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ODW has developed the WBOP Community Staff Review Guide ("Community Guide") as a tool to assist VDH ODW staff who review WBOPs submitted by Community 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 Community Waterworks Instructions (“Community Instructions”), Community Waterworks Form (“Community Form”), and Community Excel Workbook (“Community Workbook”). This Staff Review Guide mirrors the organization used in the Community 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 submitted via email or CD. If the reviewer is unable to access or print any portion of the WBOP digital content (due to software incompatibility, for example), 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. Before proceeding further with the review, the reviewer should contact the waterworks owner to advise which WBOP components were incomplete. 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 summarizing all issues identified by the reviewer that make the WBOP incomplete. 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. A “No” answer may indicate the WBOP is incomplete as submitted. Before proceeding further with the review, the reviewer should contact the waterworks owner to advise which WBOP components were incomplete.

Within the Community 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:
	[bookmark: Text8]     

	Waterworks Name(s):
	[bookmark: Text9]     

	PWSID#(s):
	[bookmark: Text10]     

	ODW Reviewer:
	[bookmark: Text11]     

	WBOP Received Date:
	[bookmark: Text12]     

	WBOP Review Date:
	[bookmark: Text13]     


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

	1.  Is this an existing or proposed Public Water System (waterworks)?
	[bookmark: Check2]|_|
	[bookmark: Check3]|_|

	2.  Are all digital documents able to be accessed and/or printed for this review?
	[bookmark: Check4]|_|
	[bookmark: Check5]|_|

	3.  Has the waterworks used the appropriate WBOP Community Form?
	[bookmark: Check6]|_|
	[bookmark: Check7]|_|

	4.  Is Worksheet 1: Six-Year Technical, Managerial, & Financial Commitment Summary 
completed and submitted?
	[bookmark: Check17]|_|
	[bookmark: Check18]|_|

	5.  Has the waterworks submitted a copy of a report (or other financial documentation) that includes an itemized annual budget which clearly identifies the waterworks total revenues and expenses?
	[bookmark: Check15]|_|
	[bookmark: Check16]|_|



	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 
     waterworks? 
	[bookmark: Check19]|_|
	[bookmark: Check20]|_|

	II.  WATERWORKS DESCRIPTION

	2.  Does information provided in the WBOP form match information ODW already has  
     about the waterworks such as a Preliminary Engineering Report (PER), Operations Permit  
     Application, and/or existing Waterworks Description Sheet? 
	[bookmark: Check21]|_|
	[bookmark: Check22]|_|

	III.  OPERATOR REQUIREMENTS

	3.  Does the WBOP identify the number of operators required for the waterworks? 
	[bookmark: Check23]|_|
	[bookmark: Check24]|_|

	4.  Does the WBOP identify the license Class needed by the Operator in Responsible 
     Charge and the operator attendance requirement for the waterworks? 
	[bookmark: Check25]|_|
	[bookmark: Check26]|_|

	PART 1 – WATERWORKS INFORMATION: SUMMARY QUESTIONS
	Yes
	No

	5.  Does the WBOP provide all required information for Part 1 - Waterworks Information
	[bookmark: Check27]|_|
	[bookmark: Check28]|_|

	6.  Does the WBOP include:
[bookmark: Check1]     |_| Map of the waterworks showing the location of all facilities, including the distribution
           system?
     |_| Copy of Waterworks Operation Permit & Waterworks Description Sheet?
	[bookmark: Check29]|_|
	[bookmark: Check30]|_|

	7.  Is supporting documentation sufficient to verify statements made in the WBOP?
	[bookmark: Check31]|_|
	[bookmark: Check32]|_|

	[bookmark: Text19]8.  SUMMARIZE ISSUES IDENTIFIED BY THE  REVIEW OF PART 1 - WATERWORKS INFORMATION THAT  MAY INDICATE THE WBOP IS INCOMPLETE (forward these comments to the waterworks owner;  include applicable recommendations for Sustainability Improvements):        

	
PART 2 - STAFFING
	Yes
	No

	PERSONNEL – MANAGEMENT, OPERATIONS & ENGINNERING (SECTIONS I – III)

	1.  Does the WBOP identify the party responsible for each of the following tasks? Are executed
     contracts included (when applicable)? 
Yes = All required info provided; No = Some/All required info missing 
	     
	Management
	     
	Licensed Operator (Operator in Responsible Charge)

	     
	Purchasing
	     
	Other Licensed Operator(s)

	     
	Billing & Collections
	     
	Other Waterworks Operator(s)

	     
	Customer Service
	     
	Preventive Maintenance

	     
	Public Affairs / Press Contact
	     
	Cross Connection Control & Backflow Prevention

	     
	Budget Planner/Preparer
	     
	Professional Engineer 

	     
	Tax Returns/Annual Audits
	     
	Other:       



Reviewer’s Notes:       
	[bookmark: Check33]|_|
	[bookmark: Check34]|_|

	II.  OPERATIONS PERSONNEL

	2.  Does the WBOP identify and provide licensure details for the Operator in Responsible
     Charge and any additional operators necessary to ensure compliance with attendance
     requirements? 
	[bookmark: Check37]|_|
	[bookmark: Check38]|_|

	PART 2 – STAFFING: SUMMARY QUESTIONS

	3.  Does the WBOP provide all required information for Part 2 - Staffing?
	[bookmark: Check50]|_|
	[bookmark: Check51]|_|

	4.  Is supporting documentation sufficient to verify statements made in the WBOP? 
	[bookmark: Check54]|_|
	[bookmark: Check55]|_|

	5.  SUMMARIZE ISSUES IDENTIFIED BY THE REVIEW OF PART 2 - STAFFING THAT MAY INDICATE THE 
      WBOP IS  INCOMPLETE (forward these comments to the waterworks; include applicable recommendations
[bookmark: Text20]     for Sustainability Improvements):        






	PART 3 – MANAGEMENT, OPERATIONS & PROCEDURES
	Yes
	No

	I.  MANAGEMENT

	1.  Does the WBOP provide an annual budget clearly identifying the waterworks’ total revenues 
     and expenses? If No:  Reviewer should not proceed further with the review, the WBOP is incomplete.  
	[bookmark: Check56]|_|
	[bookmark: Check57]|_|

	2.  Does the WBOP include (as applicable) the following documents:
Note: Not all waterworks will have all of these attachments. For example, most municipal waterworks will have a Statement of Net Position, Statement of Activities, Cash Flow Statements and Independent Financial Audits, but not a Balance Sheet or Income Statement.  A private waterworks may have a Balance Sheet, Income Statement, and Cash Flow Statements, but may not have Independent Financial Audits. Other than a budget, a waterworks is not required to produce any of these attachments they do not already have. However, they may be encouraged to create them in the future as a Sustainability Improvement.       
        Yes = All required info provided; No = Some/All required info missing; N/A = Not Applicable
	
	Attachment
	
	Attachment

	     
	General Ledger
	     
	Balance Sheets

	     
	Budgets (Fiscal Year)
	     
	Cash Flow Statements

	     
	Budget Development Procedures
	     
	Income Statement

	     
	Budgets Management Controls & Policies
	Additional Documents For Governmental Entities following GASB:

	     
	Independent Financial Audits
	     
	Statement of Net Position

	     
	Other:      
	     
	Statement of Activities (Revenues, Expenses, and Changes in Net Position)



Reviewer’s Notes:       
	[bookmark: Check58]|_|
	[bookmark: Check63]|_|

	3.  Does the WBOP adequately document cost sharing within the organization and/or with other
     waterworks or legal entities? 
	|_|
	|_|

	4.  Does the WBOP indicate the waterworks is using either a manual general ledger or computer-
     based accounting software for financial bookkeeping? (A checkbook register is insufficient.) If No: Note: The waterworks may indicate software is to be purchased or that other measures will be implemented. This should be mentioned in the final acceptance letter. 
	[bookmark: Check64]|_|
	[bookmark: Check65]|_|

	5.  Does the waterworks satisfactorily address all of the questions on the Form regarding the issue 
of annual financial audits? Note: The Waterworks is not required to produce annual financial audits if they do not already have them. However, they may be encouraged to create them in the future as a Sustainability Improvement.
	[bookmark: Check86]|_|
	[bookmark: Check87]|_|

	6.  Does the WBOP sufficiently address each of the following sections:
     |_| Billing and Collections
     |_| Mandatory Connections
     |_| Customer Complaints
     |_| Insurance including Certificate of Insurance (if available)
Reviewer’s Notes:       
	|_|
	|_|

	

	II. OPERATIONS 
	Yes
	No

	7. Does the WBOP account for the required number and class of licensed Operators?
	|_|
	|_|

	8.  Does the WBOP include a copy of job descriptions for full- and part-time operators?
	|_|
	|_|

	9.  Does the Waterworks adequately address:
     |_| Standard Operation Procedures
     |_| Emergency Response Planning
	|_|
	|_|

	10.  Does the WBOP account for all required plans?
      Yes = All required info provided; No = Some/All required info missing; N/A = Not Applicable
	
	Plan
	
	Plan

	     
	Emergency
Management Plan
	     
	SOC Waiver Application

	     
	BSSP
	     
	Treatment Monitoring

	     
	Lead & Copper
Materials Survey
	     
	D/DBP Monitoring

	     
	Chem/Rads Sampling Plans
	     
	Other



Reviewer’s Notes:       
	[bookmark: Check88]|_|
	[bookmark: Check89]|_|

	11.  If “No”, is the waterworks working with the ODW Field Office Staff to resolve any open 
       issues?
	[bookmark: Check90]|_|
	[bookmark: Check91]|_|

	12.  Existing waterworks: Is the existing waterworks meeting Monthly Operation Reporting 
       requirements?
       or 
       New waterworks: Is the new waterworks aware of Monthly Operation Reporting
       requirements?
	[bookmark: Check92]|_|
	[bookmark: Check93]|_|

	13.  Does the WBOP include a list of all the types of records maintained by the waterworks, 
      including applicable retention 	periods and the locations where records (paper and digital) 
      are kept?
	|_|
	|_|

	III.  PROCEDURES
	Yes
	No

	14.  Does the WBOP indicate the waterworks has routine and preventive maintenance procedures?
	[bookmark: Check102]|_|
	[bookmark: Check103]|_|

	15.  If “Yes”, does the WBOP include a summary of the routine and preventive 
       maintenance procedures, and do they appear adequate?
	[bookmark: Check104]|_|
	[bookmark: Check105]|_|

	16.  Did the WBOP provide adequate responses to each of the following sections?
[bookmark: Check99]      |_| Water Loss & Leak Detection
      |_| Water Accountability
[bookmark: Check95]      |_| Cross Connection & Backflow Prevention
[bookmark: Check100]      |_| Safety
[bookmark: Check97]      |_| Waterworks Security
Reviewer’s Notes:       
	[bookmark: Check106]|_|
	[bookmark: Check107]|_|

	17.  Does the WBOP include a plan for addressing complaints?  
	[bookmark: Check108]|_|
	[bookmark: Check109]|_|

	
	Yes
	No

	18.  Does the WBOP address the following:
      |_| Technical Assistance
      |_| Regulatory Agency Issues
      |_| Actions
Reviewer’s Notes:       
	[bookmark: Check110]|_|
	[bookmark: Check111]|_|

	19.  If the waterworks identified regulatory issues or violations did they include all issues that the
       Reviewer is aware of and did they provide details about the actions and how they are being 
       addressed or corrected?
	[bookmark: Check112]|_|
	[bookmark: Check113]|_|

	PART 3 – MANAGEMENT, OPERATIONS, AND PROCEDURES: SUMMARY QUESTIONS
	Yes
	No

	20.  Does the WBOP provide all required information for Part 3 – Management, Operations and 
       Procedures?
	[bookmark: Check82]|_|
	[bookmark: Check83]|_|

	21.  Is supporting documentation sufficient to verify statements made in the WBOP? 
	[bookmark: Check84]|_|
	[bookmark: Check85]|_|

	22.  SUMMARIZE ISSUES IDENTIFIED BY THE REVIEW OF PART 3 – MANAGEMENT, OPERATIONS, AND
        PROCEDURES THAT MAY INDICATE THE WBOP IS INCOMPLETE (forward these comments to the 
       waterworks; include applicable recommendations for Sustainability Improvements):        


	PART 4 - PLANNING
	Yes
	No

	I. GENERAL INFORMATION

	1.  Does the WBOP indicate the waterworks has projected water demands for the 6-year 
     evaluation period?
Note: Without this information, the estimation of revenues and expenses necessary to complete the financial part of the WBOP will be difficult.
	[bookmark: Check80]|_|
	[bookmark: Check81]|_|

	2.  If “Yes”, do the current and projected design capacities meet the needs for each year of the 
     6-year window?
If Yes: If yes, and no improvements are necessary due to growth limitations within the waterworks, this element of the WBOP is acceptable; skip to Question 4, below.
If No: Proceed to Question 3 below. 
	[bookmark: Check78]|_|
	[bookmark: Check79]|_|

	3.  If “No”, does the WBOP identify improvements that will address these demands within the 6-
     year evaluation period (CIP project, etc.)?
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 waterworks may be limited to expansion until other improvements are completed (such as capital improvements). 
	[bookmark: Check76]|_|
	[bookmark: Check77]|_|

	4.  Is the reviewer or waterworks owner aware of any known or anticipated external impacts on
     the water source?
	[bookmark: Check74]|_|
	[bookmark: Check75]|_|

	[bookmark: Text25]5.  IF “YES”, LIST THESE KNOWN OR ANTICIPATED WATER SOURCE IMPACTS:        



	6.  If “Yes”, does the waterworks sufficiently document the impacts and contingencies/mitigation
     needed to address the impacts?

	|_|
	|_|

	
	Yes
	No

	7.  Does the WBOP address the following:
      |_| Consolidation
      |_| Policies
Reviewer’s Notes:       
	|_|
	|_|

	8. Does the waterworks have any unmetered use?
	|_|
	|_|

	9. If “Yes” does the WBOP document all unmetered use and sufficiently explain / describe the 
    waterworks’ plans for addressing the issue?
	|_|
	|_|

	10.  Is the reviewer aware of any known treatment or infrastructure issues within the 
       waterworks that need to be addressed that are not included in the questions above?   
	[bookmark: Check72]|_|
	[bookmark: Check73]|_|

	11.  IF “YES”, LIST THESE TREATMENT OR INFRASTRUCTURE ISSUES, AND VERIFY THEY ARE 
[bookmark: Text26]       ADDRESSED  IN PART 4 - PLANNING AND  PART 5 - FINANCIAL INFORMATION (CIP PORTION):        


	12.  If there are known or anticipated water source impacts, does the WBOP identify 
       improvements to address these impacts within the 6-year evaluation period?  
Note: The waterworks 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 waterworks to those types of plans when appropriate.   
	[bookmark: Check116]|_|
	[bookmark: Check117]|_|

	II.  ASSET MANAGEMENT & CAPITAL IMPROVEMENT
	Yes
	No

	13.  Does the WBOP indicate the waterworks has an Asset Management Plan?  
	|_|
	|_|

	14.  If “No”, has the waterworks completed an inventory of the facilities and equipment, and 
       attached the inventory to the WBOP?
	|_|
	|_|

	15.  Does the WBOP identify the most critical component(s) of the waterworks and list their
       replacement costs?
	|_|
	|_|

	16.  Does the WBOP indicate the waterworks has a Capital Improvement Plan (CIP) in place?
	[bookmark: Check118]|_|
	[bookmark: Check119]|_|

	17.  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?
Note: The waterworks 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 waterworks that are well maintained and have no plans for expansion.  
	[bookmark: Check120]|_|
	[bookmark: Check121]|_|

	18.  Does the WBOP sufficiently document the following:
       |_| Planned Growth
       |_| Assessment of Future Compliance Requirements
       |_| Other Capital Improvements

Reviewer’s Notes:       
	[bookmark: Check122]|_|
	[bookmark: Check123]|_|

	

	PART 4 - PLANNING: SUMMARY QUESTIONS
	Yes
	No

	19.  Does the WBOP provide all required information for Part 4 - Planning?
	[bookmark: Check128]|_|
	[bookmark: Check129]|_|

	20.  Does the WBOP include the following attachments:
[bookmark: Check132]       |_| Capital Improvement Plan (CIP) (if available)
[bookmark: Check135]       |_| Asset Inventory (if available)
[bookmark: Check134]       |_| Asset Management Plan (if available)
[bookmark: Check136]       |_| Preliminary Engineering Report (if available)
	[bookmark: Check130]|_|
	[bookmark: Check131]|_|

	21.  Is supporting documentation sufficient to verify statements made in the WBOP?
	[bookmark: Check137]|_|
	[bookmark: Check138]|_|

	22.  SUMMARIZE ISSUES IDENTIFIED BY THE REVIEW OF PART 4 - PLANNING THAT MAY INDICATE THE
        WBOP IS INCOMPLETE (forward these comments to the waterworks; include applicable 
[bookmark: Text22]       recommendations for Sustainability Improvements):        

 

	PART 5 - FINANCIAL INFORMATION
	Yes
	No

	I.  REVENUE (Worksheet 1, Lines 1 – 4)

	1.  Does the WBOP include the following attachments: 
    |_| Current Rate Structure (if applicable)
    |_| Waterworks Budget (either as stand-alone or as line-item in larger budget)(required)
    |_| Supplemental Worksheet: Budget Documentation (if needed)

Reviewer’s Notes:       
	[bookmark: Check157]|_|
	[bookmark: Check158]|_|

	2. Is the Revenues section of Worksheet 1 complete and error-free?
If No:  Reviewer should not proceed further with the review, the WBOP is incomplete. 
Reviewer should contact the waterworks owner and ask for resubmittal of Worksheet 1 with necessary changes. The owner may choose to use the WBOP Community Excel worksheet, “Supplemental Worksheet: Budget Documentation”.
	|_|
	|_|

	II.  EXPENSES (Worksheet 1, Lines 5 – 13)
	Yes
	No

	A. OPERATIONS, MAINTENANCE AND ADMINISTRATIVE EXPENSES (Worksheet 1, Lines 5 – 9)

	3.  Do the Operations and Maintenance expenses and the Administrative expenses in the WBOP
     appear adequate?
	|_|
	|_|

	4.  Is the Operations, Maintenance and Administrative section of Worksheet 1 complete and 
     error-free?
If No:  Reviewer should not proceed further with the review, the WBOP is incomplete. 
Reviewer should contact the waterworks owner and ask for resubmittal of Worksheet 1 with necessary changes. The owner may choose to use the WBOP Community Excel worksheet, “Supplemental Worksheet: Budget Documentation”.
	|_|
	|_|

	5.  Does the WBOP include sufficient supporting documentation for the waterworks-related Total
     Operations, Maintenance and Administrative Expenses? (This documentation would include at the minimum a budget, and only if available: Financial Audits, Income Statements, or Statements of Activities.)


	[bookmark: Check153]|_|
	[bookmark: Check154]|_|

	B. DEPRECIATION (Lines 10 – 11 in Worksheet 1)
	Yes
	No

	6.  Does the WBOP include the following attachments: 
    |_| Depreciation Schedules or  
    |_| Other Documentation for Quantification of Assets
Reviewer’s Notes:       
	|_|
	|_|

	7.  Is the Depreciation section of Worksheet 1 complete and error-free?
	|_|
	|_|

	8.  Does the WBOP include sufficient supporting documentation for the waterworks-related 
     Depreciation expenses? 
	|_|
	|_|

	III.  DEBT- RELATED EXPENSES
	Yes
	No

	9.  Does the WBOP include the following attachments and/or information: 
    |_| Summary of Existing Debt (as needed)  
    |_| Summary of Future Debt (as needed)
    |_| Supplemental Worksheet: Debt & Bond Reserve (as needed)
Reviewer’s Notes:       
	|_|
	|_|

	10.  Is the Debt-Related Expenses section of Worksheet 1 complete and error-free?
	|_|
	|_|

	11.  Does the WBOP include sufficient supporting documentation for the waterworks-related 
       Debt-Related expenses?
	|_|
	|_|

	12.  What waterworks-related debt does the waterworks have (choose all that apply):
[bookmark: Check164]      |_| Existing
[bookmark: Check165]      |_| Future
[bookmark: Check166]      |_| None
If None: skip to Question 16, below.
	[bookmark: Check147]|_|
	[bookmark: Check148]|_|

	13.  If Existing or Future Debt, does the WBOP provide  a summary of the debt, annual payments, 
      debt payoff dates, and bond reserve requirements?
	[bookmark: Check177]|_|
	[bookmark: Check178]|_|

	14.  If “Yes”, are the debt expenses entered correctly onto Worksheet 1?
	[bookmark: Check179]|_|
	[bookmark: Check180]|_|

	15.  Will any debt associated with just the waterworks 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 waterworks to proceed with other CIP projects or address other needs.
	[bookmark: Check181]|_|
	[bookmark: Check182]|_|

	III.  CAPITAL IMPROVEMENT (Lines 14 – 18 in Worksheet 1)
	Yes
	No

	16.  Does the WBOP include the following attachments and/or information: 
    |_| Capital Improvement Plan  
    |_| Supplemental Worksheet: Debt & Bond Reserve (as needed)
    |_| Supplemental Worksheet: Budget Documentation (as needed)
Note: If the waterworks does not have a CIP but has a sustainability improvement to create one, the Reviewer may move on to the next section.
Reviewer’s Notes:       

	|_|
	|_|

	
	Yes
	No

	17.  Is the Capital Improvement section of Worksheet 1 complete and error-free?
Note: The owner may choose to use the WBOP Community Excel worksheet, “Supplemental Worksheet: Debt & Bond Reserve”.
	|_|
	|_|

	18.  Does the WBOP include sufficient supporting documentation for the waterworks-related 
       Capital Improvement expenses? 
Note: This documentation would include items such as the budget, CIP and CIP budget if available, and a summary of all Preliminary Engineering Reports or cost estimates for upcoming CIP Projects.
	|_|
	|_|

	19.  Does the waterworks 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 22, below.
	[bookmark: Check183]|_|
	[bookmark: Check184]|_|

	20.  If “Yes”, has the waterworks attached a CIP or summarized the projects?
[bookmark: Check187]      |_| CIP attached
[bookmark: Check188]      |_| Summary included
	[bookmark: Check185]|_|
	[bookmark: Check186]|_|

	21.  If the waterworks has included a Summary, does it include:
[bookmark: Check189]      |_| Costs
[bookmark: Check190]      |_| Anticipated construction start date(s) 
      |_| Revenue sources (loans, bonds, grants, internal fund transfers)
	[bookmark: Check191]|_|
	[bookmark: Check192]|_|

	22.  Has the waterworks completed Line 6 - Net CIP Expenses Needed of Worksheet 1: Six-Year
       Technical, Managerial, & Financial Commitment Summary?
If Yes:  this means the waterworks is covering part of their CIP Expenses with general revenue.
If No: The waterworks may be covering their entire CIP Expenses with Debt. Check to make sure debt includes payment expenses for this CIP project.
	[bookmark: Check193]|_|
	[bookmark: Check194]|_|

	23.  If the waterworks 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? 
	[bookmark: Check195]|_|
	[bookmark: Check196]|_|

	IV. RESERVE FUNDS (Lines 19-22 in Worksheet 1)
	Yes
	No

	A. OPERATING CASH RESERVE (Lines 19 A – C in Worksheet 1)

	24.  Does the waterworks fund or intend to fund an Operating Cash Reserve?
	|_|
	|_|

	25.  If yes, is it properly described on Worksheet 1?
	
	

	26.  If no Operating Cash Reserve funded or planned for, does the waterworks provide an 
      explanation and plan for a sustainability improvement?
	|_|
	|_|

	27.  Is the Operating Cash Reserve section of Worksheet 1 complete and error-free?
Note:  The owner may choose to use the WBOP Community Excel worksheet, “Supplemental Worksheet: Budget Documentation”.
	|_|
	|_|

	28.  Does the WBOP include sufficient supporting documentation for the waterworks-related 
       Operating Cash Reserve? 
       Note: This documentation would include at the minimum a budget and description of where the funds are located as detailed in the WBOP form, and only if available: Financial Audits, Balance Sheets, or Statements of Net Position.

	|_|
	|_|

	
	Yes
	No

	29.  If no Operating Cash Reserve is funded or planned for, or the Reserve is insufficient, does the
      waterworks provide for gap funding (such as a letter of credit) and/or a plan for a 
      sustainability improvement?
	|_|
	|_|

	B. DEBT / BOND RESERVE (Lines 20 A – C in Worksheet 1)

	30.  Does this section apply? 
If Yes, continue with following questions. If No, skip to the next section.
	|_|
	|_|

	31.  Is the Debt/Bond Reserve requirement properly represented on Worksheet 1 and is sufficient 
       supporting documentation provided? 
Note: This documentation would include at the minimum a budget and description of where the funds are located as detailed in the WBOP form, and only if available: Financial Audits, Balance Sheets, or Statements of Net Position.
	|_|
	|_|

	32.  Is the waterworks meeting its current and projected Debt/Bond Reserve Obligations?
	
	

	C. EMERGENCY RESERVE (Lines 21 A – C in Worksheet 1)

	33.  Has the waterworks identified the most critical facility(ies) and assigned a reasonable 
       replacement cost for that facility(ies)?
	[bookmark: Check173]|_|
	[bookmark: Check174]|_|

	34.  Does the waterworks fund or intend to fund an Emergency Reserve?
	|_|
	|_|

	35.  If yes, is it properly documented on Worksheet 1 and is sufficient supporting documentation 
      provided?
	[bookmark: Check175]|_|
	[bookmark: Check176]|_|

	36.  If no Emergency Reserve funded or planned for, or the Reserve is insufficient, does the 
      waterworks provide for gap funding (such as a letter of credit) and/or a plan for a 
      sustainability improvement?
	[bookmark: Check197]|_|
	[bookmark: Check198]|_|

	37.  Is the Emergency Reserve section of Worksheet 1 complete and error-free?
	[bookmark: Check171]|_|
	[bookmark: Check172]|_|

	D. REPLACEMENT RESERVE (Lines 21 A – C in Worksheet 1)

	38.  Has the waterworks identified the replacement cost of all of the assets and is it reasonable?
	|_|
	|_|

	39.  Does the waterworks fund or intend to fund a Replacement Reserve?
	|_|
	|_|

	40.  If yes, is it properly documented on Worksheet 1 and is sufficient supporting documentation 
      provided? 
	|_|
	|_|

	41.  If no Replacement Reserve funded or planned for, or the Reserve is insufficient, does the 
      waterworks have a plan for how they will handle larger replacement costs over time?
	|_|
	|_|

	42.  Is the Replacement Reserve section of Worksheet 1 complete and error-free?
	|_|
	|_|

	V.  ANALYSES (Lines 27 – 32 of Worksheet 1)
	Yes
	No

	43.  The Analyses on Lines 27 - 31 provide feedback about the financial figures reported on Worksheet 1.  Line 32 pulls data from the Supplemental Worksheet – Revenue Projection and is optional. Summarize the results here:


	
	Sustainable (S) or Not-Sustainable (NS) or Calculated Result

	Analysis
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Year 6

	Revenues ≥ Expenses
	
	
	
	
	
	

	OCR ≥ Minimum Balance
	
	
	
	
	
	

	ER ≥ Minimum Balance
	
	
	
	
	
	

	Debt Service Coverage Ratio
	
	
	
	
	
	

	Debt Svc Coverage Ration ≥ 1.15x Debt Service
	
	
	
	
	
	

	Household Affordability Ratio
	
	
	
	
	
	



Reviewer’s Notes:       
	
	

	44.  Are all of the results of the Analyses acceptable or is the waterworks showing progress toward
       a Sustainable financial position by the end of the 6-year evaluation period?
	|_|
	|_|

	45.  If no, does the waterworks document reasonable Sustainability Improvements in Part 6 to 
      move the business into a Sustainable financial position?
	|_|
	|_|

	46. If no, the WBOP is incomplete and the Reviewer should contact the Owner to discuss this section 
      and necessary changes to move the waterworks into a sustainable financial position.

Reviewer’s Notes:       
	|_|
	|_|

	47.  SUMMARIZE ISSUES IDENTIFIED BY THE REVIEW OF PART 5- FINANCIAL THAT MAY INDICATE THE 
       WBOP IS INCOMPLETE (forward these comments to the waterworks; include applicable  recommendations for
[bookmark: Text23]       Sustainability Improvements):        



	PART 6 - SUSTAINABILITY IMPROVEMENTS
	Yes
	No

	FOR QUESTION 1 -  REFER TO WBOP  COMMUNITY EXCEL WORKSHEET 1,  LINES 27-32 (ANALYSES).

	1.  Are Sustainability Improvements identified in the Analyses?
Note: If there are no Sustainability Improvements needed at the waterworks, skip to Part 7 – Worksheets and Supporting Documentation.
	[bookmark: Check145]|_|
	[bookmark: Check146]|_|

	[bookmark: Text24]2.  If  “Yes”, LIST THE 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
[bookmark: Text27]     THOSE SUSTAINABILITY IMPROVEMENTS:        

	FOR QUESTION 4  -  REFER TO WBOP  COMMUNITY FORM, PART 6 - SUSTAINABILITY  IMPROVEMENTS.
	Yes
	No

	4.  Does the waterworks summarize all Sustainability Improvements that are identified and listed 
 in Parts 1 - 5 of the WBOP?  Note: A final summary list of all needed improvements is required. Clear identification and summary of those Sustainability Improvements should be provided. If they are not, Reviewer is to request this information from the waterworks owner. 
Before contacting the owner, complete the next review question.
	[bookmark: Check203]|_|
	[bookmark: Check204]|_|

	5.  Are there Sustainability Improvements that have been implemented, but the waterworks 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. 
Reviewer’s Notes:       
	[bookmark: Check205]|_|
	[bookmark: Check206]|_|



	PART 7- WORKSHEETS AND SUPPORTING DOCUMENTATION 
	Yes
	No

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

	1.  Looking back over the entire WBOP, is any supporting documentation missing?
	[bookmark: Check139]|_|
	[bookmark: Check140]|_|

	2.  If any supporting documentation is missing, has the waterworks owner been contacted to 
     provide the  missing documentation?
	[bookmark: Check141]|_|
	[bookmark: Check142]|_|

	3.  If the waterworks owner provided the missing documentation, was it adequate?
	[bookmark: Check143]|_|
	[bookmark: Check144]|_|

	[bookmark: Text28]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 the version being reviewed is the final WBOP: the WBOP is not complete. Reviewer should contact the waterworks owner directly to obtain this signed document. 

If No, and version being reviewed is a draft: Reviewer may proceed, but should convey to the waterworks owner that a signed Owner’s Certification Statement is required in order for the WBOP to be considered final. 
	[bookmark: Check68]|_|
	[bookmark: Check69]|_|
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