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Introduction 
Owning and operating a public waterworks (PWS) is a significant responsibility.  Safe drinking water is essential for the protection of public health. Consumers rely on the waterworks to provide safe water to their homes and/or businesses and to consistently meet their service expectations. Federal and state regulators entrust waterworks owners with the responsibility of being knowledgeable about all applicable drinking water laws and regulations and operating their systems in accordance with these rules. 
 
Providing quality, affordable, and sustainable water service requires thoughtful business planning. A Waterworks Business Operations Plan (WBOP) is the primary document by which the Virginia Department of Health (VDH) Office of Drinking Water (ODW) assesses the technical, managerial, and financial (TMF) capacities of a waterworks, as required by § 32.1-172 of the Code of Virginia. A WBOP demonstrates whether a waterworks has sufficient TMF capacities or will need to implement Sustainability Improvements to enable it to achieve such capacities.  
 
Technical Capacity encompasses the infrastructure and water source of a waterworks (its “physical” assets), as well as intangible assets including the knowledge and skills needed to properly operate a waterworks. Managerial Capacity is indicative of the waterworks’ planning and organizational expertise. Financial Capacity measures a waterworks’ ability to generate sufficient revenue, to leverage other funding sources, and to manage these funds to meet operational, maintenance, and expansion costs. TMF capacities are interdependent and all three -Technical, Managerial, Financial- are essential for ensuring the viability of a waterworks. Strength or weakness in one area can in turn either reinforce or impair the others. 
 
Preparing a WBOP guides a waterworks owner through the process of identifying responsibilities, assessing current and proposed conditions, identifying improvements, and establishing a plan to operate the waterworks using successful and sustainable methods. Implementation of the final Waterworks Business Operations Plan will improve the TMF capacities of the waterworks and enable it to function in a more “business-like,” sustainable manner. This plan, customized for the specific waterworks, provides structured guidance for long-term planning, establishing reserve accounts, evaluating staffing needs, understanding infrastructure assets, and establishing a budget that will appropriate funds (or other revenue) sufficient to cover all waterworks-related expenses.  
 
To determine whether a WBOP is required for a waterworks, contact the appropriate regional ODW Field Office (refer to Appendix B - Office of Drinking Water Field Offices). Additionally, staff members in the ODW Capacity Development Division are available to provide assistance and may be reached at (804) 864-7500
















Instructions  
ODW has developed these instructions for Community Waterworks (“Community Instructions”) along with an accompanying form (“Community Form”), workbook (“Community Excel Workbook”), and Appendices as tools to provide stepwise instruction for waterworks owners/preparers completing a Waterworks Business Operations Plan (WBOP). Definitions of relevant business terminology are included in Appendix A - Glossary. 

The Community Instructions and Community Form were developed to be used simultaneously by the preparer. The instructions contain detailed, step-by-step explanation and commentary for each part of the Form, and should be referred to often. Financial analyses are an essential part of the WBOP process, and the Community Excel Workbook contains worksheets and instructions to enable the preparer to perform these analyses. The WBOP described in these instructions evaluates the waterworks over a six-year period.  For new or proposed systems, the WBOP will include estimates (or projections) of the waterworks’ first six years of operation. For existing systems, the six-year period will include two years of historical data with 4 years of future projections.  For proposed and new waterworks, the final WBOP submitted to ODW will be a "plan of action" to ensure the proposed or new system will be sustainable. For existing waterworks, the final WBOP submitted to ODW must accurately represent, to the best of the waterworks Owner/Preparer’s knowledge, current conditions (or proposed conditions if changes are anticipated) and should include planned corrections for resolving any deficiencies.  For systems where a single owner owns multiple waterworks, the WBOP must include information from each waterworks as prescribed by, and in consultation with, ODW.  
 
The completed WBOP (including the signed “Owner’s Certification Statement”) must be sent to the appropriate regional ODW Field Office (refer to Appendix B - Office of Drinking Water Field Offices). 
 
Who Should Prepare the WBOP?  
The waterworks owner has overall responsibility for the preparation, accuracy, and final certification of the completed WBOP. However, portions of the WBOP may be prepared by professionals in the applicable area. To prepare a WBOP that accurately represents the condition of the waterworks, the preparers (or other appropriate professionals) should be knowledgeable in both sound business practices and the complexity of waterworks business operations. 
 
Completing the WBOP: Instructions, Form, and Excel Workbook 
 The Waterworks Business Operations Plan is divided into seven parts. Each part evaluates the waterworks’ capacities over a six-year period, which includes at least four years of projections, and requires input of information/data as appropriate. [Note: the Community Form can be adapted for owners reporting information and data for multiple waterworks in a single WBOP]. The Community Instructions, Form, and Workbook are provided in electronic format to allow for flexibility of use.  If printed copies are required, please contact your Field Office. 
The seven parts of the Community Instructions and Community Form are as follows: 
Part 1 - Waterworks Information
Part 2 - Staffing 
Part 3 – Management, Operations & Procedures 
Part 4 - Planning 
Part 5 - Financial Information 
Part 6 - Sustainability Improvements 
Part 7 - Statements for Owner Signature 
 





Completing the WBOP entails using three different documents: Community Instructions, Community Form, and Community Excel Workbook. These will be augmented with supporting documentation that is unique to the waterworks.  The WBOP Community Instructions, Community Form, Community Excel Workbook, and appendices are accessible on the VDH ODW website (http://www.vdh.virginia.gov/odw/); they are also available through the appropriate regional ODW Field Office. The Community Instructions include directions for filling out the Community Form and the Community Excel Workbook. The Community Form is a question/answer document into which the owner will enter information and indicate the type of supporting documentation attached to the WBOP. Financial data will be entered into the Community Excel Workbook. The Community Excel Workbook contains one required worksheet (“Worksheet 1 – Six-Year Technical, Managerial & Financial Commitment Summary”) as well as supplemental worksheets the owner may be directed to use or elect to use for financial data entry.
 
If a WBOP Section Doesn’t Apply to the Waterworks 
Portions of the Community Form may not apply to all waterworks. For questions or sections that are not applicable, check the appropriate box and include an explanation (and/or supporting documentation) in the corresponding text field. 
 
Supporting Documentation 
Throughout the completion of the WBOP, the Owner/Preparer will be directed to attach “Supporting Documentation”. The Owner/Preparer is encouraged to read through the entire Community Form before beginning to fill it out in order to determine which waterworks documents are likely going to be needed to complete the WBOP.  Sufficient supporting documentation is required for the WBOP to be considered complete and should be submitted with the WBOP. Documentation may be submitted as attachments or narrative explanations / summaries as directed in the Instructions, Form, and Workbook. In order to be considered “sufficient,” the content of each document should be clear and unambiguous in its support of statements made in the WBOP.  The Owner/Preparer is encouraged to include clarifying notes/remarks to aid the reviewer. If attachments are submitted, they are to be identified by title and type (paper copy, electronic file, CD, etc.). If any required supporting documentation is not included with the final WBOP, a written explanation should be provided. For proposed and new waterworks, owners must submit sufficient supporting documentation for the basis of financial estimates, to confirm that management and operational procedures are or will be in place, and should identify how Sustainability Improvements, if any, will be implemented.  
 
Sustainability Improvements 
 When preparing a WBOP, the owner will be guided by questions that evaluate how well the waterworks is performing its technical, managerial, and financial roles. In cases where the waterworks does not have adequate capacity (i.e. they do not have a licensed waterworks operator), the owner will be required to explain how this problem will be corrected.  Corrections that are designed to improve the long-term outlook for the waterworks are called “Sustainability Improvements”. Sustainability Improvements may include changes in staffing, facility upgrades, corrections of protocols, and other changes. Identifying these improvements in the context of the WBOP offers an opportunity to define solutions that will work for the specific waterworks. The goal, over time, is to move the waterworks into a position of being fully sustainable. 
When prompted to provide a summary of needed Sustainability Improvements, the owner is encouraged to consider industry best practices and to consult with ODW Field Office staff and other waterworks professionals to determine the best approach for making needed improvements. Sustainability Improvements identified throughout the WBOP must be summarized in Part 6 – Sustainability Improvements of the Community Form. 
 




Annual Updates 
 Community Waterworks owners may be required to submit annual WBOP updates to ODW. Annual Updates may only be required in the following situations: a completed WBOP is necessary for a Drinking Water State Revolving Fund (DWSRF) project, enforcement actions have been taken, or the Capacity Development Division has determined there are mitigating circumstances. The Field Office will notify the waterworks owner when Annual Updates are required.
  
Submittal of the WBOP 
One complete copy of the WBOP must be submitted to ODW for review. It may be submitted either in print or electronic format.  Printed submittals should include all applicable supporting documentation, all pages should be consecutively numbered, and section tabs should be included.  Electronic submittals should be saved onto a portable memory device such as a CD, the files should be able to be accessed and printed (if needed) by the reviewer, and the Owner Certification must be signed, scanned, and included on the CD. File names should be clear and include reference to the Part and Sub-Section to which it applies. Attachments should be numbered sequentially. The use of a Table of Contents or Index is strongly recommended in order to facilitate ease of use of the document. 
 
A complete submittal includes the completed Community Form, completed Community Excel Workbook, and all supporting documentation. The completed WBOP, including the signed “Owner’s Certification Statement”, should be sent to the appropriate regional ODW Field Office (refer to Appendix B - Office of Drinking Water Field Offices). For questions about completing the WBOP, contact the appropriate regional ODW Field Office. Additionally, staff members in the ODW Capacity Development Division are available to provide assistance and may be reached at (804) 864-7500. 
 
Part 1 - Waterworks Information 
This section includes information about the waterworks owner, facility, and qualifications of the operator(s). Page 1 of the Form includes a field for the Public Water System Identification (PWSID) number. The PWSID is a unique number issued to all waterworks in the Commonwealth of Virginia. If the waterworks does not have a PWSID number, please contact the appropriate regional ODW Field Office before proceeding further with the WBOP. The final WBOP submittal must include supporting documentation and/or a narrative explanation/summary for Part 1 for each waterworks included in this WBOP (where applicable). If any of the requested/required information is unavailable or other assistance with preparing the WBOP is needed, contact the appropriate regional ODW Field Office (refer to Appendix B - Office of Drinking Water Field Offices). 
 
I.  OWNER INFORMATION  
The Virginia Waterworks Regulations define a waterworks owner as “an individual, group of individuals, partnership, firm, association, institution, corporation, governmental entity, or the federal government that supplies or proposes to supply water to any person within this state from or by means of any waterworks.” Provide information for the individual(s), company, or entity that owns, or will own, the waterworks (e.g., individuals, Municipality, Homeowner Association, Partnership, etc.).  
Go to Community Form, Part 1 - I. and enter the requested information
 
II.  WATERWORKS DESCRIPTION 
Provide details about the waterworks facilities in this section.  A map showing the extent of the waterworks’ distribution   and the location of all facilities is required to be attached. 
 





Go to Community Form, Part 1 - II., and enter the requested information. 
 
III.  OPERATOR REQUIREMENTS 
 For the protection of public health and operator safety, every waterworks must be operated by qualified personnel. Waterworks must meet minimum requirements for the number and License Class of operators in attendance at a facility, in accordance with the Virginia Waterworks Regulations. The number of qualified personnel required for operating a waterworks depends on the facility size and type of treatment processes used. Provide information regarding the operator attendance requirements for the waterworks. If the requirements are not known, contact the appropriate regional ODW Field Office.  
Go to Community Form, Part 1 - III., and enter the requested information.

Part 2 - Staffing 
This section includes information about staff and individuals responsible for performing the essential waterworks-related tasks. Each task requires that commitments be made by the waterworks owner and, therefore, each is a measure of the waterworks’ TMF capacities. In order to meet essential waterworks’ needs it may be necessary for the owner to develop specific descriptions of the job responsibilities. If any of these tasks are contracted to service providers, provide a copy of the executed contract as an attachment with the WBOP submittal. The various roles/job descriptions defined in the following sections will be performed by the individuals designated by the waterworks owner/administrator as the responsible party for each listed task.  Very often, staff members and/or contracted service providers will be assigned responsibility for multiple tasks, especially for small waterworks.  For each staff member and/or individual, “Qualifications" include professional licenses or certifications, academic degrees, and technical or financial experience. "Professional memberships" include industry-related and/or waterworks-specific organizations. 
 
Sustainability Improvements identified in this section must also be summarized in Part 6 – Sustainability Improvements.  The final WBOP submittal should include supporting documentation and/or a narrative explanation/summary for Part 2 (where applicable) for each waterworks included in this WBOP. If any of the requested/required information is unavailable or other assistance with preparing the WBOP is needed, contact the appropriate regional ODW Field Office. (refer to Appendix B - Office of Drinking Water Field Offices). 
 
I.  MANAGEMENT AND FINANCIAL PERSONNEL 

A.  Management - Part 2 - I. A.
Provide information regarding the individual(s) and/or contracted company responsible for overall management of the waterworks and considered to be the chief management officer.  Management activities may include duties, such as:  recruitment, supervision, development and retention of personnel; preparation of operations and maintenance schedules; budget management and implementation; asset inventory control and resiliency planning; development of safety and security programs and emergency plans; and assurance of operational efficiency and regulatory compliance. 
 

B.  Purchasing Agent - Part 2 - I. B.
List the individual(s) and/or contracted company that will be responsible for major purchases required by the waterworks. Major purchases would include items such as well or booster pumps, pump controls, storage tanks, system control valves, or other critical operating equipment. 
 




C.  Billing and Collections - Part 2 - I. C.
List the individual(s) and/or contracted company responsible for billing for water use and collecting on amounts due including delinquent accounts. If billing and/or collections are handled by a different department within the organization, provide the name of the department and the primary contact. If the waterworks contracts with a collections agency for delinquent accounts, attach a copy of the contract.
 
D.  Customer Service - Part 2 - I. D.
List the individual(s) and/or contracted company responsible for handling customer service requests, including complaints. If service calls are handled by a different department within the organization, provide the name of the department and the primary contact. If the waterworks subcontracts customer support to a call center, provide details including which waterworks staff member is responsible for resolving customer inquiries. 
 
E.  Public Affairs / Press Contact - Part 2 - I. E. 
List the individual(s) and/or contracted company responsible for communicating with the public and press.  Public affairs responsibilities include: building consumer confidence, communicating the waterworks owner(s)’ commitment to serving the community, building ongoing customer trust and support, and communicating critical information in emergency situations.  This role should include implementation of public notice requirements in accordance with the federal Public Notification Rule. 
 
F.  Budget Planner/Preparer - Part 2 - I. F. 
Provide information regarding the individual(s) or contracted company responsible for preparing the waterworks budget.  

G.  Tax Returns and Annual Audit Reports - Part 2 - I. G.  
Provide information regarding the individual(s) or contracted company responsible for preparing the waterworks tax returns and annual audit reports. 

II.  OPERATIONS PERSONNEL  
 
A.  Licensed Operator(s) - Part 2 - II. A. 
 All waterworks owners must designate one or more properly licensed operator to be in responsible charge of the waterworks at all times.  These individuals are commonly referred to as Operator in Responsible Charge or Designated Operator (DO).  The Virginia Waterworks Regulations specifies attendance requirements for the safe and effective operation of each waterworks, including the minimum number of operators needed and the Class of their Virginia-issued Waterworks Operator licenses.  The waterworks owner holds the responsibility for meeting these attendance requirements by employing a sufficient number of properly-licensed operators or contracting with a company that provides this service.   
Provide information regarding the individual(s) designated as Operator in Responsible Charge of the waterworks.  If applicable, provide the requested information for the affiliated company providing operations services and attach a copy of the contract.  For any additional contract or staff operators, 

provide information in the “Additional Operator(s)” section. If the waterworks does not employ/subcontract the number of operators with the appropriate License Class in order to meet attendance requirements, Sustainability Improvements should be implemented to ensure the waterworks is operated in accordance with the Regulations. 


Licensing of Virginia Waterworks Operators is overseen by the Department of Professional and Occupational Regulation (DPOR). Detailed information, including access to DPOR’s online operator database, can be found at: http://www.dpor.virginia.gov










B.  Preventive Maintenance - Part 2 - II. B. 
Routine maintenance of the waterworks’ infrastructure is essential to ensure the reliability and sustainability of the waterworks. Provide information regarding the individual(s) and/or contracted company responsible for the routine preventive maintenance of the waterworks for the facilities, equipment, and other infrastructure. If this work is contracted, attach a copy of the contract. 

C.  Cross Connection Control & Backflow Prevention Program - Part 2 - II. C.  
All waterworks are at risk from physical connections between the potable water produced by the waterworks and any non-potable substance that is allowed to be in contact with the potable system.  Protection of the waterworks against this level of threat begins with an active Cross Connection Control and Backflow Prevention Program, which is required by the Virginia Waterworks Regulations. Provide information regarding the individual(s) and/or contracted company responsible for development and implementation of the waterworks’ Cross Connection Control Program and backflow prevention device testing services for the waterworks. If this work is contracted, attach a copy of the contract. 


Part 3 – Management, Operations & Procedures 
 
This section identifies critical business practices necessary for effective waterworks management and operation. The waterworks Owner/Preparer will describe the requirements essential for managing and operating a waterworks and will define the processes, methods, and tasks necessary for complying with regulations. Associated costs will be identified by the waterworks owner in Part 3, and tabulated in Part 5 - Financial Information. Sustainability Improvements identified in this section must be summarized in Part 6 – Sustainability Improvements.  The final WBOP submittal should include supporting documentation and/or a narrative explanation/summary for Part 3 (where applicable) for each waterworks included in this WBOP. If any of the requested/required information is unavailable or other assistance with preparing the WBOP is needed, contact the appropriate regional ODW Field Office (refer to Appendix B - Office of Drinking Water Field Offices). 
 


 I.  MANAGEMENT  
 
A.  Management Roles & Responsibilities - Part 3 - I. A.
 This section will identify which staff positions handle various management activities for the waterworks. The Community Form includes a table into which the Owner/Preparer is to associate each management task with the responsible staff member. Position title and the name of the individual currently performing the task should be included in the chart.  Any given staff member may be assigned to more than one role.  If the task is contracted, mark it accordingly.  The Owner/Preparer will benefit from consulting the responsible parties identified in the table and in Part 2- Staffing as sources for input or by having them complete the relevant sections that follow. 
B.  Mandatory Connections (if applicable) - Part 3 - I. B.
A waterworks may be permitted by local laws and statutes to adopt and enforce a mandatory connection requirement for customers located within its service area. For example, a building located within a certain distance of a water main may be required to either connect to the system or pay a “non-user” fee. Describe any policy for mandatory connections in the waterworks’ service area. Summarize or attach a copy of the policy, local code, or ordinance that establishes this requirement.

C.  Customer Complaints - Part 3 - I. C.
 Provide information regarding how customer complaints are handled by the waterworks. Customer complaints include e issues such as loss of service, low pressure, aesthetics (brown-colored water, unpleasant scent, bubbles, etc.), and billing and delivery issues.  
D.  Insurance - Part 3 - I. D.
 Various state laws may require a waterworks owner to have insurance coverage for the waterworks.  Refer to the Virginia Municipal League (VML), Virginia Association of Counties (VACO), or AWWA for information pertaining to insurance specific to waterworks. Provide a Certificate of Insurance (if available) as supporting documentation. If insurance coverage is not currently in place, provide a brief explanation of Sustainability Improvements the waterworks will implement to ensure coverage of replacement costs and liability. 
II.  OPERATIONS  
 
A.  Management of Operations  - Part 3 - II. A.
Waterworks are required to have qualified operators in responsible charge of the waterworks. Management is to develop job descriptions for these required positions, fill the positions, and comply with operator-attendance requirements. Operators may be full-time or part-time employees dedicated solely to waterworks functions, or their duties may include other functions of the entity. The waterworks must have a sufficient number of licensed operators available to meet the attendance requirements established by the Virginia Waterworks Regulations, ensuring operational coverage for vacations, holidays and illnesses. Some waterworks share operations staff with other departments, such as the wastewater department. In these instances the waterworks should provide details of how time and expenses for those staff are allocated to the waterworks.  This is necessary to properly complete the WBOP financial analysis.  
 
If the waterworks contracts with private water companies, other waterworks owners, or contract operators, check the appropriate boxes and ensure copies of signed agreements or contracts are attached. 
 


B.  Training Requirements - Part 3 - II. B.
This section includes information about the waterworks’ plan to ensure that employed/contracted Waterworks Operators are properly trained and licensed. Waterworks owners should develop performance criteria, include them in Operators’ job descriptions and/or contracts, and dictate specific 


training requirements with an established schedule of completion.  The Department of Professional and Occupational Regulation (DPOR), in conjunction with the Virginia Waterworks Regulations, requires that licensed Waterworks Operators receive a specified amount of training contact hours per licensing period in order to renew his or her license.  DPORs licensure standards should be incorporated as part of the waterworks’ internal training requirements.  Periodic evaluations should be conducted for all Waterworks Operators to ensure satisfactory performance based on all established criteria.  

C.  Standard Operating Procedures (SOP) - Part 3 - II. C.
 Standard Operating Procedures (SOPs) are guidelines, unique to a given waterworks, that describe the activities necessary to perform a specific operational process in accordance with legal and waterworks specific standards and expectations.  SOPs are essential for the reliable and efficient operation of the waterworks, and can be used as a training resource to ensure consistency of Operators’ performance. The complexity of a waterworks will determine how many SOPs are needed. In this section, list the SOPs that the waterworks currently has developed and indicate when they were last updated. SOPs should be kept up-to-date to reflect current, actual conditions and equipment present at the waterworks.

D.  Emergency Preparedness and Response Planning - Part 3 - II. D.
 This section identifies plans that the waterworks may need to activate during emergencies. There are two specific plans: (a) Emergency Response Plan and (b) Emergency Management Plan for Extended Power Outages.  An Emergency Response Plan is a comprehensive document that outlines specific steps the waterworks will take during specific events such as floods, drought, major equipment failure, security breaches, acts of terrorism, and/or source water contamination. The Emergency Management Plan for Extended Power Outages, required by the Virginia Waterworks Regulations, documents resources the waterworks can mobilize if it is without power for an extended period of time. Detailed requirements for this plan can be found in Section 12 VAC 5 -590- 505.  If the waterworks has an Emergency Response Plan, summarize its content and include information about how often it will be reviewed, revised, and tested. Appendix D includes emergency phone numbers for state and federal entities that can assist during an emergency. 
E.  Monitoring  
Monitoring of chemical, physical, bacteriological, and/or radiological parameters is required to ensure compliance with state and federal drinking water standards. Monitoring requirements are established by the Virginia Waterworks Regulations. Specific sampling requirements may differ depending on the waterworks’ classification, type of source water used, type of treatment and the population served. Sampling requirements may be modified as state and federal regulations are developed or updated. Monitoring requirements must be addressed in the WBOP; at a minimum, the owner should indicate understanding of these requirements as they affect operating costs, staffing needs, and operation of the waterworks. If minimum requirements are not currently being met for any of the following monitoring items, provide a brief explanation for each (if applicable) of the Sustainability Improvements the waterworks will implement to resolve the problem. For questions regarding monitoring, contact the appropriate regional ODW Field Office (refer to Appendix B - Office of Drinking Water Field Offices). 
 





Bacteriological Sample Siting Plan - Part 3 - II. E.
 The Bacteriological Sample Siting Plan (BSSP) is required for all waterworks prior to issuance of an Operation Permit. The BSSP outlines when and where all bacteriological samples are collected at the waterworks. To determine the date the waterworks’ BSSP was or will be approved, consult with the appropriate regional ODW Field Office. 
 
Lead & Copper Materials Survey/Sampling Plan - Part 3 - II. E.
A Lead & Copper Materials Survey/Sampling Plan is required for all Community waterworks. This plan outlines where all lead and copper samples are collected at the waterworks. To determine the date the waterworks’ Lead and Copper Materials Survey/Sampling Plan was or will be approved, consult with the appropriate regional ODW Field Office.
 
General Chemical/Radiological Sampling - Part 3 - II. E.
The majority of the required water quality samples fall under “General Chemical / Radiological” samples. This includes contaminants such as Nitrate/Nitrite, Volatile Organic Chemicals, Inorganic Chemicals, Metals, and Radiological contaminants. Each group of contaminants has a unique sampling schedule. In order to complete this section, review correspondence from ODW to confirm that the waterworks has a current sample schedule. If it does not, contact the appropriate regional ODW Field Office. Note:  Attach the most current chemical sampling schedule.
 
Synthetic Organic Chemicals (SOC) Waiver Application  - Part 3 - II. E.
All Community water sources require a determination of their potential vulnerability or susceptibility to contamination from Synthetic Organic Chemicals (SOCs). This determination is made by the ODW Field Office. Some waterworks may be eligible for a waiver for SOC sampling which, if granted, would represent a cost savings to the waterworks. In order to determine required SOC sampling frequencies and any associated sampling costs for documentation in the WBOP, the waterworks should have a current SOC Waiver Application on file with ODW.  To determine if the waterworks has a waiver, review correspondence from ODW or contact the appropriate regional ODW Field Office.  
 
Treatment Monitoring - Part 3 - II. E.
Waterworks employing treatment must conduct additional water quality monitoring and provide sufficient information to demonstrate the safety and effectiveness of the treatment process. Treatment monitoring data must be included in the (typically monthly) operational reports. For specific monitoring requirements for the type(s) of treatment at the waterworks, contact the appropriate regional ODW Field Office. If the Field Office has required changes to treatment monitoring, complete the chart in section F of the Form.
  
Disinfectants/Disinfection By-product (D/DBP) Monitoring Plan  - Part 3 - II. E.
The “Disinfectants/Disinfection Byproducts (D/DBP) Monitoring Plan” only applies to waterworks that disinfect using chlorine or chloramines. Waterworks that disinfect using chlorine or chloramines are required to sample for disinfectant residuals and disinfection byproducts. To determine if a Disinfectants/Disinfection Byproducts Monitoring Plan was approved for the waterworks, consult with the appropriate regional ODW Field Office.  






F.  Required Reports 
Monthly Operation Report (MOR) 
 A Monthly Operation Report (MOR) is required to be submitted to the appropriate regional ODW Field Office by the tenth day of the month following the end of the reporting period. The information reported must include (but is not limited to) the waterworks name and PWSID, emergency contact information, population and number of connections served, total monthly water production, chemicals used, and any other process monitoring requirements specified by the ODW Field Office. For questions or to obtain an approved MOR form, contact the appropriate regional ODW Field Office. If the waterworks has been instructed by ODW to change or correct the way that treatment monitoring is reported, include which parameters must be tested, sensitivity and methods of field analyses, and the frequency of monitoring. 


Consumer Confidence Report (CCR) - Part 3 - II. F.
Annually, the owner of a Community waterworks is required to notify customers of the most recent results of water quality analyses and any violations incurred. Federal and state regulations require inclusion of specific language in the report, such as descriptions of potential health effects resulting from exceeding water quality standards and violations of the Waterworks Regulations. This report must be prepared and distributed to customers no later than June 30th of the following calendar year. The owner must certify distribution of this report to ODW, including a copy of the CCR, no later than October 1st of that same year.  Provide documentation of how the waterworks will meet this requirement.

G.  Record Retention - Part 3 - II. G.
Most waterworks-related records (paper and/or digital copies) must be retained by the waterworks and made available to ODW upon request. If applicable records are not currently maintained and/or the waterworks owner is not aware of recordkeeping requirements, provide a brief explanation of Sustainability Improvements the waterworks will implement. For a list of the various types of records and their required retention periods, refer to Appendix E - Records Retention Checklist. 
 
III.  PROCEDURES 
 
A.  Maintenance - Part 3 - III. A.
Provide information about how the waterworks addresses routine preventive maintenance for the waterworks’ facilities, equipment, and infrastructure, including the distribution system.  Written protocols and schedules for routine maintenance activities should be based on manufacturers’ recommendations and industry best management practices.  The waterworks owner should create maintenance schedules and ensure financial resources are allocated for the proposed maintenance activities.  These activities should be incorporated into the waterworks’ Asset Management Plan.  An effective preventive maintenance program will extend the useful life of the waterworks’ physical assets and increase the overall reliability of the system, which represents a cost-savings.  If maintenance procedures are not currently documented and active, provide a brief explanation of Sustainability Improvements the waterworks will implement.  
 




B.  Water Loss & Leak Detection - Part 3 - III. B.
 Loss of water through leaks in the distribution system increases the overall cost of operations due to elevated electrical expenses, salary expenses, and chemical expenses, as well as the cost of repairs.  Leaks can also result in fluctuations in water pressure and quality and, in the case of pressure loss in the system, can result in a direct cross connection between ponding water and the potable water lines.  Describe the programs and policies of the waterworks that address leak detection and mitigation. If procedures are not currently documented and active, provide a brief explanation of Sustainability Improvements the waterworks will implement. 

C.  Water Accountability - Part 3 - III. C.
A simplified approach to water accountability is to compare actual consumption (customer usage from meter readings) and production (water produced by the waterworks) values. However, this approach does not identify problems with old customer or production meters, unmetered water withdrawn from hydrants for use by fire departments, leaks, and even systematic errors in billing/metering spreadsheets and software, for example.  Waterworks should conduct regular water audits to determine how much of the water that they produce ends up as “non-revenue” or “unaccounted-for water.” Provide responses to the questions on the Form about water accountability issues. Waterworks are encouraged to evaluate tools for determining the amount of non-revenue water. The IWA/AWWA Water Audit Method is available online 
for use.  If the waterworks does not have an active water accountability program, provide a brief explanation of Sustainability Improvements the waterworks will implement.  


D.  Cross Connection Control & Backflow Prevention Program (CCCP) - Part 3 - III. D.
All waterworks must have an active cross connection control and backflow prevention program. Provide relevant information regarding the waterworks’ CCCP, including the date it was or will be approved by ODW.  If the locality in which the waterworks is located has adopted an ordinance to enforce CCCPs, please provide the date the ordinance was adopted and summarize or attach a copy. Please note a CCCP is not active unless backflow prevention devices are tested as required and all activities specified in the CCCP are completed and documented as described by the Program. If the waterworks does not currently have a CCCP or the CCCP is not active, provide a brief explanation of Sustainability Improvements the waterworks will implement.
 
E.  Safety - Part 3 - III. E.
A thoroughly trained, proactive staff is the most important asset of a waterworks. An active safety program is an important component of staff training and reliable waterworks operation. Provide documentation of the waterworks’ safety program including safety equipment maintained in the waterworks’ facilities and Personal Protective Equipment (PPE) provided to the staff.  Include information about applicable OSHA requirements and how those requirements are met. If the waterworks does not have an active safety program, provide a brief explanation of Sustainability Improvements the waterworks will implement.  
  
F.  Waterworks Security - Part 3 - III. F.
Describe programs, policies, and/or procedures that address waterworks security issues. This includes both physical security (gates, fences, building access, locks) and digital security (access to the computer network, protocols for passwords, SCADA security, protection of customer data). For guidance on security planning, refer to Appendix C - Security Checklist. For emergency contact information to connect with other stakeholders, refer to Appendix D - Emergency Phone Numbers: State and Federal. If security procedures are not currently documented and active, provide a brief explanation of Sustainability Improvements the waterworks will implement.  
 


G. Problems and Complaints - Part 3 - III. G.
Provide information regarding operational problems and customer complaints, including occasions of pressure fluctuations, planned shutdowns, outages, discolored water, unpleasant taste and odor, etc. 

H.  Technical Assistance - Part 3 - III. H.
Provide information regarding regular or occasional technical assistance received from external sources such as VDH, consulting engineers, or organizations specifically dedicated to providing waterworks-related technical assistance. 
 
I.  Regulatory Agency Issues - Part 3 – III. I.
Provide information regarding regulatory agency issues including deficiencies or concerns identified by any regulatory agency (i.e. US Environmental Protection Agency, Virginia Department of Environmental Quality, etc.), and plans for corrective action. If the waterworks shares staff and/or a budget with another department, and regulatory issues experienced by that department are drawing resources from the waterworks, document that here.  

J.  Actions - Part 3 - III. J.
If not described in the preceding questions, provide details regarding additional activities ("actions") taken or planned to address other operations and management issues. 

Part 4 - Planning………………………………………… 
This section covers short- and long-term planning for the waterworks. Planning is necessary to identify facility costs related to (1) meeting requirements associated with general business activities including expansions and closings; (2) replacing or renovating existing facilities or equipment at an existing waterworks; and (3) ensuring compliance with current and future drinking water regulations. 
 
Much of the information needed to complete this section may be found in existing waterworks documents such as a Preliminary Engineering Report (PER), Asset Management Plan, Capital Improvement Plan, or may be addressed by other planning methods. PERs are required by ODW during the permit application process for the construction of a new waterworks and during a waterworks expansion. An Asset Management Plan and Capital Improvement Plan are not required during the permit process, but are extremely valuable tools the waterworks can utilize to plan for future sustainability. The final WBOP submittal must include supporting documentation and/or narrative explanation/summary (where applicable) for each waterworks included in this WBOP. If minimum requirements are not currently being met for any of the following planning items, provide a brief explanation for each (if applicable) of Sustainability Improvements the waterworks will implement to resolve the problem or improve the planning capability. Sustainability Improvements identified in this section must also be summarized in Part 6 – Sustainability Improvements. If any of the requested/required information is unavailable or other assistance with preparing the WBOP is needed, contact the appropriate regional ODW Field Office (refer to Appendix B - Office of Drinking Water Field Offices). 
 
I.  GENERAL PLANNING INFORMATION - Part 4 - I. 
For the topics in this section, document all known and potential situations that could affect the waterworks.  Some may be outside of the 6-year period covered by this plan, but by documenting potential conditions the waterworks will have established a baseline that can then be evaluated at regular intervals. 
Before progressing through the planning section, define the six-year evaluation period. This period will be used throughout this WBOP.
 


A.  Projected Water Demand - Part 4 - I. A.
Provide information about changes in water demand for the six-year evaluation period. Include two years of actual demand and projections for the remaining four years. If information is available for additional years document this here. Changes in water demand can be the result of conservation efforts, changes in water use at industries served by the waterworks, and/or changes in population (increases or decreases). Forecasts for population and industry may be obtained from the local Planning District Commission, the Economic Development Association, or the United States Census. 
 
B.  Design Capacity - Part 4 - I. B.
Consult with the appropriate regional ODW Field Office to determine the waterworks’ capacities (“design capacity”) for source, treatment, and storage to compare the capacities to actual and projected demands for the six-year evaluation period. Waterworks expansion and/or enhanced leak/water loss abatement may be needed in years when the capacity of the waterworks is not sufficient to cover demand. If the waterworks is in a Groundwater Management Area and is covered by a withdrawal permit that dictates the amount of water the waterworks can withdraw, document it here. Further, ODW requires waterworks that are operating at or above 80% design capacity to have a plan in place to cover additional demand.  If the waterworks does not currently have a plan developed to address issues with design capacity, provide 
a brief explanation of Sustainability Improvements the waterworks will implement to ensure that it does not exceed its capacity.

C.  External Impacts - Part 4 - I. C.
 Describe known or anticipated impacts of water sources (adjacent private or public wells or intakes, including agricultural) and other facilities (such as sewerage, industrial operations, farming operations, known petroleum release sites, etc.) on the source quantity or quality at the waterworks. Describe how such impacts affect or could affect the waterworks (water quality/quantity, changes to treatment, etc.) and what contingencies/mitigation procedures are in place. All Waterworks are required to have a Source Water Assessment that considers these external impacts.  It is recommended that all Waterworks also complete a Source Water Protection Plan, which provides specific actions they can take to help mitigate these potential external impacts. If contingencies/mitigation procedures are not currently in place provide a brief explanation of Sustainability Improvements the waterworks will implement to resolve this.
 
D.  Interconnections - Part 4 - I. D.
Document existing, currently proposed, or potential future interconnections with other existing public waterworks. This can include emergency connections to other waterworks. If there is a connection to a nonpublic water supply, document the situation, contact the appropriate Field Office, and include Sustainability Improvements that the waterworks will take to mitigate the cross connection hazard. 
 
E.  Consolidation - Part 4 - I. E.
Provide an evaluation of alternatives for consolidation with adjacent waterworks, if applicable. Summarize all options and include details on cost effectiveness of each. 

F.  Unmetered Use - Part 4 - I. F.
 Identify all known unmetered water use (i.e. unmetered service connections including waterworks facilities or municipal buildings, fire hydrant use, unmetered bulk water sale). Describe plans for addressing the issue of unmetered water use in order to improve water accountability for the system. If the waterworks does not currently have a plan in place to address unmetered use, provide a brief explanation of Sustainability Improvements the waterworks will implement to resolve this. 




G.  Policies - Part 4 - I. G.
 Water ordinances, regulations, policies, covenants, by-laws, water-use agreements, and rules can help a waterworks to be able to properly plan for operation, maintenance, or expansion of the waterworks. Identify policies currently in effect and describe policies that need to be enacted.  Summarize or attach copies of existing documents if available.
 
-------------------------------------------

Part 5 - Financial Information… 
This section evaluates the owner’s ability to direct the waterworks’ finances to support the technical and managerial capacities of the waterworks. It includes a self-assessment of financial capacity and sustainability. Note that the six-year evaluation period covered in Part 5 must be the same as defined in Part 4 – Planning, I. General Information. Sustainability Improvements identified in this section must be summarized in Part 6 – Sustainability Improvements. The final WBOP submittal must include supporting documentation (as needed) and/or narrative explanation/summary for Part 5 (where applicable) for each waterworks included in this WBOP. If any of the requested/required information is unavailable or other assistance with preparing the WBOP is needed, contact the appropriate regional ODW Field Office (refer to Appendix B - Office of Drinking Water Field Offices). If the waterworks owner is not familiar with Generally Accepted Accounting Principles and other financial concepts and terminology, obtaining the services of a financial professional to complete Part 5 is recommended. 
 
Completing the Financial Portion of the WBOP 
 The financial information needed to complete this section of the WBOP is separated into two documents, the Community Form and the Community Excel Workbook. 
Community Form: 
Complete the Community Form question-by-question, providing supporting documentation as needed or when directed by the form. 

Community Excel Workbook: 
The Community Excel Workbook was designed to be used by waterworks of varying sizes and complexity.  The Workbook includes general and line-by-line instructions, and supplemental worksheets which may, or may not, apply to the waterworks. Instructions are provided within the Workbook for most of the sheets. They are located on adjacent tabs within the Workbook. Since Capital Improvement Expenses and Revenues can be complex, examples are provided to assist with properly filling out the Workbook. These examples are located on the tab labeled “CIP Examples”. 

The following Community Excel worksheets must be completed as applicable and included with the WBOP submittal as indicated below: 
 
· Worksheet 1:  Six-Year Technical, Managerial, & Financial Commitment Summary Required Worksheet 1 summarizes a six-year period of TMF commitments (accompanying instructions are on a separate worksheet).
·  Worksheet: Budget Documentation (Supplemental) Waterworks that do not bill directly for the sale of water and do not have a separate waterworks budget (i.e. apartment complex or nursing home) must complete and submit this worksheet with supporting documentation. Other 




waterworks may use this worksheet in order to document waterworks revenues and expenses. Accompanying instructions are on a separate worksheet.
· Worksheet: Revenue Projection (Supplemental) This worksheet includes current water-use data organized by customer type, which allows for projections of usage and revenue.   It also includes an evaluation of the affordability of water rates based on average water bills compared against the median household income.
· Worksheet:  Household Affordability (Supplemental) Complete this worksheet if not completing Revenue Projection. This worksheet includes an evaluation of the affordability of water rates based on average water bills compared against the median household income. 
· Worksheet: Debt & Bond Reserve (Supplemental) Waterworks that have existing and/or future debt may need to use this worksheet to document those debts including loans and bonds. 
 
Note to Waterworks that Do Not Bill Directly for the Sale of Water: 
 Proper revenue reporting begins with answering a critical question: Does the waterworks bill its customers separately for water? Most community waterworks bill their customers for water.  Some, however, include drinking water in other costs or fees billed to the customers. For example, water may be included in mobile home park lot rents or apartment rents, or as part of the monthly fee for nursing home care.  These waterworks do not have a revenue stream that directly relates to the drinking water portion of the business. Therefore, the waterworks is to report the total business revenue, which would include all portions of the primary business.  On the expense side, after the waterworks expenses are determined, a remaining line item entry of “Other Expenses” must be included. These will be for total remaining business expenses to offset the revenues previously documented. 
 
Community Workbook: Interpreting the Financial Analyses (Worksheet 1, Lines 27 – 32) 
When properly completed, the Community Workbook, and in particular Worksheet 1, is a plan to ensure the waterworks has or will have sufficient financial resources to cover expenses in future years. When considering financial matters, it is critical to remember the over-riding goal: To protect public health. 
The waterworks owner has direct control over the outcome of the analyses of the WBOP. The owner may identify Sustainability Improvements such as decreasing expenses, creating reserves, or evaluating the rate structures that must be implemented in order to improve sustainability. A waterworks Owner/Preparer may find that, based on two years of historical financial data, this worksheet shows the PWS failed to meet financial sustainability requirements. When this happens, the Analyses built into Worksheet 1 should be used as tools to assist the waterworks and ODW with identifying Sustainability Improvements that would improve the waterworks’ financial position in the future. If the waterworks does not take action toward financial improvement, this could be an indication of insufficient managerial and financial capacity. It can have long-lasting unintended consequences for the business if, for example, it is unable to obtain a loan or obtain a line of credit to pay for essential upgrades or repairs. 
 
Included in the analyses is a Household Affordability Ratio.  As described in the worksheet, the result of this calculation represents the percentage of the average water customer’s annual income, that the will pay for water service.  Historically, in situations where this percentage is below 1% the waterworks owner is not charging a rate sufficient to cover its expenses. When this percentage exceeds 2%, the customer may be paying more than they can afford for water service. The waterworks owner needs to consider a proper rate structure to balance the need to cover waterworks expenses while simultaneously considering the ability of the customers to pay without creating a hardship. A waterworks that fails any or all of the analyses, cannot implement Sustainability Improvements, or has demonstrated the lack of willingness or ability to implement corrections, should consider alternatives. The WBOP preparer should list these alternatives in the WBOP Form, Part 6 - Sustainability Improvements.  
 




For these cases, alternatives may include the following strategies: 
· Delaying or abandoning planned CIP projects 
· Requiring developers to fund waterworks extensions to serve their developments 
· Merging with an adjacent waterworks 
· Acquisition by another waterworks owner 
· Governmental formation of a water department, water authority, or sanitary district 
· Contracting for management, operation, and maintenance services from a qualified operator. 
 
Benefits of a Strong Financial Position 
By meeting the sustainability requirements of the first three analyses, the waterworks owner will be in a good position to do the following:  
· Manage, operate, and maintain a successful waterworks  
· Respond in an emergency situation by obtaining needed resources  
· Plan for and implement needed improvements toward growth without service interruption  
· Improve working relations with lending institutions  
· Facilitate the documentation process for existing and potential financial assistance programs. 
Failure to have a sustainable financial strategy may lead to a determination by ODW that the waterworks has insufficient financial capacity.

Part 6 - Sustainability Improvements … 
The Waterworks Business Operations Plan is both a snapshot of current and past practices and a path forward for the waterworks. Beyond requiring documentation of business practices, it is geared toward identifying and averting potential problems. Throughout the process of completing the WBOP, Sustainability Improvements may have been identified to address technical, managerial, and financial aspects of the waterworks’ business and business processes that need improvement.  Any planned Sustainability Improvements should be summarized in this section. Additionally, if in any of the financial analyses from Worksheet 1: Six-Year Technical, Managerial & Financial Commitment Summary, Lines 27 - 31 indicate the waterworks was “Not Sustainable”, then Sustainability Improvements must be planned. (Refer to Worksheet 1: Six-Year Technical, Managerial & Financial Commitment Summary, Lines 14 & 15).   Please note that the Household Affordability Ratio is an optional, but recommended financial metric and does not have to be included in Worksheet 1 in order for the WBOP to be considered complete. 
 
The financial assessment of the waterworks, especially the first couple of years shown on the worksheet, may not indicate sustainability for all waterworks.  However, by the end of the six-year evaluation period, it is expected that the waterworks will have begun making improvements to its management, moving towards being a sustainable utility and/or part of the primary business. Sustainability Improvements should be monitored by the waterworks owner, preferably on an ongoing basis, to achieve sustainability for operating the waterworks over the long term.  
The final WBOP submittal should include supporting documentation and/or narrative explanation/summary for Part 6, where applicable. If any of the requested/required information is unavailable or other assistance with preparing the WBOP is needed, contact the appropriate regional ODW Field Office (refer to Appendix B - Office of Drinking Water Field Offices). If the WBOP is being completed as part of a Drinking Water State Revolving Fund (DWSRF) project, as part of enforcement action, or if the Capacity Development Division has determined there are mitigating circumstances, ODW may also monitor implementation of planned Sustainability Improvements, which may include requiring submittal of annual updates for review/evaluation.  If annual updates are required, Sustainability Improvements may be monitored until the waterworks demonstrates it has fully implemented those measures and “passed” the appropriate self-assessment analyses. 




Part 7 - Statements for Owner Signature 

The Owner's Certification Statement must be completed and signed by the waterworks owner or administrator and submitted to the appropriate regional ODW Field Office with the WBOP and supporting documentation. This statement should also be submitted with any subsequent WBOP updates (annual or otherwise) submitted to the ODW Capacity Development Division.   
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 APPENDIX A – GLOSSARY
	Terms 
	Definition/Meaning 

	Asset (Fixed Asset)
	Any tangible item owned by the waterworks that is expected to provide benefit for more than one year and has an associated replacement cost. Fixed assets include equipment, buildings, water mains, booster pumps, and treatment facilities.

	Asset Inventory
	Inventory of the physical assets a waterworks owns. The inventory should include the location, condition, life expectancy, criticality, replacement cost, and replacement schedule for each asset.

	Asset Management
	Management of assets to build system capacity by minimizing total costs while delivering the desired level of service. A thorough asset management program incorporates detailed asset inventories, operation and maintenance tasks, long-range financial planning, and management of non-tangible assets such as employees, customers, and knowledge base.

	Association Ownership
	Type of ownership involving association officers with respective titles, a charter and by-laws, and managed either by association members or a contracted management organization.

	Audit (Financial)
	Evaluation of an organization’s accounting and operating procedures that provide insight into the company’s “financial” health.

	Auditor’s Report
	Formal opinion issued by an internal auditor or independent external auditor resulting from an internal audit, external audit, or evaluation of a legal entity or subdivision (called an "auditee").
The audit report is an assurance service subsequently provided to a "user" (such as an individual, group of persons, general public, company, or government) for making decisions based on the audit results.

	Board for Waterworks &
Wastewater Works
Operators and Onsite
Sewage System
Professionals
(WWWOOSSP)
	Subsection of the Department of Professional and Occupational Regulation (DPOR) responsible for licensing individuals who operate water and wastewater treatment facilities. The Board is composed of licensed practitioners, one citizen, the Director of the Office of Drinking Water (ODW), and the Executive Director of the State Water Control Board.
http://www.dpor.virginia.gov/Boards/WWWOOSSP/

	Bookkeeping
	Business accounting practice involving the recording of financial transactions such as purchases, sales, receipts, and payments. A bookkeeper is responsible for ensuring all transactions are recorded in appropriate formats (such as journals and ledgers) for the subsequent preparation of financial statements that will describe the financial health of the business.

	Design Capacity






	The maximum theoretical output of a waterworks based on an engineering evaluation of the system. It is expressed in a specific number of gallons of water per day that a waterworks can produce and provide to its customers. Design capacity takes into consideration all physical components of the water system, constraints. It is part of the waterworks Operation Permit and may not be exceeded.

	Waterworks Capacity
	Waterworks Capacity includes all limitations of a waterworks to consistently provide adequate quantity and quality of water to its customers. Waterworks capacity is evaluated by looking at the technical, managerial, and financial capacities of the system.

	Capacity Development
	The process of planning, procuring, and maintaining resources of a waterworks to demonstrate technical, financial, and managerial capabilities necessary for present and future delivery of safe and reliable drinking water. Planning includes Asset Management and goes beyond compliance to promote continuous improvement for the purpose of achieving sustainability.

	Capital Improvement Plan (CIP)
	A CIP is a budgeting and financial tool used to establish priorities and establish funding for improvements. It identifies fixed assets a waterworks will need to replace or upgrade within the planning period and how those modifications will be financed.

	Certificate of Deposit (CD)
	Time deposit issued by financial institutions that accrues interest over a fixed term. A CD is typically insured and virtually risk free. At maturity, the CD represents available funds to a waterworks.

	Certificate of Insurance
	Document issued by an insurance company/broker used to verify the existence of insurance coverage, the type of insurance coverage purchased, and the types and dollar amount of applicable liability.

	Check Up Program for Small Systems (CUPSS)
	Computer program developed by the EPA providing instructional tools for small drinking water and wastewater utilities to identify assets and develop effective asset management plans.

	Contingency
	Future event or circumstance that is possible, but cannot be predicted with certainty.  Contingency is typically included in budgetary estimates for unforeseen costs.

	Corporation Ownership
	Type of ownership involving corporate officers, a corporate charter and by-laws, and major shareholders. A corporation can be Profit or Nonprofit, Closely Held, Publicly Traded, or a Wholly Owned Subsidiary. If owned by a parent or related company, such entities must be clearly described.

	Credit Worthiness
	Assessment of the likelihood a borrower will be able to repay debt. Based upon multiple factors, including: repayment history, credit score, availability of assets, and extent of liabilities.

	Debt Service
	Amount of principal and interest paid on a debt over a period of time, often calculated on either a monthly or yearly basis.

	Dept. of Professional &
Occupational Regulation
(DPOR)
	State executive branch agency that oversees multiple regulatory boards composed of practitioners and citizens appointed by the governor. DPOR regulates certain professions and occupations by enforcing standards of professional conduct and issuing professional credentials.
http://www.dpor.virginia.gov/

	Depreciation
	Estimate of the reduction in the value of a fixed asset due to wear and tear, obsolescence, or impairment.  Also, the allocation of the cost of a fixed asset over time for accounting and tax purposes. An annual depreciation charge in accounts represents the amount of capital assets used up in the accounting period.

	Effective External Linkages
	Effective business relationships formed when waterworks personnel interact regularly and positively with customers, regulatory agencies, technical assistance providers, and other institutions (such as banks) thereby increasing the ability to solve problems quickly.

	Emergency Replacement Reserve
	Allocation of funds set aside to pay for emergency repair or replacement of critical equipment. These funds function to avoid significant downtime and loss of service in the event of unpredictable system failures.

	Enterprise Fund
	Governmental accounting fund designated specifically to track all revenues and expenses for a government-owned public utility. An Enterprise Fund enables the separation of the utility's financial management from that government's General Fund.

	Escrow Funds
	Funds held by a third party on behalf of two other parties involved in a transaction. Funds are held in escrow until appropriate instructions or obligations have been fulfilled.

	Expenses
	Economic costs a business incurs through its operation.

	Facility
	Any structure or component involved in the production, treatment, storage, and distribution of drinking water.  Wells, intakes, treatment plants, storage vessels, pump stations, and the distribution system piping are all examples of waterworks facilities.

	Financial Capacity
	Ability of a water system to acquire and manage sufficient financial resources to demonstrate sustainability and achieve compliance with SDWA requirements.inancial capacity includes revenue sufficiency, credit worthiness, fiscal controls, and management.

	Fiscal Controls
	Internal processes to ensure an organization's financial objectives are being met. Fiscal controls include budgeting, planning, adequate financial records of all transactions, managing revenues in support of the organization's goals, and proper checks and balances.

	Gap Funding
	Amount of money needed to fund ongoing operations or future development of a business or project not currently provided by cash, equity, or debt. Funding gaps can be covered by investment from venture capital (i.e., investors), equity sales, or through debt offerings and bank loans.

	Generally Accepted
Accounting Principles
(GAAP)
	Generally accepted set of rules, conventions, standards, and procedures for reporting financial information, as established by the Financial
Accounting Standards Board. http://www.fasb.org/home

	General Administrative Expenses
	Expenditures related to the day-to-day operations of a business such as rent, insurance, managerial salaries, etc. These do not include expenses directly related to the production of any goods or services.

	Governmental Accounting Standards Board (GASB)
	Source of Generally Accepted Accounting Principles (GAAP) used by state and local governments to establish and improve standards of governmental accounting and financial reporting, resulting in useful information to guide and educate the public.
http://www.gasb.org/

	Guarantor
	Person who promises to pay back a loan if the original borrower does not pay it back.

	Independent Financial Audit
	Examination of a company's financial records and business transactions by a Certified Public Accountant (CPA). To avoid conflict of interest and ensure the integrity of the audit, the CPA must not be affiliated with the company being audited.

	Infrastructure Adequacy
	Ability of waterworks facilities, including the distribution system, to provide water that meets Safe Drinking Water Act (SDWA) standards, based on the condition of the infrastructure components and their life expectancy.

	Line of Credit
	Credit source extended by banks, financial institutions, and other licensed consumer lenders to creditworthy customers such as a government, business, or individual. A line of credit is effectively a source of funds that can be readily tapped at the borrower's discretion and represents accessibility to funds by a waterworks. Interest is paid only on money actually withdrawn. Lines of credit can be secured by collateral or be unsecured.

	Life Cycle Cost
	Sum of all recurring and one-time (non-recurring) costs over the full life span or specified period of a good, service, structure, equipment, or system. Life cycle costs include purchase price, installation costs, operating costs, maintenance and upgrade costs, and the remaining (residual or salvage) value at the end of ownership or its useful life.

	Managerial Capacity 
	Ability of a water system to meet Safe Drinking Water Act (SDWA) requirements. Managerial capacity refers to the system’s institutional and administrative capabilities, including: ownership, accountability, staffing, organization, planning, policies, programs/practices, and effective external linkages.  

	Median Household Income (MHI) 
	Dollar value representing an equal division between the number of households having income above that amount, and having income below that amount. 

	Most Critical
Facility/Component
	Identified facility or component where failure will result in significant downtime and loss/interruption of service.

	Municipal Authority Ownership
	Type of ownership identifying each incorporating municipality and any applicable agreements. Sometimes referred to as a Public Service Authority (PSA).

	Municipality Ownership
	Type of ownership identifying the town, city, or county and any applicable inter-municipal agreements involved with the ownership.

	Non-Revenue Water (NRW) 
	Water produced and utilized without having generated any revenue; nonrevenue water can include water loss through leakage. Losses can be real losses (through leaks, sometimes also referred to as physical losses) or apparent losses (such as theft or metering inaccuracies). High levels of NRW are detrimental to the financial viability of water utilities, as well to the quality of water itself. NRW is typically measured as a volume of non-revenue water as a percentage of net water produced.  

	Operating Cash Reserve 
	Liquid assets a company is able to utilize immediately which can be used to meet short-term and immediate funding needs. Liquid assets include cash deposits, short-term bank deposits, money market instruments, and Treasury Bills. Sometimes referred to as Days Cash on Hand. 

	Operator Certification 
	Verification that an individual who intends to run a public drinking water system (“operator”) meets minimum requirements as specified by the Virginia Department of Professional and Occupational Regulation (DPOR). Operator certification is to ensure skilled professionals are overseeing the treatment and distribution of safe drinking water. Recertification is handled by DPOR on a fixed schedule of license expiration and renewal, and requires the operator having maintained their credentials and being in good standing. 

	Ownership 
	Type of organization that owns or will own a waterworks. Ownership categories include Association, Corporation, Municipal Authority, Municipality Partnership, Public Service Authority (PSA), and Sole Proprietorship. 

	Ownership Accountability 
	Responsibilities that are clearly identified and communicated to prevent confusion and mistakes in the daily operation of the waterworks. 

	Partnership- Ownership 
	Type of ownership involving a general partner and any other partners under a “partnership agreement”. 

	 Terms 
	Definition/Meaning 

	Prioritization 
	Process of evaluating fixed assets to ensure funds are allocated for the rehabilitation or replacement of the most important or critical assets.  

	Qualified Opinion 
	Issued when an auditor encounters situations that do not comply with Generally Accepted Accounting Principles (GAAP). 

	Redundancy 
	Provision or requirement that a duplicate system component be provided as “back-up” to reduce the potential of service interruption in the event one of the components fails.   

	Reserve Account 
	Account with funds set aside to address system emergencies or finance future system expenses such as infrastructure rehabilitation or replacement. 

	
Revenue Sufficiency 
 
	Financial state of an organization or business in which income (revenue) is adequate (sufficient) to cover all current and future expenses during a specific period of time. 

	Revenues 
	Amount of money brought into a company by its business activities during a specific period of time. 

	Safe Drinking Water Act (SDWA) 
	Principal federal law in the United States intended to ensure safe drinking water for the public. It includes a required set of standards for drinking water quality and applies to all states, localities, and water suppliers who provide drinking water to the public. SDWA is enforced by the Environmental Protection Agency (EPA), or by primacy agencies, such as the Virginia Department of Health (VDH). 

	Sole Proprietorship  Ownership 
	Type of ownership in which an individual owns the waterworks. 

	Source Water Adequacy 
	Adequate water source to meet current customer demands and future anticipated growth. The source is appropriately sampled and protected, and meets all applicable water quality standards. 

	Source Water Reliability 
	The degree to which source water is available in adequate quantity and quality to sustain long-term operations. 

	State Corporation Commission (SCC) 
	Virginia regulatory agency that oversees utilities, insurance, statechartered financial institutions, securities, railroads, and retail franchising. It is the state’s central filing office for corporations, limited partnerships, limited liability companies, and Uniform Commercial Code liens. https://www.scc.virginia.gov/        

	Statement of Financial 
Commitment 
	Written statement from a NTNC waterworks owner to provide assurance that all waterworks-related expenses will be covered by non-water revenues or reserves. 

	Strategic Planning 
	Process by which an organization defines its goals and objectives, based on the organization's mission. Strategic planning uses objectives and strategies as a framework to support the mission and advance the larger purpose of the business.  

	Sustainability Improvements 
	One or more actions taken to change a currently undesirable status or situation to a more desirable and improved status or situation. 

	Sustainable Waterworks 
	Waterworks having adequate technical, managerial, and financial capacities are "sustainable". A sustainable waterworks receives sufficient revenues from water service and user charges to finance all operating, maintenance, and reserve expenses including capital costs.   Additionally, it uses natural, community, and utility resources in a manner that satisfies current needs without compromising future needs or options. 

	Technical Capacity 
	Physical and operational abilities of a water system to meet Safe Drinking Water Act (SDWA) requirements. This includes adequacy of physical infrastructure, the technical knowledge and capability of personnel, and adequate source water. 

	Unqualified Audit 
	Audit performed with emphasis on detail and accuracy that concludes the financial statements do not have discrepancies. Also known as a "clean" or "complete" audit. 

	Unqualified 
Opinion/Finding 
	Opinion/finding by an auditor that concludes the financial statements are accurate, fairly presented, and  in accordance with the Generally Accepted Accounting Principles (GAAP) and/or the Governmental Accounting Standard Board (GASB). 

	Water Fees 
	The dollar amount a waterworks customer pays for water. 

	Water Rate Structure 
	Set of rates a waterworks uses to determine fees to charge customers for water. 

	Waterworks Self-
Assessment Analysis 
	Analysis prepared and certified by the waterworks owner validating technical, financial, and managerial capabilities of the waterworks over a specific a time period after the initial WBOP. This analysis uses actual versus projected data over the time period, and is reported in an acceptable format to ODW.  
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Visit this link for an interactive web map to find out the ODW staff contacts for your waterworks:

 https://www.arcgis.com/apps/View/index.html?appid=071847c604e44d60b0c09c23aec1795c

	
	Abingdon Field Office (AFO)
407 East Main Street
Suite 2
Abingdon, VA 24210

Phone: 	(276) 676-5650
Fax:	(276) 676-5659
	
	Southeast Virginia Field Office (SEVFO)
830 Southampton Avenue
Room 2058
Norfolk, VA 23510 

Phone:	(757) 683-2000
Fax:	(757) 683-2007
	
	Danville Field Office (DFO)
211 Nor Dan Drive
Suite 1040
Danville, VA 24540 

Phone:	(434) 836-8416
Fax:	(434) 836-8424

	
	Lexington Field Office (LFO)
131 Walker Street
Lexington, VA 24450 


Phone: 	(540) 463-7136
Fax: 	(540) 463-3892
	
	Richmond Field Office (RFO)
109 Governor Street
6th Floor 
Richmond, VA 23219

Phone:	(804) 864-7409
Fax:	(804) 864-7520
	
	Culpeper Field Office (CFO)
400 South Main Street
2nd Floor
Culpeper, VA 22701 

Phone:	(540) 829-7340
Fax:	(540) 829-7337

	
Environmental Health Sp.: ______________________________________________________________
Email:                                _______________________________________________________________
Phone:                              _______________________________________________________________

	
District Engineer:              _______________________________________________________________ 
Email:                                _______________________________________________________________
Phone:                              _______________________________________________________________


 

 

Appendix C - Records Retention Checklist  
The Records Retention Checklist on the following page provides the minimum amount of time (retention period) a specific type of record is required to be held before it may be disposed of. The checklist is a tool to aid waterworks personnel manage their records, including identifying the location where the records are kept (on- or off-site the facility, as the case may be).  
 
Record retention requirements ("Records Retention and Disposition Schedules”) have been developed by the Commonwealth of Virginia, Library of Virginia, Records Analysis Section (RAS), under the authority of the Virginia Public Records Act (VPRA), Section 42.1-76, Code of Virginia.  
Primary categories of records in the checklist include: 
· Administrative, Emergency Planning, Personnel 
· Fiscal 
· Permits, Water Wells (water well completion) 
· System Design and Construction (as-built drawings, title documentation, etc.)  	Waterworks Systems (bacteriological records, Cross-Connection Control records, etc.) 
 
Retention requirements for waterworks systems are primarily provided by the overarching General Schedule No. 7 (GS-07), Public Utilities Records. However, retention schedules for administrative, emergency planning, personnel, and fiscal records are provided by General Schedules (GS) 19, 16, 03, and 02, respectively. 
  
Administrative Records GS-19 
Library of Virginia, General Schedules for Localities: GS-19, Administrative  Effective schedule date 12/12/2019 
http://www.lva.virginia.gov/agencies/records/sched local/GS-19.pdf
 
General Services: Emergency Planning GS-16 
Library of Virginia, General Schedules for Localities: GS-16, General Services   
Effective schedule date 11/21/2011 
http://www.lva.virginia.gov/agencies/records/sched_local/GS-16.pdf
 
Personnel Records GS-03  
Library of Virginia, General Schedules for Localities: GS-03, Personnel   Effective schedule date 2/12/2015. 
http://www.lva.virginia.gov/agencies/records/sched_local/GS-03.pdf
 
Fiscal Records GS-02  
Library of Virginia, General Schedules for Localities: GS-02, Fiscal   Effective schedule date 2/12/2015 
http://www.lva.virginia.gov/agencies/records/sched_local/GS-02.pdf
 
Public Utilities Records GS-07 
Library of Virginia, General Schedules for Localities: GS-07, Public Utilities  
Effective schedule date 11/21/2011
http://www.lva.virginia.gov/agencies/records/sched_local/GS-07.pdf
 
 
Please note: the checklist is not all inclusive; a comprehensive listing of retention periods for all record types is provided by the Library of Virginia, Records Analysis Section (RAS), Retention Schedules, General Schedules for Localities: http://www.lva.virginia.gov/agencies/records/sched_local/index.htm
 
	 ADMINISTRATIVE RECORDS (GS-19) 

	Record Type 
	Required Retention 
	Record Location 

	Annual Report (reports prepared by or for the locality addressing the "state" of the locality; incl. goals, targets, objectives, finances) 
	Permanently 
	 

	Consultants'  Reports and Related Documents 
	5 years after end of calendar year 
	 

	Environmental Impact Studies 
	Permanently 
	 

	Feasibility Studies 
	Permanently 
	 

	Grant: Funded (non-fiscal grant stipulations) 
	5 years after project completion 
	 

	Grants: Unfunded (grant proposals that did not receive funding; incl. letter of intent, budget application, notification of denial) 
	1 year after decision 
	 

	Information and Public Education (pamphlets, visual aids, and/or news clippings regarding historically significant events about the locality) 
	Permanently 
	 

	Information and Public Education: Other Records 
	0 years until superseded, obsolete, or rescinded 
	 

	Investigative Reports (internal investigations of incidents, local officials, employees, departments or operations, and policies) 
	3 years after last action 
	 

	Legal Case Files (status of legal cases involving the locality, its officials, employees, or departments. 
	10 years after last action 
	 

	Legal Opinions (opinions requested by the locality, its officials, employees, or departments, from the city or county attorney or the Attorney General's office on matters of law) 
	Permanently 
	 

	Safety (accident reports, safety policy records) 
	3 years after last action 
	 

	Work Orders: Administrative Copies 
	3 years after end of calendar year 
	 

	
	
	

	GENERAL SERVICES: EMERGENCY PLANNING (GS-16) 

	Record Type 
	Required Retention 
	Record Location 

	Security: Disaster and Emergency Planning Files 
	Until superseded, obsolete or rescinded 
	 

	
	
	

	PERSONNEL RECORDS (GS-03) 

	Record Type 
	Required Retention 
	Record Locations 

	Accident/Illness Reports (excludes sick leave reports maintained for payroll purposes) 
	5 years after event 
	 

	Employee Personnel Records: Long Term (incl. date range employed, contact information, compensation and position history, reason for separation/termination, retirement benefits) 
	50 years after separation 
	 

	Employee Personnel Records: Short Term (incl. test results, professional certification and qualification records, evaluations, disciplinary actions, layoff, termination) 
	5 years after separation 
	 


 
 
	FISCAL RECORDS (GS-02) 
	

	Record Type  
	Required Retention 
	Record Location             

	Accounts Payable (incl. invoices, receipts, bills, canceled checks, returned checks, check registers, and checking statements) 
	3 years after end of state fiscal year
	 

	Accounts Receivable (incl. deposit receipts, invoices, bills, purchase orders, vouchers, permits, receipt records) 
	3 years after end of state fiscal year
	 

	Audit Records: External 
	Permanently 
	 

	Audit Records: Internal 
	8 years after end of state fiscal year
	 

	Budget: Adopted Budget Files (adopted locality budget, outlining approved expenditures for the year) 
	Permanently 
	 

	Budget: Working Files 
	5 years after end of state fiscal year
	 

	Cash and Bank Records (incl. cash report, bank statements, reconciliation documentation, warrant reports, settlements and transmittals) 
	3 years after end of state fiscal year
	 

	Contracts 
	5 years after expiration  
	 

	Fixed Asset Files (land, buildings, equipment owned;  incl. logs, inventories, reconciliation files) 
	0 years after equipment, facility, or property sold or no longer in use 
	 

	Grant Files: State and Federal (includes ledger, journals, and reports) 
	3 years after project completion  
	 

	Insurance  
	3 years after end of state fiscal year
	 

	Ledgers: General 
	10 years after end of state fiscal year 
	 

	Payroll (incl. deduction authorizations and registers, leave, ledgers/reports, compensation files, W-2s, retirement contributions, time/attendance, tax statements, Form 1099) 
	5 years after end of state fiscal year
	 

	Purchasing Records (incl. bids, bid proposals,  purchase orders, requisitions, agreements, contracts) 
	5 years after end of state fiscal year
	 

	Retirement Files: Locally Managed (incl. employee participating and financial documentation. 
	3 years after last action 
	 

	Retirement Files: Virginia Retirement System (VRS); participation of the locality in the VRS. 
	3 years after end of state fiscal year
	 

	Unemployment Insurance/Compensation Records (correspondence, reports, forms) 
	5 years after closed 
	 

	Workers' Compensation  
	5 years after end of state fiscal year
	 


 
	 PERMIT and WATER WELL RECORDS (GS-07) 

	Record Type  
	Required Retention 
	Record Location  

	Permit Files: Application and Approval 
Documentation (for various types of water permits) 
	3 years after expiration 
	 

	Water  Well Completion Reports (locality owned) 
	5 years after well abandonment 
	 

	SYSTEM DESIGN & CONSTRUCTION RECORDS (GS-07) 

	Record Type  
	Required Retention 
	Record Location 

	Drawings and Plans (incl. final plans, as-built drawings, highway agreements or permits, construction permits, title documentation) 
	Permanently in locality 
	 

	Supporting Documentation (correspondence, specifications, working plans and drawings) 
	5 years after project completion, until audit completion, until all terms of contracts or agreements fulfilled, or until no longer administratively or legally useful, whichever is longer 
	 

	WATERWORKS SYSTEMS RECORDS (GS-07) 

	Record Type  
	Required Retention 
	Record  Location 

	Bacteriological  
	5 years after end of calendar year 
	 

	Chemical Analysis  
	10 years after end of calendar year 
	 

	Consumer Confidence Report 
	3 years after issuance 
	 

	Cross-Connection  and Backflow 
	10 years after end of calendar year 
	 

	Sanitary Surveys 
	10 years after last inspection 
	 

	Variance and Exemption Reports 
	5 years after expiration 
	 

	Violation Corrections  
	3 years after last action 
	 

	Other Records (GS-07) 

	Record Type 
	Required Retention 
	Record Location 

	Billing: Utility (customer utility bills, incl. billing registers and bill payment stubs from individual customers) 
	3 years or until audited, whichever is longer 
	 

	Complaints: Utility Customer Complaints (incl. contact information, nature of complaint, response to complaint) 
	3 years after final resolution of complaint 
	 

	Fuel Accounting 
	3 years after end of fiscal year 
	 

	Meter Reading 
	3 years after end of billing cycle or  until audited, whichever is longer 
	 

	Meter Testing and Calibration  
	3 years after last test performed 
	 

	Service Requests: Utility (customer service requests for work to be performed) 
	3 years after request is denied or work completed 
	 

	va811.com  (Miss Utility) 
	5 years after project completion 
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