Exhibit A: Approved Function List

Exhibit B: “Board of Directors Per Diem and Mileage Claim Form”
Exhibit C: “Board of Directors Travel Reqguest Form”

Exhibit D: “Board of Directors Expense Claim Form”
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EXHIBIT A

Approved Functions List

Board Policy for payment of per diems and expenses for Director
attendance at District meetings:

The Bpard reviews its authorization and policy for payment of per
diems (pre-approved meetings) annually, in January following
reorganization of the Board and election of a new President,
Below is the current Board policy:

1. The following meetings are pre-approved for all Directors
to attend and receive a per diem and expense
reimbursement :

e Otay Water District Regular and Special Board Meetings

¢ Otay committee meetings for committee members only

¢ Otay business meetings called by the General Manager
and authorized by the President of the Board where
individual Directors are requested to attend

e Except as otherwise specifically excluded in this
policy, official District functions that take place
during normal business hours where Directors are
requested to attend by either the Board President or
the Board

e Semi-annual conference of the Associlation of
California Water Agencies

e Regular quarterly meetings of the Water Agencies
Association of San Diego County

e Regularly monthly meeting of Council of Water
Utilities

e Business meetings and conferences of the California
Special District Associatiocon held in San Diego County

All other meetings not listed here require pre-
approval by the President or Board.

2. The following meetings are pre-approved for designated
Otay Director representatives or designated altermate. The
District Secretary will maintain an updated list of
designated Director representatives. Any other Director
who wishes to attend these meetings and receive a per diem
must have approval from the President or Board prior to
the event or be designated by the President or Board, as
an alternate. The pre-approval shall include the
attendance of the Director at the commission, committee,
board or meeting and any committee, subcommittee or other
official or posted meeting of the agencies, commissions,
committees or boards listed below:



EXHIBIT A

e Planning Group and City Commission meetings that fall
within the boundaries of each directors district (when
issues impacting OWD are discussed)

* Inter-Agency Committee Meeting

¢ METRO (TAC/AFFORD) Commission

¢ ACWA or CSDA meetings/conferences

¢ Water Conservation Garden

The Board President or his designee is pre-authorized to
attend District business meetings with cities and other
agencies to represent Otay Water District, and may claim a
per diem and expenses. Any other Director desiring to
attend the same meeting of this nature would require
approval to attend from the President or the Board in
order to receive a per diem and expense reimbursement.

When the President or the Board appoints a director(s) to
a committee, the meeting(s) shall be considered pre-
approved for per diem and expense reimbursement .

The following meetings are not eligible for pre-approved
per diem claims:
a) Attending other Districts’ Board meetings
b) Otay employee appreclation breakfast, 1luncheons or
dinners
c) Retirement receptions
d) OCtay picnics or dinner-dances or other purely social
events
e) CWA meeting attendance {(by Otay Water District
appointed CWA Board Member (s))
f) Chamber of Commerce events
g) First Friday Breakfasts unless presenting Ctay
cfficial business toc the assembly
h} Any political campaign event or function

In order to submit a per diem/travel reimbursement the
member must attend at least 50% of the meeting (per day)
and the reimbursement regquest must be submitted within 45
days of the occurrence, otherwise it may be considered
attended without per diem. The President of the Board
will make the final determination.

All other meetings/conferences/tours/seminars/
workshops/functions not listed in this policy must be pre-
approved by the Board President or the Board.



OTAY WATER DISTRICT
BOARD OF DIRECTORS
PER-DIEM AND MILEAGE CLAIM FORM

EXHIBIT B

Pay To: Period Covered;

Emplovee Number: From: To:

ITEM ATE MEETING PURPOSE / ISSUES MILEAGE

[IEM | DALE MEETING PURPOSE / ISSUES MILEAGE | MILEAGE
DISCUSSED HOME ta OWD OTHER

OWD 1o HOME

LOCATIONS

Total Meeting Per Diem: 3

(5100 per meeting)
Total Mileage Claimed: miles
(Director’s Signature)
GM Receipt: Date:

FOR GFFICE USE: TOTAL MILEAGE REIMBURSEMENT: %

INSTRUCTIONS ON REVERSE




EXBRIBIT B

INSTRUCTIONS FOR PREPARATION OF
BOARD OF DIRECTORS PER DIEM CLAIM FORM

1. Record the date, and name or purpose/issues discussed of meeting
attended on behalf of the District.

Note: The District will pay Director's per-diem for one meeting/
function per day and the maximum of 10 meetings/functions per month.
If a Director attends more than 10 meetings/functions (10 days), the
District will reimburse for the mileage and any reimbursable out-of-
pocket expenses incurred for these additional meetings.

2. Record number of miles (round <trip) driven to attend meeting/
function.

The use of personal vehicles in the conduct of official District business
shall be reimbursed at the current Internal Revenue Service rate. The
Director's expense claim should indicate the nature of the trip. If a trip
begins at home, the District will reimburse the mileage from home to
destination and return mileage. District insurance does not cover personal
vehicles while they are being driven on District business. The
reimbursement rate is inclusive of an allowance for insurance costs. The
District will reimburse Directors for the deductible under their personal
insurance policy should they be invelved in an accident while on District
business. To be eligible for reimbursement, each Director shall maintain a
current California driver’s license and at least the minimum wehicle

liability insurance required by State law or shall arrange for a driver who
meets said standards.

The District will not reimburse the cost of travel of a personal nature
taken in conjunction with travel on official business.

Claim forms shall be submitted within 45 calendar days after the meeting
date. Expense claims requiring reimbursement to the District which are not

reconciled within 45 calendar days, shall be deducted from the next month’s
reimpursement.

No information on the Per Diem Claim Form may be designated as confidential
in nature. All expenses must be fully disclosed on the form.



EXHIBIT C
OTAY WATER DISTRICT h

BOARD OF DIRECTORS
TRAVEL REQUEST FORM

Director: Date of Request:

Name and Location of Function:

Date(s) function to be held: -

Sponsoring Organization:

Request for Prepaynient of Fees Related to the Function:

Expense Type Not Needed P;:;g:z:nt;;l t
Registration J O
Aitline ] O
Auto Rental L] ]
Mileage L] N/A
Taxi/Shuttle U N/A
Lodging O] L1
Meals ! N/A
Other Expenses — Explain Below ] L]
Lodging Preference:
Explanation of Other
Expenses:
Signature of Director Date of Request
For Office Use Only Below This Line J
Date of Board
Approval:
Expense Type Description Amo;;:lPre-
Registration
Airline
Auto Rental
Mileage N/A
Taxi/Shuttle N/A
Lodging
Meals N/A
Other Expenses

District Secretary Date Processed



EXHIBIT D

OTAY WATER DISTRICT
BOARD OF DIRECTORS
EXPENSE CLAIM FORM
Pay To: ; Period Covered.:
Employee Number: From: To:

ITEMIZED REIMBURSEMENT CLAIMED
(Attach receipts for expenses greater than $10)

Date Tvpe of Reimbursement Amount
TOTAL Reimbursement Claimed: 3
Director Signature: Date:
GM Receipt: Date:

INSTRUCTIONS ON REVERSE



EXHIBIT D

INSTRUCTIONS FOR PREPARATION OF
BOARD OF DIRECTCRS EXPENSE CLAIM FORM

The necessary expenses incurred while traveling on District business including
common carrier fares (economy «c¢lass), automobile rental charges, District
business telephone calls, one personal telephone call home each day ($10 maximum
per day), lodging, baggage handling, parking fees, meals, etc. will be
reimbursed “when documented on the Director's Per Diem and Expense Claim Forms.
Receipts must ke attached for all meal expenses. If a receipt is lost, the lost
receipt should be noted next to the expense and submitted to the President
before any reimbursement <c¢an be made. Receipts are required for the
reimbursement of all expenses.

211 receipts must have the nature of the expense and the business purpose
noted on the receipt.

The District will not reimburse the cost of travel of a personal nature
taken in conjunction with travel on official business.

Meals shall be reimbursed up to $46 per day, or an amount determined by the
President of the Board of Directors to be reasonable for occasion or
cilrcumstances, exclusive of any gratuities. Partial days shall be
reimbursable at a rate of $8 for breakfast, §$13, for lunch and $25 for
dinner, or amounts determined by the President of the Board of Directors to
be reasonable for the occasion or circumstances, excluding any gratuities.
The above amounts may be combined if travel status requires twe (2) or more
meals. The meal reimbursement amounts are inclusive of and assume expenses
for taxes only. Gratuities are not reimbursable and are excluded. Where
pre-paid registration includes meals, only meals that are not included in
the registration will be reimbursable.

Any receipts that include costs of personal travel (e.g., hotel receipt for
employee and spouse) should identify what the cost would have been witheout
personal travel (e.g., single rocm rate as oppesed to double room rate).

Claim forms shall be submitted within 45 calendar days after the expense was
incurred. Expense claims requiring reimbursement to the District which are
not reconciled within 45 calendar days, shall be deducted from the next
month’s reimbursement.

No information on the Expense Claim Form may be designated as confidential
in nature. All expenses must be fully disclosed on the form.

The following expenses are not reimbursable:

a. Alccholic Beverages d. Laundry service
b. Parking or traffic viclations e. Entertainment or recreation
¢. In-room movies £. Expenses incurred by spouses,

family members, or guests.



ATTACHMENT D

OTAY WATER DISTRICT
BOARD OF DIRECTORS POLICY
Subject Policy Date Date
Number | Adopted Revised
STAFF TRAVEL AND BUSINESS RELATED 34 5/3/2000 943404
EXPENSES POLICY

Purpose

To provide guidelines for compensation, expenses, and advancement
and reimbursement of such expenses when work duties require Otay
Water District Staff to conduct District business away from their
regular work site{s) outside of San Diego County.

Background

Employees of the Otay Water District are called upon to travel or
conduct business related meetings, conferences, training or
functions away from their regular work site(s)outside of the San
Diego County in conjunction with their job functions. Federal and
State codes permit and provide guidance for reimbursement of
expenses and compensation to employees while traveling ocut of San
Diego County on District business.

Policy

The District will reimburse Otay Water District Staff for
reasonable expenses incurred while out of San Diego County at
District business related meetings, functions, conferences,
training or traveling on District business to include, lodging,
meals, transportation, and related incidentals. The District will
compensate non-exempt employees while traveling in accordance

with District policy and applicable Memorandums of Understanding
(MOU’ s} .

Procedures

A. Advances and Pre-payment of Otherwise Reimbursable Expenses

Employees may request pre~payment of registration,
transportation, and lodging, and may request an advance upon
expected costs for meals, fuel for District or rental
vehicles, public ground transportation, and taxis using the
“Staff Travel Authorization Request” (Exhibit A). Pre-
payments and advances shall be limited to the employee’s
expenses only. Advances for per diem meals shall not exceed
the per diem allowance anticipated for the trip plus known
costs of ground transportation. Advances should be requested
in a timely manner to allow normal processing through
accounts payable.
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OTAY WATER DISTRICT
BOARD OF DIRECTORS POLICY

Subject Policy Date Date

Number Adopted Revised
STAFF TRAVEI. AND BUSINESS RELATED 34 5/3/2000 9/1/04
EXPENSES POLICY

B. Reimbursement of Expenses

Each employee shall be reimbursed for travel expenses
incurred while at District business related meetings,

functions, conferences, training or traveling on authorized
District business outside of San Diego County as follows:

1. Accountability

Travel Expenses shall be budgeted by Staff as a part of
the annual budget process. Any travel expenses approved
with the budget shall be considered authorized for that
fiscal year only. Travel expenses included in CIP
budgets are also considered authcecrized. Before the
District expends any funds for authorized travel that
involves lodging or public transportation expenses, the
employee must complete a “Staff Travel Authorization
Request” form (Exhibit A). The employee’s Department
Chief shall approve the authorization form. When a
Department Chief is traveling, the Assistant General
Manager shall approve the authorization form.

2. Transportation

The District will pay for reasonable transportation
costs. If for personal preference or for non-business
related reasons the employee incurs additional travel

expenses, the employee will be responsible for the
additional expenses.

a. Air Transportation
The District will reimburse employees or pre-pay
costs for economy (coach) class airfares. The
District will endeavor to purchase airline tickets
in advance taking advantage cf discounts and low
airfares. Whenever possible, air reservations

shall be made to permit travel during normal
business hours.

b. Automobile
1. District Vehicle: Whenever travel by vehicle
is most cost effective or practical, Staff
shall endeavor to use a District wvehilcle.
Staff must have a valid driver’s license to
operate a District wvehicle. The District will
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reimburse employees for gascline purchases
with receipts while using a District vehicle,
however, employees should ensure that the
vehicle has sufficient fuel to reach the
desired destination and return, or a full
tank of fuel, befcre departing from the
District offices. Employees must comply with
the provisions of Board of Directors Policy
#14, “Use of District Vehicles and Car
Allowance” whenever an employee chooses to
use a District wvehicle while traveling.

Personal Vehicle: Employees must obtain
permission from their Department Chief before
using a personal vehicle in conjunction with
District business.

In situations where employees use personal
vehicles on District business the employee
must maintain a valid California Driver’s
License and at least the minimum automobile
insurance coverage required by the State of
California, or make arrangements for a driver
who meets the above requirements. The
Administrative Services Staff will verify
that employees or drivers have a wvalid
driver’s license. Employees may not be
reimbursed for travel in a personal vehicle
if either the license or insurance
requirements are not met.

If a personal vehicle is used, the emplcyee
will be reimbursed at the current maximum
allowable tax-exempt reimbursement rate
provided by the IRS regardless of the actual
operating costs of the wehicle.

Employees who receive a monthly mileage
allowance are not eligible to receive
reimbursement for mileage within San Diego
County,

Rental Cars: The District will cover the
expenses reqguired for use of a rental car.
The maximum reimbursement for rental cars
shall be based on the rate provided for a
standard mid-sized car. Upgrades or
additional cost features are the employee’s
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responsibility.
C. Miscellaneous Transportatiocn
Whenever practicable, bus, taxi, rail, shuttle,
etc. transportation may be used in lieu of, or in
conjunction with, the modes listed above.
3. Meals and Lodging
a. Meals and Beverages

Whenever travel outside of San Diego County
requires meals, employee may receive the per diem
allowance at the rate established by the Meals and
Incidental Expenses (M&IE), as updated by the U.S.
General Services Administrationbistriet.

1. Per diem:

a. Full Day Allowance
When an employee is traveling for a full day
and no meals are provided for by other
sources, such as pre-paid registration, the
per diem meal allowance shall be at the rate
provided by M&IE $46——per day, or an amount
that the General Manager deems reasonable for
the occasion or circumstances. Taxes and
gratuities are inclusive,

b. Single Meal Allowance
When an employee requires an allowance for a
single meal while traveling, the per diem
meal allowance shall be at the rate provided
by M&IE $8—for breakfast, $33—fer—lunch, and
$25 fer-dinner, or amounts that the General
Manager deems reasonable for the occasion or
circumstances. Taxes and gratuities are
inclusive.

c. Partial Day Allowance
When an employee will be traveling for a
partial day or where a single meal is
provided for by other sources such as pre-
paid registration, the per diem allowance
amount shall be at the rate provided by M&IE
redueed—teo—S2—when—enty—for dinner, is
provided—e33—when—onty—lunch—is—previded,
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and—$38—wher—and enty breakfast—sprevided,
or amecunts that the General Manager deems
reascnable for the occasion or circumstances.

d. Receipts do not have to be submitted for per
diem allowances.

Lodging

The District will reimburse employees or pre-pay
accommodations in single rooms at conference
facilities or in close proximity when applicable.
In the absence of conference accommodations,
normal single-room business, government or
commercial class accommodation may be obtained.
Under normal circumstances, lodging will not be
reimbursed for the night before a conference
starts and the night after it ends. However, in
situations where available travel schedules would
require the employee to leave home before 6:00 AM
or return home after 12:00 AM, lodging for the
night before or the night after will be
reimbursable. If staying overnight an extra night
or over a weekend at a destination allows for a
reduction of travel expenses, and the cost of
accommodations is less than the savings realized
by the reduced transportation expenses, the
District may pre-pay or reimburse the employee for
the extra night’s lodging. Only lodging expenses
may be reimbursed in these situations.

4, Entertainment

The District will not cover expenses incurred for
recreation or entertainment.

5. Incidental Expenses

Unavoidable, necessary and reasonable auvthorized

expenses will be fully reimbursed by the District. Some
examples of allowable expenses are:

a.

Telephone Calls (Business): Calls placed by the
employee to the District office or for the purpose
of conducting District business. Business related
calls should be itemized on the “Staff Expense
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Claim Form” (Exhibit B),

b. Telephone Calls (Perscnal): One (1) brief

personal call each day away from home, up to a $10
maximum per day.

c. Telephone Calls (Local): Charges for local calls,
for meal or transportation reservations, or for
area information related to travel.

d. Reasonable transportation to local restaurants and
to optional functions that are a part of
conference events.

Reasonable gratuities.

f. Parking fees.
g. The following expenses are not reimbursable:
1. Alcohclic beverages
2 Parking or traffic wviolations
3 In~room movies
4, Laundry service
5 EXpenses incurred by spouses, family members,

or guests.

Compensation for Non-Exempt employees

Non-exempt employees traveling and staying overnight
are normally authorized to work only the total number
of hours they were regularly scheduled to work,
exclusive of applicable travel time. However, all
enmployees traveling and staying covernight are
considered by the District to be on flexible schedules.

During flexible schedules, employees’ starting time,
meal period, rest pericds, etc. are adjusted to
accomplish work with minimal overtime.

Should business require a non-exempt employee to
travel, function attendance and travel hours are
compensable. These hours are considered regular work
hours for purposes of calculating cvertime. During any
compensable hours an employee is subject to any and all

provisions of Otay Water District Policies and
Procedures.

The following hours are compensable:
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a.

Actual hours spent at meetings, conferences, or
functions, excepting meals and special events of
an entertainment nature held in conjunction with a
function.

Actual Hours spent in transit, excepting hours
spent in travel between the employee’s residence
and the District. Any time spent in layover at a
public transportation facility is alsc compensable
as transit time unless the employee chooses to
participate in recreational activities during the
lavover.

7. Enployees’ Responsibility

a.

In situations, where an employee can use the Petty
Cash procedures for reimbursement of travel
expenses, the employee may submit a “Petty Cash
Order” (Exhibit B) to be reimbursed. TIf expenses
to be reimbursed are beyond the scope of the Petty
Cash procedures, employees must submit a detailed
“Staff Expense Claim Form” (Exhibit C). Petty
Cash Orders and Expense Claim Forms should be
supported by vouchers and itemized receipts of
expenditures for which reimpursement is being
requested. Receipts must be attached for all
expenses with the exception of per diem meal
allowance. If a receipt required for
reimbursement is lost, the lost receipt must be
noted on the “Staff Expense Claim Form” and
approved for reimbursement before any payment can
be made. Claim forms shall be submitted within 14
calendar days after the expense was incurred.

Expenses will not be reimbursed for meetings that
have been pre-paid and not attended. Employees may
be required to reimburse the District for any pre-
paid expenses for any unexcused absence. The
General Manager will determine if an absence from
a pre-paid meeting is excused or unexcused.

When two (2) or more employees combine an expense
on one receipt, the employee requesting
reimbursement should indicate on the “Staff
Expense Claim Form” the identity of the other
persons sharing expenses.
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d. Expenses incurred by spouses, family members, or

guests are the responsibility of the employee.

Attachments

Exhibit A: “Staff Travel Authorization Request—Ferm”
Exhibit B: “Petty Cash Order”
Exhikit C: “Staff Expense Claim Form”
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EXHIBIT &
QTAY WATER DISTRICT :

STAFF TRAVEL AND BUSINESS RELATED EXPENSES—AUTHORIZATION REQUESTFORM

Employee Name: Date of Request:

Name and Location of Function:

Is Travel out, of San Diego County? [] Yes [7]| No
Date (s} function to be held: -

Purpose of function:

Sponsoring Organization:

Request for Pre-Payment or Advance of Fees Related to the Function:

Pre-
Not Payment Advance
Expense Type Needed Requested | Requested
Registration ] S N/A
Airline 1 S N/A
Auto Rental (1 g N/A
Fuel - for District or Rental Cars only* (] N/A $
Taxi / Shuttle* 1 N/A $
Lodging [] $ N/A
Meals — See Below ] N/A $
Other Expenses -~ Explain Below ] 5 8
Total Pre-Payment Requested:
(*Advanced through petty cash) Total Advance Requested:
Lodging Preference:
Explanation of Other Expenses:
Meals Calculator:
x 53125 + x $1813 + _ x $128 =
total expected or total expected or total expected or max. meal
dinners 5 lunches $ breakfasts $ advance

Employee Signature Date of Request

Total Pre-Paid: § Total Advanced: §

Travel Approved by: Date:

Rev. 12/07



EXHIBIT B

PETTY CASH ORDER

DATE

NAME

DEPT

REQUEST REIMBURSEMENT FOR THE FOLLOWING EXPENSES:

Project | Subproject | Activity ?;:; DESCRIPTION AMOUNT
Total: 0.00
PURPOSE OF EXPENDITURES

DEPARTMENTAL APPROVAL
CASH RECEIVED BY DATE

NOTE: RECEIPTS MUST BE ATTACHED. FORM IS NOT TO BE USED
FOR OVERNIGHT TRAVEL.



EXHIBIT C

OTAY WATER DISTRICT
STAFF EXPENSE CLAIM FORM

Pay to: Period Covered:
From to

Employee Number:

)

ITEMIZED REIMBURSEMENTS CLAIMED
(Attach receipts for all expenses, except for per diem meal and beverage
allowances.)

TOTAL LESS LESS TOTAL
REIMBURSARLE AMOUNT AMOUNT AMOQUNT
DATE TYPE OF REIMBURSEMENT AMOUNT PREPAID ADVANCED CLAIMED
For Travel Reimbursements:
Nature of Travel: Date Travel Commenced:
Destination: Date Travel Terminated:
Total Mileage Claimed = Miles x §. Rate = §

Total Reimbursements Claimed

Employee Signature Date
Approved by Date
INSTRUCTIONS ON REVERSE Rev,




EXHIBIT C

INSTRUCTIONS FOR PREPARATION OF
STAFF EXPENSE CLAIM FORM

The necessary expenses incurred while traveling outside of San Diego County at
District business related meetings, functions, training or traveling on
District business including common carrier fares (economy class}), automobile
rental charges, District business telephone calls, one personal telephone call
home each day: ($10 maximum per day), lodging, baggage handling, parking fees,
meals, gratuities, etc. will be reimbursed when documented on the Staff Expense
Claim Forms. Receipts must be attached for all expenses with the exception of
per diem meal allowances. If a receipt required for reimbursement is lost, the
lost receipt should be noted next to the expense, submitted to the Department
HeadChief, and approved by the Department ChiefHesd before any reimbursement can
be made. All receipts must have the nature of the expense and the business
purpose noted on the receipt.

The District will not reimburse the cost of travel of a personal nature taken in
conjunction with travel on official business. Per diem meal allowance shall be
at the rate provided by the Meals Incidental Expenses {M&IE) $46—per-—day, O
amounts that the General Manager deems reasonable for the occasion or
circumstances. Partial day's per diem allowance shall be at the rate provided by
M&IE $8—for breakfast, $33—fer—lunch and $25—fe¥r—dinner, or amounts that the
General Manager deems reasonable for the occasion or circumstances. The per diem
meal allowance is inclusive of and assumes expenses for taxes and gratuities of
up to 15%. Where pre-paid registration includes meals, only meals that are not
included in the registration will be provided as per diem meal allowance.

Any receipts that include costs of personal travel (e.g., hotel receipt for
employee and spouse) should identify what the cost would have been without
personal travel (e.g., single room rate as opposed to double room rate) .

Mileage will be reimbursed for travel using personal vehicles only if a District
vehicle is not available. In order to be reimbursed for mileage, employees must
have a valid Driver’s License and current autcmobile insurance that meets or
exceeds State minimum insurance requirements.

Advances and pre-payments shall be deducted from expenses and reconciled with
travel authorization forms where applicable.

Department ChiefsHeads or the General Manager may authorize Expense Claim Forms.

Claim forms shall be submitted within 14 calendar days after the expense was
incurred.

No information on the Expense Claim Form may be designated as confidential in
nature. All expenses must be fully disclosed on the form.

The following expenses are not reimbursable:

a. Alcoheclic beverages d. Laundry service
b. Parking or traffic violations e. Entertainment or recreation
¢. In-room movies f. Expenses incurred by spouses, family

members, or guests.

g. Meetings, conferences, training or
functions attended in the County of

San Diego.

Rev. 12/07




AGENDA ITEM 7

STAFF REPORT

TYPE MEETING: Regular Board MEETING DATE: December 5, 2007

SUBMITTED BY: Sean Prendergast, %lj- W.0./G.F. NO; DIV.NO. a1l
Payroll/AP Superwisor

ﬁ;ﬁ?OVEDBYi Joseph R. Beaiﬁé§%§0hief Financial Officer

APPROVED BY:  German ', Assistant General Manager

(Asst. GM):

SUBJECT

Director’s Expenses for the 1lst Quarter of Fiscal Year 2008

GENERAL MANAGER'S RECOMMENDATION:

This is an informational item only.

COMMITTEE ACTION:

Please see Attachment A,

PURPOSE:

To inform the Board of the Director’s expenses for the 1°°
quarter of Fiscal Year 2008.

ANALYSIS:

The Director’s expense information is being presented in order

to comply with State law. (See Attachment B for Summary and C-H
for Details.)

FISCAL IMPACT: =

None.

STRATEGIC GOAL:

Prudently manage District funds.

LEGAL IMPACT:

Compliance with State law.

s

General Manager




Attachments:
A) Committee Action Form
B) Director’'s Expenses and per Diems
C-H)Director’s Expenses Detail




ATTACHMENT A

; : . |
| SUBJECT/PROJECT: | Director’s Expenses for the lst Quarter of Fiscal Year 2008 |

COMMITTEE ACTION:

This is an informational item only.

NOTE:

The “"Committee Action” is written in anticipation of the
Committee moving the item forward for board approval. This
report will be sent to the Board as a committee approved item,
or modified to reflect any discussion or changes as directed
from the committee prior to presentation to the full board.

C:\Documents and Settings\Seanp\Local Settings\Temporary Internet Files\OLKC9\CommMtgDirExpl205G7.doc




ATTACHMENT B

BOARD OF DIRECTORS’
EXPENSES AND PER-DIEMS

FINANCE, ADMINISTRATION AND
COMMUNICATIONS COMMITEE
NOVEMBER 26, 2007




Policy 8 requires that staff present the Expenses and
Per-Diems for the Board of Directors on a Quarterly

basis:

 Fiscal Year 2008, 1st Quarter

« The expenses are shown in detail by Board
member, month and expense type.

» This presentation is in alphabetical order.

« This information was presented to the Finance and
Administration Committee on November 26, 2007



Board of Directors’ Expenses and Per-Diems
Fiscal Year 2008 Quarter 4 (Jul 07- Sep 07)

Director Bonilla 0.00
Director Breitfelder $2,996.68
Director Croucher $1,300.00
Director Lopez $3,462.62

Director Robak $3.465.86

Total $11,225.16



Director Bonilla
Fiscal Year 2008 Quarter 1

Mileage Business
Mileage Commute
Conference
Travel

Director’s Fees

Monthly Totals
Meetings Attended

Meetings Paid
Quarterly Total

Jul 07 Aug 07  Sep 07 Qtrl

0.00 0 .00 0.00

Director Bonilla does not request
Per-Diem reimbursements.

Fiscal Year-to-Date 2008 (Jul07-Sep07)



Director Breitfelder
Fiscal Year 2008 Quarter 1

Jul Q7 Aug 07  Sep 07 Qtrl
Mileage Business 104.76 53.35 96.52
Mileage Commute 29.10 72.75 58.20
Business Meetings 65.00 42.00 25.00
Seminars & Travel 150.00
Director’s Fees 700.00 800.00 800.00
Monthly Totals 898.86 968.10  1,129.72
Meetings Attended 11 16 9
Meetings Paid 7 8 8
Quarterly Total 2,996.68

Fiscal Year-to-Date 2008 (Jul07-Sep07) 2,996.68




Director Croucher
Fiscal Year 2008 Quarter 1

Jul 07 Aug 07  Sep 07 Qtrl
Mileage Business
Mileage Commute
Director’s Fees 400.00 500.00 400.00
Seminars
Business Meeting
Monthly Totals 400.00 500.00 400.00
Meetings Attended 7 6 5
Meetings Paid 4 5 4
Quarterly Total 1,300.00

Fiscal Year-to-Date 2008 (Jul07-Sep07) 1,300.00




Director Lopez
Fiscal Year 2008 Quarter 1

Jul 07 Aug 07 Sep 07 Qtrl
Mileage Business 32.01
Mileage Commute 9.70 29.10 29.10
Travel 219.60
Business Meetings 10.00
Director’s Fees 300.00 600.00 700.00
Conference - - 1,533.11
Monthly Totals 309.70 671.11 2,481.81
Meetings Attended 3 6 7
Meetings Paid 3 6 7
Quarterly Total 3,462.62

Fiscal Year-to-Date 2008 (Jul07-Sep07) 3,462.62



Director Robak
Fiscal Year 2008 Quarter 1

Mileage Business
Mileage Commute
Travel

Director’s Fees
Conference

Business Meetings
Subscriptions

Monthly Totals

Meetings Attended

Meetings Paid
Quarterly Total

Jul 07 Aug 07  Sep 07 Qtrl
72.27 62.83
1.94 5.82
317.60
600.00 800.00
1,151.65
40.00
50.00
764.21 2.701.65
7 11
6 8
3,465.86

Fiscal Year-to-Date 2008 (Jul07-Sep07) 3,465.86




Board of Directors’ Expenses and Per Diems
Fiscal Year 2008 to Date (Jul 07- Jun 08)

* Director Bonilla 0.00
e Director Breitfelder $2.996.68
e Director Croucher $1,300.00
* Director Lopez $3,462.62
» Director Robak $3.465.86

e Total $11,225.16




Board of Directors’ Expenses and Per Diems
Fiscal Year 2008 to Date (Jul 07- Jun 08) Projected

e Director Bonilla 0.00
» Director Breitfelder $11,987.00
e Director Croucher $5,200.00
 Director Lopez $13,849.00
 Director Robak ‘ $13.863.00

e Total $44.,899.00



JAIME BONILLA (DETAILED IN SECTION D):

5211
5211
5212
5214
sll4
5241
3213

LARRY BREITFELDER (DPETAILED IN SECTION E):

5211
211
5212
32E4
5i14
3241
3213

GARY D. CROUCHER (PETAILED IN SECTION F}:

5211
2n
5212
5214
114
5241
5213

Mileage - Commuting

Mileage - Busincss

Travel

Business meelings

Director's fees

Telephone

Seminars and conferences
Total

Mil&age - Commuting

Mileage - Business

Travel

Business meetings

Director’s fees

Telephone

Serninars and conferences
Total

Mileage - Commuting

Mileage - Business

Travel

Business mestings

Director’s [ees

Telephone

Seminars and conlerences
Total

JOSE LOPEZ (DETAILED IN SECTION G):

521
5211
5212
5214
3281
5241
5213

Mileage - Commuting

Mileage - Business

Travel

Business meetings

Director's fees

Telephone

Seminars and conferences
Tonal

MARK ROBAK (DETAILED IN SECTION R):

5211
s211'
5212
5214
5114
5241
5213
5231

TOTALS:
5211
521t
5212
5214
54

5213
523

Mileage - Commuting
Mileage - Business
Travel
Business meslings
Director's fees
Telephone
Seminars and confersrces
Buooks, Periodicals and Subscriglions
Toual

Mlleage - Commuting

Mileage - Business

Travel

Business mestings

Director's lees

Telephone

Seminars and conferences
Books, Periodicals and Subscriptions

Total

Jul-07

Aup-07

OTAY WATER DISTRICT
ADMINISTRATIVE EXPENSES - BOARD
July 1, 2007 - September 30, 2007

Sep-07 Oet-07 Nov-07 Dec-07 Jan-08
3 4 5 6 7

Feb-08

Mar-08

Apr-08
10

May-08
11

ATTACHMENT C

Jun-08
12

SECTIONC

Total

s

29.10
104.76

65.00
766.00

$

7275
53.35

42.00
800.00

5820 §$ - 5 - 3 - 5

96.52 - . -

25.00 - - -
800.00 - - -

150.00 - - -

3 160.05
254.63

132.00
2,300.00

150.00

898.86

968.10

1,120.72 3§ . s S T s

5 2,996.68

% -

1,300.00

400.00 5 - § - 5 - 5

5 §,300.00

29.10
32.01

10.00
600.00

910 § - H . 5 - s

219.60 - - -

700.00 - - -

1,533.11 - - -

5 6§7.90
3201

219.60

10.00

1,600.00

153311

671.11

2,481.81 § - 5 - $ - §

$ 3,46262

194
7227

40.00
600.00

50.00

s 176

135.10
31760
40,00
1,400.00
31540
50.00

764.21

3 3,465.86

40.T4
177.03

105.00
2,000.00

50.00

H

101.85
8536

52.00
1,500.00

9312 % - s - s - s
159.35 - - -
531.20 -

25.00 - - -

2,700.00 - . -

3,198.51 - - -

5 235.71

421.73
53720
182.00
€,600.00
3,198.51
50.00

237277

)

2.138.21

671313 § - 5 - $ - s

s 11,225.16




OTAY WATER DISTRICT
SUMMARY - BOARD OF DIRECTORS EXPENSES
FOR THE PERIOD JULY 1, 2007 THROUGH SEPTEMBER 30, 2007

ATTACHMENT D
SECTION D

DIRECTOR'S NAME: JAIME BONIILA

ACCOUNT NAME ) DATE DESCRIPTION AMOUNT
# o :

Grand Total

F:!Sept OTA 2 of 11 Printed Date:11/20/2007




OTAY WATER DISTRICT
SUMMARY - BOARD OF DIRECTORS EXPENSES
FOR THE PERIOD JULY 1, 2007 THROUGH SEPTEMBER 30, 2007

ATTACHMENT E

SECTION E
DIRECTOR'S NAME: BREITFELDER, LARRY
Account Name Date Descriptions Amount
Business meetings
07/17/07
COUNCIL OF WATER UTILITIES $ 25.00
07/19/07
WATER AGENCIES ASSOCIATION 40.00
08/16/07
AUGUST BUSINESS AFTER HOURS 10.00
CSDA QUARTER MEETING 32.00
09/18/07

_REGISTRATION MEETING-JULY 17, 2007

iSsitieati

Director's fees

07/10/07

REGULAR BOARD MEETING 100.00
07/11/07

CAC MQDEL ORDINANCE COMMISSION 100.06
07/17/07

COUNCIL OF WATER UTILITIES 100.00
07/19/07

WATER AGENCIES ASSOCIATION 100.00
07/20/07

JOINT BOARD MEETING 100.00
07/23/07

GAS ACTION COMMITTEE 100.00
07/24/07

FINANCE & ADMINISTRATIVE COMMITTEE MEETING 100.00
08/01/07

REGULAR BOARD MEETING 100.00
08/02/07

METRO COMMISSION 100.00
08/16/07

MODEL ORDINANCE COMMITTEE MEETING 100.00
08/20/07 _

SPECIAL BOARD MEETING 100.00
08/21/07

TAXPAYER ASSOCIATION WATER PANEL DISTRICT ‘ 100.00
08/22/07

FINANCE & ADMINISTRATIVE COMMITTEE MEETING 100.00

F:/Sept OTALARRY Page No. 3 of 11 Pages Printed Date: 11/20/2007




OTAY WATER DISTRICT
SUMMARY - BOARD OF DIRECTORS EXPENSES
FOR THE PERIOD JULY 1, 2007 THROUGH SEPTEMBER 30, 2007

ATTACHMENT E

SECTION E
DIRECTOR'S NAME: BREITFELDER, LARRY
Account Name Date Descriptions Amount
Director's fees 08/24/07
GM CONTRACT AD HOC COMMITTEE 100.00
08/30/07
FENTON AD HOC COMMITTEE MEETING 100.00
09/05/07
REGULAR BOARD MEETING 100.00
09/07/07
MODEL ORDINANCE COMMITTEE MEETING 100.00
09/14/07
AD HOC MEETING - FENTON BUSINESS CENTER 100.00
09/17/07
FINANCE & ADMINISTRATIVE COMMITTEE MEETING 100.00
09/18/07
COUNCIL OF WATER UTILITIES 100.00
09/20/07
PATHS TO PARTNERSHIP FORUM (CONSTRUCTION 100.00
OUTREACH)Y
09/24/07
WATER CONSERVATION COMMITTEE MEETING 100.00
09/25/07

SPECIAL BOARD MEETING
44 i SiRea ey ‘\%ﬁ;;

B

Mileage - Business

07/31/07

MEETING - JULY 17, 11, 19, 20, & 23 104.76
08/31/07

MEETING - AUGUST 3 & 16 53.35
09/30/07

MEETING - SEPTEMBER 7, 18, 20 & 24
s

Milcagei-iBUBINeS:

F:/Sept 07ALARRY Page No. 4 of 11 Pages Printed Date: 11/20/2007



OTAY WATER DISTRICT
SUMMARY - BOARD OF DIRECTORS EXPENSES
FOR THE PERIOD JULY 1, 2007 THROUGH SEPTEMBER 30, 2007

ATTACHMENT E

SECTION E
DIRECTOR'S NAME: BREITFELDER, LARRY
Account Name Date Descriptions Amount
Mileage - Commuting
07/31/07
MEETING - JULY 10 & 24, 2007 29.10
08/31/07
MEETING - AUGUST 2, 20, 22, 24 & 30, 2007 72.75
09/30/07

MEETING - SEPTEMBER 5, 14, 17 & 25

BT TG R
Hlgageilce R

Seminars and conferences

09/28/07

Grand Total $ 2,996.68

F:/Sept 07TALARRY Page No. 5 of 11 Pages Printed Date: 11/20/2007



OTAY WATER DISTRICT
SUMMARY - BOARD OF DIRECTORS EXPENSES
FOR THE PERIOD JULY 1, 2007 THROUGH SEPTEMBER 30, 2007

ATTACHMENT F
SECTION F

DIRECTOR'S NAME: CROUCHER, GARY

Descriptions

07/09/07
EMPLOYEE NEGOTIATIONS/AD HOC COMMITTEE $ 100.00
07/10/07
REGULAR BOARD MEETING 100.00
07/18/07
ENGINEERING & OPERATIONS COMMITTEE MEETING 100.00
07/20/07
JOINT AGENCIES BOARD MEETING 100.00
08/01/07
REGULAR BOARD MEETING 100.00
08/17/07
AD HOC NEGOTIATIONS 100.00
08/20/07
ENGINEERING & CPERATIONS COMMITTEE MEETING 100.00
08/21/07
TAXPAYER ASSOCIATION WATER PANEL DISTRICT 100
08/27/07
AD HOC NEGOTIATIONS 100.00
09/05/07
REGULAR BOARD MEETING 100.00
09/25/07
SPECIAL BOARD MEETING 100.00
09/11/07
MEETING WITH GENERAL MANAGER 100.00
09/13/07
o ENGINEERING & OPERATIONS COMMITTEE MEETING ) 100.00
Birectonsifeas L B

Grand Total $ 1,300.00

F:Sept 07AGARY Page Mo. 6 of 11 Pages Printed Date: 11/20/2007



OTAY WATER DISTRICT
SUMMARY - BOARD OF DIRECTORS EXPENSES
FOR THE PERIOD JULY 1, 2007 THROUGH SEPTEMBER 30, 2007

ATTACHMENT G
SECTION G

DIRECTOR'S NAME: LOPEZ, JOSE

Descriptions

Amount

08/16/07
SAN DIEGO EAST COUNTY MEETING $ 10.00

07/09/07

EMPLOYEE NEGOTIATIONS/AD HOC COMMITTEE 100.00
07/10/07

REGULAR BOARD MEETING 100.00
07/18/07

ENGINEERING & OPERATIONS COMMITTEE MEETING 100.00
08/01/07

REGULAR BOARD MEETING 100.00
08/16/07

WATER CONSERVATION GARDEN/EAST COUNTY 100.00

CHAMBER
08/17/07

EMPLOYEE NEGOTIATIONS/AD HOC COMMITTEE 100.00
08/20/07

ENGINEERING & OPERATIONS COMMITTEE MEETING 100.00
08/21/07

WATER PANELISTS PRESENTATION 100.00
08/31/07

OwWD TOUR-CV 100.00
09/05/07

REGULAR BOARD MEETING 100.00
09/14/07

ENGINEERING 8& OPERATIONS COMMITTEE MEETING 100.00
09/25/07

SPECIAL BOARD MEETING 100.00
09/11/07

NATIONAL WATEREUSE CONFERENCE 100.00
09/09/07

NATIONAL WATEREUSE CONFERENCE 100.00
09/10/07 .

NATIONAL WATEREUSE CONFERENCE 100.00
09/12/07

NATIONAL WATEREUSE CONFERENCE

F:iSept 07TAJOSE Page No. 7 of 11 Pages Printed Date: 11/20/2007




OTAY WATER DISTRICT
SUMMARY - BOARD OF DIRECTORS EXPENSES
FOR THE PERIOD JULY 1, 2007 THROUGH SEPTEMBER 30, 2007

ATTACHMENT G

SECTION G
DIRECTOR'S NAME: LOPEZ, JOSE
Account Name Date Descriptions Amount
08/31/07

MEETING - August 16 & 21, 2007 i 32,01

07/31/07

MEETING - July 10 2007 9.70
08/31/07

MEETING - August 1, 20 & 31, 2007 29.10
09/30/07

MEETING - SEPTEMBER 5, 14 & 25, 2007 29.10

09/30/07
REGISTRATION FEE - 22ND ANNUAL WATEREUSE 590.00
SYMPOSIUM ON SEPT. 5-12, 2007
HOTEL ACCOMMODATIONS - NATIONAL WATEREUSE 801.92
CONFERENCE SEPT. 9-12, 2007
09/11/07
DINNER - WATEREUSE CONFERENCE 23.31
LUNCH - WATEREUSE CONFERENCE 11.25
09/09/07
BREAKFAST - WATEREUSE CONFERENCE 18.14
DINNER - WATEREUSE CONFERENCE 13.00
09/12/07
A-1 TAXI & LIMO 14.00
PARK, SHUTTLE & FLY AIRPORT PARKING 25.00
LUNCH - WATEREUSE CONFERENCE 12.25
09/08/07
SUPER SHUTTLE FROM AIRPORT TO HOTEL _ 13.00
DINNER - WATEREUSE CONFERENCE 11.25

09/30/07

Grand Total $ 3,462.62

F:/Sept 07AJOSE Page No. 8 of 11 Pages Printed Date: 11/20/2007




OTAY WATER DISTRICT
SUMMARY - BOARD OF DIRECTORS EXPENSES
FOR THE PERIOD JULY 1, 2007 THROUGH SEPTEMBER 30, 2007

ATTACHMENT H
SECTION H

DIRECTOR'S NAME: ROBAK, MARK

Descriptions

07/31/07
SUBSCRIPTION RENEWAL - WESTERN WATER YEAR 2007 $ 50.00

07/19/07

mgeings Tob

07/10/07

REGULAR BOARD MEETING 100.00
07/11/07

WATER CONSERVATION COMMITTEE MEETING 100.00
07/12/07

METRO COMMISSION 100.00
07/19/07

WATER AGENCIES ASSOCIATION 100.00
07/20/07

JOINT AGENCIES BOARD MEETING 100.00
07/24/07

FINANCE & ADMINISTRATIVE COMMITTEE MEETING 100.00
09/05/07

REGULAR BOARD MEETING 100.00
09/17/07

FINANCE & ADMINISTRATIVE COMMITTEE MEETING 100.00
09/25/07

SPECIAL BOARD MEETING 100.00
09/11/07

NATIONAL WATEREUSE CONFERENCE 100.00
09/09/07

NATIONAL WATEREUSE CONFERENCE ' 100.00
09/10/07

NATIONAL WATEREUSE CONFERENCE 100.00
09/12/07 '

NATIONAL WATEREUSE CONFERENCE 100,00
09/06/07

GARDEN EXECUTIVE DIRECTOR MEETING 100.00

F./Sept 07AMARK Page No. 9 of 11 Pages Printad Date: 11/20/2007




OTAY WATER DISTRICT
SUMMARY - BOARD OF DIRECTORS EXPENSES
FOR THE PERIOD JULY 1, 2007 THROUGH SEPTEMBER 30, 2007

ATTACHMENT H

SECTION H
DIRECTOR'S NAME: ROBAK, MARK
Account Name Date Descriptions Amount
07/31/07
MEETING - July 10, 11, 12 19, 20, 24 & 25 2007 72.27
09/30/07
MEETING - SEPTEMBER 5, 8, 12 & 25 37.83
09/12/07

07/31/07
MEETING - July 10, 2007 1.94
09/30/07

09/30/07
REGISTRATION FEE - 22ND ANNUAL WATEREUSE 590.00
SYMPOSIUM ON SEPT. 9-12, 2007
HOTEL ACCOMMODATIONS ~ NATIONAL WATEREUSE 801.92
CONFERENCE SEPT. 9-12, 2007
09/11/07
DINNER - WATEREUSE CONFERENCE 23.31
LUNCH - WATEREUSE CONFERENCE 11.25
09/09/07
BREAKFAST - WATEREUSE CONFERENCE 18.14
DINNER - WATEREUSE CONFERENCE 15.00
09/12/07
DINNER - WATEREUSE CONFERENCE 6.09
A-1 TAXI & LIMO 14.00
LUNCH - WATEREUSE CONFERENCE 11.45
09/08/07 :
SUPER SHUTTLE FROM AIRPORT TO HOTEL 13.00
' ' DINNER - WATEREUSE CONFERENCE 11.25
Seir otaliin i o

F:./Sept 07AMARK Page No. 10 of 11 Pages Printed Date: 11/20/2007




OTAY WATER DISTRICT
SUMMARY - BOARD OF DIRECTORS EXPENSES
FOR THE PERIOD JULY 1, 2007 THROUGH SEPTEMBER 30, 2007

ATTACHMENT H

SECTIONH
DIRECTOR'S NAME: ROBAK, MARK

Account Name
s

Descriptions

Amount

09/30/07

AIRFARE TO ATLANTA GEORGIA FOR WATEREUSE
SILI D07

Grand Total $ 3,465.86

F:/Sept 07AMARK Page No. 11 of 11 Pages Printed Date: 11/20/2007
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OTAY WATER DISTRICT |
. J
BOARD OF DIRECTORS

PER-DIEM AND MILEAGE CLAIM FORM

Pay to: Larry Breitfelder Period Covered:
From “1-\-0] to 1-3)-077
Employee Number: 7013
Purpose / Tssues i Mileage
fome to OWD Other
Date Meeting Name . Digc JWD to Home | Locations
Trb | Y Fridey !l
i*ﬁ/ﬁ7-“7 Go D 'WE;// ”J 9 30
F o | i ot o C
1;‘7 - | G of W (delafgg Ot Oex L ‘3‘3
*7(7 “la ] Lses A;e/.%k Do - tex | 1 2%
M /LL M( M/M O\/‘,QN\ GD/"”"O 100 = | L\O
)K*/"—" 23 | g Beston |Gmas 700-00%” Ko
% -2 oWt Firance (A, . 40
. %
=25 | Cu ch, Pul by
A3l v o BDC 300+
-2 RYS TV “‘j gg* 11
s 3%
g I ISR g
60+ x
0-4850=
TOTAL MEETING PER DIEM: § /©C,00 29.1% |

(5145 per meeting)
TOTAL MILEAGE CLAIMED: 2—7 é miles

7 447/”/

(Director/8 Signature)

GM ml Date: W | 'J/zf/o? | %\/]\)ﬂ

FOR OFFICE USE: TOTAL MILEAGE REIMBURSEMENT = §

87 JUL 25milis

INSTRUCTIONS ON REVERSE %
b
g.a
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OTAY WATER DISTRICT
BOARD OF DIRECTORS
PER-DIEM AND MILEAGE CLAIM FORM
Pay To; L_ oNvY ﬁ/tc-" (é/(ﬂf?_f‘ Period Covered:
Employee Number: 7 D15 From: &~} o] T RY-3e -7
| ITEM | DATE MEETING PURPOSE / ISSUES MILEAGE | MILEAGE
by Ul owD oo DISCUSSD ohote | oShens
/ 2 lf/\ﬁd—\no (o an pns $47 37 3 9]
S| By Fydey ¥ Yo |- >
o wpn G p ), e (ke Ppma 0]
%/ “’J_ Model OvDin ““m ,Mwa_ea,, 4o | —1
e L] cspn Mly s, ™ %0 >
‘7}‘/ 0 0\/"‘0 qio_p,C\.ru\ ﬂ DD ‘ 20
Wgﬁ&\j 21 To-xfm’,cr Arsoc . Weale Pevel Dice.,
2 \[V\d'q W/ EwPa  Ouver el densnds
* 22| Oy Frnet (oo 30
221 CwWA O
«f , o) W“ 27"&
| 24 Cmm Grtoer o Hor 3o Y oex
. (. BeX
| Még. w M| welen RS 100 3(
y ‘Qui CV Cveanbes  Puble p°\lt’-\,/ M. 800-00+
- =en AR 7/ 7
X’ ) Total%[eetj;g Pt:f)\lem 5 H§ %)o o0 )<
{($100 per meeting) % W:WN/
Total Mileage Claimed: 200 miles G 30« %
30+
o e Cowy Mambe Event d* e orden / 304+
Am‘/ /(@ 50+
/ﬂa'tr'i?ctor 5 b}gnature) 30+
GM Receipt: Date: 9 [ 5‘!@7 150 3%
FOR OFFICE USE: TOTAL MILEAGE REIMBURSEMENT: § 150X
ey o 0+4850=
BISEP 18 2:4p INSTRUCTIONS ON REVERSE B T2+75% -
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OTAY WATER DISTRICT

BOARD OF DIRECTORS
PER-DIEM AND MILEAGE CLAIM FORM

Pay to: larry Breitfelder ‘ Period Covered: _
\ . From 9-+07 to 9-30-07
Employee Ni:.mber: 7013
Purpose / 1Issues Mileage
Home to OWD Other
Date Meeting Name Discussed OWD to Home Locations
A58 0  Max, 30
S 0o 2o oy P arjens He
2] Chodur P @ ISalr Creel
- 4] A Wop, Muc CRenfon Biug. Confer) 30
\/ 1l awn R, Mmia b Commund cafimg Camche/ 20
VA 5l Gwal 0& Wy~ | eligres — >
VF|_ao] @ @‘m”"%td‘%'l" Porum (ﬁms’rrm\gg >
tfﬁ;h ;Lq nSary  Rridton (boam., —
28] 0w S 1D . 30
[N v
7
r)w/‘{\‘)
"9\3’ 0%
TOTAL MEETING PER DIEM: § O ©900 | g x
($145 per meeting) 100+-00=
TOTAL MILEAGE CLAIMED: 2\ miles 800 -OU*’k
- ' 0%
2 %W/M%
(Diregtoxte—gAgnature) 0~ %
' V 304
GM Approval Date: y 'O/Al‘ﬂ ;8:
, :
30+
FOR OFFICE USE: TOTAL MILEAGE REIMBURSEMENT = $ 120-0¢
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POCT Qenifel? A/ 0. 4850=
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B Bpop—2/61 «-5’28/0/ A 00- 00
’ EXHIBIT B
OTAY WATER DISTRICT
BOARD OF DIRECTORS
PER-DIEM AND MILEAGE CLATM FORM
Pay To: _Gary Croucher Period Covered:
Employee Number: 7011 From:  (7/01/07 To: 07/31/07
ITEM | DATE MEETING PURPOSE / ISSUES MILEAGE | MILEAGE
DISCUSSED OWDBHOME | LoCkmions
07/09 Commitiee Employee Negotiations / Ad Hoc Committee
1
2 07/10 Board Regular Board of Directors Meeting
07/18 GM General Manager Meeting — Review of Tssues,
Committees
Engineering and Operations Committee Meeting T
3 07/18 Committee
07/20 Board Multi District (Lakeside, Padre, Sweetwater, Helix &
4 Otay Special Board Meeting) Multi Issues {Joi MM@E%M M'b\’)
07425 Employee Employee Appreciation Lunch J
07127 GM CWA and Otay Agenda Review
0\“ Q%
g X
100-=
¥  4o0-00%"
e
$400
Total Meeting Per Diem:
{$100 per meeting)
Total Mileage Claimed: 0 miles W 0([\ &/l {(ﬂ
! “Direttay’s SM
(leeev? /30 /
GM Apprival: o Date: 11 07

FOR OFFICE USE: TOTAL MILEAGE REIMBURSEMENT: §

@é God - MoK OBt - 200] =52 )% ¥ %

87 JUL 31 antly,

P
o




ABOOD - 1/3 3000 + Zto). 525D/ 5D0.00

EXHIBIT B

OTAY WATER DISTRICT
BOARD OF DIRECTORS
PER-DIEM AND MILEAGE CLAIM FORM

Pay To: _Gary Croucher Pericd Covered:
Employee Number: 7011 From: bz | !07 g z’ 0 —)

ITEM | DATE | MEETING PURPOSE / ISSUES MILEAGE | MILEAGE
DISCUSSED owbitHoms | LocaTions

1 A \ “Epacd. Prano Mﬁl\'\h@\

T 8o 18D Nt Nm‘m\\ﬁ\\ov\%

3 '\lm A mm\x S = e \s0E S
4 ‘Ma@b Cgun- ?)no. % o ¢ ooy

s [Ny NN ' Mot Uzechane)
S Ao B Ropacl, AN MF.E—LM:\l

T%\()/i V 500'00*\' |

Total Meeting Per Diem:  § 500 L
(3100 per meeting)

Total Mileage Claimed: miles

o}

(Director’kSignature) ™~

97 CEp pm}_(é;ll\ﬁ&ecelpt Mm_, Date: 9/!4‘/07'

FOR OFFICE USE: TOTAL MILEAGE REIMBURSEMENT: § A'/RQ
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D000~ | 2000 - 200/ 528101

OTAY WATER DISTRICT
BOARD OF DIRECTORS
PER-DIEM AND MILEAGE CLAIM FORM

L0000

EXHIBIT B

Pay To:

Gary Croucher

Employee Number: 7011

Period Covered:

From: 0]/1/07. To: 0]/60/0}

FOR OFFICE USE: TOTAL MILEAGE REIMBURSEMENT: §

ITEM | DATE MEETING PURPOSE / ISSUES MILEAGE | MILEAGE
. DISCUSSED OWDioHOME | LoCATIONS
4 -~
1] 5 | ek [Bened of Doty Meche
I T \ W I T CIVA R \zeﬁa | Malen
V %] 13 | Lowmitu 24/\04 v Opzramion)
4] 25 [Beed | <o N\gs‘\ﬁ\hl
e
Y’ .
10000%
fLe=
¢/ so0- 00*~/
Total Meeting Per Diem: ';LW}_’
(5100 per meeting)
Total Mileage Claimed: 0 miles
TanilisR N% O\P Q
. ‘.u(_, ¥ "(Director’s Sighature)
GM% : Date: //z //3/6 7
"OTHOY 13 an1 1155

7‘/ W ﬂq‘ﬂ




Q2 -2(0]= 52T/ O i
R 522//02— 6. 70

" bt

AYSER i

AND MILEAGE CLAIM FORM
Pay To: _Jose Lopez Period Covered:
Employee Number: 7010 From: 07/01/07 To: 07/31007
ITEM | DATE MEETING PURPOSE / ISSUES MILEAGE | MILEAGE
DISCUSSED mamsow | | o
Al 07/09/07 | OWD Employees Negotiations Ad Hoc Committee
A2 07/10/07_| OWD Board Meeting 20
3. 07/18/07 | OWD Engineering/Operations Committes
4.
s.l
6. -
T ]
g i
9, kS -
in; Q’W 6 0%
— W'ﬁ _ 7
L 100.00=
__'E‘_ 30000 ]
“L o -
__1_5_ 20+ % _
= 0+4850% |
e 9. 7%
17 .
I8: . N ]
Total Meeting Per Diem: 3 300
($100 per meeting) .

Total Mileage Claimed;

”& 2 miles

(Director’s Signature)

G-14-07

Date:

GM Reciept: u// }(/\() m 9/ M‘ o7

FOR OFFICE USE: TOTAL MILEAGE REIMBURSEMENT: 5§ / /}
0

%\%

DN XU.:I 3
19 . NUH:I



P00 | I0 PO T T T Dot I ik S

OTAY WATER DISTRICT
BOARD OF DIRECTORS
. PER-DIEM AND MILEAGE CLAIM FORM 29 /) -
2000 - jBLOOL - Zyed) G O
Pay To: _Jose Lopez Period Covered:
Employee Number: 7010 From: 08/01/07 To: 0831407
ITEM | DATE MEETING PURPOSE / ISSUES MILEAGE | MILEAGE
. DISCUSSED poiurichard LoOATINS
L 08/01/07 | OWD Board Meeting 20
4 2. 08/16/07 | ECCC Water Conservation Garden/East County Chamber 24
3. 08/17/07 | OWD Employees Negotiations Ad Hoc Committee
J14 08/20/07 | OWD Bngineering/Operations Commiitee 20
y
v 5 08/31/07 | OWD OWD tour-CV City Mer (DG) & Councilman (JR) 20
6. 03/&'/07 SO TPavesk Woter pme)fi'-a-{-: presetati, /2
7
9] T .
R S R
11.' o O O O Q oo 0o O " ‘? ——
e . e NANNWY Voo
o 8 N —_
i - °
14
1% %-; £ —
i% 2> =
- —
8.
gd ‘
Total Meeting Per Diem: _$ ( @C M ) .
(5100 per meeting) ¢ r), §)
Total Mileage Claimed: Rl—? miles

/ﬁirector’s Signature)
GM Reciept: W 9}/ Ie"{ Date: ? ~ /L 7

FOR OFFICE USE: TOTAL MILEAGE REIMBURSEMENT: § ' ,,A/
"YTSEP 170 4o, Yy
¢
ot

2d WdTZ:S@ 1882 98 '190 I 'ON Xdd D WOdA




Pay To: ' Jose Lopez

OTAY WATER DISTRICT
BOARD OF DIRECTORS
PER-DIEM AND MILEAGE CLAIM FORM

Perind Covered.

Employee Number:

7010

EXHIBITB

c%piof To: LQ?‘E?L F0 007

FOR OFFICE USE: TOTAL MILEAGE REIMBURSEMENT: §

-, éw-—zm?

ITEM | DATE | MEETING PURPOSE / 1SSUES MILEAGE | MILEAGE
| DISCUSSED mimeow | | CTER
i |95 | 0w Beard mf'e}mq . 20
a9/ |0/ Peuse| W/fouse 0’9244%/ @Mﬂﬂffﬂm
Ve é/lD &/ feuse 5{///4%5#9" jj Wff’f‘f
Ao /i1 B/ Peuse| [/ Ceus ¢ LS/ Ebmpesiar
Vs ‘7’//_2 15/ Reuse. M/fmre & \0&’&/ («gﬁﬁ%fﬂﬂf
Ve 19 -5 635()0 6)080152[ Bm /fH‘q _ R
|94 | 020 QPQ@EM,GO 20
| 8]
_@ .
¥ _ .
Total Meeting Per Diem:  § '
(5100 per meeting)
Total Mileage Claimed: : : Q C}/
(Director’s Signature)
GM Reciept: //-'/5 07

M Date:




EXHIBIT D

OTAY WATER DISTRICT
BOARD OF DIRECTORS
EXPENSE CLAIM FORM
Pay To: JOS e 4 [\.O pez Period Covered:
[ )
Employee Number: From: oq -o1- 0 7 To: 09 -30.0 7

ITEMIZED REIMBURSEMENT CLAIMED

Attach receipts for expenses greater than $10

Date Type of Reimbursement Amount
q g Oinne = _at C'\amp‘toﬂs (% 0 Oir. Gl aE od. 50
Oinner 24 Domdere @/5 +o Dir. Robat) g8 o
Or n hunch- ot Champ, 4o Dir 6201 ok) .50
o -2 kunch at Chempions _ ) 2370
J;L&___m.a_nuoj}_l:lgkd_@_m?b&% gol - T2
TOTAL Reimbursement Claimed: $ 8C‘I 8 , [P

A

Director Signafure: Q # Date; ” /“'/07
//MM T

GM Receipt: Date:

¥ s momarre one m LaTE OSE TP CFNIISIBT o DT e F Sefimsz e

Dinremre QO/,‘ML AM&* Ha? Ssen) S a5 TO Hr feylonTed Swz.
g-';g-;» PAA—
Jle. 1mHm AT INSTRUCTIONS ON REVERSE




#@000 I ED00 T 210/ 528/0)

Rol /55000

2/0/ @ ZZ//02.

CO0- 0O
[ 94

GM Ap;;hrbo'\‘: :f 'MA/0 ﬂ%-

FOR OFFICE USE: TOTAL MILEAGE REIMBURSEMENT: §

OTAY WATER DISTRICT
BOARD OF DIRECTORS
PER-DIEM AND MILEAGE CLAIM FORM
Pay To: _Mark Robak Period Covered:
Employee Number: 70140707 From: 7-1-07 To: 7-31-07
3217 Fair Oaks Lane, Spring Valley, CA 91978
ITEM | DATE MEETING PURPOSE / ISSUES MILEAGE | MILEAGE
DISCUSSED bWpiHovE | tocaTioNs
v/ | 7-10 Monthly Otay Board Meeting | General District Business 4 6
V’/ 2 7-11 Water Conservation Garden Monthly Meeting / General Business 0 9
(See Exhibit A - Apenda)
V4 ’ 3 7-12 Metro Commission - Poway Monthly Meeting / General Business 0 44
(See Exhibit B - Agenda)
P N
J4 7-19 Water Associations Dinner Meeting and speaking presentation to 0 40
group (See Exhibit C - Agenda)
/
vl S 7-20 Joint Agencies Board Meeting | Discussion of joint water agencies issues | 0 28
(See Exhibit D - Agenda)
d
l/ 6 7-24 Finance & Administration Monthly meeting involving finance & 0 11
Committee administration issues
7 7-25 Otay Employees Luncheon Inform and recognize employees — No 0 1
Charge
s )
#* P | é * X 11(
. s OO » s O 3
(o] O o o ] < O,
L] ] O »
[ I o l
oo .
A
— O (o]
gl
>
> LA
L%_Q )P " ;
2 =2
A 2
149
Total Meeting Per Diem: _$600
249 o 4 ig(%100 per meeting) |
Total Mileage Claimed: 153 miles W W

Date:

(Director’s Signature)

3[1je?

V) g\@ S




OTAY WATER DISTRICT
BOARD OF DIRECTORS
PER-DIEM AND MILEAGE CLAIM FORM

Pay To: Mark Robak Period Covered:
Employee Number: 70140907 From: 9-1-07 To: 9-30-07
3217 Fair Oaks Lane, Spring Valley, CA 91978
ITEM | DATE MEETING PURPOSE / ISSUES MILEAGE | MILEAGE
DISCUSSED oWt | toCations
1 9-5 | Monthly Otay Board Meeting | General Disirict Business 4 6
2 9-6 | Lunch meeting to discuss Discuss strategies for bringing in new 0 0
Water Conservation Garden members with Garden Executive Director,
Friends Board President & Otay GM — No
Charge
3 9-6 Garden Executive Director Discuss performance review for 0 0
& Friends Board President Executive Director
4 9-8 | National WaterReuse Annual Conference on recycled water 0 30
Conference — Tamnpa Bay issues & strategies — No Charge
5 9-9 | National WaterReuse Annual Conference on recycled water 0 0
Conference — Tampa Bay issues & strategies (See Exhibit “A —
Agenda)
6 9-10 | National WaterReuse Annual Conference on recycled water ¢ 0
Conference — Tampa Bay issues & strategies
7 9-11 | National WaterReuse Annual Conference on recycled water 0 0
Conference — Tampa Bay issues & strategies
g 9-12 | National WaterReuse Annual Conference on recycled water 0 30
Conference — Tampa Bay issues & strategies (See Exhibit B —
Expenses)
9 9-17 | Finance & Administration Monthly meeting involving finance & 4 6
Committee administration issues
10 9-21 | Steele Canyon High School Artificial turf field dedications — No 0 0
& Valhalla High School Charge
11 9-25 | Otay Special Board Meeting Discussion of settlement agreement in 4 6
Harron v Otay Water District
12 72
Total Meeting Per Diem:  $800

($100 per meeting)

Total Mileage Claimed: 84

miles

GM MT

FOR OFFICE USE: TOTAL MILEAGE REIMBURSEMENT: §

Pk ML

(Director’s Signature)




Exhibit "B"

OTAY WATER DISTRICT
BOARD OF DIRECTORS
EXPENSE CLAIM FORM
Pay To: Mark Robak Period Covered:
Employee Number: 70140507 From: 9-1-07 To: 9-30-07

ITEMIZED REIMBURSEMENT CLAIMED
{Attach receipts for expenses greater than $10)

Date Type of Reimbursement Amount
9-8 Super Shuttle from airport to hotel (1/2 to Director Lopez) $26.00
9-9 Breakfast at Café Waterside (1/2 to Director Lopez) $36.27
9-11 Dinner at Tampa Bay Brewing Company (1/2 to Director Lopez) $46.61
9-12 A-1 Taxi & Limo (1/2 to Director Lopez) $28.00
9-12 Park, Shuttle & Fly airport parking (1/2 to Director Lopez) $50.00
9-12 Dinner at Chik-Fil-A $6.09
9-12 Marriott Hotel (4 nights) $801.92

W TOTAL Reimbursement Claimed: $994.89

Director Signature: W Date: 11-14-07

GM Approval: /%W Date: [l [3—" / 77
[ L4

FOATT BirA gy
W NUY




AGENDA ITEM 8

STAFF REPORT

TYPE MEETING:
SUBMITTED BY:

APPROVED BY:
{Chief}

APPROVED BY:
{Asst. GM):

SUBJECT:

Regular Board _ MEETING DATE: December 5, 2007

Jame;;%p/%a%ager W.0./G.F. NO: DIV.NO. a]11

Jose R. Beachemn,

Chief Finagtial Officer
German , Assistant General Manager

Receive the District’s FY-2007 Comprehensive Annual Financial

Report {CAFR)

GENERAL MANAGER’'S RECOMMENDATION :

This is an informational item only.

COMMITTEE ACTION:

See Attachment A.

PURPOSE :

To receive the District’s Comprehensive Annual Financial Report
(CAFR) for the fiscal year ended June 30, 2007,

ANALYSIS:

On November 7, 2007, the Board accepted the District’s audited
financial statements for the fiscal year ended June 30, 2007.
The CAFR is a more comprehensive means of presenting the
financial information, to include an introductory narrative
overview of the District’s operations, administration and
finance areas. In addition, it contains numerous statistical
schedules that give a broader, historical perspective to data
covering operating, financial, demographic, and economic
information for the District and the surrounding community.

In order to be awarded a Certificate of Achievement for
Excellence in Financial Reporting from GFOA, a government agency
must publish an easily readable and efficiently organized CAFR.
A Certificate of Achievement is valid for a period of one year
only. This will be the fourth year that the District has
produced a CAFR, and we have received a Certificate of
Achievement for each of the prior three years. Staff
anticipates that this CAFR will receive the same award.




The CAFR reflects the culmination of the fiscal year’s financial
operations, including prior year data for comparative purposes,
and is an excellent communication tool for the District.
Preparation of the CAFR is a collaborative effort between the
Finance Department and the District’s Auditors, and meets the
standard of best management practice for government financial
statement presentation.

el

FISCAL IMPACT: T
ST

None.

STRATEGIC OUTLOOK:

The District ensures its continued financial health through
long-term financial planning and improved financial reporting.

LEGAL IMPACT:

None.

Ind 1o

General Manager

Attachments:
A) Committee Action Form

B) FY-2007 Comprehensive Annual Financial Report (CAFR)



ATTACHMENT A

SUBJECT/PROJECT:

Receive the District’s FY-2007 Comprehensive Annual
Financial Report (CAFR)

COMMITTEE ACTION:

Information item only.

NOTE :

The “Committee Action” is written in anticipation of the

Committee moving the item forward for board approval.

This

report will be sent to the Board as a committee approved item,
or modified to reflect any discussion or changes as directed
from the committee prior to presentation to the full board.

C:\Documents and Settings\jamesc\My Documents\Board Reports\CommMtg-CAFR-112607.doc
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