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AGENDA
Regular Meeting

TVCSD Board of Directors
WEDNESDAY December 10, 2014
Town Hall 7:00 PM

Phone: (707) 878-2767
TVCSD Mission Statement

Call to Order

1. Approve the December 10, 2014 TVCSD Board Meeting Agenda

2. Approve the Revised November 12, TVCSD Board Meeting Agenda

3. Open Communication
(Open time is the time for community members to bring up items they wish to discuss
and items that do not appear on the agenda)

4. Additions, Corrections and Approval of November 10, 2014 Board Meeting
Minutes

5. FEinancial Report
(This is the time the Treasurer makes a report on the finances of the District and any
checks that are to be written are approved.)
A. Accept Check Registers and Approve Expenditures — Action Item
B. Review New Financial Statement — Review
C. SUSD MOU and Rate Structure — Review
1. History of Shoreline and Tomales Sewer System
2. Original and revised Shoreline Agreement
3. 2009 Letter to SUSD Board of Trustees
4. Results of Changed Rate Structure

5. Phillips & Associates Report
A. Self Monitoring Report (Information)
B. Duckweed Update
C. Big Gun Sprinklers Update

6. Committee Reports
A. Financial Advisory Committee Report
1. Review FAC Meeting Minutes — Review

B. Park Advisory Committee Report — Review
1. Update Water Tower Roof Repairs
2. Update on Park survey, map and architectural drawings

- Tomales Village Community Services District | Board of Directors Regular Meeting
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7. Unfinished Business

A. Telstar Computer Proposal
1. Review Proposal--update

B. Review and Update Code of Conduct — Review and Revise as Necessary
1. Review Original Code of Conduct
2. Policy 4010 Commitment to Good Service
3. Mission Statement from Mediation

C. REP Update — Action Item
1. Review Number of Submissions
2. Draft Acknowledgement Letter to Respondents
3. Change Date of Submissions
4. Discuss/Decide on Outreach Strategies
5. Develop Standard RFP questions for Respondents

D. Bylaws and Structural Organization
1. Response from Matrix
2. Governance Attorney

E. Policy Manual — Action Item
1. List and copies of current policies — Review and Revise as Necessary
2. Review Proposed Policy 4060 — Committees
3. Review E-mail policy
4. Recommended changes to Public Records Information Request Policy —
Review and Revise as Necessary

F. Board Secretary Guidelines and Expectations
1. Board to develop list of written guidelines and expectations — Review and
Revise as Necessary

G. Office Update
1. Inventory of archival records
2. Strict policy of access and safeguard for office files

9. Correspondence November -- Review
No Correspondence for November

10. Adjourn

- Tomales Village Community Services District | Board of Directors Regular Meeting
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AGENDA
Regular Meeting

TVCSD Board of Directors
WEDNESDAY November 12, 2014
Town Hall 7:00 PM

Phone: (707) 878-2767
TVCSD Mission Statement

Call to Order

1. Approve the September 10, 2014 & October 8, 2014 TVCSD Board Meeting
Agenda

2. Open Communication
(Open time is the time for community members to bring up items they wish to discuss
and items that do not appear on the agenda)

3. Additions, Corrections and Approval of September 10, 2014 & October 8, 2014
Board Meeting Minutes

4. Financial Report
(This is the time the Treasurer makes a report on the finances of the District and any
checks that are to be written are approved.)
A. Accept Check Registers and Approve Expenditures (Action)
B. Review Financial Summary (Information)
(Unaudited Financial Statements are never voted on or approved)
C. Update on SB90 Reimbursements — Review Only

5. Phillips & Associates Report
A. Self Monitoring Report (Information)
B. Duckweed Update

6. Committee Reports
A. Financial Advisory Committee
Meeting Minutes
Email Communication Policy
RCAC update

RFP Process - items for discussion

1. Timeline adjustment? Stagger Finance and Administrative positions?
2. Review RFP Process and next steps (attachment)

3. RFP List Review (attachment)

Status of Efficiency Audit
1. Review Feedback and Next Steps

B. Park Advisory Committee
1. Update Water Tower Roof Repairs -- Review
2. Update on Park survey, map and architectural drawings -- Review

- Tomales Village Community Services District | Board of Directors Regular Meeting
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7. Unfinished Business

A. Telstar Computer Proposal
1. Review Proposal

B. Bylaws
1. Review legal opinion from 2011

2. Governance Attorney

C. Secretary Position
Discussion / Action — Action

8. Office Update

1. Status of Office move - What items are outstanding?
a. What Documents are Required to be on site (@ office)
i. Protected pdf files - computer documents
ii. Access & responsibility - role of contract service providers with
regard to ownership of district documents
b. Due Date of Documents' arrival
c. Backup of Financial & Administrative documents kept at office
(including QB backup)
d. Management & Archiving of Recordings of Board Meetings
i. Media used
ii. Secure storage in the office
iii. Handling of recordings, methods of fulfilling requests
e. Computer backup, usage
f. Leaving items in the office
g. Public Records Act
9. Correspondence October -- Review

12 Year Sanitary Survey Report — State Department of Health

CSDA Membership Letter

Regional Water Quality Control Board Questions re Tomales Facility —
Dawning Wu, RWQCB

Web Design and Development Proposal — Akesh, SEO Team

moow>

10. Adjourn

- Tomales Village Community Services District | Board of Directors Regular Meeting
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TOMALES
VILLAGE

COMMUNITY
SERVICES
DISTRICT

Minutes of the Board Meeting

Minutes, Agendas, Board Packets
Bill Bonini called the meeting to order at 7:05 PM October 8, 2014, Tomales Town
Hall
Sue Sims took notes and recorded the meeting

Bill Bonini, President

Deborah Parrish, Vice President
Sue Sims, Board Secretary
Brian Lamoreaux

Patty Oku

Karl Drexel, Administrator

1. Approval of the November 12, 2014 TVCSD Board Meeting Agenda

ACTION:
Deborah Parrish: I'd like to make a motion to accept the
November 12, 2014 Agenda with the items suggested by

Karl in the designated places.
Vote:

Yes: Sue Sims, Bill Bonini, Brian Lamoreaux, Patty Oku,
Deborah Parrish

Opposed: None
Motion Succeeded

2. Approval of the 9-10-14 TVCSD Corrected Board Agenda

ACTION:

Bill Bonini: If there are no objections, | move to accept the
September 2014 Agenda.

CONSENSUS

3. Open Communication

(Open time is the time for community members to bring up items they wish to
discuss and items that do not appear on the agenda)

Brian Lamoreaux expressed concern that the Board keep the issue of the SUSD
financial contribution to their partnership with TVCSD in mind such that the topic not
be forgotten as part of the Board's regular conversations.
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4. Additions, Corrections and Approval of September 10, 2014 & October 8,
2014 Board Meeting Minutes

ACTION:
Bill Bonini: If there are no objections, | move we approve the
September & October 2014 TVCSD Board Meeting Minutes.

CONSENSUS

5. Financial Report (financial summary submitted)

ACTION:

Bill Bonini: If there are no objections, | move we accept the check
register and approve expenditures.

CONSENSUS

6. Phillips Report
Karl continues to wait on prices quotes for the Big Gun Sprinklers
Plan develop for Duckweed spraying

7. Committee Reports
A. Financial Advisory Committee
Director Sue Sims resigned from the FAC [9/8/2014]
RCAC extended time for finishing TVCSD rate study

ACTION:

Deborah Parrish: | make a motion to stagger the Financial Manager
and Administrator position timelines so that the Financial Manager is
first and the Administrator is second for a proper hand-off. Date
changes from November 24, 2014 to January 24, 2014.

Vote:

Yes: Bill Bonini, Sue Sims, Brian Lamoreaux, Patty Oku, Deborah
Parrish

Opposed: None

8. Unfinished Business
B. Bylaws
The Board is looking at the TVCSD tangled organizational structure
Karl submitted legacy email describing some of the issues. Donna Clavaud
agreed to send the email to Matrix and ask if they had seen a CSD with this
type of organizational problem.

9. Secretary Position
Director Patty Oku placed this item on the agenda because she disagrees with
the present Secretary, Sue Sims, on issues of meeting minutes style, paper
and ink conservation and what she sees as uncooperative behavior. Patty was
unprepared to enumerate claimed behavioral grievances but says she will make
a list. Bill Bonini would like to see more time between the distribution of the
Board Packet and the Board Meeting. Deborah Parrish suggested Directors
create a list of expectations and guidelines for the Board Secretary position.
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Please Refer to the Meeting Agenda and Board Packet for the November 12, 2014
Board Meeting for the following topics, discussed, but not represented in the
ACTIONS above:

6. Committee Reports

7. Telstar Computer Proposal
8. Office Update

9. Correspondence October

The meeting adjourned at 9:03 PM
Next Meeting: December 10, 2014, 7:00 PM

Approved December 10, 2014 Approved December 10, 2014




Tomales Village Community Services District 12/2/2014 9:23 AM
Register: 131.42 - Bank of Marin - Flex Account
From 10/31/2014 through 11/30/2014
Sorted by: Date, Type, Number/Ref

Date Number Payee Account Memo Payment C Deposit Balance
10/31/2014 311.00 - Interest Reven... Interest X 5.59 140,500.48
11/15/2014 131.44 - Bank of Marin... Funds Transfer 14,000.00 X 126,500.48
11/28/2014 311.00 - Interest Reven... Interest X 4.65 126,505.13
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Tomales Village Community Services District

Register: 131.44 - Bank of Marin - Sewer
From 10/31/2014 through 11/30/2014
Sorted by: Date, Type, Number/Ref

12/2/2014 9:28 AM

Date Number Payee Account Memo Payment C Deposit Balance
10/31/2014 311.00 - Interest Reven... Interest X 0.03 7,600.42
11/06/2014 Bill Pay SDRMA 222.00 - Accounts Pay... 50.00 X 7,550.42
11/06/2014 4093 KD Management 222.00 - Accounts Pay... 7,322.78 X 227.64
11/15/2014 PGE 222.00 - Accounts Pay... QuickBooks ge... X 227.64
11/15/2014 Bill Pay AT&T 222.00 - Accounts Pay... 11373 X 113.91
11/15/2014 Bill Pay ATT U-Verse 222.00 - Accounts Pay... 28158 X -167.67
11/15/2014 Bill Pay Capital One, FSB 222.00 - Accounts Pay... 58.49 X -226.16
11/15/2014 Bill Pay CSDA 222.00 - Accounts Pay... 831.00 X -1,057.16
11/15/2014 Bill Pay Phillips & Associates ~ 222.00 - Accounts Pay...  Operator 6,158.86 X -7,216.02
11/15/2014 131.42 - Bank of Marin... Funds Transfer X 14,000.00 6,783.98
11/17/2014 4094 Venta Leon 414.49 - Other Office E... 20.56 6,763.42
11/17/2014 4095 Ana Gonzales 414.49 - Other Office E... 60.00 6,703.42
11/17/2014 4096 Richard Levy 222.00 - Accounts Pay... VOID: X 6,703.42
11/17/2014 4097 Richard Levy 222.00 - Accounts Pay... 2,150.00 X 4,553.42
11/26/2014 414.90 - Telephone & I... Deposit 100.00 4,653.42
11/26/2014 Tomales Regional Hi... 137.00 - Accounts Rec... 63.00 4,716.42
11/28/2014 311.00 - Interest Reven... Interest X 0.01 4,716.43
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Tomales Village Community Services District 12/2/2014 9:42 AM
Register: 131.46 - Bank of Marin - Park
From 10/31/2014 through 11/30/2014
Sorted by: Date, Type, Number/Ref
Date Number Payee Account Memo Payment C Deposit Balance
10/31/2014 311.50 - Interest Incom... Interest X 0.26 62,756.47
11/15/2014 Bill Pay Fishman Supply Co. 222.00 - Accounts Pay... 28.73 X 62,727.74
11/15/2014 Bill Pay PGE - Park 222.00 - Accounts Pay... 9428 X 62,633.46
11/26/2014 Henry Elfstrom 137.00 - Accounts Rec... 70.00 62,703.46
11/28/2014 311.50 - Interest Incom... Interest X 0.24 62,703.70
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Register: 131.48 - Bank of Marin - Solar
From 10/31/2014 through 11/30/2014
Sorted by: Date, Type, Number/Ref

Tomales Village Community Services District

12/2/2014 9:12 AM

Date Number Payee Account Memo Payment C Deposit Balance
10/31/2014 311.00 - Interest Reven... Interest X 0.12 29,139.42
11/17/2014 316.00 - CSI Solar Reb... Deposit X 1,095.42 30,234.84
11/28/2014 311.00 - Interest Reven... Interest X 0.11 30,234.95
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Tomales Village Community Services District

Register: 131.31 - Redwood Credit Union
From 10/31/2014 through 11/30/2014
Sorted by: Date, Type, Number/Ref

12/2/2014 9:17 AM

Date Number Payee Account Memo Payment C Deposit Balance
10/31/2014 311.00 - Interest Reven... Interest X 7.26 85,590.06
11/30/2014 311.00 - Interest Reven... Interest X 7.02 85,597.08

Page 1



Date

24-Nov
25-Nov
25-Nov
10-Nov
20-Nov
24-Nov

31-Oct
12-Nov
14-Nov
20-Nov
1-Nov
1-Jan
1-Jan

24-Nov
25-Nov

1-Nov
1-Nov
30-Oct

Tomales Village Community Service District

Vendor

Phillips & Assoc.
PGE

PGE

AT&T Uverse
AT&T

Capital One

Telstar

SWRCB

USA North

Marin Co. Public Works
Richard Levy Pd
Karl Drexel

Karl Drexel

Oct - Nov

PGE
Fishman Supply

Oct - Nov

City National Bank
Municipal Finance Corp
SWRCB

Total

Payables
Nov - Dec 2014

Amount

5,332.65
100.63

(49.95)
102.32
91.65
60.00
19.95
67.25
1,125.00
1,044.00
150.00
282.50
2,150.00
400.00
6,754.00

R T R A e T R T A R

L

17,630.00

PARK EXPENSES

$ 79.01
$ 53.33
$ 132.34

RESTRICTED FUNDS

17,941.18
750.00
24,137.68

B B P

$ 42,828.86

$ 60,591.20

Expense

Dec O&M Services
WWTP PGE

NEMS Correction

Office ATT Service

Plant ATT Service

BHI - Good Board Work
Web Hosting

Office Depot - Printer Ink
Pond Level Annual Calibratioons
WDR Permit Fees
Annual Membership Fee
Annual Haz Mat Permit
Mediation Services
Health Ins Allowance
Jan Admin Services

Park PGE
Paper Products

Solar System Lease
Solar System Admin Fee
Clean Water SRF
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CITY NATIONAL BANK
2100 Park Place, Suite 150
El Segundo, CA 90245
Attn: Loan Servicing #354

INVOICE
DATE: NOVEMBER 1, 2014
TO: TOMALES VILLAGE COMMUNITY SERVICES DISTRICT
P.0. BOX 303

TOMALES, CA 94971

Atiention: Accounts Payabie

INVOICE ITEMIZATION
RE: LEASE AGREEMENT #09-006
Dated July 1, 2009
LESSOR: MUNICIPAL FINANCE CORPORATION
Phone: 882044787 §05-2LT-7(90
ASSIGNEE: CITY NATIONAL BANK gl
PROPERTY: SOLAR PANELS AND TREATMENT FACILITIES
hokkkdkckkokkchok fok ok dkokhokei kR
PAYMENT DUE: DECEMBER 16, 2014

MAKE CHECK PAYABLE TO: CITY NATIONAL BANK

TOTAL DUE: $17,941.18

11



MUNICIPAL FINANCE CORPORATION

2945 Townsgate Road, Suite 200
Westlake Village, CA 91361
805-267-7140

Invoice

Date: November 1, 2014

To: Tomales Village Community Services District
P.O. Box 303
Tomales, CA 94971
Attention: Accounts Payable

Administrative Fee regarding:
Lease Agreement #09-006 L.

Payment schedule (C)
Solar Panels and Treatment Facilities

Amount Due: $750.00

Due Date: December 16, 2014

Make Check payable to Municipal Finance Corporation
(Please use provided remittance envelope)

12
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State Water Resources Control Board

October 30, 2014

Mr. Karl Drexel

Administrator

Tomales Village Community Services District
P. O. Box 303

Tomales, CA 94971

Dear Mr. Drexel:

CLEAN WATER STATE REVOLVING FUND (CWSRF) FINANCING AGREEMENT, TOMALES VILLAGE
Community Services District, AGREEMENT NO. C-06-4633-110, CONTRACT NO. 98843-550-0,
ACCOUNTS RECEIVABLE NO. 98843-14-12

In accordance with the repayment provisions of your CWSRF Financing Agreement, your annual
repayment is due in this office on or before December 31, 2014. Enclosed is a copy of your repayment
schedule showing disbursements and any repayments to date.

Please make your check in the amount of $24,137.68, payable to the State Water Resources Control
Board. When making repayment, please refer to contract No. 98843-550-0 and accounts receivable No.
98843-14-12 to ensure proper credit to your account.

We recommend that you send the repayment by REGULAR MAIL or OVERNIGHT MAIL. If repayment
is not received in this office within ten (10) days after the due date, a penalty of one-tenth of one percent
(0.1%) per day will be assessed. The penalty will be assessed on the amount due from the repayment
due date.

Submit your repayment to one of the following:

Reqgular Mail: Overnight Mail Service:
CWSRF Accounting Office CWSRF Accounting Office
CWSRF Program CWSRF Program

P. O. Box 1888 1001 | Street, 18" Floor
Sacramento, CA 95812-1888 Sacramento, Ca 95814

If you have any questions, please call Ms. Barbara August at (916) 341-6952.
Sincerely,

Janice Clemons
SSMI

Enclosure
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GENERAL FUND
FINANCIAL STATEMENT
TOMALES VILLAGE COMMUNITY SERVICES DISTRICT
11/1/14 - 11/28/14

I. BEGINNING BALANCES
A. Checking
1. Redwood Credit UNnioN........coviie i e e v e e e eaeae s 85,590.06
2. BOM - MONEY Market........cuoriie i e e e e e e e 140,500.48
3. BOM - SEWET ACCOUNT. .. ... ettt et re e e eneees 7,600.42

4. BOM - Park ACCOUNT. ...t et e e e e e e e e e e e e 63,058.80
Total BegiNNING BalanCeS ... ..veie et e e et et e e e e e e e e e e e

I1. INCOME
A. Interest Earned
1. Redwood C redit UNiON..........ovii i e e e e ve e e e 7.02
2. BOM - MONEY Market........cuorie i e e e e e e e 4.65
3. BOM - ST ...ttt 0.01

4, BOM = ParK. ..ot i e e e 0.24

Total INtEreSt EArNEA. .. ...t e et e e e e e e e e e e e e e e
B O 101 Y O] ] =T 1=To I 1
I P
B0 g YTV
o ANNUAL SEWET RALES. ..ot cen et it vet et e e e e e e e e e et e e e e e e
Park PGE Fees.......vvvve v s
. Misc Income - SB 90 ReimMbUISEMENTS. ... un it e v e e e e e e e e e e e
. Park Rental and DePOSit FEES. .. .. uu ittt et e e e et e e e e e

IOTNMTMUOW

LI 7= I o] =

Total AMOUNT AVAIIADIE. .. ... e e e e e et e e e et e e e eas

I11.  EXPENDITURES
A. KD Management LL/7/14. .. ..ot e e e e e e e e e e 7,322.78
B. AT&T - WWTP Service LULT/1A. .. .ou o e e 113.73
C. AT&T - Office Service 11/17/14. ..o e e 281.58
D. Capital One Bank L1/17/14. .. ... e e e e e e e, 58.49
E. Phillips & ASSOC LL/ATI1A. .. ... e e e e e e e e e e 6,158.86
F. Richard LeVi 11/25/14...... .ot e e et e e e e e 2,150.00
G.SDRMA LL/B/1A ... et e et e e e e e e 50.00
H. CSDA Annual Fee 11/17/14. .. ... e e e e, 831.00
I. Baudelio Martinez 11/03/14. .. ..ot e e e e e e e e e e e 102.33
J. Fishman Supply 11/17/14. .. ..o e e e e 28.73
O o R o T 1 94.28
L. Park Deposit RetUrns 11L/24114 ... ... ..ot e e et e e ee e 200.00

0] = I = o 1= T L 8

11.92
0.00
0.00
0.00
0.00
0.00
0.00
0.00

FUNd Balance @S OF 10/31/2004. .. ... ettt e et e e e e et e e e e e e e e e e ete et e e e e e ebe e ea e eae s

296,749.76

11.92

296,761.68

17,391.78

279,369.90
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DEBT SERVICE
FINANCIAL STATEMENT
TOMALES VILLAGE COMMUNITY SERVICES DISTRICT
11/1/14 - 11/28/14

I. BEGINNING BALANCES
A. BOM - S0lar ACCOUNL. ... ettt e et e e e e e e e e e e, 29,139.42
Total BegiNNiNg BalanCes. .. ....vu et e e e e s et e e e e e e e 29,139.42

I1. INCOME
y AN 101 (= =) ==V 1T o R PP 0.11
B. Itemized Receipts
1. CSIREDAE HA2. ..o et e e e e e e e 1,095.42
QLo = L 1 Tolo] 3 1= PP 1,095.53

Total AMOUNT AVAIIADIE. ... e e et e et e et e e e et e e e eae e e e eas 30,234.95

111. EXPENDITURES
A. Payment to City National Bank..........ccvvivriiiiiiiie i 0.00
B. Payment to Municipal Finance Corporation...............oovviiiiiiiiiiiiiiiiieiennns 0.00
L0t LI (o1 T L (0 L =T 0.00

FUund Balance @S OF 10/31/2014. .. ... ot it e et e e e e e et e e et e et e e et e et e et e e et et e e e 30.234.95
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THE SHORELINE UNIFIED SCHOOL DISTRICT AND THE TOMALES
SEWER SYSTEM HISTORY

In the late 1960’s, the Marin County Board of Supervisors (County) instituted a moratorium on
building in Tomales. The reasons are sketchy at best, but apparently there was a perception (or
reality) of an illness outbreak due to septic systems (faulty?) and water wells in close proximity
on the small lots in Tomales. The illness and the numbers affected are immaterial at this point.
What is important is the ultimatum presented by the County. The Town of Tomales could not
build anything until they developed a water system or a sewer system.

The Shoreline Unified School District (Shoreline) was already in the design phase of a new
Tomales Middle School, but the moratorium also included the school construction. The County,
Shoreline, and the North Marin County Water District (North Marin) got together to consider all
of the options to move forward with their expansion plans. The outcome was Shoreline and
North Marin would put a vote on the ballot in 1975 for the public to determine if they would
approve a sewer system for Tomales, protecting the groundwater from contamination from
faulty septic systems.

On May 15, 1975 Shoreline and North Marin entered into a legally binding agreement
(Agreement) to build, operate and maintain a community sewer system if certain conditions
were met. Those conditions were:

- The voters of Tomales in the June 1975 election approve the annexation of the territory
of the Town of Tomales to North Marin;

- The voters of Tomales authorize North Marin to contract with the State Water Quality
Control Board on behalf of Tomales for a construction loan of $189,200;

- North Marin receives grants from the State and Federal governments to build the
Tomales Wastewater System (System) as designed and outlined in a previous EIR;

- And, Shoreline “has the authority to issue and sell bonds, and otherwise has the means,
to finance the construction of the Tomales Middle School” (from original MOU)

The voters in 1975 overwhelmingly in supported the annexation to North Marin; approved the
construction loan, as well as an ad valorem tax of $0.75 per hundred valuation of all of the
improved property in Tomales; North Marin was able to get State and Federal grants to build the
$1.2 million wastewater treatment system; and Shoreline was able to build the Tomales Middle
School.

With all of the conditions met, the agreement went on to specify that North Marin shall prepare
plans and specifications for the System and will construct, operate and maintain the System.
Under the Agreement, the System design would “include facilities for the collection, treatment
and disposal of sewage” within the Town of Tomales, “including the sites of Shoreline’s
Elementary School, Middle School and High School. The System shall have the capacity to
meet the sewerage requirements of Shoreline’s three schools as long as the total student and
staff population does not exceed 640. (This is the only reference to population and no reference
to minimums or lower totals)

There was also a clause in the Agreement that stated if the construction of the System and the
required laterals to the three schools went over estimated costs, Shoreline would pay the
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overage within 30 days. The Project Cost overrun amounted to $116,871 with Shoreline’s
percentage amounting to $39,736, which was approved as a 40 year loan to North Marin, which
is still being paid on.

When the System was designed and built, reclamation of treated water was designed into the
System for landscape irrigation and was subsequently used by Shoreline for the next seven
years. The reclaimed water was provided by North Marin to Shoreline at a point adjacent to the
treatment pond and it was Shoreline’s responsibility for all facilities beyond that point for
“transportation, storage, handling, and use, including without limitations, pumps, pipes, tanks
and irrigation equipment.”

In return for the sewage collection, treatment, disposal and reclamation, Shoreline agreed to
pay North Marin as follows:

- A Sinking Fund Component to repay the original construction loan at the rate of 18% of
the State Loan repayment;

- A Capital Reserve Fund equal to 34% of Capital Reserve Funds;

- An Operation and Maintenance Component equal to 51% of the O&M costs

In 1981, the Agreement was mutually changed by North Marin and Shoreline, getting Shoreline
more involved in the operations of the Tomales wastewater system. The Memorandum of
Understanding stated, “SUSD will assist in the operation of the Tomales wastewater system,
with the aim of cooperatively achieving a high degree of operational reliability and reducing
operating costs, to the benefit of the entire Tomales community.” This assistance was mutually
agreed to, spelling out the means by which the agreement would be accomplished. This
included:

- SUSD will conduct and supervise the operation of all reclaimed wastewater irrigation
operations.

- SUSD will perform RWQCB-mandated monitoring functions related to reclaimed
wastewater.

- SUSD will assist in the sewer system direct operations by setting up and operating a 24-
hour automatic sampler; by providing backup safety personnel as needed; perform
periodic ground keeping maintenance of the sewer treatment and disposal facilities; and
perform additional functions as mutually agreed to.

It was further agreed that Shoreline would pay North Marin 33.4% for capital costs, 34% for
reserve fund (sinking fund), and 51% for operation and maintenance costs, in addition to the
operational assistance agreed to above.

In May of 1982, Shoreline chose to forgo reclamation water services and the Agreement
between the parties changed again. The new agreement reduced Shorelines percentage of
operation and maintenance from 51% to 34%, which is where it is today.

When the Tomales sewer system was built and the two parties entered into a contractual
arrangement for the operation and maintenance of the system, they felt it was equitable for the
school, the district and the community. With the development of a sewer system, the school
could be built, property owners could be assured of safe and reliable drinking water, and the
creeks and waterways of the Tomales Bay watershed would be protected from pollution. This
agreement is still equitable for Shoreline, the District and the residents of Tomales.
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AGREEMENT

On ” May 15 , 1975, NCRTH MARIN

COUNTY WATER DISTRICT ("North Marin") and SHORPELINE UNIFIED SCHOOL
( 2!

') agread as follows:

1. This agreement and all the rlghrb and ohligations of the
a

parties hereto are subject to the conditions precedont, first, that
at an election to be held on June 24, 1975, in the territory known as
a

Town of Tomales, the electors by a majority vote appy
(&

tion of said territory to North Marin, approve the formation of
Improvement District No. TS-1 in the annexed territory, and authorize
North Marin to conbtract with the State of California on behalf of

the improvement district for a Water Quality Control Fund loan of not
moxre than $189,200 (hercinafter referred to as "the State loan™)

and that North Marin receives a grant to build the Tomalcs Waste-—
water System as outlined in the Project Report and BIR dated Decembar
1274 and Project Report and BIR Addendum dated March 1975 (herein-
after referred to as "the System") under the provisicns of the Federa
Water Pollution Control Act and the State Clean Water Bond Law, and
second, that by June 1, 19735, Shoreline has the authority to issue
and sel11 bond and otherwise has the means, to finence the consitruc-

s
tion of the Tomales Middle School.
2. Subject to the conditions in Section 1 hereof being me

Northk Marin will prepare plans and spoecifications for, and shall

construct, operate and maintain, the System. Tho System will include

facilities for the collection, treatment and disposal of sewages within

the territory of Imorovement District No. TS-1 including the sites

0

of Shoreline's Llementary School, Middle School and High School. The
System shall have a capacity to meet the sewerage reguirements of
Shoreline's three schools as long as the total student and sta
population thereof does not exceed 640. The Syster

of producing an effluent meeting the reguirecments for sewage disposal

by irrigation of pastures ancd landscaped areas.

Aracy, )
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3. Prior to commencem2nt of constructlon o

line shall grantit to North Marin without cost all easemants and rights

-t

of way on and across the lands of Shoreline as shall be reasonably

necessary to construct the System. Shoreline land not in excess of

thr acres as regulred by North Marin in fee simple for pond construc-
tion shall bo granted to North Marin and North Marin shall pay for same

an anount of money to bs mutually agreed upon by the ties hereto but

@

in no event nore than $1,500 per acre.

L

fl,

™
R

4. For each of the three schools, North Marin shall design z
construct a lateral sewer from a point of common collection to the
North Marin system. The location of said point of common colloction
and lateral route shall be determined by North Marin after conferring
with Shorelire. The current estimate Lo construct said ihres laterals
is $17,075. DNorth Marin will make every veasonable effort to acquire
financing of the typoe noted in Section 1 hereof for said lateral
costs. In thoe event said financing cannot be acquired, Shoreline

shall, prior to commencement of construction of said laterals, advance

Q
re
0]
o
l._J .
&
i
iy
=
M
M

tmated cost to constru
d construction, if actual costs ex-
1 y the overags within 30 days of
receiving a bill ther s3 than the sum
advanced, North Marin shall credit same to Shoreline's first payment
for service made pursuant to Section 6. Upon completion of construc-—~
tion of each lateral, the portion of said lateral 1ying on Shoreline

1

prooerty shall be operated and maintained by Shoreline at 1ts expense.

5. North Marin will make available to Shorelinsz such quantities
fflusnt meeting requirements for irrigation of landscaped arecas
(hereafter referred to as "reclaimed water") as North Marin shall
produce and as Shorceline shall request for reasonable irrigation of

schools. The

o

caped areas surrou wclng'bhorellﬁn" ‘thre

rr.
oy
2
=
o
v
[
|
o)

ryoclaimed water shall bz delivered to Shoreline at a turnout from

North Marin's treatment pond, at which point, xrisk of loss and re-

sponsibility Ffor transportation, storage, handling and use of th
reclaimed water shall pass to Shoreline. All facilities beyond the
point of delivery for such transportation, storage, handling and use,

e
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including without limlbation, puaps, plpes, btanks and irrigation

o
equipmeil, shall be designed, built, ownad, oparated and

maintained
tiss bullt

by Shoreline at its cwpsnse, providad that (1) all facili
on lands of North Marin shall be in accordance with plans and specifi-
O

cations approved by North Marin prior t ction, and (2) the

irrigation Sys tem shall be post 'd with warni:

u
signs and be ope *atbd
i

laws and L”e reqwlra—

i
by Shoreline in compliance with a1l applicabl
c

mants of all county, state and federal agencies having BUVlQQLCLth

I

jﬂﬂL~H1nn any reguired monitoring and obszcvations required in the

o NOELES - “y 3y ] oy z Fagotra 'ﬂ T g 3 e . L +
Aarcas where reoclalimed water 1S usod., q‘:_h Marin will not distribute

reclaiped water from 1ts Tomales plant to any other entity without

irnc offering 1t to Shoreiine [or use in ther manner set forth in

6. In consideration of the aforesaild sewage and rveclaimad water

s2s o ba provided by North Marin, Sheoreline will pa

a. FPFor tha peridd January 1, 1876 to Juns 306G, 1876, the sum
of $25.00 per day from the first day of usa of sorvics o the Middlc
School with said charges to be due and payable within 30 days of re-
celph of invoeicoe therefor.

b. For service for each fiscal year frowm July 1, 1976 through
June 30, 1981, an annual payment estimalted to be 513,800 but which

shall be egual to the sum of the following three components:

Component equal Lo Shoreline's

[eres

{1} A Capltal Cost
prorata percontage of the Sinking Fund Payment redquired to
repay the State loan as shown on North Marin's schedule for
amortizing the State Joun. Shoreline's prorata porcontage
shall be determined by North Marin and, based on an esti-
mated total project cost of $£796,500, a State loan of

$189,200 and Shoreline's allocated share of $33,195, 1is

pstimatod Lo he ($233,199 -+ $18%,200) »x 100 = 15%.
(F) & Caplital Besefvs Funld Ooupbosob eogual &8 343
of annual czpital rescrve fund deposits regulred by the State

Cront Contrvact which deposits are estimated not to exceed

52,500 por veoour,
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{(3) BAn Operaticn and Mainienance and Repair Com-
ponent egual to 51% of the cstimated opsration, maintenance

and repalir expense of the Systewm for said vear.

Said annual payments will be made in advance pricr to July 1 of each
year commencing in 1976. Yhen actual component costs for the ensuing
fiscal year are not known, they shall be estimated by Horth Marin.

Within 60 days after the end of each fiscal yea the difference be-

]

and actual component costs [or the previous yzar

I

tr\rd =11 tl’l@ estimﬂt

shall ke determined by North Marin and shall be adjusted by an addi-
feas

tional payment by Shoreline to North Marin or by a credit by North
Marin to Shoreline as the case may be.

June 30, 1981, such fair and nondis-—

st
)
Q
i
B
ol
i
o
[
3

c. For servi
criminatory rates as arc established from time bto time by North Marin,
taking into consideration the fact that the real proj

B
i3 not taxable by North Marin. Prior to charging any rate, North Marin

will confer with Shoreline and will hold a public hearing thercon.

d. Lf the lateral sewers from Shoreline's three schools to

North Marin's systei are includoed among the eligible facilities that
can be built with Clcan Water Grant funds or the proceads of the State
loan, thon the Capital Cost Component in Subsection b of this Scction

shall be increased to include repayiaent of appropriate cosis as deter-
mined by North Marin.

7. North Marin will use iis best efforts to complete the con-

3

tion of the System so as Lo commence sovwerage service to Shore-

bp

line's Middle School by January 1976 and to the Elemenkary and High
Schools by July 1576, but North Marin shall not be liable for any delay
in cuch complabion of commencement.

5 -

8. Shoreline will comply with all Sewer Scervice Regulations from

tim2 to time promulgated by North Marin and any applicable conditions

of tihic State Grant Contract and Faderal Grant Ofifer.

i
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the da

—~~

WIIEREOQOF, the parties horeto have executed this agree-—

ke first above written.

NORTH MARIN COUNTY WATER DISTRICT

»/, A

BY ot s Commartl
ATTLST | 4 Prasident o
{
S P 3 Vil OO
ec ary
(SEAL)
SHORZLINE UNIFIED SCHOOI, DISTRICT
P,
By, W
ATTEST: RGY ;
, /S / Board of Trustoes
O 7 4 { ’ . s £ o st
e cintendent
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April 3, 1%81

Theodora Faiocla, Suporintendent.
Shoreline Unified School District
Poslk Olfice Pox 1498

Tomales, California 94971

SURJ: Letter Agreement re Tomales STP Operatl.ion

Dear ¥s. Talola:

This letter of understanding sets forth the terms of agrecmont batwaeen
Shoreline Imified School District (SUSD) and Rorth Marin Countv Water District
(NMCWD) whereby SUSD will assist in the operation of the Tomales wastewater
svstem, with the aim of cooperativelv achieving a high degree of overational

= o =

reliakility and reducing operating cosits, to the be
community.

It is mutually agreed as follows:

sy oot
o wasto—

1. SUSh will conduct and supervise the operation of all reclalmed
water sohoel irrigation operations (currently comprised of the High School
slic fields) in a manncr that will minimize hecalth® zrisk and comply with
the regulations and obher reguirements of the State of California Regional
L

b¥]

ity Control Hoard (RWOCEH).

S will perform RWQCB-mandated moniltoring funclions related Lo the

r~
1

ollows:

a. Collection and dolivery of
“he NMCWD laboratory.

Sammlas

(
~
1

©. Periodic inspecticns of the school
nd completion and delivery to

st in Tomales sewage svsicom direct operations as

G
o
N
(&

follows:

a. Cbtain from MMCWD. set up, and stari operaticn oI aato-
tic Z4-hour composite sampler, on such schedulesz a

auired by The RWOCR.

)]
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Thaodora

Shoreline

s
mutzuaal by

delcrmining

forth in

are partially

&
o

reducing

Date

JON 2

rolicies

Superintendent
District

Faiola,
Unified School

safety personnel for NMCWD personnel
HMCWD
safely

. Provide back-up
while changing chlorine cylinders or while
sonnel perform other work reguiring back-up

i

narsonrel .

. Perform periodic grounds keeping mainbtenance of NMCWD
sewage troatment and disposal facilities.

4. TForform additional functions as warrant.ed

mutually agreed and determineod.

SUSD and NMCWD shall each designate a liaison representative who

shall have the authority Lo
and implement ingg operat ional and mainic

iyaneiogs In

ay
- ot - e FRY 1 ons Lo G
Al SEINIE N NEE sS4

represont. thelry respoeotive

this agroenmnent.

It is mutually understood that operation and maintorancoe acilvities
drctated by RWOCRB-mandated requirements and that compliance with

ard wegulabions is of upmest priority.

NMOWD wi every bossil

EANPE | i) by |

continue to diligentiy explore

"
costs, and will expeditiously imnlement arv

oporating

STRICT

TJ(\HTU. MARTN CQUNTY WATEL DT

BY -

Tareral

Jonn Cla¥® Ne

<an

,,,,,,,

'HV

nu‘ f“r it

Faiola,

Thoeodora
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May 14, 1882

Pat Fonnady,
Shoroline Unified
B 0. Box 198

Pomales, California 94571

3 P

Pursuant o our mecbing this morning, North Harin County Hoebc At ek

{subJect to the deariag and NMCWD Board approval on May
line Unified School District for sewer service using the
jactors used in the prior fiscal vear (i.e., 33.4% fozr czp
ion and maintonance). The

s

rogmrve tond, ams 51% for wpors a
therefore now dun and pavable for F.¥Y. 18981-82 is

the same formula will apply unless to forego
ige for the coming irrigation s event the
o] are 33.4% for capltal cosis,

= ; z o i
for operation and maintenance, and the agtiwmated hill for F.Y. 1882-83
L L na < 7
3 i

service is as shown on ALttachment B. on the othar han
continuas roclemalion waler serviga . L8RS fha &

factors would remain thoe same as for ©.Y. 1981-82 and the

o

F.y. 128%-83 is as shown on Attachment C.

Please be remindoed that 10 SUSD opls Lo oliminate veoianiid

prees maes  Em ke o T s Pl EE Y o o PR ey
Esane Eaed Cliew @b 8 fnourte Jdale plgneg Lo

bo some start-up costs that will have to bo

special charge at thab lime.  These could run on vho ordsenr o1

Plesse procoss Lhe Ly, 1981-82 bill Tor p nent and iol us know whebner
you wish to terninat e reclamaiion watew sm‘vi(:e T'UL tuliee

VoSHmnLng Yinar.

Singerely Mours,

John 0Olaf
Sansrall

cnolosures

P.3. &ince the irrigation season commences bofore
savings wald saorus o P

These
5 B wredl

we anbicipat

cmlnata rog ation walter

czloss of F.YV. 18451-82 and app

o £ HEaa

Ty s BEATENE  MRNRTRE
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May 25, 1982

John 0. Nelson " o
General Manager NOnRTY MARI ~
North Marin %ater District W??Egiﬁvf“ouwry
P. 0. Box 1486 Rl i
Novato, CA 94948
Dear Mr. Nelson:
At their meeting on May 20, 1982, ihe Board of
Trustees of the Shoreline Unified School District de-
cided to eliminate the reclamation water service we
receive from vou, as of June 30, 1982, for the 1982-873
year.
It is our understanding that this will reduce our
share in the Operation, Maintenance and Repair component
of our agreement from 51% to 34%, at a savings to our
District of approximately $6,784.
Thank you again for taking time to meet with us.
Sincerely,
Patrick J. Kennedy
Superintendent
it
ROOEGA BAY ELEMENTARY TOMALES HIGH SCHOOL WEST MARIN CLEMENTARY INVERNESS FRIMARY
(707} 575 3568 {(707) 878-22BG (415) 662.10t4 (415) €60 1018
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Board of Directors

Nicole Vigeant
President

Bill Tucker
Vice-President

Walter Earle
Board Member

Kat Marando
Board Member

Margaret Graham
Board Member

Administrator

Karl W. Drexel

TOMALES
VILLAGE

*—%

COMMUNITY
SERVICES
DISTRICT

April 20, 2009

Stephen Rosenthal, Superintendent
Tim Kehoe, President Board of Trustees
Shoreline Unified School District

PO Box 198

Tomales CA 94971

Dear Superintendent Rosenthal and President Kehoe,

When our predecessors built the Tomales sewer system and entered into a
contractual arrangement for the operation and maintenance of the system, they
felt it was equitable for the school, the district and the community. At the time the
school district was unable to build the new middle school because of a county
enacted building moratorium. With the development of a sewer system, the
school could be built, property owners could be assured of safe and reliable
drinking water, and the creeks and waterways of the Tomales Bay watershed
would be protected from pollution.

The original agreement between the school district and the sewer district
provided for the school taking treated wastewater for the irrigation of the school
fields and landscaping. The SUSD and the sewer district became partners in the
building and operation of the sewer system. The SUSD paid 51% of the
operating and maintenance costs of the sewer system and 34% of any capital
improvements necessary to maintain the integrity of the system. At the time the
population of the school was more than double that of the community most of the
year, and state requirements for using treated wastewater were quite expensive.
In 1982, the State passed Title 22, requiring even higher standards of treatment
and additional costs. At that time, the SUSD decided to forgo any additional
costs and opted out of taking the treated wastewater for irrigation. Consequently
the contractual agreement between the school district and the sewer district was
revised to reflect the reduced costs and it was agreed upon by all parties that the
school’'s share of the operating and maintenance costs would be reduced to
34%, and any capital improvement costs would be the same. This agreement
again was considered equitable for the school district, the sewer district and the
community. The school was still over twice as large as the rest of the community
most of the year.

Over the last year | have come to realize the wisdom of the agreements between
the school and the sewer district. | have been working on trying to find a
formulation that works given the size of the community and the population of the

P.O. Box 303
Tomales, CA 94971
Ph 707/878-2767 * Fax 707/575-4306 ¢ e-mail tvesd@pacbell.net
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schools and | have not come up with one that is more equitable than the current agreement. Let
me explain what the different scenarios entail.

The population of the Tomales CSD is 210 according to the last census. The per capita is 2.4
people per household. Each household is one Equivalent Unit (EU) and pays $696 per year.
The school population, including staff is 492 for 9 months out of the year. This is equivalent to
369 for the whole year. If the total population was divided by 2.4 to equate to a single family
home, there would be the equivalent of 154 EUs and the rate for service would be $107,184 per
year. Of course we know that 2.4 students and staff probably does not equate to a single family
home, but what portion do they account for? With the formulation we use for commercial
property, the rate is multiplied times .667 to reflect the seasonal adjustment of local businesses.
If we apply that to this formula, the schools’ charges for service would be $71,491. The average
over the last 9 years has been $62,372 and is projected for the upcoming fiscal year to be
$67,305. It is true that a few of the years over the last 10 years charges have been more than
the above formulation, but on average they have been consistently and considerably less.

The formulation for commercial dining establishments is predicated on the “potential” for
service. It doesn’t matter how many meals a restaurant serves, their rates are determined by the
number of seats they have and the “potential” meals they can serve. If we use this criterion for
the school cafeteria, it doesn’t matter that there are only 1600 meals served per year. The
potential is far more than that and might even approach the 2628 meals a single family of 2.4
people serves in a year. If that were the case, then the school population would closer equate to
the 154 EUs than something less.

Additionally, if the SUSD contractual agreement were to be altered, the total cost of capital
improvements for maintaining the integrity of the system and maybe even advanced tertiary
treatment for reintroducing recycled wastewater to the schools, would be spread out over all of
the EUs in the District. That means the cost to the current 128 EUs in the community composed
of residential and commercial property would be shared with the 154 EUs of the SUSD, and
your share would jump from 34% to 55%. If the EUs of the school were to be calculated at 103
(154 x .667), the district’'s share of capital improvements would jump from 34% to 45%.

During the first 10 years of the TVCSD'’s oversight of the district, major capital improvements
have been made improving the operations, the integrity, and the environmental safety of the
Tomales wastewater treatment system. This, along with the startup costs, training and
maintenance costs, have had a major impact on the overall costs for everybody. However, the
major capital projects are coming to completion, operating costs have leveled out, maintenance
is under control and the SUSD’s service fees have stabilized over the last three years including
the upcoming fiscal year.

The TVCSD feels the current agreement is equitable to the SUSD, the TVCSD and the
community, and believe that no changes are warranted at this time. If and when the District
moves to tertiary treatment levels and can provide safe recycled water to the school, a new
MOU will have to be developed and the above issues can be revisited.

If you have any additional questions, please feel free to contact me.

Sincerely,

Karl Drexel
Administrator

P.O. Box 303
Tomales, CA 94971
Ph 707/878-2767 * Fax 707/575-4306 ¢ e-mail tvesd@pacbell.net
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04 -'05
05 -'06
06 -'07
07 -'08
08 -'09
09 -'10
10-'11
11-'12
12-'13
13-'14
14 -'15

Average

Shoreline Unified School District Possible Billing Changes

Current Student & Staff 12 mo Equiv. EUs  Cost/ EU No. of 12 mo Equiv EU Rate Meals Number of Rate After School Total Bill Diff.
System Population Equiv. at2.4 EU Basis Meals Equiv. Seats /Seat Basis After School Basis New
$60,182 521 391 163 612 $99,756 1,723 1,292 25 0.05 $760 150 0.05 $4,590 $105,106 $39,574
$57,619 511 383 160 612 $97,920 1,604 1,203 23 0.05 $708 150 0.05 $4,590 $103,218 $40,301
$69,388 496 372 155 696 $107,880 1,552 1,164 22 0.05 $779 150 0.05 $5,220 $113,879 $38,492
$113,505 492 369 154 696 $107,010 1,572 1,179 23 0.05 $789 150 0.05 $5,220 $113,019 ($6,495)
$111,389 445 334 139 696 $96,788 1,572 1,179 23 0.05 $789 150 0.05 $5,220 $102,797 ($14,602)
$72,396 450 esl 338 141 756 $106,313 1,572 est 1,179 23 0.05 $857 150 0.05 $5,670 $112,840 $33,917
$64,458 450 esl 338 141 756 $106,313 1,572 est 1,179 23 0.05 $857 150 0.05 $5,670 $112,840 $41,855
$70,449 450 esl 338 141 756 $106,313 1,572 est 1,179 23 0.05 $857 150 0.05 $5,670 $112,840 $35,864
$70,082 450 esl 338 141 756 $106,313 1,572 est 1,179 23 0.05 $857 150 0.05 $5,670 $112,840 $36,231
$83,777 450 esl 338 141 756 $106,596 1,572 est 1,179 23 0.05 $857 150 0.05 $5,670 $113,123 $22,819
$88,664 450 esl 338 141 756 $106,596 1,572 est 1,179 23 0.05 $857 150 0.05 $5,670 $113,123 $17,932
$78,355 470 352 147 713 $104,768 1,587 1,190 23 0.05 $816 150 0.05 $5,351 $110,936 $26,413
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Phillips & Associates e

) #A-751807
 Management & Technical Resources

SWRCB
Operations
Management
November 12, 2014 Maintenance
Contractor

#CO-002
Mr. Blair Allen !

Regional Water Quality PhillipsOnSite.com
Control Board

San Francisco Bay Region

1515 Clay Street Suite 1400

Oakland, CA 94612

RE: 8Self-Monitoring Report
Tomales, Marin County
October, 2014

Mr. Allen

Enclosed please find the Self-Monitoring and Non-compliance
Reports.

Spray irrigation is off.

Operations is satisfactory and maintenance on schedule.

I hereby certify under penalty of perjury that the information
contained herein to the best of my knowledge is true and
correct.

Sincerely,

PHILLIPS & ASSOCIATES

VNS\XA_\\
Steve C. Phillips
Process Control Engineer

Certified Plant Operator #IV-05675

cc: Tomales Village Community Service District
Vanessa Zubkousky, Department of Public Health, Richmomd

Water & Wastewater...Management - Operations - Maintenance - Process Control - System Analysis - O & M Services - Consuiting

2201 Jefferson Streel, Napa, CA 94559 Tel: 707.254.1931 Fax: 707.224.9365
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TOMALES WASTEWATER FACILITY Phillips and Associates

Treatment Pond Summery Report Management and Technical Resources
707 254-1931

Month —_Treatment Pond # 2 Treatment Pond#3
Oct. 2014 | Freeboard pH D.O. Temp. |Freeboard pH D.O. Temp.
Date Feet Units mg/L C Feet Units mg/L C

3.2 8.8 >10 18.6 3.2 8.9 >10 20.0

3.1 8.6 7.2 17.5 3.1 9.2 7.8 17.8

2.6 8.8 8.5 14.4 2.6 9.4 4.2 174

2.5 7.3 3.6 16.1 2.6 9.2 8.3 17.0

WIWININININININININININ] Al alalalalala
sjlo|o|miwN|o|o| sl =lo|olol~o| o] el ol N OO A WIN] -




revised 02/2010

TOMALES TREATMENT POND

STANDARD OBSERVATION REPORT

1. Reporting period (Month/Year)

Oct-14

2. Pond Standard Observation required every week year round.

INSPECTION
Date 108/14 10/14/2014]101/21/14 10/27/2014
Day Wed Tue Tue Mon
Time 1500 950 800 1350
Tech sC SC EC SC
Rain, Inches 0 0 0.25 0.3
Number of waterfowl 0 0 0 0
* Evidence of seepage from ponds no no no no
* Nuisance odors from ponds no no no no
* Warning signs improperly posted no no no no
* Public contact with pond water no no no no

3. * Report Yes or No and any Yes response s please report immediately to supervisor

4. | certify that this report information, to the best of my knowledge is true and correct.
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BOARD OF DIRECTORS COMMITMENT TO GOOD SERVICE

As a volunteer Board Member of the Tomales Village Community Services District (TVCSD), | agree to the
following commitments while serving the District:

To place the community's best interests above my own; to sustain an attitude that
positively promotes the goals and interests of the District; and in general, to forego
personal interests when making decisions as a Board Member.

To engage in lawful acts to the best of my ability, understanding that Board Members are
expected to comply with the governing documents of the District and the law. This includes
doing my best to become more familiar with legalities of the BOD's decisions, and to join with
the BOD in seeking resources of information including any professional assistance when
needed.

To maintain a high standard of conduct that is above reproach and to avoid any
appearance of impropriety.

To accept the BOD's decisions in choosing outside vendors and to take direction from the
BOD at all times and respect the processes chosen and the appointed contact pointperson to
communicate with the outside vendors.

To demonstrate mutual respect for fellow Board Members and Members of the Community
at all times, even at times when | disagree with BOD decisions, and to respect the
decisions made by a majority of the BOD as | understand there may not be unanimous
support for every action taken.

To attend and participate in all meetings and communications to the best of my ability to be
present, to come to all meetings prepared to participate, and to become familiar with the
agenda and any materials distributed ahead of time to Board Members beforehand.

To listen, discuss and provide thoughtful input and participate on matters that come
before the BOD and the membership.

To the extent email is used as one means of board communication, to refrain from having
unprofessional, unkind, attacking, or accusatory communications with Directors, vendors,
contractors, community members. | will keep all email communications brief and to the point.

To maintain confidentiality with respect to all BOD "closed session" meetings,
discussions, and communications.

To allow the Chair of meetings to do so, and to allow fellow Board Members a reasonable
opportunity to speak on matters without interruption, threats or harassment.

6
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To respect parliamentary procedure at all meetings, to refrain from speaking out of turn, to
avoid unnecessary or unproductive verbal sparring (participating in a business-like manner
instead), to keep my temper, and to excuse myself if | cannot maintain this respect.

To act as a fiduciary (trustee) of the District in financial matters and decisions that may
have material effect and to do my best to ensure that the District, the properties and the
finances are well managed and fiscally well protected.

Dated: _ Signed _




Tomales Village Community Services District

POLICY HANDBOOK

POLICY TITLE: Board of Directors Commitment to Good Service
POLICY NUMBER: 4010

4010.1 As a volunteer Board Member of the Tomales Village Community Services District (TVCSD), |
agree to the following commitments while serving the District:

4010.1.1 To place the community's best interests above my own; to sustain an attitude that
positively promotes the goals and interests of the District; and in general, to forego personal
interests when making decisions as a Board Member.

4010.1.2 To engage in lawful acts to the best of my ability, understanding that Board Members
are expected to comply with the governing documents of the District and the law. This includes
doing my best to become more familiar with legalities of the BOD's decisions, and to join with the
BOD in seeking resources of information including any professional assistance when needed.

4010.1.3 To maintain a high standard of conduct that is above reproach and to avoid any
appearance of impropriety.

4010.1.4 To demonstrate mutual respect for fellow Board Members and Members of the
Community at all times, even at times when | disagree with BOD decisions, and to respect the
decisions made by a majority of the BOD as | understand there may not be unanimous support for
every action taken.

4010.1.5 To attend and participate in all meetings and communications to the best of my ability
to be present, to come to all meetings prepared to participate, and to become familiar with the
agenda and any materials distributed ahead of time to Board Members beforehand.

4010.1.6 To listen, discuss and provide thoughtful input and participate on matters that come
before the BOD and the membership.

4010.1.7 To the extent email is used as one means of board communication, to refrain from
having unprofessional, unkind, attacking, or accusatory communications with Directors, vendors,
contractors, community members. | will keep all email communications brief and to the point.

4010.1.8 To maintain confidentiality with respect to all BOD "closed session" meetings,
discussions, and communications.

4010-1
Adopted by the Board of Directors July 23, 2014



4010.1.9 To allow the Chair of meetings to do so, and to allow fellow Board Members a
reasonable opportunity to speak on matters without interruption, threats or harassment.

4010.1.10 To respect parliamentary procedure at all meetings, to refrain from speaking out of
turn, to avoid unnecessary or unproductive verbal sparring (participating in a business-like
manner instead), to keep my temper, and to excuse myself if | cannot maintain this respect.

4010.1.11 To act as a fiduciary (trustee) of the District in financial matters and decisions that may
have material effect and to do my best to ensure that the District, the properties and the finances
are well managed and fiscally well protected.

4010-2
Adopted by the Board of Directors July 23, 2014
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Mission Statement From Mediation

We are here tonight to achieve trust, harmony, clarity, and structure, for the TVCSD Board and
Administration thru understanding and respectful interaction, in order to deal with conflict in a
healthy way. — Original

Our purpose is to achieve trust, harmony, clarity and structure. We commit to achieving these
goals for the TCSD Board and Administration thru understanding and respectful interaction. We
will deal with conflict in a healthy way, listen intently to those who disagree and always find a
satisfying and aligned solution as we step forward with unity proudly and effectively as elected
or hired community members. — Amended
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TOMALES VILLAGE COMMUNITY SERVICES DISTRICT

PoLicY MANUAL

TOMALES
VILLAGE

COMMUNITY
SERVICES
DISTRICT
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Tomales Village Community Services District

POLICY HANDBOOK

POLICY TITLE: Conflict of Interest
POLICY NUMBER: 1020

1020.1 Pursuant to the Political Reform Act of 1974, the District has adopted Section 18730 of Title 2, Division
6, California Code of Regulations as the regulatory Conflict-of-Interest Code of the District. The full text of Section
18730, together with any amendments thereto, may be found at:
http:/mww.fppc.ca.gov/lellal/regs/current|18730.pdf. Any Director, Officer, Administrator, Administrative
Management Consultant, Financial Management Consultant, Contract Operator, Employee or Independent
Contractor involved in voting on matters, negotiating contracts, or making recommendations on purchases on
behalf of the District, is subject to this code. All parties subject to the Conflict-of-Interest Code are required to file
a Statement of Economic Interests (Form 700), with the District Administrator at the time of assuming their duties
and on an annual basis thereafter. Annual filing of Form 700 is due by April 21 of each year and within 30 days
of leaving office or position. Disclosure of only those investments, real property, sources of income and business
positions that may affect the decision-making of an individual pertaining to the Tomales Village Community
Services District are required. Any person who has a conflict of interest is required to disqualify him or herself
from making or participating in a decision or action that may affect their interest or have a significant monetary
impact on them or their interest.

1020-1
Adopted by Resolution August 13, 2014
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Tomales Village Community Services District

POLICY HANDBOOK

POLICY TITLE: Public Records Request
POLICY NUMBER: 1050

1050.1 Tomales Community Services District (“District”) has declared that access to information concerning
the conduct of the people’s business is a fundamental and necessary right of every person. The District has
prepared the following guidelines/policy to ensure that members of the public fully understand and are afforded
the opportunity to use their right to inspect public records.

1050.2 Public Records of the District are open to inspection at all times during business hours of the District.
The administration office is located at 2nd floor of Diekman’s General Store, 27005 California HWY 1, Tomales,
California. Public records shall not be removed from the District office.

1050.2.1 Inspection: To facilitate the inspection of public records, specific information regarding
the records requested is needed. Specific information includes the subject matter involved, the
inclusive dates within which the records were created, and the names of persons involved, if any.
There is “No Right” to immediate access unless determined feasible by District staff.

To ensure the integrity of the “original” records of the District, if numerous records are requested to be
inspected, a member of the District’s staff shall remain in the room where the records are being
inspected.

1050.2.2 Copies: A “Request for Copies” form is available at the front desk of the administration
office. Requests are completed, in writing, and given to the District representative for researching and
copying. Before copies are made, the District Secretary will inform the person making the request, the
cost for copies as outlined in Exhibit “A” (Fees for Copies).

Upon a written request for copies of an identifiable public record, District staff shall endeavor to
promptly provide the copy upon payment of the fee. Nevertheless, staff in all cases shall have up to ten
(10) working days after receipt of the request to determine whether to comply with the request and, if
not, shall within such period notify the person, in writing, making the request of such determination and
the reasons therefor. As defined in Government Code Section 6256.1, Extension of time for
determination in unusual circumstances; (in part, reads) In unusual circumstances, as specified in this
section, the time limit prescribed in Section 6256 may be extended by written notice by the head of the
agency to the person making the request setting forth the reasons for the extension and the date on
which a determination is expected to be dispatched. No such notice shall specify a date that would
result in an extension for more than 10 working days.

1050.2.3 Audio Recordings:

1) Audio recordings do not constitute official District records. They are supplemental

1050-1
Adopted by the Board of Directors August 27, 2014
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information, primarily for use by the District Secretary in preparing the official records
(minutes) of the District.

2) Audio recordings need not be retained for any specific period beyond the legally
required 30 days. The District Secretary, with confirmation of the Administrator, will erase
recordings as required.

3) Audio recordings may not be removed from the District office.

4) Audio recordings will not be available for review by other than the Administrator until
the District Secretary has completed use of them.

5) Audio recordings may be reviewed only in the District offices, using on District-
furnished equipment.

1050.3 The documents set forth below are illustrative of the categories of documents, which are not
subject to inspection. In all cases, the inspection of documents shall be subject to the provisions of the
Public Records Act, Government Code Sections 6250, and all that follows.

1050.3.1 § 6254. Exemption of particular records
Except as provided in Section 6254.7, nothing in this chapter shall be construed to require
disclosure of records that are any of the following: (Refer to Government Code 8§ 6254. for full

text).

1) Preliminary drafts, notes, or interagency, or intra-agency memoranda which are not
retained by the agency in the ordinary course of business, provided that the public interest
in withholding those records clearly outweighs the public interest in disclosure.

2) Records pertaining to pending litigation to which the public agency is a party, or to
claims made pursuant to Division 3.6 of the Government Code (commencing with
Government Code Section 810), until the pending litigation or claim has been fully
adjudicated or otherwise settled.

3) Personnel, medical, or similar files, the disclosure of which would institute an
unwarranted invasion of personal privacy.

4) Test questions, scoring keys, and other examination data used to administer a
licensing examination, examination for employment, or academic examination.

5) The contents of real estate appraisals or engineering feasibility estimates and
evaluations made for or by the agency relative to the acquisition of property, or to
prospective public supply and construction contracts, until all of the property has been
acquired or all of the contract agreement obtained. However, the law of eminent domain
shall not be affected by this provision.

6) Information required from any taxpayer in connection with the collection of local taxes
which is received in confidence and the disclosure of the information to the persons would
result in unfair competitive disadvantage to the person supplying the information.

7) Records the disclosure of which is exempted or prohibited pursuant to provisions of
federal or state law, including, but not limited to, provisions of the Evidence Code relating
to privilege.

1050 -2
Adopted by the Board of Directors August 27, 2014
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1050.4 Whenever the District asserts that a requested document is exempt from disclosure, the District
shall justify the claimed exemption by providing a written statement citing either the specific exemption
involved or those facts that indicate the public is best served by claiming the exemption.

1050.5 The Public Records Act, Chapter 3.5, Division 7 of the Government Code, provides judicial relief
for persons seeking to enforce their right to inspect public records.

1050.6 Subsequent to Government Code Section 6254.7, “Public Records” include any writings
containing information prepared, owned, used or retained by the District and relating to the conduct of the
public’s business.

1050.7 A “writing” for purposes of public access may be handwriting, typewriting, printing, photostats,
photography, and every other means of recording upon any form of communication or representation:
including letters, words, pictures, or any combination thereof; and all papers, maps, magnetic or paper
types, photographic films and prints, and other documents.

1050 -3
Adopted by the Board of Directors August 27, 2014
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EXHIBIT “A”

FEES FOR COPIES
1. Document Copies $1.00/First Page Plus
$ .15/Per Page
2. Document Copying Over 15 Minutes,
shall be charged the clerical rate of: $33.00/Per Hour
Charged In 15 Minute Increments Plus
$ .15/Per Page

3. E-mailed Agendas of Committee Meetings No Charge
4. E-mailed Agendas of Board Meetings No Charge

Meeting documents available at http://www.tomalescsd.ca.gov/pages/tvcsd_board.html

1050 -4
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Tomales Village Community Services District

POLICY HANDBOOK

POLICY TITLE: ~ Competitive Bidding
POLICY NUMBER: 3150

3150.1 The purpose of this policy is to ensure that Tomales Village Community Services District (TVCSD)
Is obtaining its products and services at a competitive cost given the required product or service quality.
This policy also establishes responsibility for the development of procedures and the bidding process.
TVCSD Board of Directors has the responsibility to promote maximum competition in meeting the District's
procurement needs. The TVCSD Board of Directors will develop procedures for the solicitation of
competitive bids and the use of alternative means of procurement in those cases where competitive bidding
cannot be reasonably or practically followed.

3150.2 Transparent procurement method in which bids from competing contractors, suppliers, or vendors
are invited by openly advertising the scope, specifications, and terms and conditions of the proposed
contract as well as the criteria by which the bids will be evaluated. Competitive bidding aims at obtaining
goods and services at the best value by stimulating competition, and by preventing favoritism. In open
competitive bidding (also called open bidding) the sealed bids are opened in full view of all who may wish to
witness the bid opening; in closed competitive bidding (also called closed bidding), the sealed bids are
opened in presence only of the TVCSD Board of Directors.

3150.3  Annual Expenses/Project Costs greater than or equal to $5,000 not subject to sealed bidding:
The TVCSD is required to solicit quotes/bids from at least 3 potential suppliers (assuming there are at least
three feasible suppliers). The three quotes/bids are reviewed and the best value supplier selected. All
quotes received are included as well as a short explanation of why the winning entity was selected (e.qg.,
offered lowest cost, able to meet specific requirements, etc). This includes a proposed contract modification
that changes the scope of a contract or increases the contract amount by more than the amount of the
$5,000 threshold.

3150.4 Recurring contracts and all expenses over $25,000 are subject to open bidding:

If a need is recurring, the TVCSD is not required to solicit bids each year but is required to go out to do a
competitive review at least once every 3-5 years, or at the term of the contract, whichever comes first and
provide a summary of that review. The TVCSD Board of Directors will decide how to administer the process
by either open or closed bidding. This also applies to expenses over $25,000.

The TVCSD Board of Directors may decide to follow the open bidding process for expenses under $25,000.

3150.5 The TVCSD Board of Directors will appoint a contact person to receive all sealed bids. This
designated person must not be a bidder.

In order to provide maximum open and free competition, the District's purchasing procedures will not
restrict or eliminate competition and, whenever appropriate, will not be brand name specific. When soliciting
bids for products and/or services, the District should:

3150-1
Adopted by the Board of Directors March 12, 2014
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3150.5.1  Provide a clear and accurate description of the technical requirements for the product
or service.

3150.5.2  Provide any and all requirements that must be fulfilled by the bidder and/or District as
well as criteria that will be used during the evaluation of the bids or proposals.

3150.5.3  When applicable, provide a description of performance requirements including the
range of acceptable characteristics and minimum standards.

3150.5.4  Provide any specific features of “brand name or equal” that must be met by the
bidders.

3150.5.5  Accept, when applicable and feasible, products or services that conserve resources,
protect the environment, and/or are energy efficient.

3150.6 Guidelines on Review of Bids:
Bid documents should include any required specifications and deadlines. All bidders will be determined to
meet all requirements.

Bids received within specified timeline that meet requirements shall be considered for review. The bid
should be awarded to the lowest bidder based on either cost alone or best value and/or quality. If using the
best value method, rationale for selection should be documented and submitted with the contract.

Upon receipt of the competitive bids, a comparison of products and costs will be performed. Documentation
verifying prices of the products and services are fair and reasonable will be maintained in the Central
Purchasing files. Documentation includes, but is not limited to, advertisements, past purchases and quotes,
and current list prices.

3150.7 Instances will arise where it may not be possible or appropriate to solicit competitive bids (for
example, some products or services may only be available from a single source such as specialized
research equipment or supply purchases; maintenance agreements; site licenses). In such situations, a
sole source justification must be provided and, if compelling, will be approved by the TVCSD Board of
Directors.

When a purchase involves a sole source vendor, a written justification needs to accompany the purchase
request. In the event of emergency, when time is of the essence, sole source vendors may be used. The
following components should be included within the justification:

3150.7.1  Reason the purchase is thought to be a sole source selection.
3150.7.2  Reason why the vendor was selected.

3150.7.3  Description of the selection process.

3150.7.4  Explanation of how the price was determined to be “reasonable.”

3150.8 TVCSD Board of Directors will only make contracts with responsible contractors who possess the
potential ability to perform successfully under the terms and conditions of the proposed procurement. When
reviewing bids and offers, consideration will be given to contractor integrity, record of past performance,
financial and technical resources or accessibility to other necessary resources.

The bidder or offeror whose bid meets the criteria set forth in the solicitation and who presents the most
advantageous offer relating to price, quality, and ability to provide the goods and/or services, will be
awarded the contract.

3150-2
Adopted by the Board of Directors March 12, 2014
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Tomales Village Community Services District

POLICY HANDBOOK

POLICY TITLE: Board of Directors Commitment to Good Service
POLICY NUMBER: 4010

4010.1 As a volunteer Board Member of the Tomales Village Community Services District (TVCSD), |
agree to the following commitments while serving the District:

4010.1.1 To place the community's best interests above my own; to sustain an attitude that
positively promotes the goals and interests of the District; and in general, to forego personal
interests when making decisions as a Board Member.

4010.1.2 To engage in lawful acts to the best of my ability, understanding that Board Members
are expected to comply with the governing documents of the District and the law. This includes
doing my best to become more familiar with legalities of the BOD's decisions, and to join with the
BOD in seeking resources of information including any professional assistance when needed.

4010.1.3 To maintain a high standard of conduct that is above reproach and to avoid any
appearance of impropriety.

4010.1.4 To demonstrate mutual respect for fellow Board Members and Members of the
Community at all times, even at times when | disagree with BOD decisions, and to respect the
decisions made by a majority of the BOD as | understand there may not be unanimous support for
every action taken.

4010.1.5 To attend and participate in all meetings and communications to the best of my ability
to be present, to come to all meetings prepared to participate, and to become familiar with the
agenda and any materials distributed ahead of time to Board Members beforehand.

4010.1.6 To listen, discuss and provide thoughtful input and participate on matters that come
before the BOD and the membership.

4010.1.7 To the extent email is used as one means of board communication, to refrain from
having unprofessional, unkind, attacking, or accusatory communications with Directors, vendors,
contractors, community members. | will keep all email communications brief and to the point.

4010.1.8 To maintain confidentiality with respect to all BOD "closed session" meetings,
discussions, and communications.

4010-1
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4010.1.9 To allow the Chair of meetings to do so, and to allow fellow Board Members a
reasonable opportunity to speak on matters without interruption, threats or harassment.

4010.1.10 To respect parliamentary procedure at all meetings, to refrain from speaking out of
turn, to avoid unnecessary or unproductive verbal sparring (participating in a business-like
manner instead), to keep my temper, and to excuse myself if | cannot maintain this respect.

4010.1.11 To act as a fiduciary (trustee) of the District in financial matters and decisions that may
have material effect and to do my best to ensure that the District, the properties and the finances
are well managed and fiscally well protected.

4010-2
Adopted by the Board of Directors July 23, 2014
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Tomales Village Community Services District

POLICY HANDBOOK

POLICY TITLE: Role of Board President
POLICY NUMBER: 4040

4040.1 The President shall convene regularly scheduled Board meetings, shall preside or arrange for other
members of the Board to preside at each meeting in the following order: Vice-President and Secretary. If the
Board Secretary is not a Director, the Directors constituting a quorum will choose the meeting conductor among
themselves. The Board President shall:

4040.2 Oversee Board Meetings.

4040.3 Sign all instruments, act and carry out stated requirements and the will of the Board.

4040.4  Sign the minutes of the Board meetings following their approval

4040.5 Work in partnership with the Administrator to make sure Board resolutions are carried out.
4040.6 Call special meetings if necessary, giving notice as required by law.

4040.7 Appoint all committee members, with Board approval.

4040.8 Coordinate, or appoint another board member to assure the agenda reflects the wishes of the
Board, the preparation of meeting agendas with the Administrator and Board Secretary.

4040.9 Oversee new Board member orientation.

4040.10 Oversee searches for contractors.

4040.11 Coordinate Chief Executive's annual performance evaluation.
4040.12 Act as spokesperson for the organization

4040.13 Periodically consult with Board members on their roles and help them assess their performance.

4040-1
Adopted by the Board of Directors April 9, 2014
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Tomales Village Community Services District

POLICY HANDBOOK

POLICY TITLE: Role of Board Vice-President
POLICY NUMBER: 4042

4042.1 The Vice-President shall chair committees on special subjects as designated by the board. The Vice-
President shall:

4042.2  Attend all Board meetings.

4042.3 Carry out special assignments as requested by the Board President.

4042.4  Understand the responsibilities of the Board President and be able to perform these duties in the
President's absence.

4042.5 Reconcile the bank statements on a monthly basis.

4042.6 Participate as a vital part of the Board leadership.

4040-1
Adopted by the Board of Directors April 9, 2014
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Tomales Village Community Services District

POLICY HANDBOOK

POLICY TITLE: Board Secretary
POLICY NUMBER: 4045

4045.1 The Secretary shall be responsible for keeping records of Board actions, including overseeing the
taking of minutes at all Board meetings, sending out meeting announcements, distributing copies of
minutes and the agenda to each Board member, and assuring the corporate records are maintained. The
Secretary of the Board shall:

4045.2 Attend all Board meetings.

4045.3 Review Board minutes.

4045.4 If the Secretary is a Board member, the Secretary assumes responsibilities of the President in the
absence of the Board President, President-Elect, and Vice-President.

4045.5 Provide notice of meetings of the Board when such notice is required.

4045.6 Prepare and distribute agenda packets for all Board meetings according to TVCSD policy,
including agendas, minutes, resolutions, ordinances, notices and other related matters.

4045.7  Sign the minutes of the Board meetings following their approval.
4045.8 Certify or attest to actions taken by the Board when required.
4045.9 Give the Oath of Office to all incoming Board members.

4045.10 Be responsible for receiving, forwarding and retaining statements of economic interest (700 Form)
or campaign statements in accordance with California Code Regulations, Title 2, Section 18227.

4045-1
Adopted by the Board of Directors April 9, 2014
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Tomales Village Community Services District

POLICY HANDBOOK

POLICY TITLE: District Treasurer
POLICY NUMBER: 4047

4047.1 The position of District Treasurer is required by state law (Government Code Section 61050(b)). The
Board has designated an alternative depository for its funds pursuant to Government Code Section 61053, such
that the Marin County Treasurer is not serving the District. The Board will appoint an individual who is not a
Director to act as District Treasurer. The Board shall require the District Treasurer to be bonded. The District
shall pay the cost of the bonds (Government Code Section 61050(f).

4047.2  Duties and responsibilities of the District Treasurer:
4047.2.1  Understand financial accounting for nonprofit and government organizations.

4047.2.2  Adopt a system of accounting and auditing that shall completely and at all times show the
District’s financial condition and that shall adhere to generally accepted accounting principles.

4047.2.3  Follow the procedure for drawing and signing checks for payroll and claims against the
District.

4047.2.4  Determine if claims and demands against the District conform to the District’'s approved
budget.

4047.2.5 Maintain knowledge of the organization and personal commitment to its goals and
objectives.

4047.2.6  Review Board actions related to the Board's financial responsibilities.

4047-1
Approved by the Board of Directors April 9, 2014

53



Tomales Village Community Services District

POLICY HANDBOOK

POLICY TITLE: Members of the Board of Directors

POLICY NUMBER: 4050

4050.1 Directors will attend all Board meetings and functions, such as special events.

4050.2  Directors shall be informed about the organization's mission, services, policies, and program.
4050.3 Directors shall review agenda and supporting materials prior to Board and committee meetings.
4050.4  Directors will inform others about the organization.

4050.5 Directors shall suggest possible committee nominees who can make significant contributions to the
work of the Board and the organization.

4050.6  Directors will keep up-to-date on developments in the organization's field.
4050.7  Directors shall follow Board conflict of interest and confidentiality policies.

4050.8 Directors will assist the Board in carrying out its fiduciary responsibilities, such as participating in the
budget process each month and reviewing the organization's annual financial statements.

4050.9 Directors will be prepared to conduct the Board meeting in the case of multiple Director absences.

4050 -1
Adopted by the Board of Directors April 9, 2014
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Tomales Village Community Services District

POLICY HANDBOOK

POLICY TITLE: Media Communications
POLICY NUMBER: 4075

4075.1  The Tomales Community Services District provides certain services to the community of Tomales, as
authorized by the Government Code, District Ordinances and the Resolutions and Other Actions of the Board of
Directors of the District. District policy is established by the Board.

Because of the variety and complexity of the District’s functions, communications by the District to its customers
and residents concerning the business of the District, must be clear, correct and consistent, and must accurately
reflect the actions and policies of the Board of Directors.

The need for clear and correct communications extends to all matters of District business that have, or could
have, an effect on residents and customers; including, but not limited to, the status of services and construction,
notices of hearings and matters to be considered by the Board, upcoming events, and long-range plans affecting
the District.

For the foregoing reasons, it is the policy of the Board of Directors that all communications to the media, including
communications to newspapers, television, radio, etc., which are, or could be, perceived of as statements by the
District on matters of District Business, shall be reviewed in advance by the President of the Board of Directors.
Request for comments on behalf of the District, or inquiries which could be construed as requests for comments
on behalf of the District, shall be referred to the President, or to appropriate counsel. Statements by management
for articles and interviews for newspapers or newsletters which express policies or positions of the District, or
which could be construed as being made on behalf of the District, shall be reviewed prior to their communication
by the President of the Board, or if the President is unavailable, the Vice President.

4075-1
Adopted by the Board of Directors August 27, 2014
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POLICY TITLE: Committees of the Board of Directors
POLICY NUMBER: 4060

4060.1 The Board President shall appoint such ad hoc committees as may be deemed
necessary or advisable by himself/herself and/or the Board. The duties of the ad hoc
committees shall be outlined at the time of appointment, and the committee shall be considered
dissolved when its final report has been made.

4060.2 The following standing committees can be appointed at the discretion of the Board:
4060.2.1 Financial Advisory Committee;
4060.2.2 Park Advisory Committee;

4060.3 The Board President, with the approval of the Board, shall appoint and publicly
announce the members of the standing committees for the ensuing year no later than the
Board's regular meeting in January. Committee Members need not be board members, but
serve at the pleasure of the board.

4060.3.1 Standing Committee members will satisfactorily complete mandatory two hour
ethics training at the District's expense within one month of being appointed to the
Committee.

4060.3.2 Standing Committee members who are assigned or reassigned to any District
Committee will only be required to repeat the ethics training if two years have elapsed
since their last completion of the course.

4060.4 The Board's standing committees may be assigned to review CSD functions, activities,
and/or operations pertaining to their designated concerns, as specified below. Said assignment
may be made by the Board President, a majority vote of the Board, or on their own initiative.
Any recommendations resulting from said review should be submitted to the Board via a written
or oral report.

4060.4.1 All meetings of standing committees shall conform to all open meeting laws
(e.g., “Brown Act”) that pertain to regular meetings of the Board of Directors.

4060.5 The Board's standing Financial Advisory Committee shall be utilized to provide financial
oversight on behalf of the Board of Directors. The Financial Advisory Committee shall:

4060.5.1 Review Monthly Financial Statements and Expenditure Details with Staff and
make recommendations to the Board.

4060.5.2 Review other financial reports and issues with the District Staff as directed by
the Board.

4060.5.3 Review the Annual Budget with Staff and make recommendations to the Board.

4060.5.4 Work with Staff on financial issues, revenue and expenditure issues as directed
by the Board.
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4060.5.5 Review and advise the Board on all expenditures over $5,000.

4060.6 The Board's standing Park Advisory Committee shall be concermned with the formulation of plans for
arranging, realizing, and/or achieving District and community goals regarding the Park.

4060.7 The full Board of Directors shall be responsible for carrying out these duties for the
Tomales Village Community Services District
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Tomales Village Community Services District Email Policy

Policy Statement
This policy applies to Email messages and attachments to Emails that are

written by TVCSD Board members, Contractors, Committee members and
Volunteers on their personal computers that are in any way related to
TVCSD business.

Email messages may constitute a District record subject to potential
disclosure under the California Public Records Act.

All messages communicated by Email must be courteous and professional
in nature. Email is not to be used for gossip, sharing of personal
information, or for emotional responses to business correspondence or
work situations and not be used;

To discriminate, harass or disparage others based on sex, race,
sexual orientation, age, national origin, religion, disability, marital
status, or veteran status.

-For intentionally misleading, inaccurate, embarrassing, harassing,
sexually explicit, profane, obscene, intimidating, and defamatory
remarks, or that violates any law, regulation, or District policy.

Public Record
Definition - The definition of public records includes any writing containing
information related to the conduct of the public's business.

Brown Act
Pursuant to the California law known as the Brown Act, all meeting of public

bodies shall be open and public. The Brown Act prohibits serial meetings
thatare conducted through directcommunications, intermediaries or
technologicaldevices such as Email, for the purpose of developing a
collective concurrence asto actionto be taken. TVCSD Emails may be
usedto distribute information, schedule meetings and communicate on an
individual basis between Contractors, Committee members and members
of the legislative body. However, the TVCSD Board of Directors and
committees may not deliberate issues of concern through the use of Email
or poll each other concerning TVCSD business. Meeting notices may be
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Tomales Village Community Services District Email Policy

The Brown Act continued

sent via Email, but these exchanges do not substitute Brown Act meeting
notice requirements . Traditional methods of public posting must continue
as required.

Procedural Guidelines

Anyone conducting TVCSD business should always conduct themselves in
a professional manner and should never send anything by Email that
should not appear in an official memorandum or letter.

Etiquette
- Protect the privacy of others; carefully consider the names on a mailing

list as addressees or copies.

- Watch punctuation and spelling. It reflects on professionalism of the
entire TVCSD. Use automatic spell and grammar checks before sending
messages.

- Avoid on-going dialogues. If you need to have a dialogue, use the telephone or
meet the person face-to-face.

- Respond to all Emails that requests a response in a timely manner. If you
cannot complete the request immediately, send an acknowledgement that
the Emailwas received.

State the subject of your message clearly inthe subject line.

-Compose longer Email off-line (as word processing documents) in order
to reduce editing frustrations.

- A salutation after your "subject line" and before your message can be
used to convey a sense of personal acknowledgement. Appending your
name at the end of the message is also considered good etiquette.

- Do not be vulgar or offensive. Electronic text allows no context or clues
to convey shades of irony, sarcasm, or harmless humor.

Do not publicly criticize others.

- Avoid using capital letters. Using "all caps" is the Email equivalent of

SHOUTING!

Prohibited Usage
Any purpose which violates federal or state laws and regulations or District

policy and regulations is prohibited.
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TOMALES COMMUNITY SERVICES DISTRICT

Category: Financial Policy 2014 -
Title: Public Records Information Request
PURPOSE

Tomales Community Services District (“District”) has declared that access to information
concerning the conduct of the people’s business is a fundamental and necessary right of every
person. The District has prepared the following guidelines/policy to ensure that members of the
public fully understand and are afforded the opportunity to use their right to inspect public

records. (Right out of Gov't Code 6250)1
POLICY

Members of the public may gain access to a public record in two ways — inspecting the record

at the District Administrative Office or obtaining a copy from the District.” Public Records of the
District are open to inspection atal-times by appointment during business hours of the District.
The administration office is located at 2nd floor of Diekman's General Store, 27005 California
HWY 1, Tomales, California. Original Rublic-public records shall not be removed from the District
office.

Inspection: To facilitate the inspection of public records, specific information regarding
the records requested is needed. Specific information includes the subject matter
involved, the inclusive dates within which the records were created, and the names of
persons involved, if any. Fhere-is“No-Right~to-immediate-access-unless-determined—
fensible-beDisthetoindn

To ensure the integrity of the “original” records of the District, i-rumerousrecords-are—
reguested-to-beinspected;-a member of the District’s staff shall remain in the room

where the records are being inspected.

Copies: A “Request for Copies” form is available at the front desk of the administration
office. Requests are completed, in writing, and given to the District representative for
researching and copying. Request for records may also be made by letter or email. Before
copies are made, the District Secretary will inform the person making the request, the
cost for copies as outlined in Exhibit “A” (Fees for Copies).

Upon a written request for copies of an identifiable public record, District staff shall
endeavor to promptly provide the copy upon payment of the fee. Nevertheless, staff in all
cases shall have up to ten (10) working days after receipt of the request to determine
whether to comply with the request and, if not, shall within such period notify the person,
in writing, making the request of such determination and the reasons therefor. As defined
in Government Code Section 6256.1, Extension of time for determination in unusual
circumstances; (in part, reads) In unusual circumstances, as specified in this section,

the time limit prescribed in Section 6256 may be extended by written notice by the head
of the agency to the person making the request setting forth the reasons for the
extension and the date on which a determination is expected to be dispatched. No such




notice shall specify a date that would result in an extension for more than 10 working
days.
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Audio Recordings:

Unless directed otherwise, an audio recording of all meetings of the Board of
Directors will be made. The recordings shall be kept for a minimum of six months
from the meeting date. Recordings of Board meetings are kept for the Board
Secretary's, Board Member’s and the Administrator’s convenience. These recordings
are not the official minutes of TVCSD Board meetings.

Members of the public may request to inspect the recordings of Board meetings
without charge on a playback machine that will be made available by the District. A
$15 charge will be incurred if the customer requests a copy of the recording on CD
or other media. Members of the public who wish to request/inspect audio recordings
or copies of the minutes must follow the steps outlined in the TVCSD Public Records

Request Policy.s' Formatted: Font:
(Default) Arial, 14 pt,

Superscript

. , 4 _ . Left:
All Board Members may have copies of recordings requested at no cost. *" {Ffrmatted- Indent: Left:

|

1
Formatted: Font: 14 pt,
Superscript

|

The documents set forth below are illustrative of the categories of documents, which are not
subject to inspection. In all cases, the inspection of documents shall be subject to the provisions
of the Public Records Act, Government Code Sections 6250, and all that follows.

§ 6254. Exemption of particular records

Except as provided in Section 6254.7, nothing in this chapter shall be construed to
require disclosure of records that are any of the following: (Refer to Government Code §
6254. for full text).

a) Preliminary drafts, notes, or interagency, or intra-agency memoranda
which are not retained by the agency in the ordinary course of business,
provided that the public interest in withholding those records clearly
outweighs the public interest in disclosure.

b) Records pertaining to pending litigation to which the public agency is a
party, or to claims made pursuant to Division 3.6 of the Government Code

3
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(commencing with Government Code Section 810), until the pending
litigation or claim has been fully adjudicated or otherwise settled.
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c) Personnel, medical, or similar files, the disclosure of which would institute
an unwarranted invasion of personal privacy.

d) Test questions, scoring keys, and other examination data used to
administer a licensing examination, examination for employment, or
academicexamination.

e) The contents of real estate appraisals or engineering feasibility estimates
and evaluations made for or by the agency relative to the acquisition of
property, or to prospective public supply and construction contracts, until
all of the property has been acquired or all of the contract agreement
obtained. However, the law of eminent domain shall not be affected by
this provision.

f) Information required from any taxpayer in connection with the collection of
local taxes which is received in confidence and the disclosure of the
information to the persons would result in unfair competitive disadvantage
to the person supplying the information.

Q) Records the disclosure of which is exempted or prohibited pursuant to
provisions of federal or state law, including, but not limited to, provisions
of the Evidence Code relating to privilege.

Whenever the District asserts that a requested document is exempt from disclosure, the District
shall justify the claimed exemption by providing a written statement citing either the specific
exemption involved or those facts that indicate the public is best served by claiming the
exemption.

The Public Records Act, Chapter 3.5, Division 7 of the Government Code, provides judicial relief
for persons seeking to enforce their right to inspect public records.

Subsequent to Government Code Section 6254.7, “Public Records” include any writings
containing information prepared, owned, used or retained by the District and relating to the
conduct of the public’s business.

A reguestor who asks for electronic versions of documents should be provided with such
documents if they are held in _an electronic format. The District is not required to create
an electronic version of a document.
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EEES FOR COPIES

1. DocumentCopies
Chargeg-lp-15-Minute-lnerements-Rius

3.2. E-mailed Agendas of Committee Meetings
E-mailed Agendas of Board Meetings

3. Conflict of Interest Staement

$1.00/First Page Plus
$ .15/Per Page

s

$ .15/Per Page

No Charge
No Charge

$ .25/Per Page

4. Conflict of Interest Statement (5years or older)

$5.00/Statement

5. Copy of Recordings (on District Media)

$15.00 Per Recording
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SECRETARY OF THE BOARD OF DIRECTORS
OBJECTIVES

This document is formulated to raise the standard of district governance and to instill good
behavior to achieve the following objectives:

1. To instill professionalism among board members within the tenets of morality,
efficiency and administrative effectiveness

2. To uphold the spirit of social responsibilities and accountability in line with the
legislations, regulations and guidelines governing a community services district

Term

2 years from July 1 to June 30 elected by the Board of Directors present at the June meeting
and shall not exceed three consecutive terms. In the situation of an unexpected vacancy or

otherwise incapacity of the elected Secretary, the Board of Directors may appoint an interim
Secretary to fill the vacancy until the next regular nomination period and June election.

General Responsibilities

Organizations are required by law and by custom to maintain certain records for several
purposes, including:

e accurate recollection of decisions;

¢ determination of eligibility to vote;

e continuity of policies and practices; and
e accountability of directors and officers.

The Secretary is responsible for ensuring that accurate and sufficient documentation exists to
meet legal requirements, and to enable authorized persons to determine when, how, and by
whom the board's business was conducted. In order to fulfill these responsibilities, and subject
to the organization's bylaws, the Secretary records minutes of meetings, ensures their accuracy,
and availability, proposes policies and practices, submits various reports to the board,
maintains membership records, fulfills any other requirements of a Director and Officer, and
performs other duties as the need arises and/or as defined in the bylaws.

Accountability

The Secretary is accountable to the Board of Directors (if elected by them), as specified in the
bylaws. Through the Board of Directors, certain duties of the Secretary may be delegated to the
Executive Director, Board Members and/or committees as appropriate; however, the
accountability for them remains with the Secretary.
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Specific Duties
Minutes

The secretary is responsible for ensuring that accurate, objective, non-biased minutes of
meetings are taken and approved. Requirements of minutes may vary with the jurisdiction but
should include at a minimum:

e date, time, location of meeting;

o list of those present and absent;

o list of items discussed;

o list of reports presented;

o text of motions presented and description of their disposition.

Minutes should have enough information to help absent directors and community members
understand what issues were discussed and what decisions were made. Minutes should
include a summary of discussion, rationale for decision, names of those participating in the
discussion, and the roll call, noting any declared conflicts of interest. Also these circumstances
should be noted: if the matter is contentious, if board members dissent, if there is any concern
about exposure to liability, or if a board member has a conflict of interest.

The Secretary signs a copy of the final, approved minutes and ensures that this copy is
maintained in the district records.

Custodian of Records

The secretary ensures that the records of the organization are maintained as required by law
and made available when required by authorized persons or when requested in accordance
with the Brown Act. These records may include founding documents, (e.g. letters patent,
articles of incorporation), lists of directors, board and committee meeting minutes financial
reports, and other official records.

Membership Records

The Secretary ensures that official records are maintained of members of the organization and
Board. He/She ensures that these records are available when required for reports, elections,
referenda, other votes, etc.

Bylaws

The Secretary ensures that an up-to-date copy of the bylaws is available at all meetings.

Communication
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The Secretary ensures that proper notification is given of board meetings as specified in the
Brown Act. The Secretary manages the general correspondence of the Board of Directors
except for such correspondence assigned to others.

Meetings

The Secretary participates in Board meetings as a voting member. The Secretary provides items
for the agenda as appropriate. Works with the President and Administrator to establish and
prioritize the agenda for each Board of Directors meeting.

Prepares and communicates all action items resulting from Board meetings, providing a list of
action items and responsible individuals within one week of the meeting. Provides ongoing
follow-up to all action items at all Board meetings to keep the Board on track with goals and
objectives, and moving forward on projects in a timely manner, and that actions agreed upon
by the board are carried out and completed. At the end of the meeting, assign every action
item to a “Directly Responsible Individual.” This makes accountability clear and directs people
with questions to the right individual, ensuring each project runs more smoothly. This also
helps to recap the important takeaways from the meeting.

In the absence of the President (and Vice-President, if the position exists), the Secretary calls
the meeting to order, presiding until a temporary chairperson is elected. The secretary records
meeting minutes as described above. Depending upon the bylaws and practices of the
organization, the Secretary may perform these duties for special meetings (e.g. Annual Budget
Meeting) and/or for an executive committee.

Signing Officer

The Secretary may be designated by the Board of Directors and/or bylaws as one of the signing
officers for certain documents. In this capacity, the Secretary may be authorized or required to
sign or countersign checks, correspondence, applications, reports, contracts or other
documents on behalf of organization.

Filing of Documents

The Secretary may be the registered agent with respect to the laws of the jurisdiction; the
person upon whom legal notice to the corporation is served, and responsible for ensuring that

documents necessary to maintain the organization are filed.

Ensures the district website is kept up to date, complete with board packets, meeting minutes,
agendas, relevant notices, and approved policies.

Training

Complete Board-approved training for Board secretaries for California special districts.
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CODE OF CONDUCT

In the performance of her/her/his duties, a board secretary should always observe the
following:

e Strive for professional competency and at all times exhibit a high degree of accuracy,
skill and proficiency in the performance of the duties of the office

e At all times exercise the utmost good faith and act both responsibly and honestly with
reasonable care and due diligence in the exercise of the powers of the role and the
discharge of the duties of the office

e At all times strive to assist the district towards its proper objectives within the tenets of
moral responsibility, efficiency, and administrative effectiveness

e Have a clear understanding of the aims and objectives of the district, and of the powers
and restrictions as provided in the bylaws of the district

e Be knowledgeable of law of meeting, meeting procedures, particularly quorum,
requirements, voting procedures and proxy provisions and be responsible for the proper
administration of meetings

e Neither direct for her/his own advantage any business opportunity that the district is
pursuing, nor disclose to any party any confidential information obtained by reason of
her/his office for her/his own advantage or that of others

e Adopt an objective and positive attitude and give full cooperation when dealing with
board members and members of the community

e Disclose to the board of directors or an appropriate public officer any information within
her/his knowledge that is believed to suggest that a fraud is being or is likely to be
practiced by the district or by any of its directors, contractors, or employees

e Assist and advise the directors to ensure at all times that the district maintains an
effective system of internal control, for keeping proper register and accounting records

e Be impartial in her/his dealings with shareholders, directors and without fear or favor,
use her/his best endeavors to ensure that the directors and the district comply with the
relevant legislations, contractual obligations, and other relevant requirements

e Advise the board of directors that no policy is adopted by the district that will
unnecessarily antagonize or offend any stakeholders of the district

e Be aware of all reporting and other requirements imposed by the statute under which
the district is governed

e Be present or represented at meeting and do not allow her/himself or representative to
be excluded or withdrawn from those meetings in a way that prejudices her/his
professional responsibilities as secretary of the board



Roles of Board Members and Officers
Tomales Village Community Service District

Individual Board Members:
e Attend all Board meetings and functions, such as special events.

Be informed about the organization's mission, services, policies, and program.
Review agenda and supporting materials prior to Board and committee meetings.
Inform others about the organization

Suggest possible committee nominees who can make significant

contributions to the work of the Board and the organization.

e Keep up-to-date on developments in the organization's field.
e Follow Board conflict of interest and confidentiality policies.
e Assist the Board in carrying out its fiduciary responsibilities, such as participating in

the budget process each month and reviewing the organization's annual financial
statements.

e Be prepared to conduct the Board meeting in the case of multiple Director absences.

Board President:

The President shall convene regularly scheduled Board meetings, shall preside or arrange for
other members of the Board to preside at each meeting in the following order: Vice-President
and Secretary. If the Board Secretary is not a Director, the Directors constituting a quorum will
choose the meeting conductor among themselves.

Oversee Board Meetings

Sign all instruments, act and carry out stated requirements and the will of the Board
Sign the minutes of the Board meetings following their approval

Work in partnership with the Administrator to make sure Board resolutions are

carried out

e Call special meetings if necessary, giving notice as required by law
e Appoint all committee members with Board approval
e Coordinate or appoint another Board member in the preparation of meeting agendas

with the Administrator and Board Secretary to assure the agenda reflects the wishes of
the Board

Oversee new Board member orientation

Oversee searches for new Contractors

Coordinate Chief Executive's annual performance evaluation

Act as an spokesperson for the organization

Periodically consult with Board members on their roles and help them assess their
performance



Vice-President:
The Vice-President shall chair committees on special subjects as designated by the board

Attend all Board meetings

Carry out special assignments as requested by the Board President

Understand the responsibilities of the Board President and be able to perform these
duties in the President's absence

Participate as a vital part of the Board leadership

Reconcile the bank statements

Secretary:

The Secretary shall be responsible for keeping records of Board actions, including overseeing
the taking of minutes at all Board meetings, sending out meeting announcements, distributing

copies of minutes and the agenda to each Board member, and assuring the corporate records are
maintained.

Attend all Board meetings

Review Board minutes

If the Secretary is a Board member, the Secretary assumes responsibilities of
the President in the absence of the Board President, President-Elect, and Vice-

President. If the Secretary is not a board member, the remaining board members
choose the chair for the meeting among themselves.

e Provide notice of meetings of the Board when such notice is required
e Prepare and distribute agenda packets for all Board meetings according to TVCSD

policy, including agendas, minutes, resolutions, ordinances, notices and other
related matters

Sign the minutes of the Board meetings following their approval

Certify or attest to actions taken by the Board when required

Give the Oath of Office to all incoming Board members; and

Be responsible for receiving, forwarding and retaining statements of economic

interest (700 Form) or campaign statements in accordance with California Code
Regulations, Title 2, Section 18227.
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District Treasurer:

The position of District Treasurer is required by state law (Government Code Section
61050(b)) the Board has designated an alternative depository for its funds pursuant to
Government Code Section 61053, such that the Marin County Treasurer is not serving the
District. The Board will appoint an individual who is not a Director to act as District Treasurer.
The Board shall require the District Treasurer to be bonded. The District shall pay the cost of
the bonds (Government Code Section 61050(f).

Duties and responsibilities of the District Treasurer:

e Understand financial accounting for nonprofit and government organizations

e Adopt a system of accounting and auditing that shall completely and at all times show
the District’s financial condition and that shall adhere to generally accepted accounting
principles

e Follow the procedure for drawing and signing checks for payroll and claims against
the District

e Determine if claims and demands against the District conform to the District’s
approved budget

e Maintain knowledge of the organization and personal commitment to its goals and
objectives

e Review Board actions related to the Board's financial responsibilities
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