PREFACE

Administrative Code
Of the
Lakeside Water District

The Lakeside Water District is a State agency of the State of California. It was
organized in 1924 and exists pursuant to the Irrigation District law (Water Code Section
20500, et. Seg.). The powers of the District are vested in a Board of Directors consisting of
five members who are chosen by voters from five separate divisions. The Directors choose
the officers, management staff, attorney, secretary and establish procedures for the
employment of all personnel. They fix policies and procedures which relate to the actions
taken by and the services rendered by the District. This Manuel is a compendium of formally
adopted rules, regulations, practices, charges and procedures that relate to the District. It
incorporates, where believed appropriate, many of the laws and regulations established by
the State of California and the United States Government, which must be followed by the
District. Otherwise it contains policies adopted by the Board of Directors. The basic tenets
which the Directors seek to follow are that policies and rules should be adopted which
comply with the applicable laws of the state and federal governments; which provide the
public with access, as needed, to the Board and District personnel; which provide for
adequate water supplies of good quality to all consumers within the District in an efficient
and business-like manner; which allocate the cost incurred in providing water service
among users and taxpayers in a fair, equitable, and consistent manner.

These policies and procedures are subject to change by the Board of Directors as
new circumstances, new enactment’s of superior governments, and different policies may
warrant or require. Implementation and interpretation of the matters herein provided should
occur and be made in a manner consistent with the purposes and policies, which have been

established.
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SECTION 1.1

111

1.1-2

1.1-3

POLICY

PUBLIC RECORDS POLICY

Public records of the District shall be open to inspection during regular office hours

of the District.

“Public Records” are all records of the District except those which are exempted
from disclosure by the California Public Records Act (Government Code Section
6250 et. seq.).

DEFINITIONS

1.1-2 (A)

1.1-2 (B)

“Public Records” include 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.

“Writing” means handwriting, typewriting, printing, Photostatting,
photographing, and every other means of recording upon any form of
communication or representation, including letters, work, pictures,
sounds, or symbols, or a combination thereof and all papers, maps,
magnetic or paper tapes, photographic films and prints, magnetic or
punch cards, discs, computer drivers and other documents.

RECORDS EXEMPT FROM DISCLOSURE

1.1-3 (A)

In accordance with Government Code Section 6254, the following
records are exempt from and shall not be disclosed.

(1)

2)

()
(4)

Preliminary drafts, notes or interagency or intra-district
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;

Records pertaining to pending litigation to which the district is a
party, or to claims made pursuant to Division 3.6 (commencing
with Section 810) of Title 1 of the Government Code, until such
litigation or claim has been finally adjudicated or otherwise
settled,;

Personnel, medical or similar files, the disclosure of which
would constitute an unwarranted invasion or personal privacy.
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;



1.1-3(B)

1.1-3(C)

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

(6) The contents of real estate appraisals, 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 such time as all of the property has
been acquired or all of the contract agreement obtained shall
not be affected by the provision;

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

(8) Library and museum materials made or acquired and
presented solely for reference or exhibition purposes; and

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

The District shall withhold from inspection any record that is exempt under the
express provisions of the California Public Records Act, including 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 a record public clearly
outweighs interest served by disclosure of the record. (Govt. Code Section
6255).

The Board of Directors has determined that the public interest is served by
not making public the names, addresses and billing information regarding its
customers since the indiscriminate disclosure of such information could
constitute an undue invasion of the right of privacy or its customers. Any
person seeking such information may file a written appeal with the Secretary
of the District in the manner provided in these rules. Thereafter, the Board of
Directors shall on the facts of the particular case determine whether the
public interest served by not making the record public clearly outweighs the
public interest served by disclosure of such record.

1.1-4 PROCEDURE

1.1-4(A) Any person desiring to inspect any public record shall identify

Him/her self and shall identify the records desired to be inspected.

1.1-4(B) The Secretary of the District shall determine whether the requested

record is subject to inspection. If the Secretary of the District is



1.1-4(C)

1.1-4(D)

1.1-4(E)

1.1-4(F)

1.1-4(G)

1.1-4(H)

uncertain whether the record is exempt from disclosure under the
California Public Records Act or whether that 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, he/she shall consult with counsel for the District. If the
Secretary of the District refuses to permit inspection of any record, the
person seeking such inspection may appeal the decision of the
Secretary of the District to the Board of Directors. Such appeal shall
be made in writing and shall be filed with the Secretary of the District
not later than 10 working days after the refusal of the Secretary of the
District to permit inspection.

The Board of Directors shall consider and rule upon the appeal within
30 days after the filing thereof and shall thereupon notify the applicant
in writing of its decision. If the applicant shall be notified of the time
and place of the meeting of the Board to consider the matter, and the
applicant may appear in person before the Board when the matter is
heard. If the Board fails to give written notice of its decision within 35
days of the filing of the appeal, the appeal shall be deemed denied.

Inspection of public records shall be made only in the District office,
and no document shall be removed there from. A representative of the
District may be present during the inspection of any records.

The District will make every effort to cooperate with the persons
seeking to inspect documents; however, if the request is to inspect a
substantial quantity of documents or documents not readily available,
the District shall have a reasonable period of time to collect such
records to take place at a future date.

Any person may obtain a copy of any identifiable public record. Upon
request, an exact copy shall be provided unless impracticable to do
so. Computer data shall be provided in a form determined by the
District.

A request for a copy of an identifiable public record or information
produced there from, or a certified copy of such record shall be
accompanied by payment of a reasonable fee not exceeding the
actual cost of providing the copy. The current schedule of reproduction
costs shall be maintained by the District.

This 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.



1.1-5 RECORDS RETENTION

1.1-5(A)

1.1-5(B)

1.1-5(C)

The Records Retention Policy establishes record-keeping
requirements and retention periods for District records. In addition it
provides the District with legal authority to dispose of records within an
organized and controlled system.

The guidelines of this Policy and its procedures must be consistent
with California Government code sections 34090 and 60200-60203. In
addition, District Records may be subject to public disclosure per the
Districts Public Records Policy.

This Policy applies to all records including paper, electronic (including
emails), microfilm, magnetic/paper tapes, and any other documents
produced, received, owned, or used by the District regardless of its
physical form or characteristics. Records are classified as District
Records and Non-Records.

Definitions and examples of records are as follows:

District Records: Any writing or document, including electronic files,
containing information relating to the conduct of the District’s business
that is prepared, owned, used, received, or retained by the District,
regardless of physical form or characteristic.

Non-Record: Material not usually included within the definition of
records, such as unofficial copies of documents kept only for
convenience or reference, working papers, library/research materials,
publications, blank forms. Also documents such as preliminary drafts,
works in progress, preliminary electronic records used to create a final
version, copies of original records, hand-written rough notes, and other
material used in the preparation or analysis of other documents.

1.1-6 RECORD RETENTION SCHEDULE

1.1.6(A)

1.1.6(B)

The Record Retention Schedule (Schedule), is a comprehensive list of
records sorted by departments that identify the length of time each
District Record must be retained based on its operational, fiscal,
regulatory, referential, legal and historical value. Records listed on the
Schedule are District Records unless otherwise specified.

When records have fulfilled their administrative, fiscal, or legal function
they should be either sent to the District’s archive facility, recycled,
and/or destroyed as soon as possible in accordance with the District’s
Schedule (Attachment A). Destruction of paper records shall be by
shredding and destruction of electronic records shall be by deleting
from the system on which they reside. Deleted electronic records,
including emails are considered to have been destroyed once they
have been deleted from the active computer system.



1.1-7 RECORD RETENTION PROCEDURE

1.1-7(A)

Paper Files:

* Paper files that require storage at the archive facility shall be boxed
and labeled, then provided to the Administrative Services Manager
(AS Manager) for coordination of pick-up of boxes.

* If paper files have reached the end of their retention period, then
they shall be boxed and labeled, then provided to the Manager. The
AS Manager will complete a destruction approval form that lists the
record’s title and retention period end date. The form will need to be
signed by the General Manager approving the destruction of the
records.

* The AS Manager will then coordinate the pick-up of boxes and will
receive a certification of destruction form after the records have been
destroyed by the archive facility.

Electronic Files:

*Electronic files that are stored on the serve/network in folders will
need approval before deletion. Once the record has reached its
retention period, the file should be transferred to the “Review and
Approval for Destruction” folder on the server/network. A list of files to
be destroyed and the retention period end date will be provided by the
AS Manager. The form will need to be signed by the General Manager
before the records are deleted. A destruction list of electronic records
will be maintained by the AS Manager.

Emails:

*Employees are responsible for the management of their email boxes.
All users of District computers and/or electronic communication
resources should review their email at least weekly and emails that
qualify as District Records should be filed appropriately in a separate
folder on the computer. Once these emails have reached their
retention period they should be deleted.

Non-Records:

*Drafts used to create a final version shall be deleted after the final
version or electronic file is completed, or if retained, shall be subject to
the Schedule applicable to the document category.

* All other Non-Records shall be destroyed during the normal course
of business when the item is no longer needed.

* Non-Record emails should be deleted in the normal course of
business, generally after reading.



* Non-work related emails should be immediately and permanently
deleted (the same day the message is received).

1.1-8 LITIGATION HOLDS

1.1-8(A)

1.1-8(B)

1.1-8(C)

1.1-8(D)

1.1-8(E)

1.1-8(F)

1.1.8(G)

When litigation is threatened or pending against the District or its
employees, the law imposes a duty to preserve all relevant documents
and records. A litigation hold directive must be issued to the legal
custodians of those documents.

A litigation hold directive overrides this Policy, as well as any records
retention schedules that may otherwise call for the transfer, disposal,
or destruction of relevant documents, until the hold has been cleared.

Email and accounts of separated employees that have been placed on
litigation hold status must be maintained by the District until the hold is
released.

No employee who has received a litigation hold directive may alter or
delete an electronic record that falls within the scope of that hold.
Those employees are required to provide access to, or copies of any
relevant electronic records that they have downloaded and saved, or
moved to some other storage account of device.

Supervisors and/or Managers are responsible for providing records
retention guidance to staff within their respective department. The
guidance provided must be in accordance with this Policy.

Originators and custodians of electronic messages, records, and
information that have lasting value, are responsible for:

*Appropriately identifying and retaining such records in accordance
with this Policy

*Seeking assistance when unsure about how to categorize specific
types of messages.

District employees who have been notified by management of litigation
hold are responsible for preserving all messages, records, and
information that fall within the scope of the hold.



SECTION 1.2 STANDARD REPRODUCTION COST FOR MAPS AND OTHER
PUBLIC RECORDS

1.2-1 POLICY

Maps and other public records which can be reasonably reproduced shall be
copies for the public at a charge not to exceed the actual cost of providing the
copy, including labor and overhead.

1.2-2 REFERENCE PRACTICE

The Public Records Policy of the District shall control in areas of questions regarding
accessibility of records to the public. All record information shall only be released
with the approval of the Secretary of the District.

1.2-3 RELATED PROCEDURES
See Section 2.13 — District Fees and Charges
1.2-4 PROCEDURES

1.2-4 (A)  Whenever possible or practical, copies of maps, drawings or printed material
shall be made in the District’s office at the same time as other printing is
being done for District purposes.

1.2-4 (B)  Should it be impossible or impractical to accomplish requested reproduction
work in the District office, original documents other than water plat sheets
may be checked out to a bonded reproduction company. Standard 24” X 35”
water main installation plans may be checked out to the engineer of work for
necessary revisions.

1.2-4 (C)  Staff shall require the engineer’s or bonded reproduction company
messenger’s signature on the approved document check-out slip before
releasing the document(s).

1.2-4 (D) The approved document check-out slip shall contain the document number;
the title; a description of the document taken; the name, address and
telephone number of the engineer or reproduction agency checking the
document out; and the time and date the document was released. All
approved document check-out slips shall be turned over the Customer
Service Department. The Customer Service Department staff shall verify that
all materials are returned to the District in the required time or make
necessary telephone contacts to assure their prompt return.



SECTION 1.3

1.3-1

1.3-2

(A)

(B)

1.3-2 (C)

KEYS TO DISTRICT FACILITIES AND EQUIPMENT

POLICY

Keys to all District Facilities and equipment shall be handled in a way
that provides adequate control and security.

PROCEDURE

GENERAL

1.

A central record of specific critical keys to District facilities and
equipment shall be maintained by the business office. These
critical keys issued to District employees shall be issued by the
business office with the prior approval of the employee’s
department head. A record of the employee’s name, date the
key was issued and a listing of the keys issued (i.e. brand,
number and purpose) shall be maintained. This record shall be
reviewed and updated at least once a year.

Other keys not listed as specific critical keys will be issued and
monitored by the department in which the employee works.

The employee shall be responsible for all keys issued in his/her
charge. Whenever an employee terminates they shall
immediately return all keys to the personnel Department or
their supervisor.

If a key issued to an employee is lost, he/she should
immediately report the lost key to the supervisor who will report
it to the Personnel Department so the central record can be
corrected.

KEYS TO DISTRICT FACILITIES

1.

Keys issued to District buildings shall be issued to full time
employees.

District keys shall not be released to the public or another
public agency without prior approval of the General Manager.
Any keys released to the public or another agency shall not be
given out until the name, address, telephone number, date
issued and promised return date are recorded.

KEYS TO DISTRICT EQUIPMENT

1.

Keys to cars garaged at the Operations Center shall be kept by
the Superintendent.



SECTION 1.4

1.4-1

1.4-2

1.4-2 (A)

1.4-2 (B)

Keys to all District vehicles and construction equipment shall be the
responsibility of the Superintendent who shall keep a duplicate key for
each.

After hours, all District equipment garaged at the Operations Center

shall have the ignition key locked in the key cabinet in the warehouse
where it can be readily available in an emergency.

OPERATIONS OF DISTRICT VEHICLES

POLICY

District vehicles shall be operated in a safe and responsible manner and only
on authorized District business.

PROCEDURE

GENERAL

1.

Employees operating District vehicles are responsible for their safe
operation in accordance with the law.

Traffic citations, except for faulty equipment, are the employee’s
responsibility.

MOTOR VEHICLE OPERATION

1.

The operator of a vehicle shall have a valid California Operation’s license
for the class vehicle being operated and shall know and observe all traffic
regulations.

Basic safety checks appropriate to the vehicle such as brakes, lights,
tires, wipers and gauges must be made by the operator prior to taking the
vehicle on the road.

The vehicle must not be started until the operator has adjusted the
mirrors, cleaned the windows, adjusted the seats and fastened the seat
belt. Seat belts shall be used by all occupants.

No District vehicle shall be overloaded nor shall it be loaded in such a
manner that vision is obstructed. Appropriate flags and warnings devices
shall be used to identify objects extending beyond the vehicle.

In the interest of the safety of employees and other drivers, the use of
cellular phones while driving on district business and/or time is prohibited.
If your job requires that you keep your cell phone on while driving, you
must use a hands-free device and safely pull off the road before
conducting district business. Under no circumstances, may a driver initiate
a cellular phone call while driving a vehicle during the course of business,



1.4-2 (C)

1.4-2 (D)

1.4-2 (E)

or on company time. Violating this policy is a violation of the law beginning
July 1, 2008, and a violation of district rules.

VEHICLE MAINTENANCE

1.

Each vehicle shall be maintained under continuing maintenance plan
coordinated at the Operation Center.

Employees assigned a vehicle shall familiarize themselves with the
maintenance schedule on the vehicle.

Emergency repairs or services shall be coordinated with the
Superintendent.

All District vehicles shall be equipped with emergency equipment as
required by law.

ACCIDENT PREVENTION

1.

The District places the utmost importance on the safe operation of it
vehicles. Every District employee operating a District vehicle shall do so
courteously and safely.

Extreme caution shall be used while approaching and entering any
intersection.

Backing accidents are common but can be prevented by making sure the
area is clear behind the vehicle before it is moved. Use of rear view
mirrors and also turning around to look for hazards is appropriate. Large
vehicles should park when possible in areas where backing up is not
required.

Operation of a vehicle in bad weather may be hazardous. The first few
minutes of a storm are likely to produce slippery pavement due to oil films
on the road. Slow down. Pump brakes when stopping.

Following too close is a major cause of accidents and should be avoided.
Leaving a minimum distance of one vehicle length for every ten miles of
speed is a helpful guide.

ACCIDENT REPORTING

1.

When involved in a vehicle accident, employees shall imnmediately notify
their supervisor of the accident. The supervisor will in turn notify the
Administrative office. The employee shall make no statements concerning
the responsibility for the accident to anyone but a District representative.
Cooperation must be extended to law enforcement officers.

Every vehicle shall be equipped with suitable forms for reporting any
vehicle must be instructed in the issue of the accident reporting forms.
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1.5-1

1.5-2

1.5-3

3. In case of an accident, the following steps must be followed:
(a) Immediately stop the vehicle at the scene.

(b) Check to see it any person involved in the accident has been
injured and is in need of emergency help. In case of injury or death the
vehicle shall not be moved from its final location following the accident
until directed by the police.

(c) Notify the police of the accident, request any emergency
assistance needed and contact the District.

(d) Assist any injured people as well as you can until professional help
arrives.

(e) Locate witnesses to the accident and ask them to complete a
witness information card.

() The employee shall complete an accident report concerning the
accident as soon as possible and transmit it to the employee’s
department head.

STATEMENT OF INVESTMENT POLICY
PURPOSE

This statement of investment policy is adopted pursuant to Section 53646 of
the Government code and provides guidelines for the investment of all District
funds.

OBJECTIVE

The cash management system of the District is designed to monitor and
forecast expenditures and revenues, thus allowing the investment of funds to
the fullest extent possible. The primary objectives for investment are safety
and liquidity. Only after these two objectives are met can the third objective of
higher yields be sought.

POLICY
Investments shall comply with the requirements of Sections 53600-53683 of
the Government Code. No investment shall be made unless authorized by

Government Code Sections 16429.1, 53601 or 53635.

The District shall utilize conservative investment vehicles consistent with its
safety and liquidity needs. Those investments authorized shall be:



1.5-4

Local Agency Investment Fund (LAIF) offered by the Treasurer of the
State of California.

Government securities with the full faith and credit of the federal
government. Those instruments are;

U.S. Treasury (bills, notes, and bonds).

Government National Mortgage Association (GNMA).
Small Business Administration (SBA).

Farmers Home Administration (GSA).

Federal Instrumentalities which do not carry the federal guarantee but
which are guaranteed or supported by the U.S. Treasury:

Federal National Mortgage Association (FNMA).
Federal Home Loan Bank (FHLB).

Federal Home Loan Mortgage Corporation (FHLMC).
Federal Farm Credit Bank (FFCB)

Federal Agricultural Mortgage Corporation (FMAC)

Bank Certificates of Deposits which are insured pursuant to federal law
or collateralized. Collateral shall consist of mortgages or trust deed
which exceeds the deposit by at least 50% of eligible securities which
exceed the total deposit by 10%.

Money market mutual funds which comply with California Government
Code are regulated by the SEC, and whose portfolios consist only of
domestic securities.

Commercial Paper as authorized by Government Code.

The Treasurer shall not invest District funds in other investments
authorized by law without the prior consent of the Board of Directors.

The Treasurer shall review the investment policies of LAIF at least
annually so long as any District funds are invested in LAIF.

PROCEDURES

This policy also sets for the certain requirements affecting the investment of
District funds as follows:

a.

Any government securities dealers utilized by the District will be
provided with a copy of the District’s investment policy. Each dealer will
sign a statement that they have received a copy of the District
investment policy and that they understand and agree to abide by it.

The borrowing of funds for investment purposes, known as leveraging,
is prohibited.



2.1

Officers and employees involved in the investment process shall refrain
from personal business activity that could conflict with proper execution
of the investment program, or which could impair their ability to make
impartial investment decisions.

To the extent practical, internal controls and separation of responsibility
in the investment process shall occur. The external auditor shall
periodically review the internal control system as it applies to the
investment program.

The Treasurer shall not purchase securities with a maturity greater than
five years.

Temporary investment goals may be approved as necessary and as
recommended by a special committee to react to specific market
conditions. A specific request shall be put on the agenda and a Board
majority shall approve all temporary procedures and be noted in the
Board meeting minutes.

WATER AVAILABILITY FOR BUILDING AND GENERAL
CONSTRUCTION NEEDS (TEMPORARY METERS)

2.1-1 POLICY

Water shall be made available for building and general purpose construction
under the District's Rates and Rules.

2.1-2 RELATED PROCEDURES

See Section 2.13 — District Fees and Charges

2.1-3 PROCEDURE

2.1-3 (A)

1.

Temporary Meters on Existing Facilities

A customer wishing the installation of a temporary meter on existing
facilities will make a request at the Customer Service Department at the
Administrative Office.

The Customer Service Representative will determine the location
preferred. Temporary meters will be installed only at locations approved.

After the location is approved, the Customer Service Representative will
make out an installation request form which shall show the deposit paid,
the location, and identifying customer information. The standard counter
work order procedure shall be followed for distribution (see section 2.9 —
work orders).



4. A deposit shall be required as indicated in the District’'s Rates and
Rules, which will guarantee payment of all charges, damages and
losses.

5.  Any damage to the facilities, meter fittings, or surrounding public
improvements shall be charged to the customer. If use of the temporary
meter creates a problem in the distribution system, the District will
relocate the meter and charge the service call to the customer. Such
changes shall be at the discretion of the District.

6. The District will secure the temporary meter to the facilities by means of
a chain and padlock when the meter is installed on a fire hydrant. The
temporary meter shall be installed, moved or removed by District
personnel only.

7.  When installing a temporary meter, the District shall test the meter to
see that it's operating. Where necessary to operate the fire hydrant
valves, only pentagonal fire hydrant wrench shall be used. Hydrant
stems shall be inspected at the time of the meter installation and when
the meter is removed. Any damaged parts shall be replaced or repaired
and a record of the charges sent to the Customer Service Department at
the administrative Office for billing.

8.  When the customer has completed use of the meter, he should request
its removal. The District will deduct the cost of the final billing from the
deposit before it is returned. Upon request, a final bill can be rendered.
Upon payment of the requested final bill, the entire deposit will be
returned.

9.  While the temporary meter is in service, commodity, service and
damage charges will be billed to the customer on a monthly basis. If the
monthly billing remains unpaid for more than seven days past the due
date, the temporary meter will be added to accrued charges and
charged against the customer’s deposit.

2.1-3 (B) Temporary Service in New Developments Prior to Acceptance of
Water Facilities

1. General

A. For Purposes of this section, water facilities shall include water
mains, service laterals and appurtenances.

B. Prior to acceptance of the facilities, the inspector may authorize the
installation of not more than 50% of the Service meters.

The General Manager may approve additional meters.

C. Three types of temporary service are available as follows:



e Spacer for home construction

e 5/8” to 2" meter for building construction other than homes

e Temporary meter on fire hydrant or other appurtenances
for general construction grading, and miscellaneous.

Before service may be provided from a facility prior to acceptance
by the District, the developer must have entered into an agreement
with the District guaranteeing the installation of the water facilities
and including cash deposits, bonds, improvement drawings and
necessary rights-of-way. Additionally, service will be considered
available only after it is suitable for human consumption, all
trenches are compacted, services installed and meter boxes
adjusted to grade.

2. Spacer for Home Construction

A.

A spacer shall be ordered for each lot on which a home is being constructed.
A spacer shall not be used if the water facilities have already been accepted.

A spacer shall be provided and installed by the contractor. The spacer
consists of a length of pipe with valve on the customer’s side. The spacer
equals the length of a meter and valve assembly.

The customer shall make application for spacer(s) at the Administrative Office
by signing the Application Form. Accompanying the application the customer
shall place with the district the standard rate for each of the permanent
meters to eventually be installed plus a flat fee for the water use is set by the
District and is shown in Section 2.13.

Approval of an application for a spacer shall be based on verification that
Agreement, bonds, cash deposits, construction drawings and necessary
easements have been filed with the District and clearance from the Inspector
(i.e. construction to a stage that water is safe to use, and work is generally in
order).

The customer shall install the spacer in the meter box at the lot to which it is
assigned. It shall remain at the assigned location until removal by the District
for the installation of the permanent meter. Spacer(s) shall not be moved to
any other location other than the one to which it is assigned.

Spacers can only be used for construction purposes including plastering,
testing, plumbing, etc. Spacers shall not be used for grading, landscaping,
irrigation, occupancy or non-construction purposes.

When the facilities are completed and accepted by the District, the home is
ready for occupancy or water is no longer needed for construction purposes,
whichever occurs first, the spacer will be removed by the district and the
permanent meter installed. A regular water service account shall be
established as soon as the permanent meter installed. In the event
permanent water service is not yet required, the customer may request that



the District delay the installation of the meter(s) to avoid the payment of the
bimonthly service charge.

Temporary Meter on a Fire Hydrant or Other Appurtenance for
Construction and Grading

Water for general construction, grading and construction of water facilities
may be obtained on a temporary basis. A temporary or construction meter on
a fire hydrant or other appurtenance may be approved at the Administrative
Office. A temporary meter is intended for use only in connection with the
construction of facilities on a limited basis, and is not intended for
maintenance of facilities or long term use. The District may, at its discretion
remove the temporary meter or other water source from service if it is
determined that construction of water or other facilities is substantially
complete, and the meter is no longer necessary for the construction and
testing of facilities.

SECTION 2.2 UNAUTHORIZED USE OF WATER

2.2-1

2.2-2

2.2-3

POLICY

Water shall be distributed only to those parties with authorization for its use.
No unauthorized use of water shall be allowed.

DEFINITIONS

Unauthorized use shall include usage through meters which District records
indicate as locked either by an actual keyed lock or a locking “tab” device;
use through laterals not connected to approved meters or spacers; non-

construction use through spacers and unauthorized use through fire hydrants
and other District facilities.

RELATED PROCEDURES

See section 2.1- Water Availability for building and general construction
needs (Temporary Meters)

See Section 2.13 - District Fees and Charges

2.2-4 PROCEDURES

A. Usage through locked meters:

Unlocking or tampering with locking valves and the meter without
authorization is a violation of State law and shall be considered
stealing water. A tag advising the customer of this information shall be
placed in the meter box whenever a meter is locked (California Penal
Code Sections 499 and 625).



B.

Any meters which are noted as locked and turned off on District
records and which show usage shall be relocked. A second
investigation shall be made within a week to verify that the meter
remains locked. Meters which show usage on the second investigation
will be removed and the curb stop locked. A deposit and reinstallation
charge will be required before the meter can be replaced and service
reestablished.

Usage through Laterals without Meters or Spacers

Whenever it is found that water is being used through a direct connection
from a lateral, service shall immediately be discontinued. District investigators
will check the location within a week to verify unauthorized use had not been
continued. If usage continues, the Customer Service Department will be
notified so the District may take appropriate actions.

2.2-4 C

2.2-4 (D)

2.2-4 (E)

Non-Construction Use through a Spacer

Spacers are provided to contractors for home construction use only. If
unauthorized use is found, the spacer shall be removed and the curb
stop locked. The Inspection Department must be consulted to
determine if the permanent meter should be installed.

Unauthorized Use through Fire Hydrants and Other District
Facilities

No water is to be taken from a District fire hydrant, blow-off or other
such facility unless it is for fire protection, or metered by the District
(See Section 2.1 — Water Availability for Building and Construction
Needs — Temporary Meters), or pre-authorized in writing.

Charges for Unauthorized Water Use

1. Unauthorized water use shall be billed to the responsible
party. Water use charged shall be based on meter readings
or shall be estimated.

2. All other charges that would have accrued if authorization
for such use had been secured will be applied, including
bimonthly or monthly service, installation and removal, and
any other applicable charges.

3. Additional charges shall be made as necessary to recover
the costs of any District property which has been damaged,
and overhead rates for administration.



4. lllegal connections to fire hydrants, see Section 2.13-12 (I)
and 2.2-5 (J).

2.2-4 (F) Resale of Water

No consumer inside or outside the boundaries of the District may
resell any portion of the water delivered to him by the District.

2.2-4 (G) Unauthorized Use or Waste of Water

No consumer shall use water upon any land other than that covered
by his application for service, nor shall knowingly permit leaks or waste
of water.

2.2-4 (H) Unauthorized Regulation of Water

No person, except duly authorized employees of the District shall be
permitted to operate any District facility.

2.2-4 (1) State Laws

For the protection of public water supplies, many offenses are by State
Law made misdemeanors for which the offender may be criminally
prosecuted. These include:

Section 625, Penal Code---Taking water after works have been
closed or meter sealed.

Section 592, Penal Code---Damaging tanks, flumes, reservoirs,
valves, etc.

Section 624, Penal Code---Breaking, cutting or obstructing pipes,
etc.

Section 4033, Incl. 4455, Health and Safety Code---Bathing
(swimming) in reservoirs, etc.

Section 7582-7622, Incl. Title 17, California Administrative Code---
Regulations regarding cross-connections.

2.2-4 (J) lllegal Connection to District Facilities

If the District receives information from a person regarding an illegal
connection to a district fire hydrant, valve, tank or any other
appurtenant facility which results in the collection of fines, fees, or
charges, the District may share the revenue with the informant.



SECTION 2.3

2.3-1 Policy

CUSTOMER BILLING AND COLLECTIONS — WATER ACCOUNTS

Customers shall be charged for all water furnished in accordance with the
Rates and Rules as established by the District.

2.3-2 Related Procedures

See Section 2.6 - Turnoff for Non-Payment
See Section 2.13 - District Fees and Charges

2.3-3 Billing Procedures

2.3-3(A)

1.

2.

2.3-3(B)

1.

Normal Billing Procedures
Each water account shall be billed bi-monthly.
Accounts are delinquent after twenty (20) days.

Delinquent accounts shall have a late payment charge added, as
shown in Section 2.13. If a customer has not been late more than two
(2) times within a two-year payment history, not including the current
penalty, payments made on time, the penalty may be waived.

After the late payment charge had been added, past due notices shall
be prepared for all delinquent accounts indicating the total amount
due, and the final date for payment to avoid shut-off.

If this “Past Due Notice” does not result in a payment, steps outlined in
Section 2.6 — Turn-off for Non-Payment shall be followed.

Closing Bill Procedure

Whenever a customer closes an account, a final reading will be taken
and a Closing Bill rendered.

For amounts due on Closing bills beyond twenty-one (21) days, a
letter shall be sent to the customer as a final reminder of the amount
past due. At this time the customer shall also be notified that additional
collection steps will be taken to guarantee payment.

Unpaid closing balances from one account may be added to accounts
of the same customer. Such charges shall become part of the
customer’s active account and shall be subject to Section 2.6 — Turnoff
for Nonpayment, if the balance remains unpaid.



2.3-3(C)

2.3-3(D)

2.3-3(E)

Disputed Bill Procedure

1.

Any customer desiring to contest the validity of his bill shall, on or
before the delinquent date, notify the Lakeside Water District
Customer Service Department. If a Customer Service Representative
is unable to satisfy the customer, his claim may be reviewed by the
Review Manager.

The Review Manager shall be designated by the General Manager.
The decision of the Review Manager shall be final unless, within seven
(7) calendar days of the decision, the customer appeals by filing in
writing with the General Manager a request to have the decision
reviewed. The General Manager shall respond in writing within seven
(7) calendar days to the customer’s appeal.

In the event that the General Manager’s response is not satisfactory,
the customer, within seven (7) calendar days, may request a review by
the Board of Directors. The customer shall be informed of the time and
place for appearance before the Board.

A decision by the Board of Directors shall be final.

Service shall not be discontinued during the period the validity or
accuracy of a bill is being contested. When a decision has been
reached, all charges and penalties shall be paid by the due date for
the bill or seven (7) calendar days from the decision, whichever is the
latter, to assure continued service.

Under extraordinary circumstances a customer with a low usage
history that has a large leak may receive a onetime adjustment (no
more than one time in two years) the difference between the highest
tier rate and the standard water rate. The leak must be fixed by the
customer and verified by a work order. This adjustment will only be
allowed if Lakeside Water District is meeting or exceeded the
conservation goals set at the time of the extraordinary circumstance.
The Review Manager shall make the decision if a credit can be given
for an extraordinary circumstance in which such decision shall be final.

Notification of Water Rate Increases

The District shall notify customers at least 30 days in advance of pending
water rate increases.

Property Owner Responsible for Charges

In accordance with state law, the ultimate responsibility for payment of
charges for water and other services shall be the owner of the land for which
the water or other services were provided. The District shall make a
reasonable effort to collect from the tenant or occupant of property prior to
collecting from the property owner by filing a lien on said property (CA Water



Code Section 25806), or by sending the unpaid balance to the County of San
Diego Tax Collector to be applied to the parcel as a Fixed Charge Special
Assessment to be paid as part of the annual property tax assessments. To
ensure that the owner is aware of a tenant signing up for service, an “Owner
Acknowledgement Form” is required to be submitted by the owner prior to
activation of service by a new tenant. Completion and submission of this form
will not activate the tenants account. The tenant will also need to contact the
District directly to sign up and establish service.

SECTION 2.5 DEPOSITS ON CUSTOMER ACCOUNTS

2.5-1 POLICY

An applicant for new service will require a deposit.

All metered accounts including single family and multi-family dwellings on a
master meter or multiple meters and commercial or industrial customers will
be required to furnish the District with a deposit. The deposit shall be cash, or
an instrument acceptable to the District.

Pursuant to the Bankruptcy Act, customers engaged in a bankruptcy
proceeding, or their trustee, shall furnish the District adequate assurance of
payment in the form of a deposit.

2.5-2 PROCEDURE

2.5-2(A)

2.5-2(B)

For single family residential properties the deposit shall be $200.00. The
Deposit for multi-family multiple dwelling and commercial and industrial
customers shall be equal to twice the highest billing in the last 12 months,
rounded up to the nearest $5, with a minimum of $200. The Customer
Service Supervisor shall approve the amount of deposit. An existing customer
in good payment standing may request that their deposit be waived.

At least half of the deposit shall be paid at the time of submitting the
application. The remainder may be applied to the first normal billing

Pursuant to the Bankruptcy Act, customers engaged in a bankruptcy
proceeding shall furnish the District a deposit equal to the average of the last
six billings rendered prior to the order for relief.

To approve a tenant’s application for water service, the property owner must
have first submitted to the district an “Owner Acknowledgement Form” prior to
activation of the new service account. This submittal ensures the owner has
approved of the new tenant and payment obligation.

When water service to a customer has been terminated for non-payment or a
check returned by the customer’s bank, a deposit may be required. The
deposit may be billed on the account and the customer could be given two
months to pay (additional time if the deposit exceeds $75).



2.5-2(C) No interest will be paid on the deposit. Customer deposits will be held in the
District's LAIF account. Service to the customer shall be rendered according
to all existing rules and regulations. The Deposit will not excuse future late

payments.

2.5-2(D) When the account is closed, the deposit will be returned less any sums owed
the District.

2.5-5(E) A property owner of residential property, after three (3) years of continuous

service, and two (2) or less late payments over the last 12 month period, or a
renter of residential property with five (5) years continuous service and three
(3) or less late payments, with no more than one (1) in the last 12 months,
may request their deposit be credited to their District water account. All
decisions shall be approved by the General Manager or the Administrative
Services Manager.

SECTION 2.6 TURNOFF FOR NON-PAYMENT
2.6-1 POLICY

The District shall discontinue water service for nonpayment of water or other
district charges after 60 days delinquent.

2.6-2 DEFINITIONS

Non-payment as used herein shall mean the failure of the customer to pay all
past due water charges by the due date of the past due notice or other notice
from the District of pending shut-off.

Turn-off shall mean the discontinuance of service at an address by turning off
and/or locking a meter; or the removal of a meter.

2.6-3 RELATED PROCEDURES
See Section 2.3 — Customer Billing and Collections — Water Accounts
2.6-4 PROCEDURE

Any customer’s account which remains unpaid for 60 days beyond the
delinquency date will be subject to turn off.

2.6-4(A) Notices

1. After a late payment charge has been added, final notices shall be
prepared for all delinquent accounts indicating the total amount due,
and the final date for payment to avoid shutoff.

2. For residential service the following notices will be provided prior to turn
off.



a. The district will provide a mailed notice to the customer at least 15
days before discontinuation of water service. The notice will include:

i. Customer's name and address

ii. Past due amount

iii. Date by which payment or arrangement must be made to avoid
the disconnection

iv. Process to apply for an amortization agreement

v. Process to dispute or appeal bill

vi. District phone number and address

b. Under the following circumstances, the district will also send a notice to
the occupants of the service address at least 10 days before
discontinuation of water service: (1) when water is provided through a
master meter; (2) when water is provided through individually metered
service to a single-family residence, multi-unit residential structure,
mobile home park, and the owner, manager, or operator is the
customer of record; or (3) when the customer of record's mailing
address is not the same as the service address. The notice will be
addressed to "Occupant,” will contain the same information as the
notice to the customer, and will inform the occupants that they have the
right to become customers of the district without paying the amount due
on the delinquent account. Terms and conditions for occupants to
become customers of the district are provided in subsection (F). If the
district is unable to provide mailed notice to occupants of a master-
metered residential property, the district will make an alternative good
faith effort to provide the notice to the occupants.

c. The district will also make a reasonable, good faith effort to contact the
customer of record or an adult person living at the service address in
person or by telephone, or by written notice at least seven days before
discontinuation of service. The district will offer to provide a copy of this
policy and to discuss options to avert discontinuation of water service.

d. If the district is unable to make contact with the customer or an adult
person living at the service address in person or by telephone, the
district will make a good faith effort to leave a notice of imminent
discontinuation of service and a copy of this policy in a conspicuous
place at the service address. The notice and copy of this policy will be
left at the residence at least 48 hours before discontinuation of service.

3. For all other services, including commercial, the district will attempt to
notify the premises of the pending termination at least 10 days before
actual shutoff.

2.6-4(B) Circumstances in Which Service Will Not Be Discontinued

1. The district will not discontinue residential water service for
nonpayment under the following circumstances:



a. During the investigation of a customer dispute or complaint received by
the delinquency date.

b. During an appeal under Section 2.3. Customer Billing and Collections -
Water Accounts.

c. During the period of time in which a customer's payment is subject to a
district-approved extension or other payment arrangement and the
customer remains in compliance with the approved payment
arrangement.

In addition, residential customers who meet all three of these conditions
will not be shut off;

a. Customer demonstrates that he/she is financially unable to pay within
the district's normal billing cycle. and

b. The customer, or tenant of the customer, submits certification from a
licensed primary care provider that the discontinuation of service will be
life threatening or pose a serious threat to health and safety of a
resident of the premises, and

c. The customer is willing to agree to an extension or enter into an
amortization agreement.

If a customer meets the three conditions outlined above and needs
additional time to pay the unpaid balance, they must contact the
customer service department before the discontinuation of service.
Prior to shutoff, the customer will be required to submit a letter from a
licensed primary care provider and evidence of financial inability to pay.
Evidence may include: (a) documents showing that a member of the
customer's household is a current recipient of CalWORKS.

Cal Fresh, general assistance, Medi-Cal, Supplemental Security
Income/State Supplementary Payment Program, or California Special
Supplemental Nutrition Program for Women, Infants and Children, or
(b) a statement signed under penalty of perjury that the household's
annual income is less than 200 percent of the federal poverty level.

Once the amortization agreement or extended payment date is in
effect, the customer must pay all future bills by the due date. Failure to
pay all future bills by the due date terminates the amortization
agreement or extended payment date and all unpaid balances become
due immediately. Further, if the customer is delinquent on an
amortization payment, extended payment, or his or her current water
bills for 60 days or more, water service may be terminated after posting
a five-day notice of intent to turn off water service. The final notice will
not entitle the customer to any investigation or review by the district.



Amortization may not exceed 12 months without general manager
approval and requires customers to keep all future billings current. See
Section 2.3, Customer Billing and Collections - Water Accounts.

When a check, autopay or online payment is not honored by a
customer’s bank, the account shall be considered unpaid and subject to
turnoft.

Unpaid balances for damage to district property or miscellaneous
charges many result in the discontinuance of water service.



2.6-4(C)

2.6-4(D)

2.6-5(E)

2.6-4(F)

Turn Off of Water Accounts

1. When the meter is locked, all costs associated with damage to district
appurtenances will be at the accounts holder’s expense. This includes
replacement cost for a broken or missing lock and cut lock or locking
tab or meter valve tampering charges per Service Charges 2.13.

2. At the time service is discontinued, a notice will be posted at the meter
advising of the District’s action. The notice shall contain the account
number, the amount due, and the address of the District’s
Administrative Office where payments will be accepted.

Reinstatement of Water Service

1. If a customer does not have sufficient funds for full payment of
the bill, water service may not be restored pursuant to
Government Code Sections 60372-60374.

2. Payment of all charges, including any field service calls, as
outlined in Section 2.13, will be required for restoration of
service. Additionally, as outlined in Section 2.5, a deposit may
be required for restoration of service.

Follow-up After Turnoff

If service has been discontinued, a follow-up investigation will be made to
insure that the service is in an inoperative status.

If the service has been tampered with, the meter will be removed immediately
and the appropriate charges will be added to the account. Service will not be
restored until the account is paid in full.

After the meter has been pulled, a follow-up investigation will be made again
to insure that the service is in an inoperative status.

If the service has been tampered with again, the service will be terminated at
the water main and the appropriate charges will be added to the account.
Additionally, a lien will be filed on the property, and law enforcement
authorities will be notified. Service will not be restored until the account is
paid in full.

Procedures for Occupants or Tenants to Become Customers of the
District

This subsection (F) will only apply when a property owner, landlord, manager or
operator of a residential service address is listed as the customer of record and



2.6-4(G)

SECTION 2.7

has been issued a notice of intent to discontinue water service due to
nonpayment.

1.

District will make service available to the actual occupants if each occupant
agrees to the district's terms and conditions of service and these rules and
regulations. Notwithstanding, if one or more occupants are willing and able
to assume responsibility for subsequent charges to the account to the
satisfaction of the district, or if there is a lawful, physical means of
selectively discontinuing service to occupants who have not met the
requirements of the district's rules and regulations, the district will make
service available to the occupants who have met its requirements.

In order for the amount due on the delinquent account to be waived, an
occupant who becomes a customer must verify that the delinquent
customer of record is or was the landlord, manager or agent of the
dwelling. Verification may include a lease or rental agreement, rent
receipts, government document indicating that the occupant is renting the
property, or information disclosed pursuant to Section 1962 of the Civil
Code, at the discretion of the district.

If prior service for a period of time is a condition for establishing credit with
the district, residence and proof of prompt payment of rent for that period of
time is a satisfactory equivalent.

Contact Information

For questions or assistance regarding your water bill, the district's customer
service staff can be reached at (619) 443-3805. Customers may also visit the
district's customer service desk in person, Monday through Friday, from 8:00
a.m. to 5 p.m., except on district holidays.

METER FAILURE - BILL ADJUSTMENT

2.7-1 POLICY

2.7-2

All customers shall be accurately billed based upon meter readings for each
account. If a meter becomes inoperative or inaccurate, a bill should be
rendered which is fair to the customer and to the District, as determined by
the District.

RELATED PROCEDURES

See Section 2.13 — District Fees and Charge



2.7-3 PROCEDURE

(A) If a meter fails, an estimated bill shall be rendered. In estimating a bill, the
usage from the same period one year earlier shall be used. Other factors
which have an effect on water use such as changes in land use, dwelling
units, number of occupants, climatic conditions, and usage for the period
immediately preceding may be considered.

(B) A customer may request that a meter be tested for accuracy. A deposit
shall be placed with the District to cover the cost of the test. The amount
of the deposit shall be in accordance with Section 2.13-5(B). The General
Manager may waive the testing charge for the first test.

SECTION 2.8 FIRE SPRINKLER SYSTEM LATERAL

2.8-1 POLICY

Water for fire protection systems shall be furnished to the property by facilities
which are separate from the domestic service.

2.8-2 RELATED PROCEDURES

The following sections are related to this procedure and should be reviewed
for additional information:

Section 2.11-3(D) & 2.13, District Fees and Charges
Section 4.1, Land Development

Section 4.6, Fire Protection Policy

Section 5.3, Cross Connection Control

2.8-3 DEFINITIONS

Fire Sprinkler Lateral: A separate lateral, sized for fire flows shall be directly
connected to the District’s distribution system. The fire sprinkler lateral shall
include the connection to the District’s main, a gate valve at the main and a
lateral pipeline terminating at the property line at such other point designated
by the District. In an easement the lateral shall consist of a valve only. The
termination point is also the point at which the District’'s maintenance
responsibility ends. The remaining portion of the fire protection system shall
be maintained and operated by the property owner.

2.8-4 PROCEDURES

A. General

1. Fire sprinkler laterals shall supply water to fire protection systems only
and no other use shall be permitted from such facilities. A fire sprinkler
lateral will not be permitted on premises not served by a standard
water meter.



2. Unauthorized use a fire sprinkler lateral shall be grounds for
discontinue of service.

3. The District shall have no responsibility for the proper functioning of
the fire service system nor for the availability of water from its mains
for fire protection in the event of emergency.

B. Application and Estimate

1. The developer may request in writing or in person that the District
prepare a preliminary cost estimate for installation of a fire sprinkler
lateral. A fee for the preparation of the estimate will be charged, per
Section 2.11-3(D), District Fees and Charges. A map showing the
parcel to be served, the location of the proposed fire sprinkler lateral,
the size of the lateral, and the approximate distances to adjacent
streets should accompany the request.

2. A water main estimate for private land developments which includes
the installation of a fire sprinkler system will include the installation of
the lateral as part of a water main extension project. No separate fee
will be charged.

3. The staff will request a field estimate covering the installation of the
fire sprinkler lateral which will include all labor, material, and
equipment required.

4, The estimate will be transmitted in writing to the developer. The
amount quoted is an estimate only and the developer shall be
responsible for the actual installation cost.

5. A copy of the standard Application for fire Sprinkler System Lateral,
Cross-Connection Control Guidelines, and the Procedure for Fire
Sprinkler System Lateral Installation in the Lakeside Water District will
be sent to the developer, along with the cost estimate. The estimate
letter will also state the limits of District responsibility for the lateral (i.e.
property line or such other point as designated by the District).

C. Installation

1. The developer will complete the application and return it with the
estimated installation cost for the lateral. The Customer Service
Department will process a counter work order and apply for the
necessary encroachment permits. One copy of the counter work order
will be given the developer. Upon receipt of the order and the permit
will be sent to the Operations Center.

2. The Operations Department will advise the Customer Service
Department whenever a fire sprinkler lateral is constructed with other
than District forces. The Customer Service Department will prepare a
counter work order so that an account can be established. The counter



work order will be issued at no charge. The Inspection Department will
return the counter work order to Customer Service after later is in
service for establishment of account number and billing.

The Application for a Fire Sprinkler System Lateral must be signed by
either the Owner or the Lessee involved.

The Owner and/or Lessee is responsible for extending and
maintaining the lateral pipeline from the termination point established
by the District to the structure to be served. The sprinkler system and
piping serving the structure shall be constructed to the standards of
the local fire protection agency and shall include an alarm system that
will sound in the event any water is delivered through the system.

Backflow protection will be required on fire sprinkler laterals. The
District’'s Cross-Connection Control Coordinator must be contacted by
the owner/developer to get the District’s requirements in writing. The
local fire agency with jurisdiction over the project may have additional
requirements on a fire sprinkler system so the owner/developer needs
to also contact the fire agency.

Construction of the fire sprinkler lateral must be installed before the
private piping is extended. If the lateral is installed by a private
contractor; the lateral shall not be backfilled until approved by the
District’s Inspection Department.

Only authorized District personnel shall operate the gate valve on the
lateral and then only after the entire installation has been cleared by
the District’s Inspection Department.

D. Fire Sprinkler Lateral Activation

1.

After the fire lateral is completed, the project work order will be
returned to the Customer Service Department and Accounting
Department for assignment of an account number to the lateral and
final accounting of the work. Additional costs incurred above the
estimated amount will be charged to the developer.

The Engineering Department will plot on the district’s maps the
location of the fire service lateral, the account number assigned the
lateral, and the limits of District responsibility measured from the gate
valve.

The District will notify the appropriate fire agency of the installation of
the fire service lateral.

The bi-monthly billing for the detector meter will continue until the
customer requests in writing that service be discontinued and is
notified by the District that a request for discontinued service has been
received.



SECTION 2.9

WORK ORDERS

29-1 POLICY
Work orders shall be established as herein provided to account for work
performed for customers, to facilitate making and following good budgetary
practices and to accomplish clear communications between the various
departments.
2.9-2 DEFINITIONS
Work Orders will be required for projects related to customer service which
requires a minimum of engineering work prior to installation. Such projects include
fire hydrants, fire hydrant head changes, fire services and lateral installations.
Work Orders may also include rechecks, water quality complaint responses,
broken meter lids, leaking valves, etc.
2.9-3 PROCEDURE
2.9-3(A) General
Work Orders are prepared by office personnel to communicate to the
field operations personnel service and work requirements to fulfill the
needs of the District and its customers.
All labor, materials and equipment may be charged to the work order.
Overhead and warehousing costs may be added by the Accounting
Department to all Work Order Accounts.
Overhead and Warehousing Charges Criteria
For the purpose of determining the total cost of the project, overhead
and warehousing charges shall be added directly to the Work Order as
follows:
a. Overhead on labor — percentage of all labor time charged to the
Work Order.
b. Warehousing costs — percentage of all material costs charged
to the Work Order.
The Accounting Department shall annually establish the appropriate
percentage multiple for each of the above categories.
2.9-3(B) Work Order the following projects will be accomplished under Work Orders:

Fire hydrant installations
Fire hydrant head change;
Fire hydrant modification;
Fire sprinkler laterals;



Miscellaneous force account by Staff;
Special projects as designated by Staff;
Meter installations;

Repair of damage;

Lateral installations

All Work Orders will be performed under a deposit basis, as established by the
Superintendent or General Manager.

SECTION 2.10

2.10-1

2.10-2

2.10-3

2.10-3(A)

2.10-3(B)

2.10-4

2.10-4(A)

2.10-4(B)

2.10-4(C)

LOW WATER PRESSURE POLICY
POLICY

The District will attempt to provide adequate pressure at the meter of
all of its consumers. Generally, minimum operating pressure at the
meter of 25 psi will be maintained.

GENERAL

There are a limited number of areas within the District where pressure
lower than 25 psi may be experienced at times because of special
conditions.

LOW PRESSURE AREA

The District will identify areas with potential operating water pressure
below 25 psi and advise its customers at the time of application for a
meter installation.

Temporary meters to be located on fire hydrants within low pressure
areas shall be restricted as to flow.

PRESSURE AND FLOW INVESTIGATIONS

When notified by any customer of a low pressure problem the district
will attempt to assist the customer in ascertaining the nature of the
problem and whether it exists in the customer’s system or the District’s
system.

Pressure and flow tests shall be conducted if required. If the problem
exists in the customer’s system, the customer shall be advised to
consult a plumber.

If the problem cannot be identified directly by the field staff, the
Engineer will analyze the pressure and flow data, and it turn, Advise
the customer of its findings.



SECTION 2.11

2.11-1

2.11-2

2.11-3

2.11-3(A)

2.11-3(B)

MISCELLANEOUS PROCEDURES

POLICY

Miscellaneous services required by the general public, which are
considered beyond a normal level required by the general public, shall
be subject to a service charge.

RELATED PROCEDURES

Section 1.2 -Standard Reproduction Cost for Maps and Other

Public Records

Section 2.13 -District Fees and Charges

Section 4.1 -Land Development

Section 4.2 -Extension of Water Facilities

Section 4.4 -Plans and Specifications-Issuance and Refund

PROCEDURES

Plan Checking

1.

The District Engineer will review all proposed public
improvements submitted to the District for signature. Prior to
the District initializing work on the review the developer/owner
will pay the required plan check fee as required in Section 2.13.
The plan check fee is not applicable to any improvement
Plans being reviewed in connection with a water main
extension project. Section 4.2 — Extension of Water Facilities,
will cover those costs, public improvement projects being
developed by the County shall not be subject to a plan check
fee.

The Customer Service Department will receive improvement
plans for review at the counter. If the improvement plans are
not being prepared under a water main estimate, a fee for plan
checking will be charged. The developer/owner will pay the
appropriate fee at the Customer Service counter. A copy of the
receipt will be attached to the plans when transmitted to the
Engineering Department and/or placed in the Project Planning
File. The Engineering Department will log the plans into the
Department.

If work had not started on an approved plan within 2 years of
the date of the District’s signature, the plan shall be disposed of
and any proposed work after that date shall be subject to the
costs and checking process as outlined in Section 2.11-3.

Right of Way Matters

1.

The staff shall review or cause to be reviewed all proposed
improvements which may impact District lands or facilities.



2.11-3(C)

2.11-3(D)

SECTION 2.13

2.13-1

2.13-2

2.13-2(A)

2.13-2(B)

2. The customer/owner shall pay appropriate fees when the
Engineer has determined the required documentation. No right-
of-way document shall be recorded until the appropriate fee
had been paid.

Single Fire Hydrant Flow Tests

1. The district maintains flow data on a portion of the fire hydrants
within its system. Where this data is not complete, the
customer may request that the fire flow be calculated.

2. Section 4.6 — Fire Protection Policy, should be consulted for
additional information. No fee will be charged for flow testing
requested by public fire protection agencies.

Miscellaneous Field Estimates (3” and larger meters, meter
relocations, etc.)

Periodically, the District is required to develop a field estimate of costs
to install or relocate facilities to allow for proposed work. At the
District’s option a fee may be charged for the estimate if not covered in
other District charges. And estimate fee will not be charged to another
public agency.

DISTRICT FEES AND CHARGES

POLICY

The costs of the District should be borne by the water users. Normal
water charges shall be the same for all users being provided similar
services. Miscellaneous services provided by the District beyond a

normal level shall be subject to special charges.

FEES FOR CUSTOMER BILLING AND COLLECTIONS - WATER
ACCOUNTS

Related Procedures

See Section 2.3 — Customer Billing and Collections — Water Accounts
See Section 2.14 — Sub-metering of Multiple Dwelling Developments
District Water Billings including the Meter Charge and the
Commodity Charge

1. Meter Charge; is a standard bi-monthly charge which varies

with the size of the meter. The charge is made to recover the
cost of customer service, meter reading, repair and



replacement of meters, services, valves, meter boxes, etc., by
meters of various sizes.

a. All permanent meter installations shall be subject to the
following base charges whether or not water is used:

Meter Size Each Billing CWA

5/8” $ 19.84 $8.64
Y 24.38 8.64
1” 33.39 13.90
1% 48.78 26.13
2 86.63 45.28
3" 143.40 83.60
4’ 198.38 142.77
6” 243.51 261.14

For land outside the District all water service charges shall be doubled.

b. Billings covering a service period of one month or less shall be
billed for one half the standard meter charge. Billings covering
a service period of more than one month shall be billed the full
standard meter charge.

2.13-2(B) (2) Commodity Charge is a unit charge for the amount of water used. This
charge includes water purchases, treatment, pumping to reservoirs less than
elevation 1003' mean sea level (msl), and other costs attributable directly to
the amount of water used. (2x outside of District).
(@) Commodity Charge as of 01/01/2024

Lifeline Rate (First 12 units, excluding Commercial, Industrial
and multi-family dwellings).

$5.55
Standard Rate (Usage over 12 units).
$5.64
3) Energy Charge - Special Service Areas
Special Service Areas are service areas of the District that require pumping
water above elevation 1003' msl. Energy charges may be applied on a per unit
basis to service areas under this classification. The following areas are classified
special service areas.

Muth Valley Service Area - Elevation 1,783' msl.

(@) Energy Charge equals the cost to pump to elevations above 1003'msl.



2.13-2(C)

2.13-2(D)

2.13-2(E)

2.13-2(F)

1.

Service Charges

1. Start — Up Charge $ 20.00
2. Charge for returned payments 25.00
3. Red Tags (48 Hour Notice) 20.00
4. Shut Off for Non-Payment 50.00
5. Turn On after 4:00p.m. 75.00
6. Charge for Special Reading 40.00
7. Service Call Charge 40.00
8. Cut Lock or Locking Tab, or Meter Valve

Tampering to Turn on Water Charge 100.00
9. Meter Re-Installation 60.00
0. Additional “hold” charge (after red tag) 20.00

Delinquent Accounts

Delinquent accounts shall have a late payment charge added. If not paid on
or before the due date, the account becomes past due and a late payment
charge of 10% of the bill will be added. In the event the late payment charge
is not included with payment of the past due bill, it will be added to the
following bill. If not paid with the following bill, the account will be subject to
turnoff.

Accounts which have not been paid by the due date on the delinquent bill will
have a “red tag” hung on or near their house and a $20 charge will be added
to the bill. The customer then has an additional 48 hours to pay their bill. If
after the “red tag” has been hung and the customer requests additional time,
there may be a $20 additional “hold” charge with a maximum of a five (5) day
extension granted only once per six months. Accounts which have not been
paid in full by the date on the “red tag” will be shut-off for non-payment.
Accounts terminated for non-payment shall have a $50 turn-off charge added.

If the customer has not paid to have service reinstated, the meter should be
checked once a week to make sure the service is still off and locked.

After three weeks, if the meter is still off and locked, with no contact from the
customer, the meter should be removed and the curb stop locked. A deposit
and reinstallation charge will be required before the meter can be replaced
and service reestablished.

For Charges that remain upaid an annual Fixed Charge Special Assessment

approved by the Board may be filed with the County Tax Collector, or a lien
may be filed against a property for all charges which remain unpaid.

Procedures for Collection of Final Accounts

Whenever a customer closes an account, a final reading will be taken and a
closing bill rendered.



2.13-3

2.13-4

For amounts due on closing bills beyond twenty-one (21) days, a past due notice
shall be sent to the customer as a reminder of the amount past due, with an
additional ten (10) days given to pay. The customer is also notified that if their
account remains unpaid ten (10) days after the date of this past due notice their
account may be sent to a collection agency and a secured/unsecured lien may be
filed or the District may file a Fixed Charge Special Assessment upon the real
property subject to the charges due and shall also be sent to the property owner
to be included in the annual tax assessment. (See section 2.3-3(E)).

Unpaid balances from a customer may be added to other accounts of the same
customer. Such charges shall become a part of the customer’s active account and
shall be subject to Section 2.13-2(E), Accounts Terminated for Non-Payment, if
the balance remains unpaid.

FEES FOR UNAUTHORIZED USE OF WATER

2.13-3(A) Related Procedures See Section 2.2 — Unauthorized Use of Water

2.13-3(B) Usage through Locked or Turned Off Meters

Any meters which are noted as locked and turned-off on District records and
which show usage shall be re-locked. A second investigation shall be made within
a week to verify that the meter remains locked. Meters which show usage on the
second investigation will be removed and the curb stop locked. A deposit and
reinstallation charge will be required before the meter can be replaced and service
reestablished.

a. Deposit shall be twice the bimonthly water bill plus a $60 reinstallation of
meter charge.

b. Plus any damage to District Property.

C. All charges relating to termination of service should be borne by the
party having had responsibility for the account. If the charges are
deemed uncollectible by the District staff, the District may refuse service
to the property pursuant to Water Code Section 22282.1. Charges
relating to establishment of service shall be borne by the party
requesting service.

CHARGES FOR TEMPORARY METERS AND SPACERS

2.13-4(A) Related Procedures

See Section 2.1 — Water Availability for Building and General Construction
Needs (Temporary Meters)



2.13-4(B) Construction Meter Charge
A deposit will be required for the use of a construction meter.

3 inch fire hydrant meter deposit=$  825.00
4 inch fire hydrant meter deposit=$ 1,100.00

The deposit may be doubled in cases where anticipated monthly expenses
are greater than the standard deposit. Two times the standard commodity
charge shall apply for all water used, in addition to the monthly service
charge. The following items shall be deducted from the meter deposit charge
when the meter is removed from service.

1. $60.00 for cost of installation and removal of the meter, plus $99.19 per
month service charge.

2. $25.00 for each meter relocation or service call.
3. Any unpaid water charges.
4. The cost of any repairs required or materials lost or damaged.

Per load charges - $50.00 for a 2,000 gallon tank or less.

2.13-4(C) Spacer for Home Construction

1. The customer shall submit application for spacer(s) at the Administrative
Office. To establish a temporary spacer account the customer shall place with
the District the standard fees for each of the permanent meters to eventually
be installed plus a flat rate fee for the water used during construction.

2.  The flat rate fee for water used during construction is $30.00 for the first month
and $10.00 per month thereafter.

2.13-5 Deposit for Meter Accuracy Test
2.13-5(A) Related Procedures

See Section 2.7 — Meter Failure — Bill Adjustment
2.13-5(B) Meter Test Deposit

1. The consumer shall place a deposit with the District to cover the cost
of the test, according to the following schedule of meter size:

a. 1” and smaller $60.00
b. 1%”and 2” $90.00

C. 3” and larger by estimate only



2. If it is found that the meter does not register more than 3% above true
registration, the deposit will be retained by the District. If the meter is
found to register more than 3% above true registration another meter
will be installed by the District and the deposit returned to the
consumer and an adjustment of charges made.

2.13-6 CHARGES FOR METER AND LATERAL INSTALLATIONS
2.13-6(A) Related Procedures
See Section 2.8 — Fire Sprinkler System Lateral

See Section 4.6 — Fire Protection Policy

2.13-6(B)  Charges for Meter and Lateral
All water service lateral and meter installations are installed by the District on
a deposit basis. The deposit shall be based on an estimate of the projected
cost. All deposits shall be paid prior the District performing the work. Any
additional costs incurred to complete the work shall be billed to the owner,
and any of the deposit funds remaining after the work is complete shall be
returned to the owner.

2.13-6(C) Fire Sprinkler Lateral

Bimonthly billings will be rendered for each fire sprinkler lateral.
a. Fire Sprinkler lateral charge — bills are rendered bimonthly (each billing

is $36.04 per fire service detector meter).

2.13-6(D) Fire Hydrant Replacement Criteria

By Estimate Only.

2.13-7 CAPACITY FEES
Capacity fees have been established by the District and are as follows:

The Storage, Transmission and Pumping Fee shall apply to each %" meter
connection (base meter equivalent): $4,387.

2.13-7 (A) Capacity fees for 5/8” and larger than %" will be based proportionately upon
American Water Works Association rated flows. The district reserves the right
to refuse service if a meter is determined to be inappropriately sized.



2.13-7 (B)

2.13-11

2.13-11(A)

As required by the San Diego County Water Authority Act, Lakeside Water
District shall require each applicant for a water meter to pay the applicable
Water Authority fee at the time of application.

Fees for Water Availability Search

Related Procedures

See Section 4.1 — Land Development

2.13-11(B)

2.13-12

2.13-12(A)

Fees

In order to process requests to ascertain water availability for land
development, the following fee schedule shall apply:

Boundary Adjustments $100
Site developments, multi-family Availability Form $100
and commercial building permits and

conditional use permits

Major & minor subdivisions and Parcel maps $100
Required Agency Clearance/Commitment Form $100
Plumbing Permit (Waived if combined with a

New Meter Purchase)

These fees are nonrefundable

Miscellaneous Fees

Related Procedures

See Section 2.11 — Miscellaneous Procedures

2.13-12(B)

Fees

The following fees shall be charged for the noted services:

1.

Plan Check Fee
(Curb Grade, Street Improvements) $250

Water Improvements, Deposit*
(Water Main Extensions) $700

* Pertains to checking of construction drawings, title sheet, notes, plan view, and
detail sheets related to the extension of water facilities; not street improvements or
project grading plans, etc.



3. Quitclaim deeds

a. Quitclaim of blanket easement $50 + recording fee
b. Quitclaim of aligned easement $75 + recording fee
4, Permit/Document Processing Fee $100 + recording fee
5. Quitclaim — Misc. $150 + recording fee
6. Release of temporary connection agreement $20 + recording fee
7. Misc. Field Estimates (1 % : and
larger meters, fire hydrants, meter
relocated, etc. $50
8. Miscellaneous Administrative Services shall be billed at cost plus overhead.

2.13-12(C) Waiver
Staff may waive fees to other utilities or public agencies where such waivers are
reciprocated.

2.13-12(D) Annexation Fees

1. General Service Area $3,279/acre
2.13-12 (E) District Property Damages Full Cost Recovery
2.13-12 (F) Start Up Charge — All Accounts $ 20.00
2.13-12 (G) Tapping/Tie-in Charges $750.00
2.13-12 (H) Backflow Prevention Device Test $105.00

2.13-12 (I)  Unauthorized Connection to District Facilities $500.00
2.13-12 (J) Lien Release Fee $ 60.00
2.13-12 (K) Replacement of Damaged Meter Stop Valves $500.00

2.13-12 (L) Fire Flow Analysis $125.00
Letter Update Only $ 75.00

2.13-12 (M) Collection Agency Fee *35% of the Past Due Balance*



SECTION 2.14 SUB-METERING OF MULTI-FAMILY DEVELOPMENTS
2.14-1 Policy

The District allows owners of multi-family developments authorization to sub-meter their
facilities under conditions established by the District to encourage conservation while
ensuring fair treatment of consumers. For new multi-family developments, the District may
require sub-metering of their facilities on a case by case basis or as required by law. The
General Manager or his/her designee may waive this requirement at their discretion. A
written request shall be submitted for consideration of waiver.

2.14-2 Related Procedures
See Section 2.12, District Fees and Charges
2.13-3 Definitions

Sub-metering is defined as metering of water to an individual unit that has first been
master metered by the District.

Master Meter is defined as the water meter, maintained by the District, serving the
property.

Owner is defined as the owner of a development and/or property.

Tenant is defined as the occupant receiving sub-metered service.

Multi-Family Development is defined as a land or building development wherein more
than one residential unit is included in a structure or group of structures. It includes mobile
home parks, condominiums, and apartments; excludes second-family units.

2.14-4 PROCEDURES

If sub-metering is required by the District or requested by the owner, he owner of a multi-
family development shall install sub-metering for each unit, under the following conditions:

(@) Sub-metered accounts billed by the owner shall not exceed the current District
commodity rate and base charge as specified in Section 2.12, for the same period. In
addition, the total volume of water billed shall not exceed the amount of water on the master
meter.

(b) The owner may be required to provide records substantiating compliance with billing
criteria, if requested by District.

(c) The water system on the private property side of the master meter, including the
sub-meters, shall be solely the responsibility of the owner.

(d) A reasonable cost for administration of sub-meters may be billed to the sub-meter
account by the owner. The owner shall clearly delineate on the bill that any cost associated



with the sub-meters is a cost imposed by the property owner and not by Lakeside Water
District.

(e) A District furnished application for the use or implementation of sub-meters for
distribution of water for multi-family developments shall be submitted by the owner.

)] The owner shall comply with all state (including California Code of Regulations; Title
4, business Regulations; Division 9, Measurement Standards; chapter 5, billing for Utility
Services; Section

(9) The sub-metering accuracy of reading sub-meters, or accuracy of billing and
collection is not the responsibility of the District. The sub-metering and sub-billing of water
does not relieve or shift the responsibility of the owner from paying the District all fees,
charges, and bills associated with water service.

(h) The District may coordinate the inspection of the installation with the owner prior to
the connection of the sub-meters to the master meter.

SECTION 2.15 METERS AND LATERALS
2.15-1 Policy

A work order shall be established to account for work performed in the installation of
meters and laterals, to facilitate making and following good budgetary practices and
to accomplish clear communications between various departments.

2.15-2 Related Procedures
See Section 2.13 — District Fees and Charges
2.15-3 Definitions

A water lateral shall include the pipe from the District’'s water main to the proposed
meter location, a meter, a meter box, an angle meter stop valve for District use only,
and a customer ball valve. The District retains ownership of and responsibility for the
assembly. The consumer shall be responsible for all piping on the private plumbing
side of the meter, to and including the connection to the valve on the consumer’s
side of the meter. The Uniform Plumbing Code requires a shut off valve on the
consumer’s plumbing system. The District’s customer valve is included as a
convenience to the customer. Under no circumstances shall the customer operate
the District’s meter stop valve.

2.15-4 Procedures
When applying for a meter and lateral installation, the applicant shall;

A. Furnish legal description (Assessor’s Parcel Number) of the property upon
which water is to be used and designate the location at which he wishes the



meter placed. The applicant shall advise the District if any street
improvement plans are filed.

A. Pay the deposit for installation, the encroachment permit where required, all
connection fees and any other charges due and payable to the District for
said property. The District assumes NO responsibility for the delivery of
water through private pipelines or for any damage resulting from the
operation of same.

2.15-5 Location

A lateral is installed at right angles to the center line of the right-of-way, clear of
driveways, other water meters and other obstacles. Special requirements of
agencies having jurisdiction of the roadway may require an alternate location. Meters
will not be located on pipelines in easements except where no other pipeline is
adjacent to the property. The meter box is located as follows:

A. Where a concrete or asphalt curb exists, the meter box is located back of
the curb.
B. Where there are no curbs, the location of the box shall be as approved by

the staff in a location readily accessible to the District.

2.15-6 METER SIZE CHANGE OR RELOCATION

2.15-6(A) Increase

A meter may be increased in size upon payment, if required, of the standard
installation charges plus service charges, plus the difference between the
capacity fee of the smaller and larger meters.

2.15-6(B) Reduction
A meter may be reduced in size if appropriate. Where a new lateral is
required, the total cost of the new service will be charged. No refund will be
allowed for a reduction in meter size or a surrender of service.

2.15-6(C) Relocation

A meter may be relocated upon payment of the deposit for a new lateral
plus a service charge.

Any connection fees for the main to which the meter is to be moved shall be
paid prior to the installation of the new lateral.

The District reserves the right to reduce the meter and lateral size in the
event a relocation will result in excessive demands on the system.



2.15-7

2.15-8

2.15-9

Separate Meter for each Ownership

Not more than one ownership shall be supplied through one meter. Delivery
of District water by one owner to another owner in violation of this rule, shall
terminate the right to the meter and, after notice, service may be
discontinued until the violation is corrected. In the event of division of a
parcel that currently has two or more occupancies in one ownership being
supplied through one meter, separate meters must be installed for each
ownership.

Properties with two or more residences or commercial or industrial
establishments which could be divided and sold to separate ownerships
shall use a number of meters equal to the number of potential ultimate
ownerships.

District’s Right of Inspection and Access

Authorized District personnel shall have unrestricted access at reasonable
hours to all premises supplied by the District to inspect the supply, meters,
or other measuring apparatus and to see that rules and regulations of the
District are being observed.

Meter Size

The District reserves the right to regulate size, type and location of each
meter and lateral.

The following are suggested general guidelines for Apartments,
Condominiums, Single Family homes, etc.

Multiple Dwelling Size
Units
2t0 3 /4
41012 1”
13to 25 1%
26 to 40 2’

Over 40 Determined by Staff
Single Family Homes:
Less than 40,000 sq. ft. Ya”
Greater than 40,000 sq. ft. 1”
Over 1 acre Determined by Staff

Meter size for commercial or industrial development will be determined
individually.



SECTION 3.1 PURCHASE PROCEDURE
3.1-1 Policy

All purchases shall be made at the best possible price consistent with quality.
Whenever practical, competitive prices shall be obtained. No purchase shall
be made that is not authorized in the manner set forth herein.

3.1-2 Procedure
3.1-2(A) General

The policies and procedures set forth in this section are intended to implement
the provisions of Sections 54201-05 of the Government Code.

3.1-2(B) Bond and Limited Assessment Funds

1. Purchase of material to be furnished or used by the District in the
construction of works to be paid for with the proceeds of the sale of
bonds or a limited assessment shall be as provided in this
subsection. Sealed bids shall be solicited by publication once a week
for three weeks in a newspaper of general circulation in the County.
All invitations to bid shall include detailed specifications or indicate
where they can be obtained, shall specify the time and place where
bids will be opened and the time after opening within which an award
will be made or all bids rejected.

2. Bids shall be publicly opened at the time and place specified. After
the bids are checked for accuracy, they shall be presented to the
Board of Directors. Acceptance of any bid shall be by action of the
Board.

3. A bidder shall not be relieved of his bid unless by consent of the
Board of Directors upon a showing by the bidder to the satisfaction
of the Board that:

a. amistake was made;

b. the bidder gave the District written notice within five days after
the opening of bids of the mistake; specifying in the notice in
detail how the mistake occurred.

c. the mistake made the bid materially different then the bidder
intended it to be; and

d. the mistake was made in filling out the bid and not due to error
in judgment or carelessness in inspecting the site of the work or
in reading the plans or specifications. A bidder who claims a
mistake shall be prohibited from participating in further bidding
on the proposal on which the mistake was claimed.



3.1-2(C) Other Sealed Bids

The Board of Directors may require that purchases to be paid for from
other than the proceeds of bonds and limited assessments be on the
basis of sealed buds in the manner prescribed in Section 3.1-2 (B)
except that newspaper publication need not be required.

3.1-2(D) All Other Purchases

1. General
a. All other purchases shall be made by a purchasing agent
designated by the General Manager.
b. Purchases are not to be made unless sufficient funds are available
to make payment promptly upon delivery.
2. Inventory and Supplies
a. The designated Purchasing Agent is authorized to buy materials

which are primarily stored as inventory and supplies without specific
approval from the Board of Directors. Where practical, a minimum of
three quotations shall be secured unless the General Manager had
approved the material a “standardized item,” such as meters. There
shall be regular review of all stock in order to eliminate obsolete
material, and District shall maintain only a reasonable quantity in line
with future needs. Generally, purchases shall be limited to expected
requirements not exceeding one year.

Purchases for the Administrative Offices, and the Operations Center
shall be initiated by the affected Department Head.

3. Other Purchases

a.

All purchases, other than for capital assets or for inventory and
supplies, may be purchased on individual orders not to exceed
$8,000 without Board approval. Where practical, three quotations
shall be secured on all purchases unless the price is controlled by
an official rate-making body such as telephone, gas or electric
service. Expenditures over $8,000 must be approved by the Board
of Directors unless purchased under a contract previously
approved by the Board of Directors.

A purchase order must indicate name of vendor, exact description
and price of each item. All requests shall be reviewed and initialed
by the appropriate Department Head or designated alternate. The
request will then be reviewed and signed by the numbered and
prepared in triplicate. The white copy goes to the vendor, the
yellow to the delivery designation, and the pink is retained by the
Accounting Department.



C. The General Manager may authorize specific employees to
purchase certain items without his prior approval. Purchases of
this type are limited to previously approved firms. The description,
guantity, unit price and charge shall be noted on the
invoice/delivery ticket.

4, Petty Cash

Occasionally, purchases will be required from vendors that require cash
payment. Such purchases may be authorized from petty cash funds.
Authorization must be secured from the General Manager, or his designee. A
designee shall be limited to approving purchases not to exceed $300, if petty
cash funds are available.

SECTION 3.2 DISTRICT BIDDING PROCEDURES
3.2-1 Policy

Contracts for the construction of District projects shall be awarded as
required by law and in a manner most beneficial to the District.

3.2-2 Contract Work — Force Account Work

3.2-2(A) All District construction and capital improvement work, unless
performed by force account, shall be led by competitive bidding in
accordance herewith unless specifically exempted by the Board of
Directors.

3.2-2(B) Force account work shall mean work performed by District personnel.
It will include, but not limited to, the following: emergency repairs,
normal operations and maintenance work; additions or modifications to
the system performed in connection with private land development or
other public agency work; installation of laterals and/or meters and
other work of capital improvements when authorized by the Board.

3.2-3 Procedure
3.2-3(A) Call for Bids

1. Any contract of the District work to be paid for with the proceeds of
the sale of bonds or a limited assessment, or any other contract
shall be let by competitive bidding unless considered impractical by
the District Engineer.

2. If competitive bidding is considered impractical, it shall be let in
such a manner as the Board of Directors may determine is in the
best interest of the District.



3. After preparation of plans and specifications, the Board of Directors
shall call for sealed bids on work to be paid from bond or
assessment proceeds (See Water Code 22302). A notice inviting
bids shall be published in at least three internet plan rooms,
commonly used in the industry and shall also be sent to such
interested persons as may be determined by the General Manager.
For any other District work, the same posting shall apply.

3.2-3(B) Form of Call for Bids
The invitation for bids shall contain:

1. A statement that the plans and specifications of the works to be
constructed may be seen at the District office.

2. A particular description of the portion of the works advertised if less
than the whole works are advertised

3. A statement that the Board will receive sealed bids for the
construction of the works advertised or any portion of them
designated by the Board,

4. A statement that the contract or contracts for the works advertised
will be awarded to the lowest responsible bidder or bidders, but
that any or all bids may be rejected,

5. A statement of the time and place for opening the bids,

6. A statement indicating that copies of the prevailing wage rates are
on file at the District’s Office and are available for review,

7. Such other information as may be required by the Board.
3.2-3(C) Submission of Bids

1. Bids shall be submitted on forms supplied by the District, and each
bid shall be accompanied by required supplemental information
and a certified or cashier’s check or a bid bond in an amount equal
to 10 percent of the total bid price payable to the Lakeside Water
District.

2. If the contractor’s proposal is accepted, the contractor shall
execute the contract within the time provided in the contract
documents and furnish the necessary certificates of insurance and
bonds required by the contract documents.



3.2-3(D)

3.2-3(E)

3.2-3(F)

Opening of Bids

1. Bids shall be publicly opened at the time and place specified. After
the bids are checked for accuracy, they shall be presented to the
Board of Directors.

2. Acceptance of any bid shall be by action of the Board which
reserves the right to reject all bids or to make such award as it
deems to be in the best interest of the District.

Relief of Bidders

As provided in Government Code Sections 4200 et seq., a bidder shall
not be relieved of his bid unless by consent of the Board of Directors
nor shall any change be made in his bid because he has given the
District written notice within five days after the opening of his bid of the
mistake, specifying in the notice in detail how the mistake occurred. A
bidder who claims a mistake or who forfeits his bid security shall be
prohibited from participating in further bidding on the project on which
the mistake was claimed or security forfeited.

Performance and Payment Bonds

Any bidder to whom a contract is awarded must supply to the District a
faithful performance bond in an amount equal to the total contract
price, and for any contract in excess of $25,000 a Laborer and
Materialman’s Payment bond meeting the requirements of Sections
3247-3252 of the Civil Code of the State of California.



4.1

LAND DEVELOPMENT

4.1-1

4.1-2

4.1-3

Policy

Development of land within the District shall occur after landowners have
compiled with all applicable rules, regulations, ordinances and other
requirements of the County (and any other legally required governmental
entity) within which the land is situated. The district will aid landowners and
pertinent public authorities in ascertaining the nature and extent of water
availability for any parcel of land within the District.

Related Procedures

The following sections are related to this procedure and should be reviewed
for additional information.

Section 2.8  Fire Sprinkler Systems Laterals
Section 2.13 District Fees and Charges

Section 4.2  Extension of Water Facilities
Section 4.3  District Cost Reimbursement Policy

Fees
Additional charges will be made against land development projects that

involve the extension of water facilities. Section 4.2 “Extension of Water
Facilities” should be consulted.

4.1-4 Procedures

A. Request for Information and Conditions for Water Service

Upon receipt of a request for information about the availability of water
to serve a parcel of land, the District will process such request after
being paid the applicable fee. The request may come from the
owner/developer, a public agency or other interested person. The
District shall be furnished necessary information such as a map showing
the parcel, the assessor’'s number and the owner’s name.

B. Responses to Requests

1. The District will review requests and make appropriate Responses
thereto.

2.  County of San Diego- This request will require the District to indicate that
it has water available to serve to proposed development. The parcel
proposed for development and its relation to existing water facilities will be
identified to ascertain if the parcel can be served water at a minimum
static pressure of 25 pound per square inch (psi).



3.  Planning Department- This request will require additional Information
about the requirements to provide water service: the District will identify
the parcel and its relation to existing water facilities, ascertain if the parcel
can be served water and if any easements, right-of-way, encroachments
or other interests in land may be needed to provide water service.

4.  Fire Protection - the District will contact the Lakeside Fire Protection
District which provides fire protection for the parcel to review and
coordinate a determination of the proper facilities needed to provide fire
protection.

5. Letter Responses- The District will respond by letter to the appropriate
entities with the requested information.

4.1-4(C) Required Agency Approval

Prior to extending water service for land development and prior to Ascertaining the
estimates of costs and other matters necessary for the preparation of plans and
construction of new water facilities pursuant to Section 4.2 hereof, the District will require
proof that the land has been approved for the contemplated development as required by the
public agency which has jurisdiction thereof.

4.1-4 (D) Requirements for Land Development

In order to fulfill the requirements of the County for land Development, it may be necessary
to install or construct water facilities. If new water facilities are required, the work shall be
performed in accordance with the requirements of the District. (See Section 4.2).

4.2 EXTENSION OF WATER FACILITIES
4.2-1 Policy

After approval has been given by the responsible public agency for land
development, the District will construct or cause to be constructed the
necessary water facilities to provide water service for the land to be
developed. The cost for planning and constructing the new facilities shall be
borne by the landowner or developer. Upon completion, the facilities shall
be contributed to the District.

4.2-2 Related Procedures

The following sections are related to this procedure and should be
Reviewed for additional information:

Section 2.8 - Fire Sprinkler System Lateral
Section 2.9 - Work Orders

Section 2.13 - District Fees and Charges

Section 4.1 - Land Development

Section 4.3 - District Cost Reimbursement Policy

Refund Agreements



4.2-3 Deposits
A. Deposits for Water Main Extension
The District will require advance cash deposits before performing work.

After the District determines what facilities will be necessary for the
Provision of water service to land, the owner will submit plans for
water main extensions to the District. A plan check fee, as determined
by the General Manager will be required.

B. Other Cash Deposits

No initial deposit is required to process land development projects
Involving fire protection facilities on existing mains. However, before
construction will be commenced for such facilities, a deposit will be
required to cover the estimated installation costs.

4.2-4 PROCEDURE FOR WATER MAIN EXTENSIONS
4.2-4(A) General

Pipelines shall be installed in all dedicated streets; lots Reserved for future streets and in
private roads or easements where the District determines it is necessary to complete a
distribution system.

4.2-4(B) Construction Drawings, Review and Approval

(1) Construction drawings shall be prepared by the owner/developer’s registered
professional civil engineer, who will obtain all field data, prepare cost estimates,
develop plans to District standards and provide construction surveying when the
facilities are constructed, all at the developer’s expense.

(2) The District shall review the construction drawings for Conformance to its
standards. When the construction drawings are complete to the satisfaction of
the Engineer, the drawings will be signed by the General Manager. Water
Agency Standard Specifications for the Construction of Pipelines will be used for
the design standard.

4.2-4(C) Acquisition of Right-of-Way

(1) While construction drawings are being prepared, the Right-of-way requirements
will be determined by the District and transmitted to the developer.

(2) The Developer shall provide the District with a legal Description and 8-1/2” X
13” plat of the necessary right-of-way to be acquired. The plat shall be
reproducible transparency with District title block.



3)

District will review and finalize the right-of-way documents and transmit the
documents to the engineer and/or developer for signature. One fully executed
copy shall be returned to the District. All right-of-way requirements shall be met
by the owner/developer prior to construction.

4.2-4(D) Required Financial Arrangements

1.

Prior to issuance of the clearance for Department of Real Estate (see Section
4.1-4 (E) hereof) or commencement of construction, the owner/developer shall
make financial arrangements satisfactory to the District which will insure
construction of the water facilities in accordance with the approved construction
drawings and at no cost to the District.

Cash Deposit for District Portion of Estimated cost

The owner/developer shall deposit cash equal to the estimated cost for District

work and District charges set forth in letter stating conditions for water service.

If final District costs are more than that estimated, the owner/developer shall be
responsible to pay the difference.

Agreement for Improvement of Water Facilities

The owner/developer shall enter into an agreement to construct or cause to be
constructed the water facilities as approved and set forth in the construction
drawings. The agreement will require the owner/developer to furnish the District
with a faithful performance bond in an amount equal to the water main estimate
(excluding District’s costs) or an instrument of credit or a cash assignment and
if the project is more than $25,000, a laborers’ and materialman’s bond in an
amount equal to 100% of the faithful performance bond.

Form of Bonds and Agreement

() The District will furnish, upon request, a copy of the form of agreement and
bonds which are required to be furnished and executed. The bonding
company shall be authorized to do business in the State of California and
have a financial standing suitable to the District.

(i) The bonds shall remain in effect throughout the duration of the work and
the faithful performance bond shall remain in force for a period of one year
after the project is accepted by the District.

(ii) Following acceptance of the new facilities by the District, the developer
may reduce the amount of the faithful performance bond for the one year
guarantee period by substituting a new bond or security in an amount not
less than 25% of the water main estimate.

B. Execution by County-Joint Bonds & Agreements.



4.2-4(E)

4.2-4 (F)

4.2-4 (G)

If required by the County, the agreement to construct may be executed by them
and the bonds may also secure for them performance of the agreement by
faithful performance and laborer and materialman bonds.

Other Financial Arrangements

If the owner/developer chooses, a request may be made for different financial
arrangements. Such arrangements may be made on a case-by-case basis, but
each arrangement must insure to the District’s satisfaction that the work will be
completed at no cost to the District. Ordinarily, cash or cash assignments will
be acceptable.

File Numbers, Encroachment Permits and Environmental Requirements.

After financial arrangements have been completed, a Work Order number will
be assigned the project. The owner will secure necessary encroachment
permit(s) and provide a project information card for the Inspection Department.
The District will complete the Necessary environmental evaluation forms.

After the Agreement has been completed, an encroachment permit (s) obtained
and the environmental requirements completed, the project can be released for
construction. The following will be provided to the Operations Center for
construction.

a. Seven sets of the construction drawings;
b. One copy of the work order card;

c. Two copies of the encroachment permit;

d. Project information card for the Inspection Department.

Construction, Inspection and Testing

District representatives shall have access to all water main extension work for
detailed inspection and testing. Pressure testing, compaction testing and
bacteriological testing of the new facilities will be performed on all new facilities
at the expense of the owner. A 3% (of project cost) inspection fee will be
required.

Notice of Completion and Acceptance of New Facilities

The new facilities shall be considered complete after all work is performed in
accordance with the approved construction drawings and District standards,
including adjustment of all valve well covers flush with street pavement and
water meter boxes set to finished grade. After all work is completed, the
Inspection Department will notify the General Manager that the project is ready
for a Notice of Completion Procedure for Fire Protection Facilities on Existing
Mains



4.2-5 Procedure for Fire Protection Facilities on Existing Mains

4.2-5 (A) General

When installation of fire protection facilities on existing water mains are
required, the work will be performed by the District. The owner/developer must
follow the procedures herein and pay for all costs to the District.

4.2-5 (B) Determination of Fire Protection Requirements

The District will contact the appropriate fire agency responsible for fire
protection to determine the kind of fire protection facilities which will be
required. Generally the requirements fall into three categories:
Installation of new fire hydrants;

Upgrading of existing fire hydrants;

Installation of a fire sprinkler lateral.

4.2-5 (C) Estimate of Cost

When the owner/developer requests that the new facilities be installed, the
District will prepare an estimate of probable cost and inform the
owner/developer of the amount.

The owner/developer shall deposit with the District the amount of the estimated
cost of required work.

4.2-5 (D) Acquisition of Right-of-Way

1. The owner/developer shall furnish easements, right-of-way or other interests in
land necessary to install the facilities prior to commencement of work by the
District.

The requirements of Section 4.2-4 (D) shall apply.
4.2-5 (E) Installation of the Facilities

After all required charges, deposits, agreements, and rights- of-way are
provided, the District will perform the work required as soon as practical.

The District will obtain necessary encroachment permits and complete the
required environmental analysis.

All costs involved in installing the facilities will be charged to the work order.



4.3 DISTRICT COST REIMBURSEMENT POLICY-REFUND AGREEMENT.
4.3-1 Policy

Owners/developers may be reimbursed for that portion of the installation costs which are
attributable to reservoirs, pump stations and pipelines larger than 10”.

4.3-2 Reimbursement Rules - Oversized Pipelines Procedures
4.3-2 (A) Oversized Pipelines

1. The developer shall pay for the cost of all water facilities. The District may
allow reimbursements to the developer for pipelines installed at the District’s
direction which are sized larger than is necessary (over 10”) for the
developers project, and is sized solely for future development.

2. The District may allow reimbursement to developers for future hook-ups to a
developer installed pipeline in the form of a special connection fee collected
by the District for those fronting on said pipeline. All reimbursement
agreements shall be entered into pursuant to a written agreement approved
by the Board of Directors.

4.3-3 Procedures

4.3-3(A) The estimated amount and terms of any District reimbursement will be
proposed by staff.

4.3-3(B)  All reimbursement agreements must be approved by the Board of
Directors.

4.4  PLANS AND SPECIFICATIONS-ISSUANCE AND REFUND
4.4-1 Policy

Specifications and contract documents shall be readily available to contractors, engineers,
developers and suppliers to encourage the most competitive bidding possible.

4.4-2 Related Procedures

See Section 2.13-District Fees and Charges

4.4-3 Procedure
4.4-3(A) General

1. The intent of this practice is to make available to the contractors,
engineers, developers and suppliers adequate materials regarding the
District’s standards and needs in order that the District will realize the
most responsible price for work or materials purchased.



2. Distribution of excessive copies of either plans or specifications is not in
the best interest of the District and should be controlled.

4.4-3(B) Standard Specifications

Lakeside Water District uses the "Water Agency Standards" for all construction,
design and installation standards. The "Standards" are located at www.sdwas.org
and available at no cost.

4.4-3(C) Specific Project Contract Documents

1. A deposit or fee may be collected for each setoff contract documents
(plans and specifications) on projects.

2. Contract documents can be acquired by contractors or suppliers by
contacting the Customer Service Staff, who shall be principally
responsible for issuing contract documents for District construction
projects.

3. All contract documents shall be numerically coded by the Customer
Service Staff prior to being issued. The Customer Service Department
shall keep a master list which will show the following information on each
contractor or supplier acquiring contract documents.

a. Names and mailing addresses of the firm taking the contract
documents.

b. The telephone number of the firm with area code;

c. Number of contract documents issued each firm and items issued,
especially addenda,;

d. Amount of the deposit or fee received, if any;

e. Date of the transaction.

2.  The number of contract documents issued to a particular contractor shall
be regulated as follows.

a. General contractor-3 copies maximum;

b. Subcontractors or suppliers-1 copy maximum.

c. Additional copies may be authorized by the Engineer or his
designate and a deposit or fee established.

3. Any changes to the contract documents after the notice inviting bids has
been published shall be made by addenda. All addenda shall be sent by
certified mail with return receipt.

4. The designated deposit or fee if required shall be collected and a receipt
issued. A copy of the receipt shall be retained in the records of the
Customer Service Department.



6.

For documents requiring deposit, if after ten calendar days following
receipt of sealed bids, the contract documents are not returned, the
deposit shall be forfeited to the District. For contractors submitting bids,
the deposit for one set of contract documents shall be refunded upon
the return of the remaining documents not returned with the bid. The
deposits by the successful bidder and all of his subcontractors expressly
listed in the bid document shall be returned automatically without return
of contract documents to the District.

For documents requiring deposit, upon the return of the contract
documents within ten days of the bid opening, a refund will be made to
the contractor or supplier. All refunds shall be authorized by the
Engineer or his designee.

4.6 FIRE PROTECTION POLICY

4.6-1 Policy

The District provides water to meet the needs of local fire agencies and its
customers in order to minimize damage to life and property from fires. The
District will use its best efforts to provide sufficient water to meet fire
emergencies, but it does not guarantee the availability of any specific quantity
of water at a particular time or the proper functioning of fire protection
systems.

4.6-2 Related Procedures

See Section 2-13 — District Fees and Charges

4.6-3 Design Criteria

(A)

(B)

The District’s existing distribution system has been generally designed
to meet peak hour demands, including fire flow capabilities.

Local Fire agencies review new developments to determine fire
protection requirements. New water mains will be designed as nearly
as practical to accommodate the needs of the fire agencies.

4.6-4 Installation of New Fire Protection Facilities

(A)

(B)

Fire Hydrants on District mains are the property of the District.
However, payment for new fire hydrant installations or fire hydrant
head replacements is the responsibility of the fire protection agency or
property owner concerned.

Charges for the installation of new fire hydrants on existing mains shall
be based on actual cost plus overhead and contingencies.



(C) Installation of private fire protection systems via a fire sprinkler lateral
shall be installed consistent with Section 2.8 — fire sprinkler system

lateral.

(D) When possible, new fire hydrants shall be placed in the ultimate location
based on information provided by the agency having jurisdiction over the
public right-of-way.

4.6-5 Maintenance Criteria

4.6-5 (A)

4.6-5 (B)

4.6-5 (C)

The District will provide all labor and material for major
maintenance of fire hydrants within the District to assure water
tightness. This includes replacement in kind, if necessary, but
does not include upgrading the type or capacity of the fire
hydrant.

The local fire agency will be responsible for all the minor
maintenance. Minor maintenance includes replacement of
hydrant caps, tightening packing, removal of weeds around
hydrants and periodic painting of fire hydrants and protective
posts.

When a fire hydrant is damaged in a traffic accident or by
vandalism, the District will repair or replace the fire hydrant as
necessary at the District’s expense.

4.6-6 Fire Hydrant Testing

4.6-6 (A)

4.6-6 (B)

4.6-6 (C)

Before a fire hydrant is accepted by the District, it will be
activated by District staff and a record of its location made.

The District will cooperate with fire agencies in periodically flow
testing all hydrants which can be safely tested without property
damage or adverse effect on the District’s system. Flow testing
shall be done in accordance with Section 7 of the “Agreement
to Provide for the installation and Repair of Fire Hydrants”
between the District and the appropriate fire agency.

Periodically, the Insurance Services Office (1.S.0.) will evaluate
the fire protection capabilities of the fire agencies within the
District. The District will cooperate in flow testing hydrants, if
practical.

4.6-7 Fire Hydrant Relocations

4.6-7 (A)

When it is necessary to relocate an existing fire hydrant due to
public improvements (contracted and paid for by a public
agency), the District will relocate the fire hydrant at the District’s
expense.



4.6-7 (B) When it is necessary to relocate an existing fire hydrant due to
private improvements, the District will relocate the fire hydrant
at the owner and/or developer’s expense.

4.6-7 (C) When possible, fire hydrants shall be relocated to the ultimate
location based on information provided by the agency having
jurisdiction over the public right-of-way The local fire agency
shall make the appropriate contacts when easements are
required. The District will prepare the necessary easements
documents.

4.8 PROCEDURES IMPLEMENTING CALIFORNIA ENVIRONMENTAL QUALITY
ACT

4.8-1 Policy

The District shall comply with the requirements of the California Environmental Quality Act
including amendments which may be adopted from time to time.

4.8-2 Purpose of Procedures

These procedures are intended to implement the purposes and provisions of the California
Environmental Quality Act (hereinafter referred to as “CEQA”), as set forth in Public
Resources Code Section 21,000 et set., and the Guidelines for Implementation of the
California Environmental Quality Act (hereinafter referred to as State CEQA Guidelines:)
developed by the Office of Planning and Research and adopted by the Secretary for
Resources, as set forth in Title 14 of the California Administrative Code Section 15,000 et
seg.

4.8-3 Short Title
These procedures may be cited as the “District's CEQA Procedures.
4.8-4 Legal Authority for Procedures

These procedures are adopted pursuant to the requirements of Section 21082 of the Public
Resources Code which requires all public agencies to adopt objectives, criteria and
procedures for the evaluation of projects and the preparation of environmental
documentation and which requires that such objectives, criteria and procedures for the
evaluation of projects and the preparation of environmental documentation and which
requires that such objectives, criteria and procedures must be consistent with the provisions
of CEQA and with the State CEQA Guidelines.

4.8-5 Prior District Guidelines

These procedures shall replace the District’s Guidelines

Implementing California Environmental Quality Act (January, 1981). These procedures
apply prospectively only and shall apply to steps in the CEQA process not yet undertaken
on the effective date of these procedures, provided however, that any document meeting
the content requirements in effect when the document was set out for public review need



not be revised to conform to any new content requirements in these procedures which take
effect before the document is finally approved.

4.8-6 Effective Date
These procedures shall take effect November 29, 1983
4.8-7 Incorporation of State CEQA Guidelines

Pursuant to the authority granted by section 15022 (d) of the State CEQA Guidelines, the
District adopts and incorporates by reference the State CEQA Guidelines to the extent that
they are applicable to local agencies such as the District. A copy of the State CEQA
Guidelines shall be maintained on file at the offices of the District with these procedures,
and any future amendments to the State CEQA Guidelines shall be deemed automatically
incorporated into these procedures on the 120t day after the effective date of the
amendment, or on such earlier date as may be required by the amendment.

4.8-8 Supplementary Procedures

These procedures are intended to tailor the general provisions of the State CEQA
Guidelines to the specific operations of the District In the event of any irreconcilable conflict,
the State CEQA Guidelines shall prevail over these procedures.

4.8-9 Additional Definitions

Article 20 (commencing with Section 15350) of the State CEQA Guidelines contains
definitions of terms used throughout those guidelines, unless a term is otherwise defined
in a particular section. Those definitions shall apply to these procedures, and in addition,
thereto, the following definitions shall apply:

A. “Board means the Board of Directors of the Lakeside Water District.
B. “Decision-making body,” when used in reference to the District, m