PWSID(s):____________ 

Waterworks Business Operations Plan (WBOP)
Non- Transient Non-Community (NTNC) Waterworks
Staff Review Guide 

ODW has developed the WBOP NTNC Staff Review Guide ("NTNC Guide") as a tool to assist VDH ODW staff who review WBOPs submitted by NTNC waterworks. The reviewer is encouraged to use the Guide as a checklist to confirm a submitted WBOP is complete; or, if the reviewer finds a WBOP is not complete, the Guide serves as a reference outlining needed or required information/supporting documentation.
The Guide is a detailed questionnaire that takes the reviewer through a brief “Initial Review” of required information, then moves on to questions regarding specific WBOP components. In conjunction with the Guide, staff should also refer to the accompanying WBOP NTNC Waterworks Instructions (“NTNC Instructions”), NTNC Waterworks Form (“NTNC Form”), and NTNC Excel Workbook (NTNC Workbook); the Guide mirrors the organization used in the NTNC Instructions and Form. 
Only one complete copy of the entire WBOP is required to be submitted. A submitted WBOP will likely be comprised of both print and digital content. Digital content may include the complete WBOP (text portion), financial spreadsheets, and/or supporting documentation, and may come via email or CD. If any portion of the WBOP digital content is unable to be accessed or printed by the reviewer (such as due to software incompatibility), the reviewer should direct the waterworks owner to resubmit those portions in an accessible format.
Initial Review: “WBOP incomplete”

When a WBOP is received at the field office, the reviewer is to perform an “Initial Review”. The Initial Review consists of six questions, which gauge the completeness of a WBOP. A “No” answer to any of these six questions indicates the WBOP is incomplete as submitted. At this point, before proceeding further with the review, the reviewer should contact the waterworks owner to resolve the incomplete items. The reviewer should use professional judgment in determining the best means for obtaining the missing/incomplete information (letter, phone, and/or email). 
If the owner is unable to provide the necessary items in writing, the WBOP should be returned to the owner, along with a comment letter outlining the incomplete items that need to be resolved before resubmitting the WBOP. The reviewer may also direct the waterworks to the ODW Capacity Development Division staff for technical assistance during this stage of the WBOP preparation and review process.

Initial review: “WBOP complete”

If the WBOP passes the Initial Review, the reviewer is to proceed through the Guide’s subsequent sections (questions). The questions will guide the reviewer step-by-step through a complete review, and will indicate when additional information and/or clarification are needed from the waterworks owner. The owner is expected to provide this additional information in writing to the field office. If needed changes/documentation are substantial, the reviewer may request complete resubmittal of the WBOP. However, not every request for additional information/clarification will require a complete WBOP resubmittal; the owner may, at the discretion of the reviewer, instead send corrected pages/worksheets and/or documentation for the portion(s) needed. 

Within the NTNC Instructions and Form, the owner is instructed to attach certain documents “if available”. If these documents are not currently available, the waterworks will not be required to create them to meet this requirement. For example, if a waterworks currently does not complete annual audits, they will not be required to complete annual audits to include with the WBOP submission. However, if they currently complete annual audits, the reviewer is to request the annual audits be included with the WBOP submission. The reviewer should use professional judgment in determining if the owner should be questioned about the presence/absence of these documents.  
	Waterworks Owner:
	     

	Waterworks Name(s):
	     

	PWSID(s):
	     

	ODW Reviewer:
	     

	WBOP Received Date:
	     

	WBOP Review Date:
	     


	INITIAL REVIEW:

Answering "No" to any of these six initial review questions indicates the WBOP is incomplete. Contact owner before continuing with review.
	Yes
	No

	1.  Is this an existing or proposed Public Water System (PWS)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.  Are all digital documents able to be accessed and/or printed for this review?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.  Has the PWS used the appropriate WBOP NTNC Form for submitting the WBOP?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.  Is Worksheet 1: Six-Year Technical, Managerial, & Financial Commitment Summary 

completed and submitted?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.  Is the Owner’s Certification Statement signed and dated?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.  Has the PWS submitted either a Statement of Financial Commitment or a copy of a report (or

     other financial documentation) that includes an itemized annual budget that clearly identifies

     the PWS total revenues and expenses?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



Reviewer Comments:        
	PART 1 - WATERWORKS INFORMATION 
	Yes
	No

	I.  OWNER INFORMATION

	1.  Does the WBOP identify the individual, company, or entity that owns, or will own the PWS?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	II.  WATERWORKS DESCRIPTION

	2.  Does information provided in the WBOP NTNC Form match information ODW already has  

     about the PWS such as a Preliminary Engineering Report (PER), Operations Permit  

     Application, and/or existing Waterworks Description Sheet)?  

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to forward comments to the PWS questioning the inconsistencies.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	III.  OPERATOR REQUIREMENTS

	3.  Does the WBOP identify the number of operators required for the PWS?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.  Does the WBOP identify the license classification needed by the Operator in Responsible 
     Charge and the operator attendance requirement for the PWS?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	PART 1 – WATERWORKS INFORMATION: SUMMARY QUESTIONS

	5.  Does the WBOP provide all required information for Part 1 - Waterworks Information?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.  Does the WBOP include:

      FORMCHECKBOX 
 Map of the water system showing location of all facilities and distribution system?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.  Is supporting documentation sufficient to verify statements made in the WBOP?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.  summarize issues identified by the  review of part 1 - waterworks information that 
     may indicate the wbop is incomplete (forward these comments to the PWS; include applicable 

     recommendations for sustainability improvements):        



	PART 2 - STAFFING
	Yes
	No

	I.  BUDGET PLANNER/PREPARER

	1.  Does the WBOP identify who is responsible for preparing/planning the PWS budget?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	II.  TAX RETURNS AND ANNUAL AUDIT REPORTS

	2.  Does the WBOP identify who is responsible for preparing the PWS tax returns and/or any 
     required audit reports?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	III.  OPERATIONS PERSONNEL

	3.  Does the WBOP identify the licensed Operator in Responsible Charge and provide their license 
     number, license class, expiration date, and specific areas of responsibility?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.  Does the WBOP identify any additional/other operators employed at the PWS and provide 
     their license number, license class, expiration date, and specific areas of responsibility?

If no: If the PWS does not require additional operators, skip to Question 5, below. 

If additional operators are required, the WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.  Does the WBOP identify personnel performing other functions for the PWS, such as:

      FORMCHECKBOX 
 Management                        FORMCHECKBOX 
 Cross Connection & Backflow Prevention 

      FORMCHECKBOX 
 Preventive Maintenance     FORMCHECKBOX 
 Other Personnel
If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	IV.  PROFESSIONAL ENGINEER / ENGINEERING SERVICES

	6.  Does the WBOP identify the Professional Engineer or Engineering Services Company that will 
     provide engineering services to the PWS?

If no: PWSs should be encouraged to have an engineering firm/engineer to work with, however this is not a requirement.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	PART 2 – STAFFING: SUMMARY QUESTIONS

	7.  Does the WBOP provide all required information for Part 2 - Staffing?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.  Does the WBOP include (if applicable):

      FORMCHECKBOX 
 Waterworks Operation Contract

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	PART 2 – STAFFING: SUMMARY QUESTIONS (CONT’D)
	Yes
	No

	9.  Is supporting documentation sufficient to verify statements made in the WBOP?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.  summarize issues identified by the review of part 2 - staffing that may indicate the 
        wbop is  incomplete (forward these comments to the PWS; include applicable recommendations for 
       sustainability improvements):        



	PART 3 - MANAGEMENT & OPERATIONS
	Yes
	No

	I.  MANAGEMENT

	1.  Does the WBOP provide a Statement of Financial Commitment or a copy of a report (or other 
     financial documentation) that includes an itemized annual budget clearly identifying PWS 
     totalrevenues and expenses?  
If no:  Reviewer should not proceed further with the review, the WBOP is incomplete. 
Reviewer should contact the PWS owner and ask for resubmittal of the WBOP with the required documentation. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.  Does the WBOP include (as applicable):

     For those businesses for which selling water is not their primary business:
      FORMCHECKBOX 
 Statement of Financial Commitment

              or
     For those businesses for which selling water is their primary business:

      FORMCHECKBOX 
 Budgets (Fiscal Year)

      FORMCHECKBOX 
 Budget Development Procedures 

      FORMCHECKBOX 
 Summary of Budget Management Controls and Policies

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.  Does the WBOP indicate the PWS is using either a manual general ledger or computer-based 
     accounting software for financial bookkeeping? 
If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner. Reviewer may refer the PWS to appropriate ODW staff for technical assistance.  
Note: The PWS may indicate software is to be purchased or that other measures will be implemented. This should be mentioned in the final approval letter. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.  Does the WBOP include:
      FORMCHECKBOX 
 Contract Agreements for Waterworks Operations (if applicable

      FORMCHECKBOX 
 Certificate of Insurance (if available)

If no: If no and applicable, the WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	II. OPERATIONS

	5.  Does the WBOP account for all required sample plans and sampling frequencies?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.  If “No”, is the PWS working with the ODW Field Office Staff to resolve any open issues?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.  Existing PWS: Is the existing PWS meeting Monthly Operation Reporting requirements?

       or 

    New PWS: Is the new PWS aware of Monthly Operation Reporting requirements?

If no: Ensure adequate sustainability improvements are included, otherwise, WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	PART 3 – MANAGEMENT AND OPERATIONS (CONT’D)
	Yes
	No

	III.  PROCEDURES

	8.  Does the WBOP indicate the PWS has routine and preventive maintenance procedures?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.  If “Yes”, does the WBOP include a summary of the routine and preventive 
     maintenance procedures, and do they appear adequate?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.  Did the WBOP provide adequate responses to each of the following sections?

       FORMCHECKBOX 
 Customer Complaints
       FORMCHECKBOX 
 Cross Connection & Backflow Prevention

       FORMCHECKBOX 
 Safety

       FORMCHECKBOX 
 Waterworks Security
       FORMCHECKBOX 
 Leak Detection

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	IV. OTHER INFORMATION

	11.  Does the WBOP include:

       FORMCHECKBOX 
 List of all the types of records maintained by the PWS, including applicable retention  

            periods and the location where records (both electronic and paper) are kept.

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12.  Does the WBOP include a plan for addressing complaints?  

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13.  Does the WBOP identify regulatory issues or violations?

If no: If reviewer knows of issues or violations that should be accounted for here, the WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14.  If “Yes”, does the WBOP provide adequate explanation of how the issues or violations are
      being addressed? 

Note: If no, reviewer should determine if the issues are addressed elsewhere in other WBOP sections, such as part of a CIP or changes in operations/maintenance procedures. If the issues have not been addressed elsewhere in the WBOP, the WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	PART 3 – MANAGEMENT & OPERATIONS (CONT’D)
	Yes
	No

	PART 3 - MANAGEMENT & OPERATIONS: SUMMARY QUESTIONS

	15.  Does the WBOP provide all required information for Part 3 - Management & Operations?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	16.  Is supporting documentation sufficient to verify statements made in the WBOP? 

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17.  summarize issues identified by the review of part 3 - management & operations that 

        may indicate the wbop is incomplete (forward these comments to the PWS; include applicable 
       recommendations for sustainability improvements):        



	PART 4 - PLANNING
	Yes
	No

	I. GENERAL INFORMATION

	1.  Does the WBOP indicate the PWS has projected water demands for the 6-year evaluation 
     period?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner. Without this information, the estimation of revenues and expenses necessary to complete the financial part of the WBOP will be difficult.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.  If “Yes”, do existing source, treatment, storage, and transfer capacities meet projected 
     demands for each year of the 6-year window?

If yes: If yes, and no improvements are necessary due to growth limitations within the PWS, this element of the WBOP is acceptable; skip to Question 4, below.
If no: Proceed to Question 3 below. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.  If “No”, does the WBOP identify improvements that will address these demands within the 6-
     year evaluation period (CIP project, etc)?

If no: If the PWS has not identified improvements, the  WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner.

Note: The WBOP may include the proposed development of a Preliminary Engineering Report (PER) within the 6-year evaluation period that identifies alternatives and possible Capital Improvement Projects that address capacity issues. Although the development and approval of a PER may be considered an improvement, the PWS may be limited to expansion until other improvements are completed (such as capital improvements). 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.  Is the reviewer or PWS owner aware of any known or anticipated impacts on the water 
     source?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.  If “Yes”, list these known or anticipated water source impacts:        


	6.  Is the reviewer aware of any known treatment or infrastructure issues within the PWS that 
     need to be addressed that are not included in the questions above?   
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.  If “Yes”, list these treatment or infrastructure issues, and verify they are addressed
     in Part 4 - Planning and  Part 5 - Financial Information (CIP portion):        


	8.  If there are known or anticipated water source impacts, does the WBOP identify 
     improvements to address these impacts within the 6-year evaluation period?  
If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS  owner.

Note: The PWS owner may propose developing a PER that identifies alternatives and possible CIP projects that address source issues. Development and approval of a PER may be considered an improvement, but the issue is not resolved until actual improvements are completed. Source water protection plans may be effective in limiting some impacts to sources if the plans are supported by local law or ordinance. ODW staff should refer the PWS to those types of plans when appropriate.   
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	PART 4 - PLANNING:  GENERAL INFORMATION (CONT’D)
	Yes
	No

	II.  WATERWORKS IMPROVEMENTS AND EXPANSION

	9.  Does the WBOP indicate the PWS has a Capital Improvement Plan (CIP) in place?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.  If “No”, does the WBOP describe plans for waterworks improvements and expansion, 
       including cost and funding estimates (capital improvement planning), for a minimum of each 
       year of the 6-year evaluation period?
If no: If the PWS does not have a CIP in place, or has not provided plans for capital improvement for the six-year evaluation period, the WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the PWS owner. This is also the action to take if ODW staff has knowledge of issues that need to be addressed, but have not been identified in the planning section. 

Note: The PWS may indicate in this section there are no plans for a CIP project or purchase within the 6-year evaluation period. This may be acceptable for some PWSs that are well maintained and have no plans for expansion.  
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11.  Does the WBOP indicate the PWS has an Asset Management Plan?  
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12.  If “No”, has the PWS completed an inventory of the facilities and equipment, and attached the 

       inventory to the WBOP?

If no: If the PWS does not have an Asset Management Plan or did not complete the inventory of facilities and equipment,  the WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13.  Does the WBOP identify the most critical component(s) of the PWS and list their replacement
       costs?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	PART 4 - PLANNING: SUMMARY QUESTIONS

	14.  Does the WBOP provide all required information for Part 4 - Planning?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	15.  Does the WBOP include the following attachments:

        FORMCHECKBOX 
 Capital Improvement Plan (CIP) if available
        FORMCHECKBOX 
 Asset Inventory if available
        FORMCHECKBOX 
 Asset Management Plan (if available)
        FORMCHECKBOX 
 Preliminary Engineering Report (if available)

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	PART 4 - PLANNING:  SUMMARY QUESTIONS (CONT’D)
	Yes
	No

	16.  Is supporting documentation sufficient to verify statements made in the WBOP?

If no:  WBOP may be considered incomplete. Reviewer is to forward comments to the PWS requesting this information.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17.  summarize issues identified by the review of part 4 - planning that may indicate the
        wbop is incomplete (forward these comments to the PWS; include applicable 

       recommendations for sustainability improvements):        
 


	PART 5 - FINANCIAL INFORMATION
	Yes
	No

	I.  OWNER COMMITMENT

	1.  Does the WBOP include: 
      FORMCHECKBOX 
 Statement of Financial Commitment 

             or 

     FORMCHECKBOX 
 Waterworks Budget 

     FORMCHECKBOX 
Annual audits (if available)     

     FORMCHECKBOX 
 Balance sheets + Cash Flow Statement + Income Statement (if available)

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	II.  OPERATION, MAINTENANCE, AND ADMINISTRATIVE EXPENSES

	2.  Does the WBOP identify waterworks-related Total Operations and Maintenance Expenses 
     (Line 4) of Worksheet 1: Six-Year Technical, Managerial, & Financial Commitment 
     Summary?

If no:  Reviewer should not proceed further with the review, the WBOP is incomplete. 

Reviewer should contact the PWS owner and ask for resubmittal of the WBOP with the required documentation. The owner may choose to use the NTNC WBOP Excel worksheet, “Supplemental Worksheet: Budget Documentation”.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.  Does the WBOP include sufficient supporting documentation for the waterworks-related Total
     Operations and Maintenance Expenses?
If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.  Does the WBOP identify waterworks-related Total General and Administrative Expenses 
     (Line 5) of Worksheet 1: Six-Year Technical, Managerial, & Financial Commitment 
     Summary?

If no:  Reviewer should not proceed further with the review, the WBOP is incomplete. 

Reviewer should contact the PWS owner and ask for resubmittal of the WBOP with the required documentation. The owner may choose to use the NTNC WBOP Excel worksheet, “Supplemental Worksheet: Budget Documentation”.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.  Does the WBOP include sufficient supporting documentation for the waterworks-related Total 
     General and Administrative Expenses?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	III.  DEBT- RELATED EXPENSES

	6.  What waterworks-related debt does the PWS have (choose all that apply):
       FORMCHECKBOX 
 Existing

       FORMCHECKBOX 
 Future

       FORMCHECKBOX 
 None

If none: skip to Question 9, below.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	PART 5 - FINANCIAL INFORMATION:  DEBT- RELATED EXPENSES (CONT’D)
	Yes
	No

	7.  If Existing or Future Debt, does the WBOP provide  a summary of the debt, annual payments, 
     debt payoff dates, and bond reserve requirements?

If no, WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.  If “Yes”,  are the debt expenses entered in Line 9 – Annual Debt Payments of Worksheet 1: Six-
     Year Technical, Managerial, & Financial Commitment Summary?

If no, WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.  Will any debt associated with just the PWS be paid off during the 6-year evaluation period?

Note:  This may be a critical aspect within the 6-year evaluation period and could enable the PWS to proceed with other CIP projects or address other needs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	IV.  CAPITAL IMPROVEMENT

	10.  Does the PWS have any projects or equipment purchases that will utilize outside funding 
     or internal revenues planned or scheduled within the 6-year evaluation window?  

If no: skip to Question 14, below.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11.  If “Yes”, has the PWS attached a CIP or summarized the projects?
       FORMCHECKBOX 
 CIP attached
       FORMCHECKBOX 
 Summary included
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12.  If the PWS has included a Summary, does it include:

       FORMCHECKBOX 
 Costs

       FORMCHECKBOX 
 Anticipated construction start date(s) 

       FORMCHECKBOX 
 Revenue sources (loans, bonds, grants, internal fund transfers)

If the Summary does not include all items: WBOP may be considered incomplete. Reviewer is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13.  Has the PWS completed Line 6 - Net CIP Expenses Needed of Worksheet 1: Six-Year
       Technical, Managerial, & Financial Commitment Summary?

If yes:  this means the PWS is covering part of their CIP Expenses with general revenue.
If no: The PWS may be covering their entire CIP Expenses with Debt. Check to make sure debt includes payment expenses for this CIP project.  If not, then the WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14.  If the PWS has debt associated capital improvements, is this debt included in the totals on 
       Line 9 – Annual Debt Payments of Worksheet 1: Six-Year Technical, Managerial, & Financial
       Commitment Summary? 

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	PART 5 - FINANCIAL INFORMATION (CONT’D)
	Yes
	No

	V.  COMPLETING THE WORKSHEETS

	15.  Are all of the required cells completed on Worksheet 1: Six-Year Technical, Managerial, & 
       Financial, Commitment Summary?
If no:  Reviewer should not proceed further with the review, the WBOP is incomplete. 

Reviewer should contact the PWS owner and ask for resubmittal of the WBOP with the required documentation. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	16.  Do there appear to be any errors associated with information or calculations (such as Excel 
       formulas) in Worksheet 1: Six-Year Technical, Managerial, & Financial Commitment 
       Summary?

If yes: Reviewer should not proceed further with the review; Worksheet 1 calculations and Self-Analysis may be incorrect. Reviewer should try to determine the error source and contact the owner to discuss. The owner is to correct the NTNC WBOP Excel worksheet “Worksheet 1: Six-year Technical, Managerial, & Financial Commitment Summary”, and resubmit it to the Field Office.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17.  Does the WBOP include additional NTNC WBOP Excel worksheets the PWS completed?

        FORMCHECKBOX 
 None

        FORMCHECKBOX 
 Supplemental Worksheet: Budget Documentation

        FORMCHECKBOX 
 Supplemental Worksheet: Debt & Bond Reserve

        FORMCHECKBOX 
 Other:  Describe       
If the PWS attached any of the above worksheets, continue to Question 4. If none submitted, skip to Part 5 – Financial Information: Summary Questions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	18.  Do there appear to be any errors associated with calculations (such as Excel formulas) in any 
       of the NTNC WBOP Excel worksheets submitted?

If yes: Reviewer should not proceed further with the review, worksheet calculations may be incorrect. Reviewer should try to determine the error source and contact the owner to discuss. The owner is to correct the relevant NTNC WBOP Excel worksheet(s) and resubmit it to the Field Office.


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	PART 5 – FINANCIAL INFORMATION: SUMMARY QUESTIONS

	19.  Does the WBOP provide all required information for Part 5 – Financial Information?

If no: WBOP may be considered incomplete. Reviewer may be able to proceed, but is to request this information from the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	20.  Is supporting documentation sufficient to verify statements made in the WBOP?

If no:  WBOP may be considered incomplete. Reviewer is to forward comments to the PWS requesting this information.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	21.  summarize issues identified by the review of part 5- financial that may indicate the 
       wbop is incomplete (forward these comments to the PWS; include applicable  recommendations for

       sustainability improvements):        



	PART 6 - SUSTAINABILITY IMPROVEMENTS
	Yes
	No

	for question 1 -  refer to wbop  ntnc  excel worksheet 1: six-year technical, managerial, & financial 
                                     summary,  lines 11-15 (self-assessment:  revenues >  expenses).

	1.  Are Sustainability Improvements identified in the Waterworks Self-Assessment?
Note: If there are no sustainability improvements needed at the PWS, skip to Part 7 – Worksheets and Supporting Documentation.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.  If  “Yes”, list these sustainability improvements:       


	3.  If “No”, reviewer should look carefully at the narrative portion of this section of the WBOP to determine if 

     sustainability improvements have been implemented, but not documented. If that is the case, list
     those sustainability improvements:        


	for question 4  -  refer to wbop  ntnc form, part 6 - sustainability  improvements.

	4.  Does the PWS summarize all sustainability improvements that are identified and listed in Parts 
     1 - 5 of the WBOP?  

If no: WBOP may be considered incomplete. A final summary list of all needed improvements is required. Clear identification and summary of those sustainability improvements must be provided. If they are not, Reviewer is to request this information from the PWS owner. 
Before contacting the owner, complete the next review question.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.  Are there Sustainability Improvements that have been implemented, but the PWS failed to list?

If yes: Reviewer may be able to proceed, but should verify necessary sustainability improvements or sustainability improvements identified in other sections are properly listed and reported in the appropriate sections of the WBOP.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	PART 7- WORKSHEETS AND SUPPORTING DOCUMENTATION 
	Yes
	No

	(For guidance, refer to NTNC Form, Part 7: List of Probable or Possible Supporting Documents)
	
	

	1.  Looking back over the entire WBOP, is any supporting documentation missing?
If yes: WBOP may be considered incomplete. Reviewer is to request the missing supporting documentation from the PWS owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.  If any supporting documentation is missing, has the PWS owner been contacted to provide the 

     missing documentation?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.  If the PWS owner provided the missing documentation, was it adequate?

If no: WBOP may be considered incomplete. Reviewer should attempt to contact the owner again for the needed information.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.  list any supporting documentation needed for parts 1-6 of the wbop (optional):        



	PART 8 - STATEMENTS FOR OWNER SIGNATURE
	Yes
	No

	1.  Is the Owner's Certification Statement submitted, with original signature and date?

If no, and version being reviewed is the final WBOP: the WBOP is not complete. Reviewer should contact the PWS owner directly to obtain this signed document. 

If no, and version being reviewed is a draft: Reviewer may proceed, but should convey to the PWS owner that a signed Owner’s Certification Statement is required in order for the WBOP to be considered final. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.  Is the Statement of Financial Commitment submitted (if applicable), with original signature 
     and date?

If no, and version being reviewed is the final WBOP:  the WBOP is not complete.  Reviewer should contact the PWS owner directly to obtain this signed document. 

If no, and version being reviewed is a draft: Reviewer may proceed, but should convey to the PWS owner that a signed Statement of Financial Commitment is required in order for the WBOP to be considered final.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



pg. 1
NTNC Staff Review Guide - VDH ODW Waterworks Business Operations Plan - February 2016
                                         Page 2 of 17          

