RESOLUTION NO. 2022-2283

A RESOLUTION APPROVING BOARD POLICY REVISIONS FOR B-100 BOARD MEMBER
BENEFITS AND F-100 CREDIT CARDS

THE LAS GALLINAS VALLEY SANITARY DISTRICT

WHEREAS, the Board of Directors (“Board”) has determined that a comprehensive list
of Policies and Procedures for the Board is in the best interest of the District; and

WHEREAS, the Board has compiled a comprehensive list of Policies and Procedures to
serve as the rules and regulations of the Board; and

WHEREAS, the Board did adopt such comprehensive list of Policies and Procedures on
July 9, 2009; and

WHEREAS, such policies may need to be updated from time to time; and

WHEREAS, on September 15, 2022, the Board reviewed and suggested changes on
Board policies B-100 Board Member Benefits and F-100 Credit Cards;

NOW THEREFORE, the Board of Directors of the Las Gallinas Valley Sanitary District
approves the following revised policy sections: B-100 BOARD MEMBER BENEFITS AND F-
100 CREDIT CARDS. The previously approved Board Policies B-100 and F-100 are hereby
revoked and declared null and void.

If any policy or portion of a policy contained within the Policies and Procedures is in
conflict with rules, regulations, or legislation having authority over the Las Gallinas Valley
Sanitary District, said rules, regulations or legislation shall prevail.

The Policies and Procedures shall remain in effect until amended by at least a majority
vote of the Board of Directors.
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| hereby certify that the forgoing is a full, true, and correct copy of a resolution duly and
regularly passed and adopted by the Sanitary Board of the Las Gallinas Valley Sanitary
District, Marin County, California, at a meeting thereof held on the 6™ day of October 2022, by
the following vote of the members thereof:

AYES, and in favor thereof Members: C la | NI (\/\m-\.\ SAvihman, Y72 man.

NOES, Members: Nl .

ABSENT, Members: A/ ™4 /

ABSTAIN, Members: AJjo~. . <-
27N

Teresa Lerch, District Se“CFé’fy ry
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APPROVED:

) ) Yo

Crystal Yezman/ Vice < Prdsident of Board of Directors
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Policies and Procedures Manual

Las Gallinas Valley Sanitary District

B-100 BOARD MEMBER BENEFITS
Purpose

This policy establishes the rules for benefits for Board Members.

B-100-10 Insurance Choices. Each Board Member shall receive District Health Care and/or
District Self-Insured Dental Care and/or District Long Term Care group insurance coverage at
the sole choosing of the Board Member. The “cafeteria” insurance arrangement allows each
Board Member to select one, two, or all three of the plans to fit individual needs.

B-100-20 Limits on Cost. The District shall pay up to $200 per month to provide the cafeteria
premium insurance coverage for each Board Member, with each Board Member responsible to
pay any costs of the coverage above $200 per month in insurance premiums. In-lieu of the
cafeteria insurance coverage, Board members may be reimbursed up to $200/month for
insurance and/or related health or dental expenditures.

B8-100-30 Eligibility. The group insurance coverage shall be available only to “active” Board
Members.

B-100-40 Comparable Benefits. The Board has deemed that the benefits provided to Board
Members are less than the benefits provided to District employees. The Board also has
determined that the benefits are comparable to benefits received by other sanitary district
directors in Marin County and are in accord with the comparative responsibilities and
commitment that must be made by Board Members.

B-100-50 Notification of Changes. Board Members must notify the District if their insurance
coverage changes and it would impact their limits on cost.
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F-100 CREDIT CARDS
Purpose

This policy establishes who gets credit cards, the controls over their use, repayment, and
required documentation for employees for purchases of minor supplies and services on behalf
of the District; paying for travel when on District business trips; and making small purchases as
authorized in the Purchasing Policy.

F-100-10 Board Oversight. The Board Vice-President is authorized as the primary account
holder who shall review statements of credit card transactions with supporting materials along
with the warrant list. This Board member is not to use the credit card for purchasing. Per Board
decision, on May 8, 2003 Board Members cancelled their credit cards.

F-100-20 Distribution. Credit cards shall be provided to District Staff members as determined
necessary for the position by the General Manager. The Board is to be notified of the issue of
new cards in a timely matter.

In order to maintain security over District issued credit cards, staff shall maintain possession of
their District issued credit cards and not loan them to other staff for use.

F-100-25 Responsibility. The primary responsibility for ensuring the appropriate use of credit
cards lies with the Named Cardholder. The Named Cardholder is responsible for obtaining
receipts and providing them to the Administrative/Financial Specialist monthly.

The Department Head is responsible for (1) safeguarding against misuse of credit cards under
control of their department staff; (2) implementing departmental procedures to ensure that
purchases are appropriately reviewed, approved, and processed in a timely manner.

F-100-30 Limits on Purchases and Credit Card Limits. Credit card purchases shall be
limited to:

o Budgeted District expenses and to certain vendor accounts.

« District business related seminar and conference expenses to include lodging, travel,
meals, conference registration, and other appropriate expenses. The Administrative
Services Manager is to be notified if the credit card is to be used outside the District.
This is done in order to notify the bank for security.

o Meal expenses, as well as the meal expense of a guest if the breakfast/lunch/dinner
meeting includes necessary discussion of District business with the guest. Excludes
alcohol.

e Spouse or guest expense under very limited circumstances and only when paying for the
spouse or guest in another manner is difficult or cumbersome. Reimbursement to the
District, accompanied by an expense receipt, shall be made in a timely manner.

o Other instances deemed appropriate by the General Manager.
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Credit Card Limits

General Manager Up to $20,000
Plant Manager Up to $10,000
District Engineer Up to $10,000
Collection/Maintenance/Safety Manager Up to $10,000
Administrative Services Manager Up to $10,000
District Secretary Up to $ 5,000
Administrative/Financial Specialist Up to $ 5,000
Assistant/Associate Engineer Up to $ 5,000
Environmental Services Supervisor Up to $ 5,000
Plant Operations Supervisor Up to $ 5,000
Maintenance Supervisor Up to $ 5,000
District Administrative Assistant Up to $ 2,000
Selected Plant, Collections and Maintenance

Workers Up to $ 1,200

F-100-40 Review. The Administrative/Financial Specialist is to provide monthly statements to
each Named Cardholder, collect receipts from each Named Cardholder and reconcile them to
credit card transactions on a timely basis. The Administrative Services Manager shall review
credit card purchases and determine the adequacy of receipts. The General Manager shall be
provided credit card statements, receipts, and summary report for final review.

F-100-50 Revocation. A majority vote of the Board is required to revoke the use of a card by
the General Manager. The General Manager may revoke the use of a credit card by an
employee.

F-100-60 Prohibitions. Unauthorized use of a credit card or use of a credit card for personal
purchases is strictly prohibited. The unauthorized use shall be reimbursed to the District by the
employee before continuation of the use of the credit card will be allowed.

F-100-70 Use of Personal Credit Cards for District Business. Employees who are issued
District credit cards are required to use them for District business unless administratively
unfeasible.

Employees who do not have District issued credit cards may use personal cards to pay for
travel expenses, emergency purchases and incidental items related to District business up to
$2,500 per event.

Use of personal credit cards for District purchases other than outlined above requires prior
approval by the General Manager or will not be paid by the District.
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