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CHAPTER 1
GENERAL PROVISIONS
CHAPTER HISTORY

“The mission of the Rancho California Water District is to deliver
reliable, high-quality water, wastewater and reclamation services to
its customers and communities in a prudent and sustainable
manner.”

SECTION 1.1

PURPOSE

The purpose of this Administrative Code is to provide the Board of
Directors of the Rancho California Water District and the District staff with a
statement which contains the organizational structure of the District, the policies
of the Board of Directors, duties and functions of the Board of Directors, its
standing policy committees, officers and District management, and the rights and
responsibilities of District employees.
SECTION 1.2

ADOPTION

This Code was adopted by the Board of Directors of the Rancho California
Water District on November 13, 2003.
SECTION 1.3

CHANGES

It is anticipated that from time to time, this Code will require additions,
corrections, revisions, deletions or other modifications to address changes in
District rules, regulations, practices and policies and to incorporate new rules,
regulations, practices and policies. Such changes shall be accomplished by the
Board of Directors, by motion of the Board, at a duly noticed regular, adjourned
or special meeting at which the section(s) to be superseded by a revised
section(s) and new sections to be added are presented to the Board for a final
decision. When so adopted, the new and/or revised sections shall be inserted in
this Code and those for which they are substituted will be removed.
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NON-LIABILITY

This Code shall be maintained in as accurate and up-to-date condition as
is possible and convenient to the District. However, the District, its Board of
Directors and the District staff specifically disclaim any responsibility for the
accuracy and currentness of any provision of this Code, at any particular time,
and defer to applicable federal, state and local laws and regulations for the final
determination as to the accuracy and currentness of any provision of this Code.
SECTION 1.5

VALIDITY OF CODE

If any provision contained in this Code is found to be inconsistent with
applicable statutes, the law shall govern. If any provision contained in this Code
is for any reason held to be invalid or unconstitutional by the decision of any
court, such decision shall not affect the remaining provisions of this Code.
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CHAPTER 2
FORMATION OF THE DISTRICT
CHAPTER HISTORY

The Rancho California Water District is a public corporation of the State of
California, organized on August 16, 1965, pursuant to the California Water
District Law, Division 13 of the California Water Code. The District was formed
for the purpose of providing a continuing and reliable water supply to the
developing community known as Temecula/Rancho California.
SECTION 2.1

BY-LAWS

Consistent with the provisions of Division 13 of the California Water Code,
Part 5, Chapter 1, commencing with Section 35300, the Board of Directors
adopted a code of by-laws for the government and control of the affairs of the
District. The by-laws of the District were adopted by the Board of Directors on
August 25, 1965 by Resolution No. 1, as amended on September 14, 1966 by
Resolution No. 31 and revised on February 24, 1978 by Resolution No. 78-2-2.
SECTION 2.2

ASSESSMENT LEVYING AUTHORITY

The County of Riverside is the assessment levying authority for the levy,
collection and enforcement of District assessments. Under the provisions of
Division 13 of the California Water Code, Part 7.5, and Resolution No. 3 of the
Board of Directors, the Board on or before August 1st of each year shall furnish
to the auditor and board of supervisors of the County of Riverside, an estimate in
writing of the amount of money needed to be raised by assessments for the
payment of the principal of and interest upon bonds as they become due and for
payment of other claims and expenses of the District. At the time of levying
annual county taxes, the board of supervisors shall levy an ad valorem
assessment upon all lands within the District sufficient to raise the amount stated
in the estimate of the District and, if so authorized by resolution of the Board,
shall levy an additional assessment against those lands upon which there are
unpaid charges for water and other services. The amount of the unpaid charges
shall constitute a special assessment, and shall be a lien on the property for the
unpaid amount.
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MERGER WITH SANTA ROSA RANCHES WATER
DISTRICT

Pursuant to the District Reorganization Act of 1965, the Santa Rosa
Ranches Water District, a public corporation of the State of California, organized
on January 24, 1968 pursuant to the California Water District Law, Division 13 of
the California Water Code, and the Rancho California Water District were
consolidated into a single California water district on January 1, 1977.
Sharing a common boundary, the districts were consolidated in the
interest of economy to provide more efficient utility service to the lands and
inhabitants of each district and more economical and efficient management
within each agency, to eliminate the duplication of government authority, and to
secure a greater economy of administration and a more efficient and effective
utilization of ground water and imported water supplies.
SECTION 2.4

DIVISION OF DISTRICT

Pursuant to the reorganization proceedings consolidating the Santa Rosa
Ranches Water District and Rancho California Water District, lands comprising
the original Santa Rosa Ranches Water District are designated the "Santa Rosa
Division," and lands comprising the original Rancho California Water District are
designated the "Rancho Division." All outstanding bonded or other indebtedness
of the Santa Rosa Ranches Water District and the Rancho California Water
District at the time of consolidation remained the obligations of only those lands
constituting the division that incurred the indebtedness as said division existed on
the effective date of the consolidation, and as may have been changed through
subsequent annexations and detachments. The authorized and unissued
general obligation bonds of the Santa Rosa Ranches Water District and the
Rancho California Water District are secured by unlimited assessments upon
only those lands constituting the division for which they are issued. The
consolidated district levies and collects such charges and assessments in the
manner provided in Division 13 of the California Water Code, sufficient to pay the
principal of and the interest on the bonded indebtedness of each division.
Proceeds of the sale of bonds secured by assessments upon Santa Rosa
Division lands are used only for the benefit of the lands of the Santa Rosa
Division and proceeds of the sale of bonds secured by assessments upon
Rancho Division lands are used only for the benefit of the lands of the Rancho
Division.
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POWERS AND PURPOSE

The District has the power generally to perform all acts necessary or
proper to carry out fully the provisions of Division 13 of the California Water
Code, including the powers granted a district pursuant to Division 13, Part 5,
Chapter 2, Article 5, commencing with Section 35500, except that the power to
operate and furnish facilities and services for the collection, treatment, and
disposal of sewage and wastewater shall not be exercised within the Rancho
Division. The District may acquire, plan, construct, maintain, improve, operate,
and keep in repair the necessary works for the production, storage, transmission,
and distribution of water for irrigation, domestic, industrial, and municipal
purposes, and any drainage or reclamation works connected therewith or
incidental thereto, and may levy and collect water and sewer rates and charges,
assessments, standby charges, and other facility and acreage charges as
provided in Division 13 of the California Water Code.
The District provides public water service to customers and property
owners within its boundaries for irrigation, domestic, industrial, municipal and
other needful purposes. Its purpose is to supply the lands and inhabitants of the
District with sufficient water to carry out the social and economic enterprises of
the community; to protect public health and safety through the provision of a safe
and reliable water supply that meets or exceeds federal and state water quality
standards; to support the well-being of the community through the acquisition
and construction of public improvements which will allow the District to continue
to meet the fire protection, domestic and industrial demands of residential and
commercial areas and the irrigation demands of the agricultural community; to
provide a public sewer system for the lands and inhabitants of the westerly
portion of the District; and to establish a fair and reasonable method of
recovering the costs of providing public water and sewer service on a continuing
basis from the public it serves.
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CHAPTER 3

ADMINISTRATION OF THE DISTRICT

CHAPTER HISTORY

References: Resolution No. 4 Determining the Fiscal
Year of the District; Resolution No. 2013-6-14 Fixing the
Time and Place of Regular Meetings of the Board and Its
Standing Policy Committees; Ordinance No. 2014-4-1
Setting the Level of Compensation for Members of the
Board of Directors; Resolution No. 2017-10-1 Changing
the Regular Election of the Board of Directors to the
Statewide General Election; and Board of Directors
meeting minutes of October 9, 2003, November 8, 2007,
January 10, 2008, August 14, 2008, December 11, 2008,
September 2009, December 2009, March 2010, April
2010, December 2010, December 2011, November 2012,
April 2013, May 2013, April 2014, December 2014,
January 2015, December 2016, October 2017, January
2019, February 2019, November 2019, October 2020,
January 2021, and February 2021

SECTION 3.1

POLICY FOR ADMINISTRATION OF THE DISTRICT

The purpose of this policy is to codify applicable provisions of Division 13 of
the California Water Code and the California Government Code, and the policies,
practices, rules and regulations adopted by the Board of Directors of the Rancho
California Water District for the administration and management of the District.
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PRINCIPAL OFFICE

The principal office of the District shall be located in the County of Riverside,
State of California, at a place designated from time to time by the Board of Directors
by resolution entered in its minutes.
Until different action of the Board of Directors, the principal office of the District
shall be located at 42135 Winchester Road, Temecula, California. [Resolution No.
2013-6-14]
SECTION 3.3

OFFICIAL SEAL OF THE DISTRICT

The District shall have and maintain a seal bearing the words "Rancho
California Water District, Riverside County, Formed August 16, 1965, California."
SECTION 3.4

FISCAL YEAR

The Fiscal Year of the District shall commence on July 1 and end on June 30
of each and every year. [Resolution No. 4]
SECTION 3.5

GOVERNING BODY OF THE DISTRICT

The Board of Directors is the governing body of the District, and is charged
with the management and conduct of the business and affairs of the District [Water
Code § 34807]. The Board is committed to upholding the highest ethical standards
and adheres to the Rancho California Water District Code of Conduct for Board
Members.
3.5.1

Powers and Duties of the Board of Directors

All powers, privileges and duties of the District imposed by law and Division
13 of the California Water Code shall be exercised and performed by the Board of
Directors as a body. The Board may delegate specified powers to any officer or
employee of the District, subject to policies and standards established by the Board.
[Water Code § 34900]
Official actions and decisions of the Board of Directors must be made at
regular, adjourned regular or special meetings of the Board which have been duly
noticed in accordance with Government Code Sections 54954.1, 54954.2, 54956,
and Section 3.11.1 of this Code.
Board members are expected to be prepared for and participate in Committee
and Board meetings.
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It shall be the responsibility of the Board to assure that the District is well
managed and responsive to the needs and interests of its constituents; to comply
with the law and use its powers and privileges honorably and fairly and in accordance
with law; to safeguard the assets of the District; to employ and appoint such officers
and employees as may be required to carry out the public service of the District; and
to establish the policies and objectives of the District.
3.5.2

Authority of Individual Board Members

Individual Board members, except as provided herein or otherwise authorized
by the Board, shall have no power to act for the District or the Board, or to direct the
staff of the District. This shall not preclude individual Board members from making
reasonable requests for information or staff assistance. Any information provided to
an individual Board member shall also be made available to other members of the
Board, or to the Board as a body, if so requested.
3.5.3

Quorum and Majority Vote

Attendance of four (4) directors shall constitute a quorum of the Board for the
transaction of business. The vote of a majority of the directors present at any meeting
attended by a quorum shall be necessary and sufficient to determine any proposition
or resolution presented.
SECTION 3.6

MEMBERS OF BOARD OF DIRECTORS

The Board of Directors of the Rancho California Water District is composed of
seven (7) members. The Board may from time to time, but not less than 120 days
before a general district election, by resolution, increase the number of directors to
serve on the Board. [Water Code § 34708]
3.6.1

Election of Members of Board of Directors

Pursuant to California Elections Code § 10404 and Resolution No. 2017-10-1
adopted by the Board of Directors of Rancho California Water District on October 12,
2017 and approved by the Riverside County Board of Supervisors on December 5,
2017, General Election of said District will be held on the first Tuesday after the first
Monday in November of the even-numbered years and held with the Consolidated
Election on the same date.
3.6.2

Transition to Statewide Elections

Per Senate Bill 415 a public agency, including a special District, cannot hold
its regular election on any date other than a statewide election date if holding an
Rancho California Water District
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election on a non-statewide election date results in a “significant decrease in voter
turnout.” A “significant decrease in voter turnout” is defined as at least 25 percent
less than the average voter turnout within that public agency for the previous four
statewide general elections. Statewide general elections are held in November of
even-numbered years. [Election Code § 1200]

3.6.3

Qualifications and Tenure

All directors elected by resident voters shall be residents of, and registered
voters in the District at the time of their election and during their term of office.
The term of office of each elected officer is four (4) years or until his or her
successor qualifies and takes office. The terms of office are staggered so that four
directors and three directors are elected in alternating elections.
3.6.4

Vacancies

A vacancy in the office of board member who was elected to office shall be
filled pursuant to Section 1780 of the Government Code. [Water Code § 34707.5] A
vacancy in any other office from any cause shall be filled by appointment by the
Board. [Water Code § 34707]
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OFFICERS OF THE BOARD

At its first meeting in the month of December of each year, the Board shall
elect one (1) of its members as president, one (1) member as senior vice president,
and the remaining members as vice presidents for the following calendar year. The
president and senior vice president so elected shall serve for a period of one (1) year
or until their successors are elected.
The Board shall employ and appoint such officers and employees as may be
required, prescribe their duties and fix their salaries, and prescribe other terms and
conditions of employment. The Board may delegate powers to any officer or
employee of the District, subject to policies and standards established by the Board.
[Water Code § 34900]
3.7.1

Procedure for Election of Board Officers

The election of officers shall be conducted at the regular meeting held by the
Board in December of each year. The current president shall open the nominations
for the office of president. No member may nominate more than one (1) member for
the office of president. The nominations shall be closed by motion of the Board, and
each Board member shall cast a vote by stating the name of the candidate for whom
he or she casts his or her vote. The vote of a majority of the directors present is
necessary to elect officers of the Board. Proceedings for election of senior vice
president shall be conducted in the same manner as those for the office of president.
The new president and senior vice president shall assume office beginning January
1 of the following calendar year.
3.7.2

Duties of President

The president of the Board shall preside over and conduct the meetings of the
Board of Directors in accordance with established rules of procedure, and shall
maintain order and decorum. The president shall authenticate by signature all official
records of the District as required by law or as directed by a majority vote of the
Board.
It shall be the responsibility of the president and senior vice president to
appoint a chair, two (2) committee members, and an alternate committee member to
serve on each of the Board's standing policy committees. Such appointments shall
become effective on January 1 of each year, and shall remain in effect for a period
of one (1) year or until successors are appointed.
The president shall carry out such other duties and responsibilities as required
or imposed by law or a majority vote of the Board.
Rancho California Water District
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Duties of Senior Vice President

The senior vice president of the Board shall act as president, if the president
is absent or unable to act, and shall exercise all of the powers of president in his or
her absence.
It shall be the responsibility of the senior vice president to assist the president
of the Board with the appointment of a chairman, two (2) committee members, and
an alternate committee member to serve on each of the Board's standing policy
committees.
3.7.4

Duties of Secretary

The secretary of the Board is an officer of the District, and shall be appointed
by the Board and be directly responsible to the Board. A Board or District staff
member may hold the position of secretary.
The secretary of the Board shall keep a record of all the proceedings held at
meetings of the Board, and shall file in the office of the District all documents
pertaining to District affairs. The secretary shall authenticate the minutes,
ordinances, and resolutions of the Board and the general obligation and revenue
bonds of the District [Water Code § 36193 and § 36345], and shall certify all records
of the District and maintain custody of the District seal and the official records of the
District.
In the absence of the president and senior vice president, the secretary shall
call any meeting to order and shall preside until the election of a chair pro tem, who
shall then exercise the powers of the president at such meeting. If all members are
absent from any regular or adjourned meeting, the secretary shall declare the
meeting adjourned to a stated time and place for lack of a quorum, and shall post a
proper notice of adjournment.
The secretary shall prepare, post, and publish as required by law, notices of
Board and Committee meetings; Board and Committee meeting agendas; notices of
adjournment; and public hearings. The secretary shall prepare, file, and maintain in
a safe and orderly condition, the minutes, ordinances and resolutions of the Board;
minutes of Committee meetings; and minutes of any other proceedings which the
Board of Directors deems necessary and appropriate. Unless otherwise directed by
the Board at the time of their adoption, resolutions and ordinances adopted by the
Board may be referred to in the minutes by number and title only. Minutes,
ordinances, and resolutions of the Board, when authenticated by the president and
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secretary of the Board, shall constitute the official minutes, ordinances, and
resolutions of the Board.
The secretary shall mail to persons who have filed a written request for notice
with the District, copies of meeting notices and agendas, in accordance with Chapter
6 of the Administrative Code—District Records Policy.
The secretary shall be responsible for coordinating the preparation of all
official documents and statements of the District, its Board of Directors, general
manager, and staff; and for filing such documents and statements with the
appropriate governmental agencies as required by law. The secretary shall serve as
the filing officer for purposes of receiving and retaining original statements of
economic interests and any other reports and statements filed pursuant to the
Political Reform Act of 1974, including statements filed by members of the Board of
Directors, and all other public officials who manage District investments. With respect
to reports and statements filed pursuant to the Political Reform Act of 1974, the
secretary shall supply the necessary forms and manuals, determine whether required
documents have been filed and, if so, whether they conform with applicable
requirements, notify promptly all persons who have failed to file a report or
statements in the form and at the time required, report apparent violations to the
appropriate agencies, and compile and maintain a current list of all reports and
statements filed.
The secretary shall be responsible for the administration and coordination of
the general district elections. On the 125th day prior to the day fixed for the general
district election, the secretary shall deliver a notice to the County of Riverside
elections official, which notice shall be in the form of a resolution duly adopted by the
Board of Directors, requesting the County Registrar of Voters to conduct the election.
The notice shall bear the secretary's signature and the District seal, and shall also
contain the elective offices of the District to be filled at the next general district
election and state that the candidate is to pay for the publication of a statement of
qualifications. The secretary shall also deliver a map showing the current boundaries
of the District and divisions, if any. The Registrar of Voters is required to publish a
Notice of Election, and to deliver a copy of the notice to the secretary for posting in
the District office. On the 113th day prior to the general district election but not later
than the 88th day prior to the election, the secretary shall make available to any
individuals who request such, forms for declarations of candidacy for all District
offices.
The secretary shall serve as the liaison between the Board, the general
manager, and the public, if the secretary is a District employee, and shall receive all
documents addressed to the Board and prepare related correspondence.
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The secretary shall perform such other duties and responsibilities as may be
imposed by law or by a majority vote of the Board of Directors, or by the general
manager, if the secretary is a District employee.
3.7.5

Duties of Treasurer

The treasurer is an officer of the District, and shall be appointed by the Board
and be directly responsible to the Board. A Board or District staff member may hold
the position of treasurer.
The treasurer shall deposit any money belonging to the District pursuant to
the general laws governing the deposit of public money. The treasurer shall receive,
to the credit of the District and in trust for its use and benefit, all the money belonging
to the District. All money belonging to the District, or to which the District is entitled,
shall, when received, be paid by the person receiving it to the treasurer.
The treasurer shall establish for the District a debt service fund and a general
fund and shall apportion that portion of the money received from the collection of
assessments or from the sale of property for delinquent assessments which is
required for the payment of bonded indebtedness and the interest thereon to the debt
service fund, and the balance of all money received to the general fund. The
treasurer shall establish such other funds as may be necessary and appropriate for
the deposit of money belonging to the District.
The treasurer shall maintain a record of the bonds of the District, the payment
thereof and the interest thereon.
The treasurer shall coordinate the preparation of a treasurer's report,
certification of cash sufficiency statement, and related investment data on a monthly
basis and a comprehensive annual financial report on an annual basis, and shall
cause such statements and reports to be presented to the Board.
The treasurer shall be responsible for the administration and implementation
of the District Investment Policy, and shall cause said policy to be presented to the
Board for purposes of review on an annual basis.
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Duties of General Manager

The General Manager is an officer of the District, and shall be appointed by
the Board and be directly responsible to the Board. The General Manager shall serve
at the pleasure of the Board, and perform such duties as may be imposed by the
Board. Subject to the approval and direction of the Board, the General Manager shall
operate and manage the affairs of the District in conformance with policies and
objectives established by the Board.
The Board has delegated to the General Manager the power and authority to
control the administration, maintenance, operation and construction of the
waterworks and sewer systems of the District in an efficient manner, and to employ
and discharge all employees, to prescribe their duties and to promulgate specific
rules and regulations for such employees subject to the policies approved by the
Board.
The General Manager is authorized to sign all documents necessary to
execute the approved programs of the Board including, but not limited to, agency
agreements, grants of easements to be received by the District, payment plan
agreements, reimbursement agreements, construction and service contracts,
purchase orders, construction change orders, certificates of completion and
acceptance, engineering and consultant agreements, requests for proposals,
advertisements for bids and periodic progress payments for ongoing contracts; and to
approve plans, specifications, maps and any other documentation relating to the
design, construction, acquisition and expansion of public improvement projects within
the District. All contracts and purchases greater than $50,000 shall first be approved
by the Board.
The General Manager is authorized to file and affix liens against real
properties for uncollectible debts and to approve expenditures of District funds for
the implementation of the policies of the Board and approved administrative,
financial, operational, and capital improvement programs. The General Manager is
authorized to approve expenditures of District funds up to a maximum of Fifty
Thousand Dollars ($50,000).
In the General Manager's absence, signature authority may be delegated to
District staff officers to approve documents which fall into the officer's normal area of
business responsibility.
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Duties of Controller

The controller is an officer of the District, and shall be appointed by the Board
and be directly responsible to the Board and to the CFO/Treasurer. A Board or
District staff member may hold the position of controller.
The controller shall be responsible for the preparation of the annual operating
budget, long range financial plan, annual report of standby charges, and annual
justification for connection fees, and shall cause such to be presented along with
impacts and recommendation on rates and charges to the Board of Directors for
adoption before the beginning of each fiscal year.
The controller shall be responsible for proper records of all District activities
to its accounting records, preparation of monthly financial statements for Board
review, and preparation of the comprehensive annual financial report. The controller
shall also coordinate an independent audit of these books on an annual basis and
cause such audit report and comprehensive annual financial report to be presented
to the Board on an annual basis.
The controller shall be responsible for reviewing actual operating activities
compared to approving budgeted activities, identifying significant variances, and
reporting such to the Board on a quarterly basis.
The controller shall establish and monitor a system of internal controls
providing reasonable safeguards of District assets and resources. The controller
shall cause to be presented to the Board any discovered material breaches of internal
controls or detection of fraud.
The controller shall ensure that all District procurement policies, procedures
and practices are adhered to.
The controller shall oversee the development and maintenance of the finance
related District wide network and Management Information Systems.
SECTION 3.8

COMMITTEES OF THE BOARD

Committees of less than a quorum of the Board may be created to review,
study, and advise the full Board regarding the business of the District. The Board
may form standing policy committees to advise the Board regarding certain routine
items of business, or ad hoc committees to review and study specific items of
business. The president and senior vice president of the Board shall consult and
develop committee appointments by designating one (1) committee chairman, two
(2) committee members and one (1) alternate committee member to serve on each
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standing committee. The membership of standing committees shall change on an
annual basis with the election of officers of the Board.
Meetings of standing committees shall be noticed, agendized and conducted
in accordance with the Brown Act.
Directors that are not members of a committee may attend committee
meetings only as an observer and shall not participate in the discussion unless the
committee meeting has been also noticed and agendized as a joint committee
meeting and a special meeting of the Board. If a committee meeting is noticed and
agendized also as a special meeting of the Board, the Directors present who are not
members may participate in the discussion, but shall not make, second, or vote on
any motion or other action of the committee. Actions taken pursuant to the agenda
shall be actions within the purview of the committee and shall be deemed
recommendations of the committee for the Board to consider at a future meeting of
the Board. Procedures for the conduct of committee meetings shall be provided for
in this Administrative Code.
Actions of the committee shall be approved by a vote of the members of the
committee. Actions of the committee require the affirmative votes of a majority of the
quorum of the committee.
The Board shall retain all powers, privileges and duties to exercise and
perform the business of the District. Committees of the Board are not empowered to
act for or on behalf of the Board or the District unless exercising delegated authority
of the Board.
3.8.1 Procedure for Appointment of Committee Members
The president and senior vice president of the Board shall be responsible for
the appointment of one (1) committee chairman, two (2) committee members, and
one (1) alternate committee member to serve on each of the Board's standing policy
committees identified in Sections 3.8.2, 3.8.3, and 3.8.4. The president and senior
vice president shall consult and develop committee appointments, and shall give
consideration to preferences expressed by individual Board members. The president
and senior vice president shall appoint Board members who served as alternate
committee members on a standing policy committee of the Board as members of the
committees on which they served as alternates. In so far as possible, all Board
members, except the president, shall have an equal or nearly equal number of
appointments as a committee member on the standing policy committees of the
Board.
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The president and senior vice president shall submit committee appointments
to the Board for ratification at the first regular, adjourned regular or special meeting
of the Board of Directors following the election of Board officers. The Board may call
a special meeting to consider committee appointments in accordance with Section
3.9.2 of this Chapter. If the Board of Directors does not ratify the appointments at
the first regular, adjourned regular, or special meeting of the Board of Directors
following the election of Board officers, the president and senior vice president shall
consult and develop different committee appointments and shall submit the new
appointments to the Board for ratification at a subsequent regular, adjourned regular,
or special meeting of the Board of Directors and shall continue to consult and develop
committee appointments until such time ratification by the Board of Directors occurs.
Committee appointments shall remain in effect for a period of one year or until
successors are appointed.
3.8.2

Finance and Audit Committee

The Finance and Audit Committee is a standing policy committee of the Board
of Directors, established to advise the Board concerning financial, budgetary, and
investment matters. The Board has charged the Finance and Audit Committee with
the establishment, maintenance, review, and enforcement of the fiscal policies of the
District in order to achieve stability and the most efficient and cost-effective use,
protection, and distribution of the District's assets and disposition of the District's
liabilities.
The Finance and Audit Committee shall review the financial statements,
treasurer's report, certification of cash sufficiency, and register of audited demands
of the District on a monthly basis; shall review the budget and capital financing plan
of the District on an annual basis and shall confer with staff during the preparation
thereof; and shall review audit reports and the investment policy and guidelines of
the District on an annual basis.
The time and place of regular meetings of the Finance and Audit Committee
shall be established by Board resolution.
3.8.3

Engineering and Operations Committee

The Engineering and Operations Committee is a standing policy committee of
the Board of Directors, established to advise the Board concerning the planning,
construction, operation and maintenance of the necessary works for the production,
storage, transmission, and distribution of water and recycled water for irrigation,
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domestic, industrial, and municipal purposes and any drainage or reclamation works
connected therewith or incidental thereto.
The Engineering and Operations Committee shall review the status of District
construction and developer projects and statistical information relevant to District
operations on a monthly basis, and shall review the capital improvement programs
of the District, environmental documents and programs, and the master plans of the
District.
The time and place of regular meetings of the Engineering and Operations
Committee shall be established by Board resolution.
3.8.4

Planning and Administration Committee

The Planning and Administration Committee is a standing policy committee of
the Board of Directors, established to inform the Board of State and Federal
legislation, water resource and water use efficiency planning, grant management
efforts, integrated regional water management, and public information and
education.
The Planning and Administration Committee shall review administrative
policies and procedures of the District, employee compensation and fringe benefits,
personnel and labor matters, safety/risk management, and shall hold any necessary
hearings on employee disciplinary and appeal matters.
The Planning and Administration Committee may advise the Board
concerning recruitment, selection, evaluation and salary of the general manager, and
other officer and management positions.
The time and place of regular meetings for the Planning and Administration
Committee meetings shall be established by Board resolution.
3.8.5

Ad Hoc or Special Committees

The president and senior vice president may appoint individual Board
members, with Board confirmation, to serve on ad hoc or special committees as
needed to undertake specific assignments on behalf of the Board. Such committees
shall exist for a specified term or until their assigned responsibilities are completed.
SECTION 3.9

MEETINGS OF THE BOARD

The Board shall hold regular meetings at such time and place as may be
agreed upon by resolution. All meetings of the Board of Directors and its standing
committees shall be held in conformance with the provisions of the Ralph M. Brown
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Act, Government Code Section 54950 et seq. All meetings of the Board of Directors
and its standing committees shall be open and public, and all persons shall be
permitted to attend any meeting of the Board and its standing committees.
3.9.1

Regular Meetings

Regular meetings of the Board of Directors shall be held on the second
Thursday of each month at 8:30 a.m., in the Board Room of the District's
Administration building, located at 42135 Winchester Road, Temecula, California.
[Resolution No. 2013-6-14]
3.9.2

Special Meetings

Special meetings of the Board of Directors may be called at any time by
delivering personally or by mail, written notice to each member of the Board and to
each local newspaper of general circulation or other media requesting notice in
writing. The notice shall be delivered personally or by mail and shall be received at
least twenty-four (24) hours before the time of the meeting as specified in the notice.
The call and notice shall specify the time and place of the special meeting and the
business to be transacted or discussed; no other business may be considered at
special meetings. The call and notice shall also be posted at least twenty-four (24)
hours prior to the special meeting in a location that is freely accessible to members
of the public. The written notice may be dispensed with under certain conditions set
forth in Section 54956 of the Government Code.
Special meeting agendas shall provide an opportunity for members of the
public to directly address the Board concerning any item that has been described in
the notice for the meeting.
3.9.3

Emergency Meetings

In the case of an emergency situation involving matters upon which prompt
action is necessary due to the disruption or threatened disruption of public facilities,
the Board may hold an emergency meeting without complying with the twenty-four
(24) hour notice and posting requirements. [Government Code § 54956.5] The
presiding officer of an emergency meeting, or designee thereof, shall attempt to notify
local media which has requested notice of special meetings one (1) hour prior to the
meeting by telephone. The Board shall not meet in closed session during an
emergency meeting, and all special meeting requirements shall be applicable to an
emergency meeting, with the exception of the 24-hour notice requirement.
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Adjourned Meetings

The Board may adjourn any regular, adjourned regular, special or adjourned
special meeting to a time and place specified in the order of adjournment. Less than
a quorum may so adjourn, and the secretary may so adjourn a meeting if all members
of the Board are absent. An order of adjournment shall be posted within twenty-four
(24) hours after the time of the adjournment. [Government Code § 54955]
3.9.5

Public Hearings

The Board shall conduct public hearings as required by law to consider
adoption of any new or increased assessment and operating and non-operating
budget, water and wastewater rates and charges; negative declarations,
environmental impact reports and other environmental documents required under the
California Environmental Quality Act; urban water management plans; ordinances
providing or increasing the amount of compensation received by members of the
Board of Directors; and any other matters subject to statutory public notice and
hearing requirements. The District shall post and/or publish, as required, the
appropriate notices of public hearings in accordance with law, and shall provide
mailed notice of public hearings to any person who has filed a written request for that
notice with the District.1
Any hearing may by order or notice, be continued to any subsequent meeting
in the same manner and to the same extent as for adjourned meetings as set forth
in Section 3.9.4 of this Code. If the hearing is continued to a time less than 24 hours
after the time specified in the public hearing notice, an order or notice of continuance
shall be posted immediately following the meeting. [Government Code § 54955.1]
When practical and convenient, public hearings are held at the monthly Board
meetings. The president, or presiding officer, shall conduct the public hearing
process. The president shall call upon staff to describe the matter before the Board
and any action being requested of the Board. Board members may raise questions
36
1

For assistance in making determinations concerning public notice requirements, reference may be made to
the following sections of the California Codes.
Public Document

Code reference

Proposal to enact or increase assessments
Environmental impact report or negative declaration
Urban water management plan
Ordinance providing compensation to members of the Board

Government Code § 54954.6
Public Resources Code § 21092
Water Code § 10642; Government Code § 6066
Water Code § 20203; Government Code § 6066
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and offer comments following the staff report and staff shall respond to any questions
by the Board. After satisfactory responses are received, the president shall declare
the public hearing open and invite questions and comments from the public. Staff
shall present any comments received by the District, written or otherwise, and staff's
responses thereto, and shall attempt to respond to questions by the public at the
hearing. The public hearing shall be closed by motion of the Board, at which time the
Board members may discuss the matter amongst them and solicit further information
from staff. The Board shall take whatever action it deems necessary and appropriate
at the public hearing.
3.9.6

Closed Sessions

All closed sessions of the Board shall be held in conformance with applicable
provisions of the Ralph M. Brown Act, Government Code Section 54950 et seq. The
agenda of any meeting at which a closed session shall be held shall identify with a
brief general description all matters to be discussed in closed session, and shall
disclose the names of all real property negotiators and designated representatives
regarding compensation and salary negotiations. Prior to adjourning to closed
session, the president shall announce in open session the item or items to be
discussed and identify negotiators and representatives. [Government Code §§
54956.8, 54957.7] In a closed session meeting, the Board shall consider only those
items identified on the agenda for the meeting.
Closed sessions may be attended by Board members and staff members who
possess information or knowledge relevant to the item(s) to be discussed in closed
session, unless a conflict exists, and by any other person whose attendance is
deemed necessary and appropriate by the Board and General Counsel. The
president, or presiding officer, shall announce in public session any final action taken
in closed session and the vote or abstention of every member present thereon.
The Board may designate the secretary or other officer or employee of the
District to keep and enter in a minute book a record of topics discussed and decisions
made at closed sessions. The closed session minute book is not a public record, and
shall be kept confidential. The minute book shall be available only to members of the
Board. [Government Code § 54957.2]
SECTION 3.10

BOARD MEETING CONDUCT AND PROCEDURES

Meetings of the Board of Directors and its standing committees shall be
conducted in general conformity with Robert's Rules of Order. While many of the
principles of Robert's Rules of Order have come to be generally accepted as the
proper, fair and efficient way of conducting a meeting, such rules were not designed
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for small governing boards of public agencies, and in some instances conflict with
the law. Accordingly, while many of the fundamental concepts of Robert's Rules of
Order have been included within the provisions of this Code, such Rules shall not
technically apply to the affairs of the Board of Directors of the District.
3.10.1

Right of Public to Address the Board

All regular, adjourned, and special meetings of the Board of Directors and its
standing committees shall include a public comment period during which members
of the public may directly address the Board and committees on any item of interest
to the public that is within the subject matter jurisdiction of the Board, provided that
no action shall be taken on any item not appearing on the agenda.
Members of the public who wish to address the Board regarding items on the
agenda are asked, but are not required to present a speaker's request form to the
Board president or secretary prior to the meeting, indicating their name and address
and the agenda item on which they wish to speak. [Government Code § 54953.3]
The Board president will call the names of the speakers, and the speakers shall step
to the podium and state their name and address for the record. If there are several
speakers present in regard to the same agenda item, they may be asked to appoint
one spokesperson. The Board may establish reasonable regulations limiting the total
amount of time allocated for public comment on particular issues and for each
individual speaker. [Government Code § 54954.3(b)]
The public may also address the Board by written communication submitted
to the Board president or secretary prior to, during, or after a meeting.
3.10.2

Board Actions and Voting Procedures

The Board shall act only by resolution, ordinance, or upon a motion duly made,
seconded and passed. The vote of a majority of the directors present at any meeting
attended by a quorum is necessary to determine any proposition or resolution
presented. A majority of the membership of the board shall constitute a quorum of
the board for the transaction of business.
Resolutions and other motions may be passed by way of an electronic vote or
a voice vote, on demand of any Board member, the vote is then entered into the
record of the proceedings. All motions, including a motion to adopt or approve a
resolution, shall require a second. If a second is not received, the motion shall fail
without the requirement of a vote. A motion duly made and seconded may be
modified or withdrawn by the maker prior to a vote. The motion, whether it is adopted
or rejected, shall be subject to only one attempt to reconsider, renew or rescind. If a
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motion to reconsider, renew or rescind fails, the underlying motion may no longer be
a subject for Board consideration. Any member of the Board, including the president,
may make or second a motion, and the president shall vote on all motions unless
disqualified or abstaining.
A motion by any member shall be seconded prior to any discussion thereon.
After a motion has been duly made and seconded, any member may move to
continue the motion to a specific time or to table the motion, refer it to a committee,
amend the motion, propose a substitute motion or call for the question. The president
or presiding officer may restate the motion if deemed appropriate before calling for a
vote, and shall announce its passage or failure.
No action, whether preliminary or final, shall be taken by secret ballot.
[Government Code § 54953(c)]
Action items presented under the consent calendar may be approved without
discussion upon a single motion duly made, seconded and passed. At the request
of a Board or staff member or a member of the public, items may be removed from
the consent calendar and be opened to discussion and public comment as a separate
action item prior to being voted upon.
At the discretion of the Board president, routine and non-controversial items
may be expedited by assuming unanimous consent of the members of the Board and
having the president state that without objection the item will stand approved. If any
member of the Board should object to such unanimous consent, the president shall
then call for a vote.
SECTION 3.11

BOARD MEETING AGENDAS

Unless otherwise specified herein, the policies and procedures set forth in this
Section shall in all cases apply to agendas of meetings of standing committees of the
Board except, when for any reason, the application of such policies and procedures
to committee agendas is found to be inconsistent with applicable statutes.
All Board meeting agendas shall be prepared, posted and distributed in
conformity with applicable provisions of the Ralph M. Brown Act, Government Code
Section 54950 et seq.
3.11.1

Legal Requirements

At least 72 hours before a regular meeting, the secretary shall post an agenda
containing a brief general description of each item of business to be transacted or
discussed at the meeting, including items to be discussed in closed session. The
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agenda shall specify the time and location of the meeting and shall be posted in a
location that is freely accessible to members of the public. [Government Code §
54954.2(a)] Every agenda shall provide an opportunity for members of the public to
directly address the Board on any item of interest to the public.
Upon request, agendas will be made available in appropriate alternative
formats to persons with disabilities, as required by Section 202 of the Americans with
Disabilities Act of 1990. Any person with a disability who requires a modification or
accommodation in order to participate in a meeting shall direct such request to the
District Secretary at least 48 hours before the meeting, if possible.
3.11.2

Routine Agenda Items; Action and Procedure

Regular and adjourned regular meeting agendas shall include routine items
of business which are presented for information purposes and acted upon by the
Board at one time without discussion, but which may be items of discussion or action,
at the discretion of the Board. Such items shall consist of, but are not limited to, the
following:
(1)

Introduction. The president announces the meeting, directs the
secretary to call for the roll, and recognizes any government officials,
community leaders, or other dignitaries present in the audience.

(2)

Roll Call.

(3)

Pledge of Allegiance. The president shall select a Board or staff
member or a member of the public to lead the Pledge of Allegiance.

(4)

Additions to Agenda. The president shall call for additions to the
agenda, and if any, shall conduct the proper procedures to add an item
to the agenda. (Section 3.11.3)

(5)

Approval of Agenda. The president shall entertain a motion to approve
the agenda, as presented, or amended.

(6)

Public Comment. Any person may address the Board at this time upon
any subject not identified on this Agenda but within the jurisdiction of
the Rancho California Water District. Please note that for items not
listed on the agenda, the Brown Act imposes limitations on what the
Board may do at this time. The Board may not take action on the item
at this meeting. As to matters on the Agenda, persons will be given an
opportunity to address the Board when the matter is considered. If you
wish to speak during public comment, please fill out a "Speaker
Request Form" and give it to the Board Secretary. When the Board
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President calls your name, please immediately step to the podium and
begin by giving your name and address for the record. Each speaker
will be given three (3) minutes to address the Board.
(7)

Consider Approval of Minutes. Minutes of prior meetings of the Board
shall be presented to the Board of Directors for approval.

(8)

Consent Calendar. Routine and non-controversial items which may be
acted upon by the Board at one time without discussion. Board
members, staff members and members of the public are given an
opportunity to remove items from the consent calendar so that they
may be acted upon separately.

(9)

Public Hearings. To consider adoption of any new or increased
assessment and operating and non-operating budget, water and
wastewater rates and charges; negative declarations, environmental
impact reports and other environmental documents required under the
California Environmental Quality Act; urban water management plans;
ordinances providing or increasing the amount of compensation
received by members of the Board of Directors; and any other matters
subject to statutory public notice and hearing requirements. (Section
3.9.5)

(10)

Action Items. Action items call for individual discussion and action by
the Board.

(11)

Information Items. An informational item including non-action items of
interest. Informational items may include, but are not limited to, an
activity report covering items discussed and actions taken by standing
policy committees, a claims activity report, a public information and
water education activity report, copies of newspaper articles and press
releases, and other items of interest related to the water and sewer
industries.

(12)

Executive Reports.
A. General Counsel's Report. District counsel shall update the Board
concerning legislative matters, provide general information
concerning any pending or existing legal proceedings, and report to
the Board on any other matter which legal counsel deems important
or of interest to the Board.
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B. General Manager's Report. A statistical report covering District
operations for a prior period, generally, the preceding month.
C. Board Members’ Comments and Reports: Opportunity for the Board
to share any comments or report on any events/meetings attended
during the previous month.
(13)

Closed Session. The Board, District legal counsel, select staff
members, and others, as necessary and appropriate, adjourn to closed
session to discuss closed session items identified on the agenda for
the meeting, if any.

(14)

Adjournment.

3.11.3

Additions to Agenda

The Board shall not take action on any item not appearing on the agenda
previously posted for a meeting; excepting, however, that the Board may take action
on items of business not appearing on the posted agenda under any of the conditions
stated below: [Government Code § 54954.2(b)]
(1)

Upon a determination by a majority vote of the Board that an
emergency situation exists pursuant to Government Code Section
54956.5, or

(2)

Upon a determination by a two-thirds vote of the members of the Board
present at the meeting, or, if less than two-thirds of the members are
present, a unanimous vote of those members present, that there is a
need to take immediate action and that the need for action came to the
attention of the Board subsequent to the agenda being posted, or

(3)

The item was posted for a prior meeting of the Board occurring not
more than five calendar days prior to the date action is taken on the
item, and at the prior meeting the item was continued to the meeting at
which action is being taken.

Prior to discussing any item added to the agenda pursuant to this Section, the
president or presiding officer shall publicly identify the item at the meeting.
Upon determination of a quorum, items on the agenda may be reordered or
withdrawn upon request of a Board or staff member.

Rancho California Water District

Administrative Code
Revised March 2021

Pt. I, Ch. 3

3.11.4

Administration of the District

Page 22 of 33

Agenda Preparation and Distribution

The secretary of the Board shall be responsible for the preparation and
distribution of meeting agendas, and shall coordinate the assembly of all supporting
documents, including staff reports, staff and committee recommendations, maps and
exhibits. Members of the Board and staff, and members of the public may generate
agenda items. Board and staff members shall notify the secretary as soon as
possible of items to be placed on meeting agendas to facilitate preparation of
agendas in a timely manner. In any case, no item may be placed on an agenda after
it has been posted pursuant to Section 3.11.1 of this Code, unless an emergency
situation exists pursuant to Section 3.11.3 of this Code.
The secretary shall accommodate requests submitted by members of the
public to place an item(s) on an agenda, and shall place the item(s) on the agenda
of the next regular or adjourned regular meeting of the Board, following the request.
The secretary may refer any item that is within the subject matter jurisdiction of a
standing committee or the general manager to the appropriate committee or general
manager for action.
The complete Board package, which includes the agenda, staff reports and
supporting documentation, is generally available the Friday prior to the scheduled
meeting, or as soon as possible. Copies of the complete Board package are
available for public inspection on the District’s web-site, the lobby of the District's
administrative offices, and the Administration Department no later than 72 hours
before the date set for the meeting. District consultants shall receive copies of the
complete Board package upon request.
Whenever items on the agenda concern or are related to another public
agency, a private organization, or an outside consultant; the agency, organization, or
consultant shall be provided a copy of the agenda and any relevant supporting
documentation upon request.
3.11.5

Written Request for Mailed Notice

The secretary of the Board shall cause a copy of the agenda of any meeting
of the Board of Directors and its standing policy committees to be mailed to any
person who has filed a written request for that agenda with the District pursuant to
Government Code Section 54954.1. Agendas shall be mailed at the time the agenda
is posted or upon distribution to all, or a majority of all, of the members of the Board,
whichever occurs first.
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Any written request for mailed notice shall be valid for the calendar year in
which it is filed, and must be renewed within 90 days after January 1 of each year.
The Board may, at its discretion, establish a reasonable annual fee for mailing
the agenda based on the estimated cost of providing the service. [Government Code
§ 54954.1 and Section 6.8 of Part I of this Code]
3.11.6

Agendas and Related Materials as Public Record

Notwithstanding Section 6255 of the California Public Records Act or any
other provisions of law, agendas of public meetings and any other writings, when
distributed to all, or a majority of all, of the members of the Board by any person in
connection with a matter subject to discussion or consideration at a public meeting
of the Board, are disclosable public records under the California Public Records Act
[Section 3.5, commencing with Section 6250, of Division 7 of Title 1], and shall be
made available upon request without delay. Any writing identified in Sections 6253.5;
6254; 6254.7; or 6254.22 of the California Public Records Act are exempt from public
disclosure. [Government Code § 54957.5(a)]
Writings which are public records and which are distributed during a public
meeting shall be made available for public inspection at or immediately after the
meeting. [Government Code § 54957.5 (b)]
The Board may, at its discretion, charge a fee or deposit for a copy of a public
record pursuant to Section 6257 of the California Public Records Act. [Government
Code § 54957.5(c)]
SECTION 3.12

MINUTES OF BOARD MEETINGS

Unless otherwise specified herein, the policies and procedures set forth in this
Section shall, in all cases, apply to minutes of meetings of standing committees of
the Board except when for any reason, the application of such policies and
procedures to committee minutes is found to be inconsistent with applicable statutes.
The secretary shall record and keep the minutes of meetings of the Board of
Directors, and shall maintain a permanent record of the minutes in a book maintained
for that purpose. The secretary shall record the proceedings and shall use the
recordings to prepare the minutes of the meetings so recorded. Any audio shall be
subject to inspection pursuant to the California Public Records Act, but,
notwithstanding Government Code Section 34090, and may be erased or destroyed
30 days after the recording. [Government Code § 54953.5 (b)]
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Approval of minutes of prior meetings of the Board of Directors shall be a
routine agenda item at the monthly meetings of the Board. Minutes of meetings of
the Board's standing committees shall not be subject to formal approval by the Board
and shall be deemed approved following review by District staff.
The minutes shall indicate the maker and seconder of each motion, the votes
in favor and opposed, and any Board member absent or abstaining from the vote.
The names of all speakers on each side of the question shall be included. The
minutes may contain brief descriptions of documents presented to the Board, and
may summarize staff reports and the Board discussion leading to the actions taken.
The minutes shall reflect any public comments made during the proceedings.
All resolutions and ordinances adopted by the Board may be referred to in the
minutes by number and title, but shall be recorded in their entirety in books kept for
that purpose. Resolutions and ordinances shall indicate the vote of the members of
the Board, and shall be authenticated by the president or presiding officer and
attested to by the secretary.
Minutes, resolutions, and ordinances, after they have been approved and
adopted by the Board and authenticated by the president and secretary, shall
constitute the official minutes, resolutions and ordinances of the Board of Directors
of the Rancho California Water District. These minutes, resolutions, and ordinances
are disclosable public records under the California Public Records Act, and shall be
made available upon request without delay.
SECTION 3.13
3.13.1

BOARD OF DIRECTORS’ COMPENSATION
Amount of Per Diem Compensation

Compensation for members of the Board shall be frozen at Two Hundred
Dollars ($200.00) per day for each day's attendance at meetings of the Board, or for
each day's service rendered as a member of the Board by request of the Board, and
may, by ordinance adopted by the Board, increase by an amount not to exceed five
percent (5%) for each calendar year following the operative date of the last
adjustment of the compensation which is received when the ordinance is adopted. In
no event shall a member of the Board receive compensation for more than a total of
ten (10) days in any calendar month. [Water Code Sections 20201 and 20202, and
Ordinance No. 2014-4-1 of the Board of Directors of the District] Compensation for
members of the Board of Directors shall be reviewed annually by the Planning and
Administration Committee and the Board of Directors.
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Public Agency Meetings Eligible for Per Diem
Compensation

Directors shall be eligible to collect per diem fees as provided by the Ordinance
referenced in this Section 3.13 of the Administrative Code. Board business eligible
for per diem compensation shall include:


Attending a regular, special, emergency, and adjourned meeting of the Board



Attending a regular, special, emergency, and adjourned meeting of a standing
committee of the Board



Attending an Ad Hoc Committee meeting, as established by the Board



Attending a meeting or other official business/event of the Metropolitan Water
District of Southern California where District business is discussed



Attending meetings of other water agencies where District business is
discussed or affected



Attending meetings of Eastern Municipal Water District and Western Municipal
Water District where agenda items of potential interest to the District is
discussed



Attending a City Council meeting or other Community meetings within the
District boundaries where the member is requested to attend by the Agency or
is making a presentation on the District’s behalf



Attending a Local Agency Formation Commission (LAFCO) meeting in which
District business is discussed or affected as part of the LAFCO agenda



Attending meetings with local, state, or federal officials relating to District
business



Attending Bond Credit Rating Agency meetings/presentations relating to
District credit review



Attending a meeting with the General Manager or General Counsel, or a
member of their respective staff, at the request of the General Manager or
General Counsel



Attending District-sponsored events

A per diem shall include travel days to and from business meetings as
appropriate. Board members shall not count travel to meetings within 125 miles as a
reimbursable per diem travel day. In the event that circumstances prevent the per
diem request from being considered in the manner described herein, a Board
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member may submit a request to the Board for a per diem for having attended a
meeting or conference with the understanding that the Board may or may not approve
the request.
3.13.3

Other Occurrences Which Qualify for Per Diem
Compensation

The Board of Directors has determined it to be in the best interests of the District
and its constituents, to maintain memberships in affiliated national, state and local
organizations as follows:


Association of California Water Agencies



California Association of Sanitation Agencies



California Municipal Utilities Association



California Special District Association



Colorado River Water Users Association



Council of Water Utilities, San Diego County



Murrieta Temecula Group when requested by District General Manager



Murrieta Valley Chamber of Commerce when event is District
sponsored or by District General Manager request



Riverside County Water Task Force



Southern California Water Coalition



Southwest California Legislative Council when event is District
sponsored or by District General Manager request



Temecula Valley Chamber of Commerce when event is District
sponsored or by District General Manager request



Urban Water Institute



WateReuse Association of California

Board members may attend meetings and conferences of organizations listed
above and receive per diem compensation for said attendance without specific
approval of the Board of Directors. Board members are expected to provide verbal
reports to the full Board regarding what was learned at these meetings/conferences.
Board members wishing to receive per diem compensation for attendance at
occurrences not listed above shall submit their request in advance for consideration
by the Board. The meeting request must be related to either representation of the
Rancho California Water District

Administrative Code
Revised March 2021

Pt. I, Ch. 3

Administration of the District

Page 27 of 33

District at a public function or the operation of District business to be considered by
the Board. In the event that circumstances prevent the meeting request from being
considered in the manner described above, Board members may submit a request
for having attended a meeting or conference to the Board with the understanding that
the Board may or may not approve the request.
SECTION 3.14
3.14.1

PAYMENT OF EXPENSES INCURRED ON DISTRICT
BUSINESS
General

Whenever a Board member attends an occurrence in accordance with
Section 3.13, the expenses incurred by reason of attendance at such meeting,
conference, or other occurrence shall be reimbursed by the District in accordance
with the rules set forth in this Section. In the event that circumstances prevent an
expense reimbursement request from being considered in the manner described
herein, a Board member may submit an expense reimbursement to the Board for
having attended an occurrence with the understanding that the Board may or may not
approve the request.
3.14.2

Transportation

If the distance to the function is 500 miles or less, air or automobile travel may
be used, at the option of the traveler. If travel is by automobile, a District vehicle shall
be used if available. If the general manager determines that a District vehicle is not
available, the rate of reimbursement for mileage shall be the standard mileage rate
permitted at the time by the Internal Revenue Service in computing a deduction for
business mileage.
If the distance to the function is greater than 500 miles, air travel shall be used,
unless accepted due to physical or other reason, approved by the Board of Directors.
If automobile travel is used, the transportation expense to be paid by the District will
be limited to the total related costs, for duration of travel and ground transportation at
the destination, that would have resulted had air travel been used, including, but not
limited to, air fare, transportation to and from airports, and airport parking.
3.14.3

Lodging

Whenever required to spend the night away from home, Board members shall
engage a room at a good commercial hotel or motel. If accompanied on the trip by
another person who is not on District business, and the room is shared, the District
shall be charged only for that portion of the room charge which would have been
made for single occupancy. A receipted bill stating occupants and length of stay shall
be submitted with the claim for expense reimbursement. If a room is occupied by
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more than one person, the rate for single occupancy shall be noted on the receipted
statement.
Lodging expense for attending a conference or organized educational activity
shall not exceed the maximum group rate published by the conference or activity
sponsor. If the group rate is not available, reimbursement shall be for comparable
lodging, so long as it is consistent with the District’s policy. Board members shall
use Government and group rates offered by a provider of transportation and lodging
services, when available.
3.14.4

Meals and Incidental Expenses

Expense allowance while attending authorized functions shall include, in
addition to transportation and lodging, all meals, tips, telephone expense,
stenographic expense, auto parking, taxi and other disbursements on behalf of the
District. No reimbursement shall be made of expenditures for personal services or
needs. If an automobile is used for transportation when air transportation is required,
expenditures for meals and incidental expenses chargeable to the District shall be
those, which would have resulted, had air transportation been used.
3.14.5

Travel Advance

A travel advance, equal to the estimated expenditures chargeable to the
District, may be made upon a written detailed estimate of the amount needed,
submitted to and approved by the general manager.
3.14.6

District Expenditures for the Convenience of Others

On occasion, the District may incur an expense or a charge in connection with
District business, for the convenience of persons other than District personnel. Such
expenditures or charges are made with the understanding that the District shall be
credited against reimbursable expenses, or reimbursed directly as a balance owing
the District on the Expense Report.
3.14.7

Expense Forms

Board members shall submit an Expense Report of all expenses incurred by
them while acting in the interest of the District, to which will be attached to the
associated vouchers and/or receipts. Each expenditure item shall include a detailed
description of the function and the nature of the District business conducted. The
statement shall also indicate the travel advance, if any, credits for expenses
apportioned to personal needs, services, or expenses incurred for the convenience
of others, and the net amount due or to be refunded to the District. Balances owing
the District shall be paid on submission of the Expense Report.
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ETHICS TRAINING POLICY

Effective January 1, 2006, Assembly Bill 1234 imposes ethics training, and
compensation and reimbursement requirements on cities, counties and special
districts. For officials currently serving a local agency, AB 1234 requires no less than
two (2) hours of ethics training in general ethics principles and ethics laws to be
completed no later than January 1, 2007. Officials who begin their term on or after
January 1, 2006 will be required to fulfill two (2) hours of ethics training within one (1)
year of taking office. Thereafter, officials are required to complete two (2) hours of
ethics training every two (2) years. Officials whose terms end before January 1, 2007
are exempted from the ethics training requirements.
On March 9, 2006, the Board of Directors adopted the following policy which
implements the Ethics Training portion of AB 1234.
3.15.1

Policy

Members of the Board of Directors, and employees who are designated by
the Board of Directors, shall receive at least two (2) hours of ethics training every two
(2) years, pursuant to the provisions of Government Code Section 53234, et seq.
Ethics training shall be provided by an agency, an association of local
agencies, or other entity, in accordance with criteria approved by the Fair Political
Practices Commission and the Attorney General.
The District Secretary shall provide members of the Board of Directors and
the designated employees, information on the training available to meet these
requirements.
Each director and designated employee who commences service with the
District after January 1, 2006, shall receive the required training, one (1) year from
the first date of service with the District. Thereafter, said directors and designated
employees shall receive training, at least once every two (2) years.
Directors who serve a local agency other than the District are only required to
satisfy the requirements of this Policy once every two (2) years; regardless of the
number of agencies they serve.
All directors and designated employees shall provide a certificate to the
District Secretary, indicating that dates upon which they attended ethics training
sessions, to satisfy requirements. Said certificate shall also include the entity which
provided the training. The District Secretary shall maintain the records, indicating
the dates that each of the Members of the Board of Directors, and designated
employees, satisfied their requirements, and the entity which provided the training.
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These records shall be maintained for at least five (5) years after the training, and
are subject to disclosure under the Public Records Act.
The employees who are designated by the Board to receive ethics training in
accordance with this Policy are the employees holding the following positions:
Accounting Manager
Administrative Assistant, Senior-Board Administration
Administrative Assistant, Senior-Engineering
Administrative Assistant, Senior-Finance
Administrative Services Supervisor
Assistant General Manager–Chief Financial Officer/Treasurer
Assistant General Manager–Engineering & Operations
Associate Engineer
Budget Debt Administrator
Conservation and Water Budget Analyst
Construction Contracts Manager
Cross Connection Control Technician – II/Specialist
Customer & Support Services Manager
Datacenter Operations Supervisor
Director of Administration
Director of Human Resources
District Secretary
Electrical Services Supervisor
Engineering Manager–CIP & Development
Engineering Services Supervisor
ERP Business Analyst
Field Services Manager
Field Services Supervisor–Construction
Field Services Supervisor–Facilities
Fleet Services Supervisor
General Manager
GIS Coordinator
Governmental Affairs Manager
Human Resources Analyst
Management Analyst
Operations Analyst
Operations & Maintenance Planner/Scheduler
Operations Systems Administrator
Principal Engineer
Procurement & Contracts Administrator
Public Information Officer
Purchasing Agent (ALL)
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Safety/Risk Officer
Utility Analyst
Wastewater Collections System Coordinator
Wastewater Maintenance Supervisor
Water Operations Manager
Water Quality Supervisor
Water Reclamation Manager
Water Resources Manager
Water System Supervisor
Water Systems Analyst
Water Use Efficiency & Grants Manager
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NAMING OF DISTRICT FACILITIES

The purpose of this section is to establish a uniform policy and procedure that
identifies criteria for the naming and/or renaming of individual Rancho California
Water District (District) facilities, which was adopted by the Board of Directors at their
regular meeting of October 9, 2003.
3.16.1

Policy

The Office of the general manager, along with the Division Directors shall be
responsible for the selection of names submitted for naming and/or renaming of
District facilities. Once a name(s) is selected, it will be forwarded to the Board of
Directors for their final approval. All names selected shall be acceptable and
meaningful to the majority of the Board.
At a minimum, each facility will be designated a name. Facilities shall not be
given a name that might be perceived as controversial.
Whenever possible, priority in naming sites will be as follows:
(1)

Geographical locations. Names should be oriented to the
neighborhood or community in which the facility is to be located,
specifically streets or names of areas contiguous to District facilities,
and related to the function and general use of the facility (e. g., pump
station, reservoir);

(2)

Have historical significance; and

(3)

Provide an opportunity to honor deceased board members, employees
or individuals who have maintained outstanding long-term employment
with the District or for their overall outstanding contributions to the
District.

District facilities should be formally named prior to final design and award of
any construction contracts by the utilization of the following process:
Submit to the Office of the general manager:
(1)

Identification of a project to be named by the formal process by the
Board of Directors;

(2)

Submit official Proposed District Facility Name Form(s);

(3)

Forms shall be reviewed and taken under consideration by the General
manager and Division Directors;
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(4)

Final name selection(s) shall be forwarded to the Board of Directors for
their review and consideration for final approval; and

(5)

Installation of appropriate naming sign and/or plaque.

District facility names may be changed only if the current name does not have
geographical, historical, or other significance. Facilities named after an individual
shall not be considered for a change in name. All existing facilities named as of the
date this policy is approved by the Board of Directors, will be grandfathered in and
shall remain so.
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CHAPTER 4

DISTRICT MANAGEMENT

CHAPTER HISTORY
As amended by RCWD Resolution Nos. 2012-2-1, 2013-1-2, 201312-2, 2015-5-7, 2015-11-8, 2015-11-11, and 2015-12-1
Signing Authority Amendment December 10, 2015

SECTION 4.1

GENERAL MANAGER

The General Manager is an officer of the District and shall serve at the
pleasure of the Board of Directors, shall perform such duties as may be imposed
by the Board, and shall report to the Board. Subject to the approval and direction
of the Board, the General Manager shall operate and manage the affairs of the
District in conformance with policies and objectives established by the Board.
The Board has delegated to the General Manager the power and authority
to control the administration, maintenance, operation and construction of the
waterworks and sewer systems of the District in an efficient manner, and to
employ and discharge all employees, to prescribe their duties and to promulgate
specific rules and regulations for such employees subject to the policies
approved by the Board.
The General Manager is authorized to sign all documents necessary to
execute the approved programs of the Board including, but not limited to, agency
agreements, grants of easements to be received by the District, payment plan
agreements, reimbursement agreements, construction and service contracts,
purchase orders, construction change orders, certificates of completion and
acceptance, engineering and consultant agreements, requests for proposals,
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advertisements for bids and periodic progress payments for ongoing contracts,
property leases, wireless communication licensing agreements; and to approve
plans, specifications, maps and any other documentation relating to the design,
construction, acquisition and expansion of public improvement projects within the
District. All contracts greater than Fifty Thousand Dollars ($50,000) and all vehicle
purchases shall first be approved by the Board.
The General Manager is authorized to file and affix liens against real
properties for uncollectible debts and to approve expenditures of District funds for
the implementation of the policies of the Board and approved administrative,
financial, operational, and capital improvement programs. The General Manager
is authorized to approve expenditures of District funds up to a maximum of Fifty
Thousand Dollars ($50,000).
In the General Manager's absence, signature authority may be delegated to
District staff officers to approve documents which fall into the officer's normal area
of business responsibility.
As a designated employee under the District's Conflict of Interest Code
(Part I Chapter 5 of the Administrative Code) responsible for the management of
District investments, the General Manager is subject to the statutory conflict of
interest provisions of the Political Reform Act of 1974 [Government Code Section
87200 et seq.] and must file the appropriate statements of economic interests.
SECTION 4.2

LEGAL COUNSEL

The Board of Directors shall retain an attorney to advise the District in order
that it may be in full compliance with the requirements of California Water District
Law and other applicable laws, and shall prescribe the duties and responsibilities
of the attorney. The attorney shall provide legal advice and service upon request
of the Board or the General Manager, and shall advise and assist in the
development of solutions to legal problems which may arise in the administration
of District business.
The attorney shall review and make appropriate comments on matters or
recommendations presented to the Board in written or oral form, and shall review
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all notices, agendas, resolutions, ordinances, minutes, agreements, contracts and
such other documents and materials as may be presented to the attorney for
review and comment upon request of the Board or the General Manager.
It shall be the duty of the attorney to attend meetings of the Board and to
attend other meetings upon request of the Board or the General Manager.
As a designated employee under the District's Conflict of Interest Code
(Part I Chapter 5 of the Administrative Code) responsible for the management of
District investments, District legal counsel is subject to the statutory conflict of
interest provisions of the Political Reform Act of 1974 [Government Code Section
87200 et seq.] and must file the appropriate statements of economic interests.
SECTION 4.3

ASSISTANT GENERAL MANAGER - ENGINEERING &
OPERATIONS

The Assistant General Manager - Engineering & Operations (AGM) is an
administrative officer of the District and shall be appointed by and directly
responsible to the General Manager. The AGM assists in planning and
coordinating the engineering, operation, and maintenance functions of the
District, with the overall mission of the District, its Strategic Plan, and Business
Plan in a collaborative manner with all District functions. The AGM acts on
behalf of the General Manager in operating and conducting District business in
the General Manager’s absence and directs and oversees designated functions
of the District, as assigned by the General Manager.
The AGM is responsible for assisting the General Manager to carry out
directives of the Board of Directors, ensure compliance with District policy,
ensure timely completion of a variety of projects, and facilitate the
implementation of the District’s Strategic Plan.
The Assistant General Manager is authorized to approve expenditures of
the District funds up to a maximum of Twenty-five Thousand Dollars ($25,000).
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The AGM is subject to the statutory conflict of interest provisions of the
Political Reform Act of 1974 [Government Code Section 87200 et seq.] and must
file the appropriate statements of economic interests.
SECTION 4.4

DIRECTOR OF FINANCE/TREASURER

The Director of Finance/Treasurer is an officer of the District and shall be
appointed by and directly responsible to the General Manager. The Director of
Finance/Treasurer is responsible for directing a District division providing major
and critical internal and external services.
The Director of Finance/Treasurer shall plan, organize, and direct the
finance division, including the financial, budget, accounting, grant administration,
treasury management, property acquisition and management, purchasing, and
warehousing functions of the District. This includes protection of District assets
and the maintenance of budget controls, perform the most complex accounting
functions, invest District funds, complete long and short term capital borrowing,
strategic planning, policy recommendations, and shall perform such other duties
as may be assigned by the General Manager.
The Director of Finance/Treasurer is authorized to approve expenditures of
the District funds up to a maximum of Twenty-five Thousand Dollars ($25,000).
Responsible for the management of District investments, the Director of
Finance/Treasurer is subject to the statutory conflict of interest provisions of the
Political Reform Act of 1974 [Government Code Section 87200 et seq.] and must
file the appropriate statements of economic interests.
SECTION 4.5

CHIEF ENGINEER

The Chief Engineer is an administrative officer of the District, and shall be
appointed by the General Manager and directly responsible to the Assistant
General Manager – Engineering & Operations.
The Chief Engineer is
responsible for directing a District division, providing major and critical internal
and external services.
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The Chief Engineer shall plan, organize, and direct the engineering division,
including the production of engineering design, construction and maintenance
contracts and long-range facility planning, management of contracts, and perform
other such duties as may be assigned by the General Manager and/or Assistant
General Manager – Engineering and Operations.
The Chief Engineer is authorized to approve expenditures of the District
funds up to a maximum of Fifteen Thousand Dollars ($15,000).
As a designated employee under the District's Conflict of Interest Code
(Part I Chapter 5 of the Administrative Code), the Chief Engineer is subject to the
statutory conflict of interest provisions of the Political Reform Act of 1974
[Government Code Section 87200 et seq.] and must file the appropriate
statements of economic interests.
SECTION 4.6

DIRECTOR OF OPERATIONS AND MAINTENANCE

The Director of Operations and Maintenance is an administrative officer of
the District and shall be appointed by the General Manager, and directly
responsible to the Assistant General Manager – Engineering & Operations. The
Director of Operations and Maintenance shall implement, manage, and
coordinate the activities of the Water Systems Operations, Water Quality, Water
Reclamation, Electrical Services, and Field Services Departments including the
operation and maintenance of the District’s water production/distribution systems
and wastewater collection/ treatment systems.
The Director of Operations and Maintenance is authorized to approve
expenditures of the District funds up to a maximum of Fifteen Thousand Dollars
($15,000).
As a designated employee under the District's Conflict of Interest Code
(Part I Chapter 5 of the Administrative Code), the Director of Operations and
Maintenance is subject to the statutory conflict of interest provisions of the Political
Reform Act of 1974 [Government Code Section 87200 et seq.] and must file the
appropriate statements of economic interests.

Rancho California Water District

Administrative Code
Revised April 2016

Pt. I, Ch. 4

SECTION 4.7

District Management

Page 6 of 6

DIRECTOR OF ADMINISTRATION

The Director of Administration is an administrative officer of the District and
shall be appointed by and directly responsible to the General Manager. The
Director of Administration shall implement, manage, and coordinate the activities of
information technology, customer service, meter reading, utility billing,
administrative services, records management, and water use efficiency functions
of the District.
The Director of Administration is authorized to approve expenditures of the
District funds up to a maximum of Fifteen Thousand Dollars ($15,000).
The Director of Administration is subject to the statutory conflict of interest
provisions of the Political Reform Act of 1974 [Government Code Section 87200 et
seq.] and must file the appropriate statements of economic interests.
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CHAPTER 5
CONFLICT OF INTEREST POLICY
CHAPTER HISTORY

References: Pursuant to and in accordance with California state
regulations and Resolution No. 98-12-1 of the Board of Directors,
as amended by Resolution No. 2000-11-2, Resolution No. 200210-1, Resolution No. 2004-12-6, Resolution No. 2006-12-1,
Resolution No. 2008-12-4, Resolution No. 2010-12-3, Resolution
No. 2012-11-3, Resolution No. 2014-12-1, Resolution 2016-12-1,
2018-12-1, and 2020-10-3.

The Rancho California Water District has adopted a Conflict of Interest
Code (the "Code") pursuant to the requirements of the Political Reform Act of
1974, Government Code Section 81000 et seq. (the "Act"). The Code sets forth
the required provisions for the disclosure of assets and income of designated
employees, the disqualification of public officials and designated employees from
acting where a conflict of interest exists, the list of designated employees subject
to the disclosure provisions of the Code, and the list of disclosure categories
specifying the types of assets and income required to be disclosed by each of the
designated employees. The requirements of the Code are in addition to other
state and local laws pertaining to conflicts of interest and have the force and
effect of law. All officers and employees are directed to refer to the District's
Code for these specific requirements.
The Code is held in the office of the District Secretary as the District's
"Filing Officer/Official." The current Code of the Rancho California Water District
is enclosed.

i

LAW OFFICES OF

BEST BEST & KRIEGER LLP

CONFLICT OF INTEREST CODE FOR THE
RANCHO CALIFORNIA WATER DISTRICT
(Amended October 8, 2020)

The Political Reform Act (Gov. Code § 81000, et seq.) requires state and
local government agencies to adopt and promulgate conflict of interest codes. The Fair
Political Practices Commission has adopted a regulation (2 Cal. Code Regs. § 18730)
that contains the terms of a standard conflict of interest code, which can be incorporated
by reference in an agency’s code. After public notice and hearing Regulation 18730
may be amended by the Fair Political Practices Commission to conform to amendments
in the Political Reform Act. Therefore, the terms of 2 California Code of Regulations
section 18730 and any amendments to it duly adopted by the Fair Political Practices
Commission are hereby incorporated by reference. This incorporation page, Regulation
18730 and the attached Appendix designating positions and establishing disclosure
categories, shall constitute the conflict of interest code of the Rancho California Water
District (the “District”).
All officials and designated positions required to submit a statement of
economic interests shall file their statements with the District Secretary as the District’s
Filing Officer.

The District Secretary shall make and retain a copy of all statements

filed by Members of the Board of Directors and the General Manager, and forward the
originals of such statements to the Clerk of the Board of Supervisors of the County of
Riverside. The District Secretary shall retain the originals of the statements filed by all
other officials and designated positions and make all statements available for public
inspection and reproduction during regular business hours. (Gov. Code § 81008.)
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APPENDIX
CONFLICT OF INTEREST CODE
OF THE
RANCHO CALIFORNIA WATER DISTRICT
(Amended October 8, 2020)

PART “A”
OFFICIALS WHO MANAGE PUBLIC INVESTMENTS
District Officials who manage public investments, as defined by 2 Cal.
Code of Regs. § 18700.3, are NOT subject to the District’s Code, but must file
disclosure statements under Government Code Section 87200 et seq. [Regs. §
18730(b)(3)] These positions are listed here for informational purposes only.
It has been determined that the positions listed below are officials who
manage public investments1:
Members of the Board of Directors
General Manager
Assistant General Manager – Chief Financial Officer/Treasurer
Investment Consultant

1

Individuals holding one of the above-listed positions may contact the Fair Political Practices
Commission for assistance or written advice regarding their filing obligations if they believe that
their position has been categorized incorrectly. The Fair Political Practices Commission makes
the final determination whether a position is covered by § 87200.
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BEST BEST & KRIEGER
LLP

DESIGNATED POSITIONS

GOVERNED BY THE CONFLICT OF INTEREST CODE
DESIGNATED POSITIONS’
TITLE OR FUNCTION

DISCLOSURE CATEGORIES
ASSIGNED

Accounting Manager

2, 4

Administrative Assistant, Senior – Board Administration

5

Administrative Assistant, Senior – Finance

5

Administrative Assistant, Senior-Engineering

2, 3, 5

Administrative Services Supervisor

4

Assistant General Manager – Engineering & Operations

1, 2

Associate Engineer

2, 3, 5

Budget Debt Administrator

1, 2

Conservation and Water Budget Analyst

2, 3, 5

Construction Contracts Manager

2, 3, 5

Cross Connection Control Technician – II/Specialist

2, 3, 5

Customer & Support Services Manager

5

Datacenter Operations Supervisor

5

Director of Administration

5

Director of Human Resources

5

District Secretary

4

Electrical Services Supervisor

5

Engineering Manager – CIP & Development

2, 3, 5

Engineering Services Supervisor

5

ERP Business Analyst

5

Field Services Manager

5
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DESIGNATED POSITIONS’
TITLE OR FUNCTION

DISCLOSURE CATEGORIES
ASSIGNED

Field Services Supervisor – Construction

5

Field Services Supervisor – Facilities

5

Fleet Services Supervisor

5

General Counsel

1, 2

GIS Coordinator

5

Governmental Affairs Manager

1

Human Resources Analyst

5

Management Analyst

4

Operations Analyst

2, 3, 5

Operations & Maintenance Planner/Scheduler

5

Operations Systems Administrator

1, 2

Principal Engineer

2, 3, 5

Procurement & Contracts Administrator

4

Public Information Officer

4

Purchasing Agent (ALL)

4

Safety/Risk Officer

5

Utility Analyst

5

Wastewater Collections System Coordinator

5

Wastewater Maintenance Supervisor

5

Water Operations Manager

5

Water Quality Supervisor

5

Water Reclamation Manager

5
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DESIGNATED POSITIONS’
TITLE OR FUNCTION

DISCLOSURE CATEGORIES
ASSIGNED

Water Resources Manager

2, 3, 5

Water Use Efficiency & Grants Manager

1, 2

Water System Supervisor

5

Water Systems Analyst

5

Consultant and New Positions2

2

Individuals serving as a consultant as defined in FPPC Reg 18700.3 or in a new position created
since this Code was last approved that makes or participates in making decisions must file under
the broadest disclosure set forth in this Code subject to the following limitation:
The General Manager may determine that, due to the range of duties or contractual obligations,
it is more appropriate to assign a limited disclosure requirement. A clear explanation of the duties
and a statement of the extent of the disclosure requirements must be in a written document.
(Gov. Code Sec. 82019; FPPC Regulations 18219 and 18734.). The General Manager’s
determination is a public record and shall be retained for public inspection in the same manner
and location as this Conflict of Interest Code. (Gov. Code Sec. 81008.)
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PART “B”
DISCLOSURE CATEGORIES
The disclosure categories listed below identify the types of economic
interests that the designated position must disclose for each disclosure category to
which he or she is assigned.3 ”Investment” means financial interest in any business
entity (including a consulting business or other independent contracting business) and
are reportable if they are either located in or doing business in the jurisdiction, are
planning to do business in the jurisdiction, or have done business during the previous
two years in the jurisdiction of the District.
Category 1: All investments and business positions in business entities,
and sources of income, including gifts, loans and travel payments, that are located in,
do business in, or own real property within the jurisdiction of the District.
Category 2: All interests in real property which is located in whole or in
part within, or not more than two (2) miles outside, the jurisdiction of the District,
including any leasehold, beneficial or ownership interest or option to acquire property.
Category 3: All investments and business positions in business entities,
and sources of income, including gifts, loans and travel payments, that are engaged in
land development, construction or the acquisition or sale of real property within the
jurisdiction of the District.
Category 4: All investments and business positions in business entities,
and sources of income, including gifts, loans and travel payments, that provide services,
products, materials, machinery, vehicles or equipment of a type purchased or leased by
the District.
Category 5: All investments and business positions in business entities,
and sources of income, including gifts, loans and travel payments, that provide services,
products, materials, machinery, vehicles or equipment of a type purchased or leased by
the designated position’s department, unit or division.

3

This Conflict of Interest Code does not require the reporting of gifts from outside this agency’s
jurisdiction if the source does not have some connection with or bearing upon the functions or
duties of the position. (Reg. 18730.1)
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CHAPTER 6
DISTRICT RECORDS POLICY
CHAPTER HISTORY
References: Pursuant to and in accordance with California state
regulations and Resolution No. 2021-8-2 of the Board of Directors
Authorizing The Adoption Of A Modified Public Records Policy And
Records Retention Schedule And Rescinding Resolution No. 20088-3

Public records of Rancho California Water District (the “District”) shall be open
to inspection during regular office hours of the District to the extent required by law,
and except as otherwise provided herein. “Public records” are all records of the
District retained in the ordinary course of District business and in accordance with
the District’s Record Retention Schedule, as may be amended from time to time, and
which is incorporated herein by reference, except as otherwise provided herein.
“Public records” are all records of the District except those which are exempt from
disclosure by the California Public Records Act (Gov. Code § 6250 et seq.).

SECTION 6.1

DEFINITIONS

As used in this Chapter:
A. The term “public records” includes any writing containing information
relating to the conduct of the public's business prepared, owned, used, or
retained by the District regardless of physical form or characteristics.
B. The term “writing” means handwriting, typewriting, printing, photostating,
photographing, photocopying, electronic mail, facsimile, and every other
means of recording upon any form of communication or representation,
including letters, words, pictures, sounds, or symbols, or combination
thereof and all papers, maps, magnetic or paper tapes, photographic films
and prints, magnetic or punch cards, discs, drums, and other documents.
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RECORDS EXEMPT FROM DISCLOSURE

Records which are exempt from disclosure under applicable law include, but
are not limited to, the following:
A. District initiative, referendum, and recall petitions and, if received by the District,
all memoranda prepared by the county clerks in the examination of such petitions
indicating which registered voters have signed particular petitions.
B. Preliminary drafts, notes or interagency or intradistrict memoranda which are not
retained by the District in the ordinary course of business, provided that the public
interest in withholding such records clearly outweighs the public interest in
disclosure.
C. Records pertaining to pending litigation to which the District is a party, or to claims
made pursuant to Section 810 et seq. of the Government Code, until the pending
litigation or claim has been finally adjudicated or otherwise settled.
D. Personnel, medical, or similar files, the disclosure of which would constitute an
unwarranted invasion of personal privacy.
E. Records contained in or related to geological and geophysical data, plant
production data, and similar information relating to utility systems development,
or market or crop reports, which are obtained in confidence from any person.
F. Unless otherwise required to be disclosed pursuant to California eminent domain
law, the contents of real estate appraisals or engineering or feasibility estimates
and evaluations made for or by the District 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 agreements obtained.
G. Information required from any taxpayer in connection with the collection of local
taxes which is received by the District in confidence and the disclosure of which
to other persons would result in unfair competitive disadvantage to the person
supplying the information.
H. Records the disclosure of which is exempted or prohibited pursuant to federal or
state law, including, but not limited to, provisions of the Evidence Code relating to
privilege.
I. Statements of personal worth or personal financial data required by a licensing
agency and filed by an applicant with the licensing agency to establish his or her
personal qualification for the license, certificate, or permit for which the applicant
applied.
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J. Computer software, computer mapping systems, computer programs, computer
graphics systems, and other such equipment developed by the District.
K. Geographic Information System (GIS) mapping and data, the release of which is
prohibited to maintain the security of the District as set forth in State law.
L. Native American burial, ceremony and sacred place records.
M. Name, credit history, utility usage, home address or telephone number of utility
customers, except in limited circumstances as specified in Government Code
Section 6254.16
SECTION 6.3

GOVERNMENT CODE SECTION 6255

The District shall withhold from inspection any record that is exempt under the
express provisions of the California Public Records Act, including, but not limited to,
those items set forth above, and may withhold any other record if on the facts of the
particular case the public interest served by not making the record public clearly
outweighs the public interest served by disclosure of the record. If the District
withholds a record on the basis that the public interest served by not making the
record public clearly outweighs the public interest served by disclosure of the record,
the notification of denial shall set forth the names and titles or positions of each
person responsible for the denial.
SECTION 6.4

ELECTRONIC RECORDS

A. Unless otherwise prohibited by law, the District shall make public records, which
are in an electronic format and which are not otherwise exempt, available in an
electronic format when requested by any person and, when applicable, shall
comply with the following:
(1)

The District shall make the information available in any electronic
format in which it holds the information.

(2)

The District shall provide a copy of an electronic record in the format
requested if the requested format is one that has been used by the
District to create copies for its own use or for the provision to other
agencies.

B. The cost of duplication shall be limited to the direct cost of producing a copy of a
record in an electronic format, except that the requester shall bear the cost of
producing a copy of the record, including the cost to construct a record, and the
cost of programming and computer services necessary to produce a copy of the
Rancho California Water District
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record at the current burdened cost rate of staff when either of the following
applies:
(1)

The District would be required to produce a copy of an electronic record
and the record is one that is produced only at otherwise regularly
scheduled intervals.

(2)

The request would require data
programming to produce the record.

compilation,

extraction, or

C. The District shall not be required to reconstruct a record in an electronic format if
the District no longer has the record available in an electronic format.
D. If a request is for information in other than electronic format, and the information
is also in electronic format, the District may inform the requester that the
information is available in electronic format.
E. This Section does not authorize the District to provide information only in
electronic format.
F. The District shall not release an electronic record in the electronic form in which
the District holds the record if its release would jeopardize or compromise the
security or integrity of the original record or of any proprietary software in which it
is maintained.
G. Nothing in this Section shall be construed to permit public access to records held
by the District to which access is otherwise restricted by statute.
SECTION 6.5

RIGHT OF PRIVACY

The Board of Directors acknowledges and recognizes the importance of the
right of privacy in utility customer information, which right is codified in Section
6254.16 of the Government Code. As such, customer names, addresses, and utility
information are not subject to disclosure under the Public Records Act unless
expressly authorized and contemplated by Government Code Section 6254.16.
SECTION 6.6

PROCEDURE

A. Any person desiring to inspect any public record shall identify himself or herself
and shall identify the specific records desired to be inspected. The District shall,
in accordance with Government Code Section 6253.1, assist the member of the
public make a focused and effective request that reasonably describes an
identifiable record or records to the extent reasonable.
Rancho California Water District
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B. Any person may obtain a copy of any identifiable public record unless exempt
from public disclosure. Upon request, an exact copy shall be provided unless
impracticable to do so.
C. Within ten (10) calendar days after receipt of such request, the Secretary of the
District or a designee thereof, shall determine whether to comply with such
request and shall immediately notify the person making the request of such
determination and the reasons therefore. If the Secretary of the District is
uncertain whether the record is exempt from disclosure under the California
Public Records Act or whether, given the facts of the particular case, the public
interest served by not making the record public clearly outweighs the public
interest served by disclosure of the record, the Secretary shall consult with legal
counsel for the District during this initial 10-day period. In unusual circumstances,
the General Manager of the District may, by written notice to the person making
the request, extend the response time by a period not to exceed an additional
fourteen (14) calendar days to comply with such request. Unusual circumstances
mean the need to search for and collect requested records from field facilities or
other locations separate from the office processing the request; or the need to
search for, collect, and examine a voluminous amount of records to comply with
the request; or the need for consultation with another agency having a substantial
interest in the determination of the request; or the need to compile data, to write
programming language or a computer program, or to construct a computer report
to extract data.
D. Upon any request for a copy of public records which reasonably describes an
identifiable record or information produced therefrom and which is not otherwise
exempt from disclosure, the District shall make the records promptly available to
any person upon payment of fees covering the direct costs of duplication. A
response to a written request for inspection or copies of public records that
includes a determination that the request is denied, in whole or in part, shall be in
writing.
E. Should any request for public records contain exempt information including, but
not limited to that listed under Government Code Sections 6253.5 and 6254, any
reasonable segregable portion of such record shall be provided to any person
requesting such record after deletion of the portions which are exempt from
disclosure by law.
F. Inspection of public records shall be made only in a District office, and no
document shall be removed therefrom. A representative of the District will be
present during the inspection of any records.
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G. The public records policy of the District shall at all times be subject to the
California Public Records Act as it may be amended from time to time, and if there
is any conflict between that Act and this policy, the Act shall prevail.
SECTION 6.7

COPIES REQUESTED PURSUANT TO THE POLITICAL
REFORM ACT OF 1974

A. Notwithstanding the other provisions of the District's Public Records Policy, public
records requested pursuant to the Political Reform Act of 1974, Gov. Code §
81000 et seq., shall be open for public inspection and reproduction during regular
business hours, and not later than the second business day following the day on
which such document was received from a public officeholder or other person
subject to the Political Reform Act.
B. No conditions whatsoever shall be placed on those persons desiring to inspect or
reproduce reports or statements filed pursuant to the Political Reform Act, nor
shall any information or identification be required from such persons.
C. Copies shall be provided at a cost of ten cents ($0.10) per page, and the filing
officer of the District may charge a retrieval fee not to exceed five dollars ($5.00)
per request for copies of reports and statements which are five (5) or more years
old. A request for more than one (1) report or statement or report and statement
at the same time will be considered as a single request.
SECTION 6.8

DISTRICT COPY COST SCHEDULE

A. A request for a copy of an identifiable written public record or information
produced therefrom, or a certified copy of such record, shall be accompanied by
payment of a fee in accordance with the District Copy Cost Schedule, if the copy
is no larger than 8-1/2" x 11". If the size of the copy of the record is in excess of
8-1/2" x 11", a request for such copy shall be accompanied by payment of a fee
in the amount fixed by the General Manager, provided that the amount so fixed
shall not be more than the fess on the District Copy Cost Schedule, times the
number of 8-1/2" x 11" pages into which each copied sheet could be divided if so
desired. The cost for records made available in an electronic format shall be
determined under the Electronic Records Section (Section 6.4 of this Chapter)
above.
B. Requests for a mailed copy of the Board of Directors' monthly agenda will be
directed to the District Secretary. Copies of the agenda will be provided upon
compliance and payment of a fee in the amount of $8.60 for each agenda
requested (i.e., Board; Administration Committee; Engineering and Operations
Committee; Finance and Audit Committee; and Governmental Affairs Committee)
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according to the Copy Cost Schedule, to cover the direct cost of duplication,
postage, and labor.
C. To facilitate an equal and unbiased approach to disseminating information made
available at Committee and Board meetings, a single notebook containing any
and all data placed before the Directors for consideration or action will be located
at the rear of the Board Room for access by the public. Any person desiring a
copy of any portion of said information may request the same from the District
Secretary who will provide such copies in accordance with the District Copy Cost
Schedule.
D. To ensure the full coverage of actions taken during such public meetings of the
District, one representative of each of the various news media, so requesting, will
be provided with a copy of the data referred to in paragraph “C” above, free of
charge.
6.8.1 District Copy Cost Schedule
The Board of Directors has established a copy cost schedule for members of
the public and other persons who wish to obtain copies of public records of the
District. The Copy Cost Schedule is amended from time-to-time by resolution of the
Board of Directors and is available for public inspection during regular office hours.
The following page contains the District’s Public Records Policy Copy Cost Schedule.
COPY OF 8-1/2" X 11", 8-1/2" X 14", AND 11" X 17"
$ 0.10
COLOR COPY OF:
8-1/2" X 11" AND 8-1/2" X 14"
11" X 17"
ELECTRONIC RECORDS

$ 1.60
$ 2.80
$ 0.10

A COPY PLUS THE CURRENT
BURDENED COST OF STAFF IF EITHER
(B)(1) OR (B)(2), UNDER ELECTRONIC
RECORDS ABOVE, APPLIES

MAILING SERVICE FEES
POSTAGE PER OUNCE:

CURRENT FIRST CLASS RATE PER USPS

STAFF LABOR:

CURRENT BURDENED COST RATE OF STAFF
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COMMITTEE MEETING AGENDA SERVICE CHARGE PER YEAR (MAILED

COVERS ESTIMATED COST OF PAPER, ENVELOPES, POSTAGE, AND STAFF
TIME - $8.60 (FOR EACH BOARD OR COMMITTEE AGENDA)

BOARD PACKAGE
$ 0.10 PER COPY
SECTION 6.9

COST VARIES AS NOTED ABOVE

RECORDS RETENTION POLICY

All District records shall be retained in original form in the District offices
according to the records retention schedule established by Resolution No. 2021-8-2
of the Board of Directors authorizing the adoption of a public records policy and a
records retention schedule. After a specified period, records shall be transferred to
the archives for storage at which time any identical copies or duplicates shall be
destroyed, and the original shall be stored for the number of years specified in the
records retention schedule. If retention in original form is not mandated or upon
expiration of the period for which retention in the archives is provided, the record shall
be retained by producing a permanent microfilm or electronic storage record, and
destroying the original, or the original of the record shall be destroyed without
retaining a copy.
Each document scheduled for destruction shall, prior to destruction, be
reviewed by the department manager and shall be retained either in original form or
by electronic storage if it is determined by the department manager that the document
has continuing value or use by reason of litigation, relation to a continuing project, or
any other reason. Also, prior to destruction, the records personnel must fill out the
"Request for Authority to Destroy Obsolete Records" form for the documents
scheduled for destruction. The division director or appropriate manager, as well as
the authorized records personnel, must sign that form before those documents may
be destroyed.
Any special instructions with respect to maintenance or destruction of a
category of documents shall be set forth in the Records Retention Schedule.
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Introduction

California Government Code Sections 60200 through 60204 and the Secretary of
State Local Government Records Management Guidelines govern the retention of
records of the Rancho California Water District (the District) and the disposal of the
District’s obsolete records. Through this policy, the District will manage its records,
files, documents and other information, regardless of format, in accordance with all
applicable laws and regulations regarding records retention.
SECTION 6.9.2

Statement of Purpose

The purpose of this Policy is to provide guidelines to District staff members regarding
the retention of Rancho California Water District records; provide for the identification,
maintenance, safeguarding of District records and the disposal of obsolete records
in the normal course of business; ensure prompt and accurate retrieval of records;
and ensure compliance with all legal and regulatory requirements.
SECTION 6.9.3

Authorization

Pursuant to Resolution No. 2021-8-2, the General Manager is authorized by the
Board of Directors to interpret and implement this Policy and to designate a
Custodian of Records who shall be responsible for the administration of this Policy.
The General Manager and the Custodian of Records are authorized to do any and
all acts necessary to comply with the terms and intent of this Policy. The General
Manager and Custodian of Records are responsible for the retention of records and
the destruction of any obsolete records, papers, and documents that meet the
qualifications governing the retention and disposal of records, as specified below.
SECTION 6.9.4

Procedure

A.

The department head completes and signs a “Request for Destruction of
Obsolete Records” form, listing the date and description of each document to
be destroyed. A sample form is attached to this policy as Attachment “A”. The
department head submits the form to the Custodian of Records.

B.

The Custodian of Records checks the documents listed on the submitted form
to confirm that each document is: (1) not required to be permanently retained,
or (2) has been retained for the legally required period of time. The Custodian
of Records also confirms that any applicable reproduction requirements (i.e.,
scanning/imaging, etc.) for each document are complete.
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C.

The Custodian of Records submits the form to the General Manager or their
designee, who reviews and signs the form and then returns the signed form
to the Custodian of Records.

D.

After receiving the signed form from the General Manager, the Custodian of
Records oversees the destruction of the obsolete documents, indicates the
method of destruction on the form, signs the form and returns the original
signed form to the General Manager.

E.

The General Manager will retain all original signed forms requesting
destruction of obsolete records for a minimum period of two (2) years.

F.

The General Manager will retain a permanent record, such as a log or copies
of certificates of destruction, in whatever format he determines to be
convenient for the purpose, to document the destruction of obsolete records
of the District.

SECTION 6.9.5
A.
1.

2.

3.

General Guidelines

The following general guidelines apply to all District records.
Pursuant to Resolution No. 2021-8-2 adopted by the Board of Directors,
except where a record is expressly required to be preserved according to
State law, the District may destroy any original obsolete document without
retaining a copy of the document as long as the retention and destruction of
the document complies with the retention schedules as set forth in this policy.
(Gov. Code § 60201.)
In addition to the retention periods required under this policy, the District shall
retain original administrative, legal, fiscal and/or historical records with
continued value (i.e., records for long-term transactions and/or special
projects) until all matters pertaining to such records are completely resolved
or the time for appeals has expired. (Gov. Code § 14755, subd. (a); Gov.
Code 34090.)
Pursuant to Government Code section 60201(d), the District shall not destroy
any of the following records:
(a)
Records relating to the formation, change of organization, or
reorganization of the District;
(b)
Ordinances and resolutions, unless they have been repealed or have
become invalid or otherwise unenforceable for five years;
(c)
Minutes of any meeting of the District;
(d)
Records relating to any pending claim, litigation, any settlement or
other disposition of litigation within the past two years;
(e)
Records that are the subject of any pending request for records under
the California Public Records Act, whether or not the record is exempt
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from disclosure, until the request has been granted or two (2) years
after the request has been denied by the District;
Records relating to any pending construction that the District has not
accepted or for which a stop notice claim may be legally presented;
Records relating to any nondischarged debt of the District;
Records relating to the title to real property in which the District has an
interest;
Records relating to any nondischarged contract to which the District is
a party;
Records that have not fulfilled the administrative, fiscal, or legal
purpose for which they were created or received;
Unaccepted bids or proposals, which are less than two (2) years old,
for the construction or installation of any building, structure or other
public work;
Records less than seven (7) years old that specify the amount of
compensation or expense reimbursement paid to District employees,
officers, or independent contractors.

SECTION 6.9.6

Records to Be Retained in Original Format

The records listed above in Section V.A.(3)(a) through (3)(l) must be retained in their
original format, whether the original record is in hard copy or electronic format.
In addition, the following records are required to be retained in their original hard copy
format for at least two (2) years before imaging or scanning them into electronic
format:
o Statements of Economic Interest for Elected Officials (copies of FPPC
Form 700). (Total retention is seven (7) years.)
o Statements of Economic Interest for Non-Elected Officials (originals of
FPPC Form 700). (Total retention is seven (7) years.)
After two (2) years, the District may image/scan the above documents and dispose
of the hard copy versions. The electronic version becomes the “original,” pursuant
to State law. (Gov. Code §§ 60203, subd. (b); 81009, subd. (g).)
SECTION 6.9.7

Duplicate Records

Pursuant to Resolution No, 2021-8-2, the General Manager and/or the Custodian of
Records are authorized to destroy at any time any duplicate record, paper or
document of the District, while the original, whether in paper or electronic format, is
retained by the District for the legally required time period.
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Exceptions to Scheduled Disposal of Obsolete Records

Scheduled disposal of records that have met or exceeded their retention periods
must be postponed if the records are responsive to, subject to, or relate in some way
to any of the following:
a. A pending Public Records Act request received by the District;
b. A subpoena served on the District;
c. A Request for Production received by the District from an
opposing party in litigation;
d. A court order;
e. A litigation hold or request for preservation of evidence received
by the District; or
f. A claim filed against the District under the Government Claims
Act.
The above exceptions apply to both hard copy and electronic records.
SECTION 6.9.9

Records Retention Schedules

The Records Retention Schedules for the District departments are attached
to this policy as Attachment “B” and are incorporated into this policy by reference.
This policy and the Records Retention Schedules comply with State and Federal law,
as well as the records retention guidelines provided by the California Secretary of
State. The Records Retention Schedules may be updated from time to time by the
General Manager and/or the Custodian of Records, pursuant to Resolution No. 20218-3, in order to stay current with federal and State laws, as well as any other
regulations, regarding the retention of District records. All updates and amendments
will be reviewed by legal counsel before being finalized. Any amendments to the
policy under this section will be presented to the Board on no less than an annual
basis.

Rancho California Water District

Administrative Code
Rev. 08/2021

Part I, Chapter 6

District Records Policy
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ATTACHMENT “A”
REQUEST FOR DESTRUCTION OF OBSOLETE RECORDS

[Attached]

Rancho California Water District

Administrative Code
Rev. 08/2021

Part I, Chapter 6

District Records Policy
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Rancho California Water District
To:

Department Head

From:

Custodian of Records

Subject:

Request for Destruction of Obsolete Records

I am requesting approval to destroy the obsolete records listed below.
DATE OF
RECORD

DESCRIPTION OF RECORD

RETENTION
PERIOD

COMMENTS

If additional space is needed, attach a second page to this form.
APPROVED
_______________________________________
Department Head

_________________
Date

_______________________________________
General Manager

_________________
Date

The obsolete records described above were destroyed under my supervision using the
following method:
 Shredding
I certify that such destruction meets the requirements of the Records Retention Policy of
the Rancho California Water District and all applicable requirements of State and federal
law.

_______________________________________
Custodian of Records

Rancho California Water District

_______________________
Date of Records Destruction

Administrative Code
Rev. 08/2021

Part I, Chapter 6

District Records Policy
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ATTACHMENT “B”
RECORDS RETENTION SCHEDULE
[Attached]

Rancho California Water District

Administrative Code
Rev. 08/2021

Records Retention Schedule
Department: ADMINISTRATION
Electronic Retention

Electronic
Destroy/Perm

Perm

Perm

Claims Filed Against the District (Government Claims Act)

Current + 2 years

Destroy

GC 34090

Community Room
Correspondence
District History:
Audit
Audit Single (BUREC)
Formation of District Files
Incorporation of Murrieta
Incorporation of Rancho/Temecula
News Clippings - District News
Legal Agreements:
Agreement for Professional Services
Agreement Regarding Settlement of Water and Sewer
Charges
Agreement Regarding Settlement of Water and Sewer Fees,
Charges and Assessments
Agreement to Modify Agreement to Compromise and
Release Disputed Claim
Cancellation of Contractual Obligations
Certificate of Acceptance
Engagement Agreement
Indemnity Agreement
Release and Hold Harmless Agreement and Waiver of
Liability
Satisfaction of Contractual Obligations
Settlement Agreement
Subordination Agreement
Termination of Contractual Obligations
Trust Agreement

Current + 2 years
2 years

Destroy
Destroy

GC 34090

Description of Record

Paper Retention

Paper
Destroy/Perm

Certified/Return Receipts (Green Cards) - No Letters to
Associate with Receipts

Legal Notices (Public Hearings, Proof of Publication, etc.)
Litigation Files - Lawsuits/Subpoena/Summons

Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm

Current + 4 years
Perm
Perm
Perm
Perm
Perm

Destroy
Perm
Perm
Perm
Perm
Perm

Perm

Perm

Perm

Perm

CCP 337, 337.2, 343

Perm

Perm

Perm

Perm

CCP 337, 337.2, 343

Perm

Perm

Perm

Perm

CCP 337, 337.2, 343

Perm

Perm

Perm

Perm

GC 60201(d)(4)

Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm

CCP 337, 337.2, 343

Perm

Perm

Perm

Perm

CCP 337, 337.2, 343

Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm

CCP 337, 337.2, 343
GC 60201(d)(4)
CCP 337, 337.2, 343
CCP 337, 337.2, 343

2 years

Destroy

Perm

Perm

Settled/adjudicated + 2
years

Destroy

Settled/adjudicated + 2 years

Destroy

Phone Recordings
Public Records Requests - Requests & Responses
Publications

Remarks

2 years
2 years

Destroy
Destroy

Recordings - Routine Video Monitoring

100 days

Destroy

2 years

Destroy

1 year

Page 1 of 25

Destroy

GC 60201(d)(1)

CCP 337, 337.2, 343
CCP 337, 337.2, 343

GC 34090
GC 53160, 53161. See Note #9. Destruction must be
approved by Board with written consent of legal counsel. If
related to pending litigation, retain until litigation is
concluded.
GC 60201(d)(5)
GC 53160, 53161. See Note #9. Destruction must be
approved by Board with written consent of legal counsel. If
related to pending litigation, retain until litigation is
concluded.

Records Retention Schedule
Department: ADMINISTRATION
Description of Record
Records Destruction/Disposal Log
Visitor/Contractor/Vendor Sign-In Log
Information Technology:
Email

Paper Retention

Paper
Destroy/Perm

2 years

Destroy

Electronic Retention

Electronic
Destroy/Perm

Perm

Perm

Remarks
GC 34090

2 years

Destroy

Texts

2 years

Destroy

Audio/Video Recordings of Meetings

30 days

Destroy

Recordings - Routine Video Monitoring

1 Year

Destroy

100 Days

Destroy

Phone Recordings

Voicemail

2 years

Page 2 of 25

Destroy

Email that pertains to RCWD business is a public record.

Texts that pertain to District business are a public record,
regardless of device or account.
GC 54953.5(b)
GC 53160, 53161. See Note #9. Destruction must be
approved by Board with written consent of legal counsel. If
related to pending litigation, retain until litigation is
concluded.
GC 53160, 53161. See Note #9. Destruction must be
approved by Board with written consent of legal counsel. If
related to pending litigation, retain until litigation is
concluded.
GC 53160, 53161. See Note #9 & 10. Destruction must be
approved by Board with written consent of legal counsel. If
related to pending litigation, retain until litigation is
concluded. Voicemail that pertains to District business is a
public record, regardless of device or account.

Records Retention Schedule
Department: BOARD ADMINISTRATION
Paper Retention

Paper
Destroy/Perm

Electronic Retention

Electronic
Destroy/Perm

Perm

Perm

Perm

Perm

2 years
Perm

Destroy
Perm

5 years
Perm

Destroy
Perm

See Note #1.

5 years

Destroy

5 years

Destroy

GC 53235.2

Agency Report of Consultants (Form 805)

5 years

Destroy

See Note #1.

Agency Report – Events & Ticket/Pass Distribution (Form 802)

5 years

Destroy

See Note #1.

Agency Report of Public Official Appointments (Form 806)

5 years

Destroy

See Note #1.

Behested Payment Report (Form 803)
Gift to Agency Report (Form 801)
Lobbying or Lobbyist Forms (Forms 602 & 635)
Legislative Letters
Statement of Economic Interest (Form 700) Copies and
Originals
Meeting Agenda:
Board (LEGACY)
Committee (LEGACY)
Financing Authority (LEGACY)
Meeting Minutes:
Board
Committee
Four Party
Water Facility Corporation
Meeting Packages:
Board
Committee
Financing Authority
Ordinances:
Board

5 years
5 years
5 years
2 years

Destroy
Destroy
Destroy
Destroy

See Note #1.
See Note #1.
See Note #1.
GC 34090

5 years

Destroy

See Note #1.

2 years
2 years
2 years

Destroy
Destroy
Destroy

GC 34090
GC 34090
GC 34090

Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm

Perm
Perm
Perm

Perm
Perm
Perm

Perm

Perm

GC 60201(d)(2)

30 days

Destroy

GC 54953.5(b)

Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm

GC 34090
GC 34090
GC 34090
GC 34090

Current + 2 years

Destroy

GC 34090

Length of term/employment
+ 6 years

Destroy

Description of Record
Administrative Code
Board of Directors:
Board Elections - Campaign Statements
Conflict of Interest Code
Ethics Training Certifications:
Rancho California Water District

Remarks

Fair Political Practices Commission (FPPC) Reports / Forms:

2 years

Perm
Perm
Perm
Perm

Perm

Destroy

Perm
Perm
Perm
Perm

Perm

Recordings, Video & Audio – Board & Committee Meetings
Resolutions:
Community Facilities District
Rancho California Water District Financing Authority
Rancho California Water District
Santa Rosa Ranches Water District
Statement of Facts:
Rancho California Water District
Oath of Office

Perm
Perm
Perm
Perm

Length of
term/employment
+ 6 years

Perm
Perm
Perm
Perm

Destroy
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Records Retention Schedule
Department: CUSTOMER SERVICE
Electronic Retention

Electronic
Destroy/Perm

Remarks

Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years

Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy

GC 34090
GC 34090
GC 34090
GC 34090
GC 34090
GC 34090
GC 34090

Current + 2 years
Current + 2 years
Current + 2 years
Perm

Destroy
Destroy
Destroy
Perm

GC 34090
GC 34090
GC 34090

Current + 2 years
Current + 2 years

Destroy
Destroy

Keep recorded liens until lien is paid/satisfied.
Keep recorded liens until lien is paid/satisfied.

Amended Notice of Lien and Certificate of Unpaid Charges

Current + 2 years

Destroy

Keep recorded liens until lien is paid/satisfied.

Notice to Amend Lien and Certificate of Unpaid Charges

Current + 2 years

Destroy

Keep recorded liens until lien is paid/satisfied.

Notice of Lien and Certificate of Unpaid Charges
Partial Release of Lien
Release of Lien
Tax Liens
Billing Registers
Closing Bills/Closing Bill Register
Collections:
Placement with Collections
Collections Dispute
Control File
Customer Correspondence:
Balance Transfer Letter
Cash Only Letter
Final Notices
Franchise Tax Board Letter
Payment Arrangement Letter
Payment Extensions
Returned Payment Letter
Returned Rancho Refund Checks
Customer Files [Legacy]
Month End
Delinquent Listings/Delinquent Bill Ledger/Past Due
Register
Payment Journals/Registers
Payment Stubs
Sewer Reports
Service Orders:
Start Service Requests
Stop Service Requests

Current + 2 years
Current + 2 years
2 years
Current + 2 years
Perm
Perm

Destroy
Destroy
Destroy
Destroy
Perm
Perm

Keep recorded liens until lien is paid/satisfied.
Keep recorded liens until lien is paid/satisfied.
Keep recorded liens until lien is paid/satisfied.
Keep recorded liens until lien is paid/satisfied.

Destroy
Destroy
Destroy

GC 34090
GC 34090
GC 34090
GC 34090
GC 34090
GC 34090
GC 34090
GC 34090
GC 34090
GC 34090
GC 34090

Description of Record
Account Information:
Address Changes
After Hours Waivers
Contact Information
Customer Refunds
Easy Pay
Lease or Rental Agreement
Proof Of New Ownership
Adjustments:
Customer Leak Adjustments
Rancho Water Adjustments
Fire Line Testing Adjustments
Adjustment Journal
Bankruptcy/Liens:
Bankruptcy
Property Liens

Paper Retention

Audited + 3 years

Paper
Destroy/Perm

Destroy

Audited + 2 years
Audited + 2 years

Destroy
Destroy

Current + 2 years

Destroy

Current + 2 years

Destroy

Current + 2 years
Until resolved + 2 years
Current + 2 years

Audited + 3 years

Destroy

Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Perm
Perm

Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Perm
Perm

4 years

Destroy

Perm

Perm

Audited + 5 years
4 years
2 years

Destroy
Destroy
Destroy

Perm
Perm
Perm

Perm
Perm
Perm

See Note #5.

Until completed +2 years
Until completed +2 years

Destroy
Destroy

GC 34090
GC 34090
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Records Retention Schedule
Department: CUSTOMER SERVICE
Description of Record
Maintenance Requests
Write-Offs

Paper Retention

Paper
Destroy/Perm

Electronic Retention

Electronic
Destroy/Perm

Remarks

Until completed +2 years
4 years

Destroy
Destroy

GC 34090
26 CFR 31.6001.1(e)(2)

Page 5 of 25

Records Retention Schedule
Department: ENGINEERING
Paper Retention

Paper
Destroy/Perm

Electronic Retention

Electronic
Destroy/Perm

AGREEMENTS
Agency Agreements:
Agency Agreement

Perm

Perm

Perm

Perm

Release of Property from Coverage of Agency Agreement

Perm

Perm

Perm

Perm

CCP 337

Removal of Property from Coverage of Agency Agreement

Perm

Perm

Perm

Perm

CCP 337

Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm

GC 60201(d)(8)
GC 60201(d)(8)
GC 60201(d)(8)
GC 60201(d)(8)

Perm

Perm

Perm

Perm

CCP 337.15

Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm

GC 60201(d)(8)
GC 60201(d)(8)
CCP 337.15
GC 60201(d)(8)
GC 60201(d)(8)
GC 60201(d)(8)
GC 60201(d)(8)

Perm

Perm

Perm

Perm

Perm

Perm

Perm

Perm

Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm

Perm

Perm

Perm

Perm

CCP 337, 337.2, 343

Perm

Perm

Perm

Perm

CCP 337, 337.2, 343

Description of Record

Deeds:
Deed of Trust with Assignment of Rents
Grant Deed
Quitclaim Deed
Reciprocal Quitclaim Deed
Easements:
Agreement for Acquisition of Temporary Construction
Easement
Agreement for Nonexclusive Public Service Easement
Assignment of Easement
First Amendment to Easement
Grant of Access Easement
Grant of Easement
Grant of Easement and Quitclaim Deed
Grant of Easement and Right of Way
Grant of Temporary Construction Easement
Landscape Easement and Maintenance Agreement
Reciprocal Easement and Maintenance Agreement
Right of Entry Agreement
Second Amendment to Easement
INTERAGENCY/MOA/MOU AGREEMENT
Memorandum of Agreement (Notice of Property Restriction)
Memorandum of Agreement (Participation Agreement and
Utility Waiver)
Interconnection Agreement
Interim Agreement
Intertie Agreement
Wheeling Agreement
Agreement Regarding Settlement of Water and Sewer
Charges
Agreement Regarding Settlement of Water and Sewer Fees,
Charges and Assessments
Agreement to Modify Agreement to Compromise and
Release Disputed Claim
Cancellation of Contractual Obligations
Certificate of Acceptance
Engagement Agreement
Indemnity Agreement

Remarks

Perm

Perm

Perm

Perm

GC 60201(d)(4)

Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm

CCP 337, 337.2, 343
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CCP 337, 337.2, 343
CCP 337, 337.2, 343

Records Retention Schedule
Department: ENGINEERING
Description of Record
Satisfaction of Contractual Obligations
Settlement Agreement
Subordination Agreement
Termination of Contractual Obligations
Trust Agreement
Promissory Note Annexation Fees
CONSTRUCTION CONTRACTS
Capital Project Bid Documents
Capital Project Construction Change Orders
Capital Project Construction Contracts:
Approved Payments
As-Built
Backflow Certification
Bacteriological Test Certification
Bacteriological Test Reports
Baseline Schedule
Bid Addenda
Bid Award
Bid Bond
Bid Checklist
Bid Questions
Bid Resume
Bid Summary
Budget Report
Certified Payroll (copies - originals kept by contractor)
Coliform Chain of Custody Certification
Coliform Chain of Custody Reports
Contractor Invoices
Executed Contract
General Correspondence
Inspection Daily Reports
Material Tickets
New Vendor Checklist
Operation and Maintenance Manuals
Permits
Photos
Preconstruction Meeting
Preliminary/Stop Notices
Professional Service Agreements
Progress Meeting Agendas
Progress Meeting Minutes
Punchlist
Request for Information/Clarification
Schedule Updates
Shutdown Routing Slip
Submittals

Paper Retention

Paper
Destroy/Perm

Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm

Perm

Term + 7 years

Perm

Destroy

Perm

Perm

Perm

Perm

Electronic Retention

Electronic
Destroy/Perm

Perm
Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm
Perm

CCP 337, 337.2, 343
GC 60201(d)(4)
CCP 337, 337.2, 343
CCP 337, 337.2, 343

Perm
Perm

Perm
Perm

CCP 337.15
CCP 337.15

Perm
Perm
3 years
5 years
5 years
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Term +7 years
5 years
5 years
Audit + 4 years
Perm
2 years
Perm
Completion + 2 years
Current + 2 years
Until superseded
Completion + 10 years
4 years
4 years
Completion + 10 years
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm

Perm
Perm
Destroy
Destroy
Destroy
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Destroy
Destroy
Destroy
Destroy
Perm
Destroy
Perm
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm

CCP 337.15
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Remarks

GC 60201(d)(8)

17 CCR 7605
40 CFR 141.33
40 CFR 141.33
CCP 337.15
CCP 337.15
CCP 337.15
CCP 337.15
CCP 337.15
CCP 337.15
CCP 337.15
CCP 337.15
CCP 337.15
40 CFR 141.33
40 CFR 141.33
CCP 337; 26 CFR 31.6001-1(e)(2)
CCP 337.15 and Civil Code section 1629
GC 34090
GC 34090
GC 34090
CCP 337.15
CCP 337, 337.2, 343
CCP 337, 337.2, 343
CCP 337.15
CCP 337, 337.2, 343
GC 34090
GC 34090
CCP 337, 337.2, 343
CCP 337, 337.2, 343
CCP 337, 337.2, 343
GC 34090
CCP 337, 337.2, 343

Records Retention Schedule
Department: ENGINEERING
Description of Record
Survey Cut Sheets
Survey Drawings
Survey Reports
Three-week Look Ahead
Weekly Statement of Working Days
Warranty
Capital Project Insurance Documents
Capital Project Notices:
Notice of Completion
Notice of Acceptance
Notice to Proceed
Capital Project Warranties
Developer Project Construction Contracts:
As-Builts
Backflow Certification
Bacteriological Test Certification
Bacteriological Test Reports
Executed State Facilities Construction Agreement
General Correspondence
Inspection Daily Reports
Material Tickets
Permits
Photos
Preconstruction Meeting
Punchlist
Request for Information/Clarification
Shutdown Routing Slip
Submittal
Survey Reports
Developer Project Insurance Documents
Developer Project Notices:
Notice of Completion
Notice of Acceptance
Notice to Proceed
Developer Project Warranties
Unaccepted Bids
Project Videos
CAPITAL PROJECTS
Capital Project Correspondence
Capital Project Meeting Documents
Capital Project Plans
Capital Project RFP/RFQ
Capital Project Specifications
Cost Estimates
Project Files, Rancho California (Closed)
Project Files, Santa Rosa (Closed)

Paper Retention

Paper
Destroy/Perm

Electronic Retention

Electronic
Destroy/Perm

Remarks

Perm
Perm
Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm
Perm
Perm

CCP 337.15
CCP 337.15
CCP 337.15
GC 34090
GC 34090
CCP 337.15
CCP 337.15

+ 10 years
+ 10 years
+ 10 years
+ 10 years

Destroy
Destroy
Destroy
Destroy

CCP 337.15
CCP 337.15
CCP 337.15
CCP 337.15

Perm
3 years
5 years
5 years
10 years
2 years
Perm
Completion + 2 years
Completion + 10 years
4 years
4 years
4 years
4 years
2 years
4 years
Completion + 10 years
Completion + 10 years

Perm
Destroy
Destroy
Destroy
Destroy
Destroy
Perm
Destroy
Destroy
Destroy
Destroy
Destroy
Perm
Destroy
Perm
Destroy
Destroy

Destroy
Destroy

Completion + 10 years
Completion + 10 years
Completion + 10 years
Completion + 10 years
2 years
Term + 4 years

Destroy
Destroy
Destroy
Destroy
Destroy
Destroy

Destroy
Destroy
Destroy

Perm
Perm
Perm
Perm
Perm
2 years
Perm
Perm

Perm
Perm
Perm
Perm
Perm
Destroy
Perm
Perm

Completion
Completion
Completion
Completion
Perm

Term + 7 years

2 years
Term + 4 years

2 years
Life + 2 years
Life + 2 years

Perm

Destroy
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17 CCR 7605
40 CFR 141.33
40 CFR 141.33
CCP 337.15
GC 34090
GC 34090
CCP 337.15
CCP 337, 337.2, 343
CCP 337, 337.2, 343
CCP 337, 337.2, 343
CCP 337, 337.2, 343
GC 34090
CCP 337, 337.2, 343
CCP 337.15
CCP 337.15
CCP 337.15
CCP 337.15
CCP 337.15
See Note #1.

GC 34090
GC 34090
CCP 337.15
CCP 337.15
CCP 337.15
See Note #8.
See Note #8.

Records Retention Schedule
Department: ENGINEERING
Paper Retention

Paper
Destroy/Perm

Perm
Perm
1 year
1 year

Perm
Perm
Destroy
Destroy

Perm
Perm
Perm

Closed Circuit Television Report/Condition Assessment
Collection System Analysis
Conceptual Design Study
Cooperative Water Resource Management Agreement
Annual Report
Economic Sensitivity Analysis
Feasibility Study
Hydraulic Models Reference Manual
Integrated Resource Plan
Onsite Recycled Water Irrigation Systems Manual
Optimization Study
Recycled Water Resources Plan
Santa Margarita River Watershed Annual Watermaster
Report
Sewer Facilities Master Plan
- with appendices
- without appendices
Sewer Flow Monitoring Report
Sewer System Management Plan
Urban Water Management Plan
Wastewater Capacity Analysis
Water Facilities Master Plan
- with appendices
- without appendices
Water Shortage Contingency Plan
Water Supply Assessment
Potable Water Hydraulic Model
Recycled Water Hydraulic Model
Wastewater Hydraulic Model
Wastewater Flow Projections
Environmental / CEQA:
Negative Declaration
Notice of Determination
Notice of Exemption

Description of Record
ENGINEERING - DEVELOPMENT
Water Submetering Agreement
Civil Design Drawings (Developer Files Contracts)
CIVIL DESIGN DRAWINGS (Working Files In-House)
Closed Fire Hydrant Meter Applications
Plan Check Developer Files
ENGINEERING - PLANNING
5-Year Capital Improvement Plan - RCWD
5-Year Capital Improvement Plan - SRRRA
Agricultural Water Management Plan

Electronic Retention

Electronic
Destroy/Perm

Perm
Perm
Perm

Perm
Perm
Perm

Perm

Perm

Perm
Perm
Perm

Perm
Perm
Perm

Perm
Perm
Perm

GC 34090
GC 34090
GC 60201(d)(10); 40 CFR 141.33

Perm

Perm

Perm

Perm

GC 34090

Perm
Perm

Perm
Perm

Perm
Perm

Perm
Perm

GC 34090
GC 34090

Perm

Perm

Perm

Perm

GC 34090

Perm
Perm
Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm
Perm
Perm

GC 34090
GC 34090
40 CFR 122.41; GC 34090
GC 34090
GC 34090
40 CFR 122.41; GC 34090

Perm

Perm

Perm

Perm

GC 34090

Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm

40 CFR 122.41; GC 34090
40 CFR 122.41; GC 34090
40 CFR 122.41; GC 34090
40 CFR 122.41; GC 34090
40 CFR 122.41
40 CFR 122.41
40 CFR 122.41, 141.33
40 CFR 122.41, 141.33
40 CFR 122.41, 141.33
40 CFR 122.41, 141.33
40 CFR 122.41, 141.33
40 CFR 122.41, 141.33

2 years
2 years
2 years

Destroy
Destroy
Destroy

Perm
Perm
Perm

Perm
Perm
Perm
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Remarks

Records Retention Schedule
Department: ENGINEERING
Description of Record
Draft Supplemental EIR - Water and Wastewater Facilities
Master Plan Updates
Public Notice of a Draft Supplemental EIR for Water and
Wastewater Facilities Master Plan Updates
ARCHIVAL DRAWINGS (Mylars)
ENGINEERING SERVICES
Community Facilities District Files
Improvement District

Paper Retention

Paper
Destroy/Perm

Electronic Retention

Electronic
Destroy/Perm

Perm

Perm

Perm

Perm

Remarks

Perm

Perm

Perm

Perm

GC 60201(d)(8)

Complete + 7 years
Perm

Destroy
Perm

Perm
Perm

Perm
Perm

Perm
Complete + 10 years

Perm
Destroy

Perm

Perm

Perm
Complete + 10 years
Perm

Perm
Destroy
Perm

CCP 337.15

Audit + 3 years

Destroy

CCP 338

Audit + 3 years
Audit + 3 years

Destroy
Destroy

CCP 338
CCP 338

Audit + 3 years

Destroy

CCP 338

Audit + 3 years

Destroy

CCP 338

Audit + 3 years
Audit + 3 years
Audit + 3 years
Perm
Audit + 3 years

Destroy
Destroy
Destroy
Perm
Destroy

CCP 338
CCP 338
CCP 338
GC 60201(d)(8)
CCP 338

Current + 4 years

Destroy

CCP 337

Development Agreements:

Assessment Collection Agreement
Funding and Construction Agreement
Secondary Sewer Facilities Extension Contract Interim Sewer
Lift Station
Secondary Water Facilities Extension Contract
Temporary Utility Agreement
Water and Sewer Connections Agreement
Addendum to Notice of Assessment Amending Certain
Assessments
Amended Notice of Reassessment
Notice of Cancellation of Special Tax Lien
Notice of Intent to Remove Delinquent Assessment
Installment for the Tax Roll
Notice of Intent to Remove Delinquent Special Tax
Installment from the Tax Roll
Notice of Assessment
Notice of Discharge of Assessment Lien
Notice of Discharge of Reassessment Lien
Notice of Lot Line Adjustment
Notice of Reassessment
Payment Agreements:
Agreement for Date Extension for Payment of Primary Facility
Fees
Agreement for Payment of All Fees Associated with Water
Meter Installation
Agreement for Payment of Annexation Acreage Fees
Agreement for Payment of Annexation Fees
Agreement for Payment of Delinquent Water Receivables

CCP 337.15

Current + 4 years

Destroy

CCP 337

Current + 4 years
Current + 4 years

Destroy
Destroy

CCP 337
CCP 337

Current + 4 years

Destroy

CCP 337

Agreement for Payment of Grease Interceptor Installation
Fees
Agreement for Payment of Infrastructure Fees
Agreement for Payment of Inspection Fees
Agreement for Payment of Meter Modification Fees

Current + 4 years

Destroy

CCP 337

Current + 4 years
Current + 4 years
Current + 4 years

Destroy
Destroy
Destroy

CCP 337
CCP 337
CCP 337

Agreement for Payment of Plan Check and Inspection Fees

Current + 4 years

Destroy

CCP 337

Agreement for Payment of Primary Facilities Fees

Current + 4 years

Destroy

CCP 337

Page 10 of 25

Records Retention Schedule
Department: ENGINEERING
Description of Record

Paper Retention

Paper
Destroy/Perm

Agreement for Payment of Secondary Facilities Fees
Agreement for Payment of Sewer Connection Fees
Agreement for Payment of Water Assessment Fees
Agreement for Payment of Zone of Benefit 7 & 8 Fees
Agreement for Payment of Zone of Benefit Fees
Agreement for Payment of Zone of Benefit Fees and
Secondary Facility Fees
Agreement for Reimbursement of Annexation Fees
Agreement for Water Service and Payment of Secondary
Facility Fees
Cancellation of Agreement for Payment of Sewer Connection
Fees
Installment Payment Agreement
Installment Sale Agreement
Reimbursement Agreement - Primary Facilities
Reimbursement Agreement - Secondary Facilities - Rancho
Division
Reimbursement Agreement - Secondary Facilities - Santa
Rosa Division
Santa Rosa System Reclaimed Water Transmission Main
Reimbursement Agreement
Service Agreements:

Electronic Retention

Electronic
Destroy/Perm

Remarks

Current + 4 years
Current + 4 years
Current + 4 years
Current + 4 years
Current + 4 years

Destroy
Destroy
Destroy
Destroy
Destroy

CCP 337
CCP 337
CCP 337
CCP 337
CCP 337

Current + 4 years

Destroy

CCP 337

Current + 4 years

Destroy

CCP 337

Current + 4 years

Destroy

CCP 337

4 years

Destroy

CCP 337

Current + 4 years
Current + 4 years
4 years +
completion/termination
4 years +
completion/termination
4 years +
completion/termination
4 years +
completion/termination

Destroy
Destroy

CCP 337
CCP 337

Destroy

CCP 337, 337.2, 343

Destroy

CCP 337, 337.2, 343

Destroy

CCP 337, 337.2, 343

Destroy

CCP 337, 337.2, 343

Destroy

CCP 337, 337.2, 343

Destroy

CCP 337, 337.2, 343

Destroy

CCP 337, 337.2, 343

Destroy

CCP 337, 337.2, 343

Destroy

CCP 337, 337.2, 343

Destroy

CCP 337, 337.2, 343

4 years

Destroy

CCP 337, 337.2, 343

4 years +
completion/termination

Destroy

CCP 337, 337.2, 343

4 years +
completion/termination
4 years +
completion/termination
4 years +
completion/termination
4 years +
completion/termination
4 years +
completion/termination
4 years +
completion/termination

Agreement for Service to Residential Fire Sprinklers
Agreement for Temporary Water Service and Financing of
Secondary Facility Fees
Pressure Release Agreement
Pressure Variance Agreement
Recycled Water Agreement
Remote Water Service Agreement
Removal of Property from Coverage of Remote Water Service
Agreement
Temporary/Remote Water Service Agreement
Well Agreements:
Private Well and Grant of Easement
Removal of Property from Coverage of Private Well and
Grant of Easement
Annexations
Parcel Map Correspondence
Parcel And Tract Maps

Perm

Perm

Perm

Perm

Perm

Perm

Perm

Perm

CCP 337, 337.2, 343

Perm
Perm
Perm

Perm
Perm
Perm

GC 60201(d)(1)
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Records Retention Schedule
Department: ENGINEERING
Description of Record
Service Order Books
Sewer Connections
Shut Downs
Ortho Topography Maps (Topos)
Topography Maps/Atlas
Legal Agreements:

Paper Retention

Paper
Destroy/Perm

Electronic Retention

Electronic
Destroy/Perm

11 years
8 years
4 years
Perm
Perm

Destroy
Destroy
Destroy
Perm
Perm

Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm

Agreement for Professional Services
Construction Installment Sale Agreement
Contract for Asphalt Maintenance and Repairs Services
Closed Jobs
Inspector's Reports (Customer-Related Complaints)

Life + 7 years

Destroy

Closed + 5 years

Destroy

4 years +
completion/termination
4 years +
completion/termination
4 years +
completion/termination
Perm
Closed + 5 years
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Remarks

Destroy

CCP 337, 337.2, 343

Destroy

CCP 337, 337.2, 343

Destroy

CCP 337, 337.2, 343

Perm
Destroy

Records Retention Schedule
Department: FINANCE
Electronic Retention

Electronic
Destroy/Perm

Remarks

Accounts Payable (Check Requests By Vendor) [Legacy]

10 years

Destroy

CCP 337; 26 CFR 31.6001-1(e)(2)

Accounts Payable Invoices
Accounts Payable Reconciliation (A/P Journal Register)
Cancelled Checks [Legacy]
Journal Entries
Packing Slips
Transaction Register
ACCOUNTS RECEIVABLE

10 years
Perm
Perm
Perm
2 years
Perm

Destroy
Perm
Perm
Perm
Destroy
Perm

CCP 337; 26 CFR 31.6001-1(e)(2)

Description of Record

Paper Retention

Paper
Destroy/Perm

ACCOUNTS PAYABLE

3 years

Destroy

Audit + 4 years

Destroy

4 years

Destroy

Accounts Receivable (Misc.)

Accounts Receivable Invoices
CASH RECEIPTS
Daily Check (Cashier) Deposits
Production Analysis
Sales Accrual
Sales Mix
Water Loss
Water Sales
Water Sales Summary
Work Order Reimbursable
GENERAL LEDGER
Appraisals (Real Property)
Assessment District Files
Bank Reconciliation
Bank Statements
Bonds:
Closing Binders
Debt payments on bond issues
Requisitions for construction funds
Revenue Bond Issuance
Certificates Of Deposit
Check Register
Coupons (Interest)
End Of Month Stock Analysis
Financial Reports (Annual)/CAFR
Financial Reports (Periodic)
Fixed Assets:
Surplus Property
General Ledger Files:
Audit (Gov. or Acct.)
Audit Work Papers and Reports
General Ledger Book
Restricted Accounts Books
Revenue Study
Inventory Depletes

4 years

Destroy

Complete + 7 years
Complete + 7 years
Audit + 5 years

Destroy
Destroy
Destroy

Audit + 4 years
Audit + 4 years

Destroy
Destroy

Maturity + 4 years
Audit + 2 years
1 year

Destroy
Destroy
Destroy

Audit + 4 years
Audit + 4 years

Destroy
Destroy

6 years
6 years
2 years
2 years
6 years
6 years

GC 34090

4 years

Destroy

10 years
Perm
Audit + 4 years
Current + 5 years
10 years
10 years
10 years
10 years
10 years
10 years

Destroy
Perm
Destroy
Perm
Perm
Perm
Perm
Perm
Perm
Destroy

CCP 337; 26 CFR 31.6001-1(e)(2)
26 CFR 1.6001-1(c) & (e)
CCP 337; 26 CFR 31.6001-1(e)(2)
GC 60201(d)(10); 40 CFR 141.33

Current + 5 years
Perm
Complete + 7 years
Audit +5 years

Destroy
Perm
Destroy
Destroy

GC 34090
See Notes #1 and #8.

Perm
Perm
Perm
Perm
Perm
Perm

Perm
Destroy
Destroy
Perm
Perm
Perm

CCP 336a, 337.5

Perm
Perm
Perm

Perm
Perm
Perm

5 years

Destroy

Perm
Perm
Perm
Perm
Perm
Perm

Perm
Perm
Perm
Perm
Perm
Perm

Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Page 13 of 25

GC 34090

26 CFR 1.6001-1(c) & (e)
See Note #8.

Records Retention Schedule
Department: FINANCE
Description of Record
Inventory Receipts and Recost
Inventory End of Month Receipts
Investments
Journal Entries/Register
Ledger Books
Management Reports
Register Of Audited Demands
Standby Taxes
Tax Record Book, Riverside County
Trial Balance/Financial Statements
Unclaimed Monies
Vail Lake Acquisition

Paper Retention

Paper
Destroy/Perm

6 years
6 years
6 years
Audit + 4 years
7 years
6 years
6 years
7 years
6 years
Audit + 4 years

Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy

Perm

Perm

VEBA Trust
Vehicle And Equipment Records
Water Account Refunds Upload
Work Papers
PAYROLL
Bank Statement Of Account/Cancelled Checks
Employee Time Cards
Employee Time Cards [Legacy]
Payroll CalPERS
Payroll CalPERS Uniforms
Payroll Labor Distribution
Employee Insurance
Payroll Register
Payroll Quarterly Taxes
Payroll W-2
Payroll Records
Time Card Audit List
Wage Garnishment
Workers Compensation Insurance Policies
AC Job Costs:
Metropolitan Water District Invoices
Watermaster Invoices
Capital Projects
Other Projects
Capital Summaries (LEGACY)
Capital Job Cost Summary (LEGACY)
Closed Service Connections (LEGACY)
Job Cost Construction in Process (LEGACY)
Job Cost and Service Connections (LEGACY)
Management Reports for Operating (LEGACY)
Operating Budget Management Reports (LEGACY)
Operating Job Cost Budget (LEGACY)
Operating Job Cost Summary (LEGACY)

Sold + 5 years

Destroy

Payment + 7 years

Destroy

Current + 6 years
Current + 6 years

Destroy
Destroy

Current + 6 years
Current + 3 years
Current + 6 years
Current + 6 years

Destroy
Destroy
Destroy
Destroy

5 years
5 years
5 years
5 years
5 years
5 years
5 years
5 years
5 years

Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy

Electronic Retention

Electronic
Destroy/Perm

Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Audit + 4 years
Perm

Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm

Current + 4 years

Perm

Sold + 5 years

3 years
Perm

Destroy
Destroy
Perm

Perm
Perm
Perm
Perm
7 years
Perm
Perm
Perm
Perm
7 years
7 years
3 years
Perm
Audit + 4 years

Perm
Perm
Perm
Perm
Destroy
Perm
Perm
Perm
Perm
Destroy
Destroy
Destroy
Perm
Destroy

10 years
Audit + 4 years
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm

Destroy
Destroy
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
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Remarks

See Note #8.
See Note #8.

See Note #8.
CCP 337; 26 CFR 31.6001-1(e)(2)
GC 60201(d)(8)
26 CFR 31.6001.1-4, 26 CFR 31.6001-1(e)(2),
29 CFR 516.5 - 516.6
CCP 338

See Notes #1 and #8.
GC 60201(d)(12)

See Note #8.
GC 60201
GC 60201(d)(12)
26 CFR 516.6; LC 1174

CCP 337; 26 CFR 31.6001-1(e)(2)
CCP 337; 26 CFR 31.6001-1(e)(2)
CCP 337.15
CCP 337.15

Records Retention Schedule
Department: FINANCE
Description of Record
Closed Capital (LEGACY)
Closed Correctives (LEGACY)
Closed Detector Jobs (LEGACY)
Closed Inspections (LEGACY)
Closed Miscellaneous (LEGACY)
Closed Plan Check Jobs (LEGACY)
Closed Rancho Division Meter Installation (LEGACY)
Closed Santa Rosa Division Meter Installation (LEGACY)
Service Fees (LEGACY)
Petty Cash Forms
FEMA FILES

Paper Retention

Paper
Destroy/Perm

4 years
4 years
4 years
4 years
4 years
4 years
4 years
4 years

Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy

Electronic Retention

Electronic
Destroy/Perm

Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
4 years
Audit + 4 years
Until superseded

Perm
Perm
Perm
Perm
Perm
Perm
Perm
Perm
Destroy
Destroy
Destroy
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Remarks

CCP 337

Records Retention Schedule
Department: HUMAN RESOURCES
Electronic Retention

Electronic
Destroy/Perm

Compliance

Life of plan/policy + 6 years

Destroy

Contracts

Life of plan/policy + 6 years

Destroy

Information

Life of plan/policy + 6 years

Destroy

Open Enrollment

Life of plan/policy + 6 years

Destroy

Description of Record

Paper Retention

Paper
Destroy/Perm

Remarks

ACWA/JPIA:
29 USC 1027; 28 CCR 1300.85.1; 11 CCR 560; 29 CFR
1627.3(b)(2)
29 USC 1027; 28 CCR 1300.85.1; 11 CCR 560; 29 CFR
1627.3(b)(2)
29 USC 1027; 28 CCR 1300.85.1; 11 CCR 560; 29 CFR
1627.3(b)(2)
29 USC 1027; 28 CCR 1300.85.1; 11 CCR 560; 29 CFR
1627.3(b)(2)

Affordable Care Act (ACA) Reporting
Benefit Files:
Notices
Rates
CALPERS Files

3 years

Destroy

6 years
6 years
Current + 2 years

Destroy
Destroy
Destroy

29 USC 1027
29 USC 1027
29 CFR 1627.3(b)(2)

Correspondence - Other Agency, Regulatory, Federal, State

Current + 2 years

Destroy

GC 34090

DMV Pull Notice Authorization
Employee Association/Union Files:
Memorandum of Understanding (MOU)
Employee Personnel Records
Health Fair
Job Descriptions

Until superseded

Destroy

Perm
2 years
Current + 3 years
Until settled/adjudicated + 2
years

Perm
Destroy
Destroy

See Note #5.
GC 12946; 29 CFR 1627.3, GC 34090.
GC 34090
29 CFR 1627.3

Destroy

GC 60201(d)(4)

Current + 3 years
Current + 3 years

Destroy
Destroy

Lawsuits
Merit/Cola Increases

Current + 3 years

Destroy

Organizational Charts
Recruitment Files:
Applicant Data Records
Background Files - Not hired
Employee Requisitions
Interview Notes
Job Applications – Not Hired
Job Advertisements
Retired Employee Records/Terminated Employees
Salary and Benefit Surveys
Succession Planning
Vendor Files

Current + 2 years

Destroy

Current + 2 years
2 years
Audit + 5 years
Current + 2 years
2 years
3 years
Perm
2 years
Current + 2 years
Current + 2 years

Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Perm
Destroy
Destroy
Destroy

Current + 2 years
2 years

Destroy
Destroy

6 years

Destroy
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GC 12946; LC 1174 (d), 1197.5(d); 29 CFR 516.6, 1602.4,
1627.3
GC 34090

GC 34090
See Notes #4 and #10.

See Notes #8 and #10.
GC 34090

Records Retention Schedule
Department: OPERATIONS
Description of Record
Asphalt Hot Patching
Backflow Tests
Consolidated Emergency Response Plan
Corrosion Control Data
Daily Run Sheets
Daily Well Records
Encroachment Permits
Flushing Reports
Land Level Monitoring Report
Maintenance Reports
Monthly Water Production Sheets
Monthly Well Depth Sheets
Natural Gas Engine Logs
NPDES:
Annual Report
Permits
Operations and Maintenance Manuals for Sites
Pink Slips (Vehicle Ownership & Title)
Pressure Charts
Pump Station Pictures
Recycled Water Annual Reports
Recycled Water Use:
Site Information
Site Point-of-Connection Plans
Soil Resistivity Data
SRRRA Monthly Reports
State Water Resources Control Board (SWRCB):
Correspondence
Division of Drinking Water (DDW) Monthly Reports
Division of Water Quality NPDES Annual Report
Permit Amendments
Tank (Underground) Inspections:
Weekly
Monthly
Three Party Reports
T.P.O’s/Vehicle Reports
Trouble Tickets:
Customer Complaints
Water Quality
Other
Underground Service Alert (USA)
Vail Dam Reports
Water Management Annual Ground Water Reports
Water Management Annual Watermaster Reports
Water Management Cooperative Water Resource
Management Agreement Report
Watermaster/Production Reports

Electronic Retention

Electronic
Destroy/Perm

Current + 2 years
Current + 3 years
Current + 2 years
Life of Pipeline
Perm
Perm
Completed +2 years
2 years
Current +2 years
2 years
Perm
Perm
Perm

Destroy
Destroy
Destroy
Destroy
Perm
Perm
Destroy
Destroy
Destroy
Destroy
Perm
Perm
Perm

GC 34090
17 CCR 7605
GC 34090

Current + 10 years
Expiration + 3 years
Current + 2 years
Until Sold + 5 years
Current + 2 years
Current + 2 years
Current + 12 years

Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy

40 CFR 141.33
40 CFR 122.21, 122.41
GC 34090

Current + 12 years
Current + 12 years
Perm
Current + 2 years

Destroy
Destroy
Perm
Destroy

40 CFR 141.33, 141.91
40 CFR 141.33, 141.91

Destroy
Destroy
Destroy
Destroy

GC 34090
GC 34090
GC 34090

Destroy

Current + 2 years
Current + 2 years
Current + 2 years
Life of Permit

Perm

Destroy
Destroy
Destroy
Perm

23 CCR 2660(j), 2712
23 CCR 2660(j), 2712
GC 34090

Perm

Life of Tank
Life of Tank
Current + 2 years
Perm

5 years
5 years
3 years
4 years

Destroy
Destroy
Destroy
Destroy

Paper Retention

Life of Pipeline

Until Life

Until Sold + 5 years

2 years

Life of Permit

Paper
Destroy/Perm

Destroy

Destroy

Destroy

Destroy

Remarks

GC 34090
GC 34090
GC 34090
GC 34090

GC 34090
GC 34090
40 CFR 141.33, 141.91

GC 34090

See Note #7.
See Note #7.
See Note #7.
Perm
Perm
Current + 2 years
Current + 2 years

Perm
Perm
Destroy
Destroy

GC 34090
GC 34090

Current + 2 years

Destroy

GC 34090

Current + 4 years

Destroy

GC 34090; CCP 343

Water Quality Analysis:
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Records Retention Schedule
Department: OPERATIONS
Description of Record

Paper Retention

Paper
Destroy/Perm

Bacteriological Analysis (Gauging Station #3 Temecula Creek)

10 years

Destroy

Chemical Analysis
Weekly Well and Pump Records
Weekly Status Reports
Well Charts
Well, Pump Station, Reservoir Folders

10 years
Perm

Destroy
Perm

Perm
Perm

Perm
Perm

Electronic Retention

Electronic
Destroy/Perm

Remarks
See Note #7.
See Note #7.

Perm
Current + 2 years
Perm
Perm
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Perm
Destroy
Perm
Perm

GC 34090

Records Retention Schedule
Department: PUBLIC RELATIONS
Description of Record
Events:
Community
Recognition
Water Education
Media:
HOA Articles
Media Advisory
Media Correspondence
Media Lists
Press Releases
Stakeholder List
New Board Member Welcome Packet
Customer Outreach:
Bill Inserts
Consumer Confidence Report
Email Blast
Flyers
News Letters
Proposition 218
Videos
Plans:
Communications
Emergency Communications
Legislative
Social Media
Strategic

Paper Retention

Paper
Destroy/Perm

Electronic Retention

Electronic
Destroy/Perm

Remarks

Current + 2 years
Current + 2 years
Current + 2 years

Destroy
Destroy
Destroy

GC 34090
GC 34090
GC 34090

Current + 2 years
Current + 2 years
Current + 2 years
Until superseded
Current + 2 years
Current + 2 years
Current + 2 years

Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy

GC 34090
GC 34090
GC 34090
GC 34090
GC 34090
GC 34090

Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years

Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy

GC 34090
GC 34090
GC 34090
GC 34090
GC 34090
GC 53753
GC 53161

Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years

Destroy
Destroy
Destroy
Destroy
Destroy

GC 34090
GC 34090
GC 34090

Page 19 of 25

GC 34090

Records Retention Schedule
Department: PURCHASING
Electronic Retention

Electronic
Destroy/Perm

Asset Disposition Forms
Sole Source Justification Form

Current + 2 years
Termination + 4 years

Destroy
Destroy

Pre-Award Procurement Documents

Termination + 4 years

Destroy

Post Award Contract Documents
Purchase Orders
Purchase Requisitions
Purchasing Documents [Legacy]
Warehouse Documents
Contract Tracker
Month End Closing Reports
Vendor List
Vendor Setup
Vendor W-9s
Warehouse:
Spot Counts
UPS Labels
Variance Reports
Weekly Inspections
Chargepoints

Termination + 4 years
Audited + 4 years
Audited + 4 years
Audited + 4 years
Current + 2 years
Current + 2 years
Audit + 3 years
Current + 2 years
Current + 2 years
Current + 2 years

Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy

Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years

Destroy
Destroy
Destroy
Destroy
Destroy

Description of Record

Paper Retention

Paper
Destroy/Perm
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Remarks
GC 34090
CCP 337
Successful bids - 4 years (CCP 337, 337.1); Unsuccessful bids 2 years (GC 60201(d)(11))
CCP 337, 337.2, 343
CCP 337
CCP 337
CCP 337
GC 34090
GC 34090
GC 34090
GC 34090
GC 34090
GC 34090
GC 34090
GC 34090
GC 34090
GC 34090

Records Retention Schedule
Department: SAFETY
Electronic Retention

Electronic
Destroy/Perm

Perm
Current + 2 years
Perm
Current + 2 years
Perm

Perm
Destroy
Perm
Destroy
Perm

GC 12946; 29 CFR 1627.3, GC 34090, 8 CCR 3204(d)(1(A).
GC 34090
GC 12946; 29 CFR 1627.3, GC 34090.

Perm

Perm

GC 12946; 29 CFR 1627.3, GC 34090, 8 CCR 3204(d)(1(A).

Destroy
Destroy
Perm
Destroy

GC 34090
GC 34090

Destroy

Until superseded + 2 years
Current + 2 years
Perm
5 years

Perm

Perm

Perm

Regulatory Agency Inspections

Current + 2 years

Destroy

Santa Rosa Water Reclamation Facility Safety Orientation

Current + 2 years

Destroy

GC 34090

Trench Inspections And Entry Authorizations (Legacy)
Vehicle Accidents - District-Owned Vehicles
Water Quality And System Standard Operating Procedures
(SOP) Hazardous Materials Testing

Current + 2 years
10 years

Destroy
Destroy

GC 34090

Current + 3 years

Destroy

22 CCR 66262.40

Description of Record
Accident Reports
Certificates Of Liability
Chemical Exposure Injury
Department Safety Inspection Checklists
District Safety Management And Training
Employee Incidents/Accidents - Exposure To Toxic
Substances/Harmful Physical Agents
Injury And Illness Prevention Program (IIPP)
Safety Manuals
Safety Data Sheet Inventory (SDS) (Formerly MSDS)
Osha No. 300 Log (Work-Related Injuries & Illnesses)
Records of Any Toxic Substance/Harmful Physical Agent
Used Including Identity, Location, Dates and Business Plan

Paper Retention

Paper
Destroy/Perm

Current + 3 years
Current + 2 years
Current + 3 years

Destroy
Destroy
Destroy

Current + 3 years

Destroy

Current + 3 years

Destroy

5 years
Perm
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Remarks

GC 12946; 29 CFR 1627.3

Records Retention Schedule
Department: SRRRA
Description of Record
Ethics Training Certifications:
SRRRA
Meeting Agenda:
SRRRA
Meeting Minutes:
SRRRA
Meeting Packages:
SRRRA
Ordinances:
SRRRA
Resolutions:
SRRRA
SRRRA Agreements
Statement of Economic Interest (Form 700):
SRRRA
Statement of Facts:
SRRRA

Paper Retention

Paper
Destroy/Perm

Electronic Retention

Electronic
Destroy/Perm

Remarks

5 years

Destroy

GC 53235.2

Current + 2 years

Destroy

GC 34090

Perm

Perm

Perm

Perm

2 years

Destroy

Perm

Perm

Perm

Perm

Perm

Perm

GC 60201(d)(2)

Perm
Perm

Perm
Perm

Perm
Perm

Perm
Perm

GC 34090

2 years

Destroy

5 years

Destroy

See Note #1.

Current + 2 years

Destroy

GC 34090
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Records Retention Schedule
Department: SRWRF
Description of Record
Chlorine (Cl2) Maintenance Report
Chlorine (Cl2) Scrubber Maintenance Report
Metering Manholes Calibration Reports
Pretreatment Report
Santa Rosa Water Reclamation Facility Report
Santa Rosa Water Reclamation Facility Lab Report
Santa Rosa Water Reclamation Facility Reports

Paper Retention

Paper
Destroy/Perm

Electronic Retention

Electronic
Destroy/Perm

Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years

Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
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Remarks

GC 34090
GC 34090
GC 34090
GC 34090
GC 34090

Records Retention Schedule
Department: WATER USE EFFICENCY
Electronic Retention

Electronic
Destroy/Perm

Remarks

Agricultural Account Status Programs

Until superseded + 2 years

Destroy

GC 34090

Agricultural Efficiency Programs

Until superseded + 2 years

Destroy

GC 34090

Current + 2 years
Current + 2 years

Destroy
Destroy

GC 34090
GC 34090

Current + 2 years
Current + 2 years
Current + 5 years
Current + 5 years

Destroy
Destroy
Destroy
Destroy

GC 34090
GC 34090
40 CFR 122.41

Completed + 4 years

Perm

GC 34090, 24 CFR 570.502, 24 CFR 85.42

Current + 2 years

Destroy

GC 34090

Completed + 4 years
Completed + 4 years
Perm

Destroy
Destroy
Perm

GC 34090, 24 CFR 570.502, 24 CFR 85.42
GC 34090, 24 CFR 570.502, 24 CFR 85.42

Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years
Current + 2 years

Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy
Destroy

Description of Record

Paper Retention

Paper
Destroy/Perm

Agricultural Conservation Programs:

CII Conservation Programs:
Program Materials
Program Participation Data
Conservation Information:
Contractor Lists
Surveys
Legislation
State Reporting
Grant Documents:
Grant Agreements and Modifications to Grant Agreements Successful Applications
Grant Applications and Decisions - Unsuccessful Applications
Grant Reports
Invoices
Master Water Use Efficiency Policies/Plans
Member Agency Allocation Documents:
Urban
Agricultural
CII
Notices of Inten/Participation Agreements
Program Participation Data
Recycled Water Conversion Programs
Urban Conservation Programs
Water Waste/Leak Violation Letters
Workshop Materials
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GC 60201(d)(10); 40 CFR 141.33
GC 34090
GC 34090
GC 34090
40 CFR 122.41, 141.33
GC 34090

Records Retention Schedule
Retention Codes
Note #1.

See California Government Code Sections 12946, 60200-60203, 81009.

Note #2.

See 8 California Code of Regulations Sections 3204 (d), 14301, 14303, 14304, 14305, 14307.

Note #3.

See California Evidence Code Sections 1550, 1551, 1560.

Note #4.

See California Labor Code Section 1197.5 (d).

Note #5.

See 26 Code of Federal Regulations Section 1.6001-1; Section 31.6001-1, see also 29 Code of Federal Regulations Sections 516.5, 516.6, 1627.3, 1910.20.

Note #6.

See 29 United States Code Section 1027.

Note #7.

See 22 California Code of Regulations Sections 60329, 64662, 64470.

Note #8.

See State Controller Guidelines.

Note #9.

See California Government Code Sections 53160, 53161, 54953.5.

Note #10. See California Code of Civil Procedure Section 337; 8 California Code of Regulations Section 10102.
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CHAPTER 7
CLAIMS FILED AGAINST DISTRICT
CHAPTER HISTORY
References: Resolution No. 96-9-1 of the Board of Directors

In accordance with the Tort Claims Act, Government Code Section 810 et
seq., any party with a claim for money or damages against the Rancho California
Water District is required to file a written claim with the District, to await the
District's action or inaction before proceeding to litigation, and to file such
litigation within a certain specified time.
The Board has established policies and procedures for claims filed against
the District pursuant to the Tort Claims Act, and declares that all claims against
the District for money or damages which are excepted under Government Code
Section 905 and which are not governed by any other statutes or regulations
expressly relating thereto, shall be governed by the claims presentation
procedures outlined in this Chapter.
The purpose of these procedures is to provide the District the opportunity
to settle just claims before suit is brought. It also permits the District to make an
early investigation of the facts on which the claim is based, enabling the District
to defend itself against unjust claims and to correct the conditions or practices
which gave rise to the claim.
SECTION 7.1
7.1.1

CLAIMS PRESENTATION REQUIREMENTS
Notice of Claims

No suit for money or damages may be brought against the District on a
cause of action for which a claim is required to be presented in accordance with
this Chapter until a written claim has first been timely presented to the District
and has been acted upon by the Board, or has been deemed to have been
rejected by the Board in conformity with this Chapter. [Government Code §
945.4]
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Claims Subject to Claims Presentation Requirements

All claims against the District for money or damages which are exempted
by Section 905 of the Government Code from the claims procedures provided in
Part 3 of Division 3.6, Title 1 of the Government Code and which are not
expressly governed by any other statute or regulation shall be governed by this
Chapter. Such claims include, but are not limited to the following:
(1)

Claims under the Revenue and Taxation Code or other statute
prescribing procedures for the refund, rebate, exemption,
cancellation, amendment, modification or adjustment of any tax,
assessment, fee or charge or any portion thereof, or of any
penalties, costs or charges related thereto.

(2)

Claims in connection with which the filing of a notice of lien,
statement of claim, or stop notice is required under any provision of
law relating to mechanics', laborers' or materialmen's liens.

(3)

Claims by public employees for fees, salaries, wages, mileage or
other expenses and allowances.

(4)

Claims for which the workers' compensation authorized by Division
4, commencing with Section 3201, of the Labor Code is the
exclusive remedy.

(5)

Applications or claims for any form of public assistance under the
Welfare and Institutions Code or other provisions of law relating to
public assistance programs, and claims for goods, services,
provisions or other assistance rendered for or on behalf of any
recipient of any form of public assistance.

(6)

Applications or claims for money or benefits under any public
retirement or pension system.

(7)

Claims for principal or interest upon any bonds, notes, warrants, or
other evidences of indebtedness.
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(8)

Claims which relate to a special assessment constituting a specific
lien against the property assessed and which are payable from the
proceeds of such as assessment, by offset of a claim for damages
against it or by delivery of any warrant or bonds representing it.

(9)

Claims by the state or by a state department or agency or by
another local public entity.

(10)

Claims arising under any provision of the Unemployment Insurance
Code, including but not limited to claims for money or benefits, or
for refunds or credits of employer or worker contributions, penalties,
or interest, or for refunds to workers of deductions from wages in
excess of the amount prescribed.

(11)

Claims for the recovery of penalties or forfeitures made pursuant to
Article 1, commencing with Section 1720, of Chapter 1 of Part 7 of
Division 2 of the Labor Code.

(12)

Claims governed by the Pedestrian Mall Law of 1960, Part 1,
commencing with Section 11000, of Division 13 of the Streets and
Highways Code.

7.1.3

Purpose of Claims Presentation

The purpose of the claims presentation requirements is to provide the
District with an opportunity to settle just claims before suit is brought, and to
permit the District to make an early investigation of the facts on which the claim is
based enabling the District to defend itself against unjust claims and to correct
the conditions or practices which gave rise to the claim.
7.1.4

Processing of Claims

All claims received by the District shall be processed by the district
secretary, deputy district secretary, or his/her designee, who shall be responsible
for determinations as to the sufficiency of claims (in accordance with Section 7.2)
against the District and for obtaining whatever information may be necessary to
form a reasonable decision as to whether sufficient claims should be processed
for approval or for denial.
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Party Responsible to Allow or Reject Claims

In accordance with the authority granted by the California Tort Claims Act
and Resolution No. 96-9-1 of the Board of Directors adopting Government Tort
Claims presentation procedure, the Board of Directors has delegated authority to
the General Manager (January 1999) to examine and allow or reject claims filed
against the District. The allowance of rejection by the General Manager shall
have the same effect as allowance or rejection by the Board of Directors.
Claims filed against the District shall be presented to the Board of
Directors for information purposes at regular, adjourned regular or special
meetings of the Board as part of the monthly claims activity report. At the
discretion of the Board, staff shall provide supplementary information concerning
claims filed against the District, including, but not limited to, other circumstances
of the occurrence or transaction which give rise to the claim; a detailed
description of the indebtedness, obligation, injury, damages or loss incurred; and
the name or names of the public employee or employees causing the injury,
damage, or loss, if known.
The decision of the Board to appoint a designee to allow or reject claims
on its behalf shall not preclude the Board from examining and discussing claims,
from allowing or rejecting claims, and from taking any other actions which are
required by law or necessary and advisable in connection with claims filed
against the District.
SECTION 7.2
7.2.1

WRITTEN CLAIM: SUFFICIENCY
Written Claims: Required Information

Written claims must contain the following information:
(1)

The name and address of the claimant;

(2)

The post office address to which the person presenting the claim
desires notices to be sent;
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(3)

The date, place, and other circumstances of the occurrence or
transaction which gave rise to the claim asserted;

(4)

A general description of the indebtedness, obligation, injury,
damage or loss incurred so far as it may be known at the time of
presentation of the claims;

(5)

The name or names of the public employee or employees causing
the injury, damage or loss, if known;

(6)

The amount claimed if it totals less than Ten Thousand Dollars
($10,000) as of the date of claim presentation; and

(7)

The signature of the claimant or some person on his or her behalf
and the date the claim was signed. [Government Code §§ 910 and
910.2]

7.2.2

District Claim Form

The District may provide a form that the claimant may use in lieu of
submitting a claim containing the information specified in Section 7.2.1. A claim
presented on a form provided pursuant to this Section shall be deemed to be in
conformity with Section 7.2.1 if the claim complies substantially with the
requirements of the form or with the requirements of Section 7.2.1. [Government
Code § 910.4]
SECTION 7.3
7.3.1

WRITTEN CLAIM: INSUFFICIENCY
Claim Insufficiency

If the written claim does not substantially comply with the contents
requirements of Section 7.2.1 or with the requirements of a District form provided
under Section 7.2.2, the claim is insufficient. [Government Code § 910.8]
An insufficient claim should not be rejected but should be acknowledged
with a written notice of insufficiency.
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Within 20 days after the claim is presented, the Board or its designee shall
give written notice of the claim’s insufficiency stating with particularity the claim’s
defects or omissions. [Government Code § 910.8]
Written notice of insufficiency shall be given in one of the following ways:
[Government Code § 915.4]
(1)

Personally delivering the notice to the person presenting the claim;
or

(2)

Mailing the notice to the address, if any, stated in the claim or on
the application.

No notice need be given when the claim fails to state either a street
address or post office address. [Government Code § 915.4(b)]
The Board or its designee may not take action on the claim for a period of
15 days after the written notice of insufficiency is given. [Government Code §
910.8]
Should the District fail to provide written notice of the claim’s insufficiency
to the claimant, the District waives the insufficiency and cannot claim
insufficiency as a defense. [Government Code § 911]
SECTION 7.4
7.4.1

TIMELINESS
Claims Which Must be Presented Within Six Months

A claim relating to one of the following must be presented not later than
six (6) months after accrual of the cause of action:
(1)

Death or personal injury; and

(2)

Damage to personal property or growing crops.
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Claims Which Must be Presented Within One Year

A claim relating to any other cause of action must be presented within one
(1) year of the accrual of the cause of action. [Government Code § 911.2]
7.4.3

Computing Time Limit

The computation of the six (6) month and one (1) year claims presentation
periods may entail subtle issues with respect to when the period commences to
run.
District staff shall consult with general counsel should there be any
question regarding timeliness, especially in the areas of employment,
harassment or discrimination claims.
SECTION 7.5

7.5.1

REJECTION/ALLOWANCE OF SUFFICIENT AND TIMELY
FILED CLAIMS
Board Action Within Forty-Five Days

The Board or its designee shall act on a sufficient and timely submitted
claim within forty-five (45) days after the claim has been presented.
[Government Code § 912.4]
7.5.2

Actions the Board May Take

The Board or its designee may act on the claim in one of the following
ways:
7.5.2.1

Reject the Claim

Reject the claim if the Board or its designee finds the claim is not a
proper charge against the District.
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Allow the Claim

Allow the claim if the Board or its designee finds the claim is a proper
charge against the District and is for an amount justly due.
If the Board or its designee allows the claim, a release form and
release form letter will be sent to the claimant. Upon receipt of the
signed release form, payment will be sent to the claimant with a
payment transmittal letter.
The Claimant is not required to sign the release form as a condition for
receiving payment. Should claimant fail or refuse to sign the release
form, payment shall be forwarded to claimant with a payment
transmittal letter.
7.5.2.3

Allow Amount Justly Due

Either reject the claim or allow it in the amount justly due and reject it
as to the balance if the Board or its designee finds the claim is a proper
charge against the District but is for an amount greater than is justly
due.
7.5.2.4

Compromise the Claim

Reject the claim or compromise it if legal liability of the District or the
amount justly due is disputed.
7.5.3

Reject Only Timely, Proper and Sufficient Claims

Only those claims with proper and sufficient contents, as provided in
Section 7.2.1, and presented in a timely fashion, as provided in Section 7.4, can
be rejected.
7.5.4

Board Action Within Forty-Five Days on Amended Claim

If a claim is amended, the Board or its designee shall act on the amended
claim with forty-five (45) days after the amended claim is presented.
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Extension of Time by Agreement

The claimant and the Board or its designee may extend the time period
within which the Board is required to act on the claim by written agreement.
[Government Code § 912.4(b)]
The extension of time must be given before the expiration of the forty-five
(45) day period; or after the expiration of the forty-five (45) day period if an action
based on the claim has not been commenced and is not yet barred by the period
of limitations provided in Section 7.4. [Government Code § 945.6]
Any claim which is not acted upon within the extended time period shall be
deemed to have been rejected by the Board or its designee on the last day of the
extended time period. [Government Code § 912.4(c)]
7.5.6

Written Rejection

The claimant has six (6) months in which to file suit on a claim which has
been rejected in writing within forty-five (45) days of presentation.
The written letter of claim rejection must be substantially in the form found
at Government Code Section 913, and must be given in the same manner as
provided for written notice of insufficiency. (See Section 7.3.1)
7.5.7

Rejection by Operation of Law

A claim that is not rejected in writing within forty-five (45) days of
presentation is deemed rejected by operation of law on the forty-fifth (45th) day
following presentation.
Written notice of rejection must be provided to the claimant for claims
deemed rejected by operation of law. The claimant has six (6) months in which
to file suit in a claim deemed rejected by operation of law if written notice of
rejection is provided. [Government Code § 913] The claimant has two (2) years
in which to file suit on any claim deemed rejected by operation of law if written
notice of rejection is not provided. [Government Code § 945.6]
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The written letter of claim rejection must be substantially in the form found
at Government Code Section 913.
SECTION 7.6

LATE CLAIMS

Any claim which is filed late, and which is not accompanied by an
Application to Present a Late Claim, should be returned because it is late and
should not be considered on its merits.
7.6.1

Application to Present a Late Claim

Should the claimant fail to present a claim within the time provided in
Section 7.4, the claimant must present an Application to Present a Late Claim.
The Application to Present a Late Claim must:
(1)

Be presented within one (1) year after the accrual of the cause of
action;

(2)

Set forth the reasons for the delay; and

(3)

Have a written claim attached.

7.6.2

Partially Late/Partially Timely Claims

A claim which contains several causes of action must be carefully
reviewed to determine which causes of action are timely or untimely filed.
Written notice of rejection or allowance, pursuant to Section 7.5, must be
provided to claimant for those causes of action within the claim which are
sufficient and timely presented.
Written notice of late filing, pursuant to Section 7.6, must be provided to
claimant for those causes of action within the claim which are not timely
presented.
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Acceptance of Application to Present a Late Claim

The District shall grant the Application to Present a Late Claim in the
following instances:
(1)

The failure to timely present the claim was due to mistake,
inadvertence, surprise or excusable neglect, and the District is not
prejudiced in its defense of the claim by the claimant’s failure to
timely present the claim; or

(2)

The person who sustained the alleged injury, damage or loss was a
minor during all the time specified in Section 7.4 for the
presentation of the claim; or

(3)

The person who sustained the alleged injury, damage or loss was
physically or mentally incapacitated during all the time specified in
Section 7.4 for the presentation of the claim; or

(4)

The person who sustained the alleged injury, damage or loss died
before the expiration of the time specified in Section 7.4 for the
presentation of the claim.

The Board or its designee must grant or deny the Application to Present a
Late Claim within forty-five (45) days after it has been presented unless the
claimant and the Board have, by written agreement made before the end of the
forty-five (45) day period, agreed to extend the period within which the Board
must act on the application. The Board or its designee must act within the
extended period of time or the application shall be deemed denied on the last
day specified in the agreement.
If the Board or its designee fails to act on the application within the fortyfive (45) days following the presentation of the claim, the application shall be
deemed to have been denied on the forty-fifth (45th) day. [Government Code §
911.6(c)]
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Denial of Application to Present a Late Claim

The District may deny the Application to Present a Late Claim if it is not
excused pursuant to Section 7.6.3. Any denial of an Application to Present a
Late Claim must be in writing and must advise the claimant that he or she has six
(6) months to petition the appropriate court for relief. The court may allow the
filing of a late claim on the same basis as found in Section 7.6.3.
The denial of the Application to Present a Late Claim is unrelated to the
validity of the claim. Denial of an Application to Present a Late Claim means only
that the claim was not properly presented.
Any Application to Present a Late Claim filed or presented a year from the
date of accrual of the cause of action shall be rejected in writing. [Government
Code § 911.8] Written notice of denial of an Application to Present a Late Claim
shall be given as provided in Section 7.3.
SECTION 7.7
7.7.1

AMENDMENT OF CLAIMS
Time to Amend Claims

A claim may be amended at any time before the expiration of the period
designated in Section 7.4 or before final action on the claim is taken by the Board
of Directors, whichever is later.
7.7.2

Amended Claim Must Relate to Original Claim

The amended claim must relate to the same transaction or occurrence
which gave rise to the original claim. The amendment shall be considered a part
of the original claim for all purposes.
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INSURANCE
Submission of Claim

Notice of claim receipt and a copy of the claim should be provided to the
District’s insurer immediately. District’s insurer should be informed of all action
taken on the claim.
7.8.2

Subsequent Lawsuits

Tender of District’s defense and a copy of the complaint should be
provided to the District’s insurer immediately.
SECTION 7.9

GENERAL COUNSEL

General Counsel should be consulted if there is any question regarding
sufficiency of a claim, its timeliness or any other matter regarding property claim
administration.
7.9.1

Brown Act Compliance

General Counsel should be consulted regarding open versus closed
session discussion of claims and how to agendize such discussion.
SECTION 7.10

JOINT POWERS INSURANCE AUTHORITY

The District is a member agency of the Association of California Water
Agencies Joint Powers Insurance Authority, a public entity formed in 1979 by the
water agencies of the state of California to provide risk-sharing pools to meet the
insurance needs of its members for property, liability, and workers' compensation
coverage. The Joint Powers Insurance Authority (JPIA) has established policies
and procedures for settling, reporting, and handling claims filed against its
members and the District, as a member agency, adheres to these policies and
procedures.
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Small Claims Settlement Option

7.10.1.1

Policy

The District may, at its option, settle or deny liability claims arising out
of any occurrence that meet all of the following criteria:
(1)

All claims arising out of the occurrence are for "property
damage" only;

(2)

No claim arising out of the occurrence has any apparent
potential for related "bodily injury;"

(3)

The estimated settlement value for all claims arising out of the
occurrence does not exceed the District's Retrospective
Allocation Point per occurrence, as determined by the JPIA;

(4)

The claim settlement or denial arising out of the occurrence can
be concluded within sixty (60) days; and

(5)

A settlement under this option should be made only when the
claim being considered is determined to be based upon liability
covered by the JPIA's liability insurance program.

7.10.1.2

Procedure

When the District becomes aware of, or is presented with, a claim that
meets all of the conditions set forth in Section 7.10.1.1, it shall have
the option of settling or denying the claim directly. If the District wishes
to exercise this option, it shall adhere to the following guidelines:
(1)

Investigate the claim for evidence of liability on the part of the
District;

(2)

Determine whether the claim is to be handled informally or
whether formal claim presentation is required. Under the
California Government Code, the District need not take any
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action until a claim is presented that meets the requirements of
Government Code Section 945.4 and Sections 7.1.1 and 7.1.2
of this Chapter; however, the District may waive the
presentation requirement and elect to pay based on its own
judgment;
(3)

If no liability on the part of the District is found, the claim shall be
formally rejected in writing in accordance with Section 7.5.6 of
this Chapter.

(4)

If the District accepts liability, it shall attempt to settle the claim
as rapidly as possible;

(5)

Any claim that cannot be settled within sixty (60) days should be
referred to the JPIA for handling;

(6)

The District shall submit a Small Claims Report to the JPIA on a
monthly basis to insure reimbursement of expenses incurred;
and

(7)

The JPIA, within thirty (30) days of receipt of a District Small
Claims Report, shall issue a check to the District for
reimbursement of the settled claims plus an administrative fee
for each claim settled or denied;

The District may, at any time during the process, request assistance
from the JPIA.
7.10.2
7.10.2.1

Claims Reporting and Handling Procedures
Policy

The JPIA, on behalf of the District, shall investigate and settle fairly
and expeditiously all liability claims made against the District, where
legal liability is determined, and shall make decisions regarding the
disposition of claims upon the basis of the merits of each claim. It is
the policy of the JPIA to pay only those claims for which the District
has legal liability.
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Procedure

7.10.2.2.1

Initial Reporting

All incidents involving damage to property not owned by the
District, or injury to non-employees of the District shall be
reported promptly to the JPIA by fax or telephone prior to the
filing of a written claim to facilitate initiation of prompt and
thorough investigative procedures.
Upon receipt of a request for a claim form, the District shall
gather as much information as possible regarding the incident,
complete an incident report, and immediately forward the report
to the JPIA.
A Traffic Accident Report (Department of Motor Vehicles SR-1
Form) should be filed for any incident involving a District-owned
vehicle.
7.10.2.2.2

Subsequent Reporting

The District shall forward all correspondence involving a
reported claim directly to the JPIA. This would include the
following:
(1)

Any claim or letter filed with the District or any
subsequent correspondence or notes of conversations
with potential or actual claimants;

(2)

Any legal documents or related correspondence from
attorneys or other representatives of claimants or
insurance carriers;

(3)

Any letters, memos, or notes of conversations, or other
inquiries from interested parties;

(4)

Any police or other public agencies' reports that are
available; and

(5)

Any photographs, newspaper articles, etc.
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Initial Investigation

If a District representative is present at the scene of an incident,
he or she shall observe the following guidelines in order to
assist the JPIA with the initial investigation and improve the
quality of the investigation:
(1)
Preserve Evidence. Observe and record evidence such
as instrument readings, control panel settings, plus other routine
observations such as the weather via photographs, video
cameras, drawings and notes. General and specific scenes
should be photographed to provide a comprehensive record.
Photographs of objects involved in an accident should include a
ruler, coin or other object, photographed alongside of the object
involved in the accident, to show the proper scale.
Observations should be recorded via accurate and complete
notes that explain the photographs, who took them, and when.
Diagrams are also useful.
Witnesses should be found and interviewed promptly. District
representative(s) at the scene should record witnesses' names,
addresses, and telephone numbers. Interviews should be
conducted one at a time, in as much privacy as is possible.
Where possible, the interviews should be conducted at the
accident scene.
7.10.2.3

Litigation

The JPIA shall select and retain appropriate attorneys to defend the
District. When litigation begins, the District shall immediately forward
to the JPIA, all documents, including summons' and complaints, as
soon as they are received.
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CHAPTER 8
BOARD/COMMUNITY ROOM POLICY AND
RULES AND REGULATIONS FOR THE
USE OF THE ROOM BY THE PUBLIC
CHAPTER HISTORY
References: Board of Directors meeting minutes of December
11, 1992 and Administration Committee meeting minutes of July
30, 1996, September 8, 1999, and January 28, 2003

It is the policy of the Board of Directors to make the Board/Community
Room of the Rancho California Water District headquarters, located at 42135
Winchester Road in Temecula, California, available for use by local government
agencies and non-profit organizations. Hours of use are restricted to dates and
times the room is not in use by the District, and all users are subject to
compliance with the Board/Community Room Rules and Regulations contained in
this Chapter.
SECTION 8.1

AUTHORIZED USERS

The Board/Community Room is available for use by government agencies
and non-profit organizations. When scheduling the use of the Board/Community
Room, priority shall be assigned to the following agencies and organizations, in
the following order:
(1)

Rancho California Water District;

(2)

Local government agencies;

(3)

Political subdivisions of the State of California;

(4)

County offices;

(5)

Organizations which provide or promote public water and/or
wastewater service; and

(6)

Non-profit organizations with proof of non-profit status.
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District-related meetings and activities have priority on the room and all
reserved dates are revocable at any time. The general manager, district
secretary or his or her designee reserve the right to reschedule reservations to
accommodate District meetings.
SECTION 8.2

8.2.1

ADMINISTRATION OF BOARD/COMMUNITY ROOM
POLICY
Room Reservations; Application Procedures

Government agencies and non-profit organizations making application for
use of the Board/Community Room must do so in writing after July 1 of each
calendar year, for the following calendar year. Applicants must complete an
application form furnished by the District and provide documentation which
verifies that the applicant agency or organization serves the Temecula Valley
area. Individuals applying for use of the Room must certify that they are duly
appointed representatives of the applicant agency or organization. Each
organization must pay a non-refundable Carpet Cleaning Fee made payable to
RCWD in the amount of Fifty Dollars ($50.00) for multiple use or Twenty Dollars
($20.00) for one-time use, except for local government agencies listed under
Section 8.1. This check will be cashed upon approval from the District for use of
the Room or returned if the organization does not meet all the requirements of
the Room Policy Rules and Regulations.
Applicants other than government agencies must provide proof of nonprofit status.
The room is reserved on a first-come, first-served basis, without regard to
prior use, according to the priorities assigned under Section 8.1. The district
secretary, or his or her designee, shall examine and allow or deny applications
for use of the Board/Community Room. Written notice shall be given to
applicants that do not qualify under these rules and regulations, stating the
reason(s) for denial. Applicants denied use of the room for reasons of conflict of
date or time shall be given an opportunity to re-apply for a different date and
time.
8.2.2

Approved Users

Approved users must complete and sign a Facilities Use Agreement,
name the District as an additional insured on their liability insurance policy in the
amount of $1,000,000 per occurrence/$2,000,000 aggregate, and sign a
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disclaimer which releases the District from any claims or damages to persons or
property arising out of the use of the room by the approved agency or
organization.
Approved users shall be issued a Board/Community Room key upon
payment of a refundable deposit of Twenty-Five Dollars ($25.00). The key will be
issued 48 hours prior to the room reservation, and must be returned within 48
hours after use of the room.
Deposits and fees may be paid in the form of cash or check. Any user
submitting a check that is returned to the District for non-sufficient funds shall be
charged a non-sufficient check return fee in accordance with District policy. Any
check returned to the District for non-sufficient funds and/or failure to submit
payment of non-sufficient check return fees are grounds for cancellation of room
reservations and evocation of user privileges.
8.2.3

Hours of Use

Hours of use are Monday through Friday from 5:30 p.m. to 11:00 p.m.,
and Saturday and Sunday from 7:00 a.m. to 11:00 p.m., subject to availability.
The District may limit the hours of use by approved users to not more than four
(4) days per months and not more than four (4) hours per use. The District
reserves the right to preempt uses at any time in the event the Board/Community
Room is needed for official District business.
Approved users must notify the District of cancellations as soon as
possible for scheduling purposes, and must vacate the room at the scheduled
time to allow the next use to begin on time.
SECTION 8.3

USER RESPONSIBILITIES

Approved users are subject to compliance with the following rules and
regulations. Violation of these rules and regulations is grounds for cancellation of
room reservations and revocation of user privileges.
8.3.1

Maintenance of Room

User shall be responsible for maintaining the Board/Community Room in
the condition in which it is maintained by the District, including the arrangement
of Board/Community Room furniture and equipment.
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Entering and Exiting Room

User shall be responsible for entering and exiting the Board/Community
Room without assistance from District staff. District staff is not available to
unlock and open the Board/Community Room if the issued key is lost, or if it is
unavailable for entrance to the room. User shall not contact District staff after
regular business hours except for emergency situations.
8.3.3

Room Set Up

User shall be responsible for setting up the room and furnishing any
equipment and materials needed to accommodate the scheduled use, and for
removing all user-furnished equipment and materials at the end of the scheduled
use. The District will not provide any set-ups for meetings, and is not responsible
for any equipment, paper goods, and sundry articles left in the room by the user.
The use of the Board/Community Room furniture and equipment or any other
District property, other than the Board/Community Room chairs, and the use of
the Board/Community Room for storage purposes, is forbidden.
8.3.4

Refuse Disposal

User shall be responsible for removal and disposal of any trash generated
during the scheduled use.
8.3.5

Room Clean Up

User shall be responsible for payment of a not less than a Seventy-Five
Dollar ($75.00) cleaning fee if the Board/Community Room is found in a
disorderly or unsatisfactory condition after the user’s scheduled use. Failure to
submit the fee upon demand is grounds for cancellation of room reservations and
revocation of user privileges.
8.3.6

Restoration of Material Damages

User shall be responsible for the repair and replacement of any
Board/Community Room furniture and equipment or any other District property
damaged by the user, during the user’s scheduled use. Failure to submit
payment for repairs and replacements is grounds for cancellation of room
reservations and revocation of user privileges.
8.3.7

Restoration of Personal and Property Damages

User shall be financially responsible for personal injuries or property
damages arising out of the user’s scheduled use of the room.
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User shall provide a Certificate of Insurance for General Liability in the
amount of $1,000,000 per occurrence/$2,000,000 aggregate which names the
District as an additional insured. Failure to provide the required insurance
certification is grounds for cancellation of room reservations and revocation of
user privileges.
8.3.8

Notice of Emergencies

User shall contact the District immediately by calling the District’s
answering service at 951 541-2648if an emergency situation arises during the
scheduled use of the room.
SECTION 8.4

PROHIBITED USERS & USES; RESTRICTIONS

The use of the Board/Community Room by profitable agencies and
organizations is prohibited. The use of the room for any profitable or illegal
activity is prohibited. Prohibited uses include, but are not limited to, the following:
(1)

Any use which interferes with the regular conduct of District
business;

(2)

Any use which is to promote unlawful discrimination;

(3)

Any use which denies use of the room to any person because of
race, religion, creed, national origin or ancestry, gender, physical or
mental handicap;

(4)

Any use which requires the payment of a fee for admittance to the
Board/Community Room, or for attendance;

(5)

Any use which involves the consumption or inhalation of alcoholic
beverages, tobacco, narcotics, or illegal substances of any kind;

(6)

Any use of the room by minors without continuous adult
supervision;

(7)

Games of chance, lottery, gambling or any illegal activity;

(8)

Wedding receptions, birthday parties, funerals, beauty pageants,
and multi-level marketing meetings;
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(9)

The placement of decorations on Board/Community Room ceiling,
fixtures, furniture, walls or any other District property is forbidden;

(10)

The serving of refreshments, other than non-alcoholic beverages, is
forbidden;

(11)

Animals, other than seeing eye dogs, are not permitted in the
Board/Community Room;

(12)

The use of District telephones located in the Board/Community
Room is forbidden. ; and

(13)

Approved and potential users are prohibited from offering or making
payment directly to District employees for services rendered;

All uses are at the discretion of the general manager, district secretary, or
his or her designee and may be prohibited if the general manager, district
secretary or his or her designee determine that the use does not comply with
these rules and regulations.
SECTION 8.5

DISTRICT LIABILITY

The District does not provide supervision during scheduled uses of the
Board/Community Room by approved users, and shall not be responsible for loss
or damage to property or persons. Approved users agree to defend and hold the
District harmless from any claims or damages to persons or property arising out
of the user’s use of the room.
Approved users are required to name the District as an additional insured
on their insurance policies.
SECTION 8.6

MISCELLANEOUS PROVISIONS

This policy for the use of the Board/Community Room by the public is a
public service of the Rancho California Water District. The Board/Community
Room Policy of the Board of Directors, which makes the room available for use
by the public, may be revoked at any time.
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