Waterworks Business Operations Plan
Community Waterworks Form
Effective 2023
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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 included in an organized Appendix at the end of the WBOP. When attaching supporting documentation, enter the document title in the "ATTACHMENT TITLE " field as indicated throughout this form. The use of a Table of Contents or Index is strongly recommended in order to facilitate ease of use of the document.

This Community Form may be adapted for multiple waterworks under a combined Waterworks Business Operations Plan (WBOP). Each waterworks should be listed along with its associated technical, managerial, and financial information/supporting documents.

The completed WBOP, which includes the signed “Owner's Certification Statement,” must be sent to the Office of Drinking Water (ODW) for review and acceptance. 

Instructional guidance for completing this Community Form, including the type of required supporting documentation, is provided in the Waterworks Business Operations Plan (WBOP), Community Instructions.




[bookmark: _GoBack]Name of Waterworks:       
City/County:       
PWSID #(s):       


Part 1- Waterworks Information 

I.  OWNER INFORMATION
[bookmark: Text1]1.  Full legal name of individual(s), company, or entity that owns the waterworks:        
2.  Address:       
3.  Phone/Fax/Email:       

II. WATERWORKS DESCRIPTION
[bookmark: Check20][bookmark: Check21]1.  System:  Existing  |_|   Proposed  |_|
2.  Class (Check one):  1 |_|    2  |_|    3  |_|    4  |_|    5  |_|    6  |_|   To Be Determined |_|
3.  Source type:  Surface/GUDI |_|  Groundwater |_|   Consecutive |_|   Other |_|
If other, explain (ex. - combined surface and groundwater):      
4.  Permitted waterworks design capacity from Waterworks Operation Permit:        
[bookmark: Text14]     Operation Permit Approval Date:         ATTACHMENT TITLE 	
     The waterworks does not have a Waterworks Operation Permit. |_|
5.  Water source information (number, name, type):      
6.  Number of residential service connections:       
7. Number of non-residential service connections:      
8.  Population served: Residential =         Non-Residential =         Total =      
9. Briefly describe the waterworks including facilities & service area:        
10.  The waterworks serves the following types of customers (check all that apply):
       Residential  |_|   Commercial   |_|  Industrial  |_|   Funeral Home  |_|  School  |_|   Town or City |_|
       Meat processing plant  |_|   Industrial farm   |_|  Chemical Plant  |_|   Other (describe):      

Attach the Following Required Documents:
	|_|  Map of the waterworks showing the location of all waterworks facilities including the 
          distribution system: 
	       For existing waterworks:
	|_| Copy of the Waterworks Description Sheet: ATTACHMENT TITLE 

III.  OPERATOR REQUIREMENTS – PER ODW FIELD OFFICE
1.  Number of operators required:        
2.  Required License Class for Operator in Responsible Charge:       
3.  Operator attendance requirements:        
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Part 2 - Staffing…………………………………………………………..

I.  MANAGEMENT AND FINANCIAL PERSONNEL 
	Role
	Name
	Position
	Phone #
	Email
	Applicable License/
Certification
	Contracted
(Y/N)*

	Management
	     
	     
	     
	     
	     
	     

	Purchasing Agent
	     
	     
	     
	     
	     
	     

	Billing and Collections
	     
	     
	     
	     
	     
	     

	Customer Service
	     
	     
	     
	     
	     
	     

	Public Affairs/Press Contact
	     
	     
	     
	     
	     
	     

	Budget Planner/Preparer
	     
	     
	     
	     
	     
	     

	Tax Returns/Annual Audits
	     
	     
	     
	     
	     
	     

	Professional Engineering Services
	     
	     
	     
	     
	     
	     

	Other
	     
	     
	     
	     
	     
	     



II.  OPERATIONS PERSONNEL 
	Role
	Name
	Phone #
	Email
	License Number
	License Class
	License Expiration Date
	Contracted  (Y/N)*

	Operator in Responsible Charge
	     
	     
	     
	     
	     
	     
	     

	Additional Operator #1
	     
	     
	     
	     
	     
	     
	     

	Additional Operator #2
	     
	     
	     
	     
	     
	     
	     

	Preventative Maintenance
	     
	     
	     
	     
	     
	     
	     

	Cross Connection Control
	     
	     
	     
	     
	     
	     
	     

	Backflow Prevention
	     
	     
	     
	     
	     
	     
	     


*If contracted and/or subcontracted, include a copy of the executed contract in the Appendix:  ATTACHMENT TITLE 

Part 3 – Management, Operations & Procedures

I.  MANAGEMENT 

A. Management Roles & Responsibilities
1.  Complete the following table, as applicable, based on the complexity of the waterworks.  
	Area of Responsibility
	Responsible Party
	Position
	Contracted*
(Y/N)

	Personnel Recruitment/Retention
	     
	     
	     

	Training/ Development
	     
	     
	     

	Preparation of Operation Schedules
	     
	     
	     

	Preparation of Preventive Maintenance Schedules
	     
	     
	     

	Budget Management
(Implementation of Budget Controls and Policies)
	     
	     
	     

	Asset Inventory/Management
	     
	     
	     

	Resiliency Planning
(Implementation of CIP)
	     
	     
	     

	Safety Program Development
	     
	     
	     

	Emergency Response Planning
	     
	     
	     

	Water Accountability
	     
	     
	     



*If contracted and/or subcontracted, include a copy of the executed contract in the Appendix:  ATTACHMENT TITLE 

B.  Mandatory Connections  |_|  NOT APPLICABLE

1.  Does the waterworks have a mandatory connection requirement?  Yes |_|   No |_|
If Yes, summarize or attach a copy of the policy/local code/ordinance:       ATTACHMENT TITLE 
If No, consider adding as a SUSTAINABILITY IMPROVEMENT:      

C.   Customer Complaints
1.  Does the waterworks have procedures for handling customer complaints?  Yes |_|   No |_|
	If Yes, attach documentation or summarize procedures:         ATTACHMENT TITLE 
	If No, explain and include SUSTAINABILITY IMPROVEMENT:       

D.  Insurance
1.  Does the waterworks have, or will it have, an insurance policy to cover facilities and liabilities?  Yes |_|   No |_|
If Yes, identify the type of insurance coverage; attach a copy of the policy (Certificate of Insurance):         ATTACHMENT TITLE 
If No, explain how the waterworks will cover replacement costs and liability and consider adding as a SUSTAINABILITY IMPROVEMENT:      

II.  OPERATIONS

A.  Management of Operations
1. Describe the waterworks’ procedures for recruiting and retaining Waterworks Operators:       
2. Does the waterworks currently employ or contract a sufficient number of operators with the required License Class to ensure compliance with operator attendance requirements?  Yes |_|   No |_|  
If Yes, summarize or attach a job description, including specific responsibilities, for the Operator in
Responsible Charge position and for any other required Waterworks Operator(s):       ATTACHMENT TITLE 
If No, SUSTAINABILITY IMPROVEMENT required.      
3. Does the waterworks currently contract or intend to contract licensed operators in order to meet
attendance requirements?  Yes |_|   No |_| 
If Yes, are copies of the signed agreements or contracts are attached? Yes |_|   No |_|
4. Will operators perform functions for the owner outside of the waterworks activities? Yes |_|   No |_|
If Yes, identify those functions here and ensure they are addressed in “Cost Sharing with 	Other Departments Within the Organization” or “Cost Sharing with Other Waterworks and Legal Entities” in Part 3- I., C & D:        

B.  Training Requirements 
1.	Has the owner established job performance criteria for the Waterworks Operator(s)?  Yes |_|   No |_| 
If Yes, Has the waterworks owner established periodic evaluations based on the performance criteria?  
Yes |_|   No |_|
If No, consider adding as a SUSTAINABILITY IMPROVEMENT:      
2. Are provisions in place to ensure that operator(s) will maintain the DPOR licensure training requirements?  
	Yes |_|   No |_|
	If Yes, Describe the provisions:       
	If No, explain how the waterworks will ensure that licensure-training requirements will be met:       

C.  Standard Operating Procedures (SOP)
1.   Does the waterworks have a complete set of written Standard Operating Procedures?  Yes |_|   No |_|
If No, list which SOPs are needed for the waterworks and include a SUSTAINABILITY IMPROVEMENT to develop them:      
If Yes, complete the following chart (add lines or attach supporting documentation as needed):
	Standard Operating Procedure Name
	Date Last Updated
	Needs Updating?

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     



D.  Emergency Preparedness and Response Planning 
1.  Does the waterworks have an Emergency Response Plan?   Yes |_|   No |_|
	If Yes, date of last revision:      ;  Provide a summary of the content of the ERP:       
	If No, consider adding as a SUSTAINABILITY IMPROVEMENT:      
2. Does the waterworks have a VDH Emergency Management Plan for Extended Power Outages (Required)?
 Yes |_|   No |_|
If Yes, attach a copy of the required Emergency Management Plan certification form: ATTACHMENT TITLE 
If No, explain; include SUSTAINABILITY IMPROVEMENT:       

E.  Monitoring
Bacteriological Sample Siting Plan:
1.  Does the waterworks have a Bacteriological Sample Siting Plan (Required)?  Yes |_|   No |_|
If Yes, Date approved:        If No, contact VDH-ODW Field Office immediately.

Lead & Copper:
1. Does the waterworks have a Lead & Copper Materials Survey/Sampling Plan (Required)?  Yes |_|   No |_| 
If Yes, Date approved:        If No, contact VDH-ODW Field Office immediately.
2. Does the waterworks have a Lead Service Line Inventory (Required by Oct. 2024)?  Yes |_|   No |_| 
If Yes, Date approved:        If No, contact VDH-ODW Field Office immediately.

General Chemical/Radiological Sampling:
1.  Does the waterworks have a General Chemical/Radiological Sampling Schedule provided by ODW?  
     Yes |_|  No |_|
If Yes, attach the most current schedule:  ATTACHMENT TITLE  
If No, contact VDH-ODW Field Office immediately.

Synthetic Organic Chemicals (SOC) Waiver Application:
1.  Does the waterworks have a current SOC Waiver?  Yes |_|   No |_|   N/A |_|
If Yes, enter expiration date(s) and chemicals for which it applies:         
If No, has the waterworks applied for the waiver? Yes |_|   No |_|
		If Yes, was the waiver denied? Yes |_|   No |_|
		If no waiver application submitted, contact VDH-ODW Field Office immediately.

Treatment Monitoring:
1.  Is Treatment Monitoring required?  Yes |_|   No |_|
	If No, move on to “Disinfectants/Disinfection Byproducts (D/DBP) Monitoring Plan” (below)
1. Has the waterworks been instructed by ODW to change or correct the way that treatment monitoring conducted, including which parameters must be tested, sensitivity and methods of field analyses, and the frequency of monitoring? Yes |_|   No |_|  
If Yes, complete the chart in “F. Required Reports, Operation Reports” and include SUSTAINABILITY IMPROVEMENT:       

Disinfectants/Disinfection Byproducts (D/DBP) Monitoring Plan: 
1.  Does the waterworks have a D/DBP Monitoring Plan?  Yes |_|   No |_|  N/A |_|
If Yes, Date approved:       
If No, explain; include SUSTAINABILITY IMPROVEMENT:       

F.  Required Reports
Monthly Operation Reports (MOR):
1.  Attach a copy of the most recent Monthly Operation Report (MOR) for each waterworks: ATTACHMENT TITLE 
2.  Does the waterworks use an ODW-approved Monthly Operation Report (MOR) format?  Yes |_|   No |_|
If No, explain how the waterworks is meeting reporting requirements:       
3.  Has the waterworks been instructed by ODW to change or correct the way treatment monitoring is reported,
      including which parameters must be tested and the frequency of monitoring?  Yes |_|   No |_|
If Yes, complete the chart (below) and include SUSTAINABILITY IMPROVEMENT:       

	Treatment Parameter
	Required Sensitivity 
And Method Of Field Analysis
	Frequency

	
	
	Monitoring
	Reporting

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     



Consumer Confidence Report (CCR):
1. Is the waterworks aware of the requirements of the federal Consumer Confidence Report Rule?  
       Yes |_|   No |_| If No, contact the appropriate regional ODW Field Office for guidance.
2.	Has the waterworks owner made prepared and distributed the CCR as required for the past 2
       years?   Yes |_|   No |_| 
If No, include SUSTAINABILITY IMPROVEMENT if the waterworks has been active for more than 2 years.

G.  Record Retention
1.  Describe the recordkeeping requirements and procedures for the waterworks:       
2.  Does the waterworks meet minimum recordkeeping requirements?  Yes |_|   No |_|
If No, explain; include SUSTAINABILITY IMPROVEMENT:       

III.	 PROCEDURES
A.   Maintenance
1.   Does the waterworks have a complete set of Maintenance Procedures?  Yes |_|   No |_|
If No, list which Maintenance Procedures are needed for the waterworks and include a SUSTAINABILITY IMPROVEMENT to develop them:      
If Yes: Complete the following chart (add lines or attach supporting documentation as needed):

	Maintenance Procedure Name
	Date Last Updated
	Update Required

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     



2. 	Are there additional Maintenance Procedures that need to be developed?  Yes |_|   No |_|
If Yes, list the Maintenance Procedures that need to be created and include a SUSTAINABILITY IMPROVEMENT to develop them.

B.  Water Loss & Leak Detection
1.   Does the waterworks have established procedures for:
a. Production meter calibration: Yes |_|   No |_| 
b. Pressure monitoring: Yes |_|   No |_|
c. Leak detection: Yes |_|   No |_|
If Yes to any of the above, attach procedures or provide summary:       
If No to any of the above, explain; include SUSTAINABILITY IMPROVEMENT:         

C.  Water Accountability
1.  Does the waterworks have established procedures for:
a. Customer meter testing:  Yes |_|   No |_|
b. Water audits at set intervals (production vs. sold): Yes |_|   No |_|
If Yes to either of the above, attach procedures or provide summary:       
If No to either of the above, explain; include SUSTAINABILITY IMPROVEMENT:         
2.  Has the waterworks conducted an evaluation for unaccounted water usage?  Yes |_|   No |_|
If Yes, provide a summary of the results and attach supporting documentation:        ATTACHMENT TITLE 
If No, explain:       

D.  Cross Connection Control &Backflow Prevention Program
1. Does the waterworks have an approved Cross Connection Control and Backflow Prevention Program (Required)?   Yes |_| No |_|
If Yes, Date approved:       
If No, explain; include SUSTAINABILITY IMPROVEMENT:       
2. 	Is the CCCP enforced through a local Ordinance?  Yes |_|   No |_|
	If Yes, Date adopted:        ; Summarize or  attach:        ATTACHMENT TITLE 
	If No, consider adding as a SUSTAINABILITY IMPROVEMENT:      
3.  	Are testable backflow prevention devices tested annually (Required)?  Yes |_|   No |_|
If Yes, Where are the device inspection records maintained?        
If No, explain; include SUSTAINABILITY IMPROVEMENT:       
4. 	Does the waterworks have a certified backflow prevention worker on staff or contracted?  Yes |_|   No |_|
If Yes, enter their name here. If contracted, attach contractual agreement.        
If No, explain; include SUSTAINABILITY IMPROVEMENT:       
E.  Safety
1.  Has the waterworks implemented a safety program?  Yes |_|   No |_|
If Yes, summarize the program including how OSHA safety requirements are met:       
If No, explain; include SUSTAINABILITY IMPROVEMENT:       

F.  Waterworks Security
1.  Does the waterworks have adequate security measures in place?  Yes |_|   No |_|
If Yes, summarize the security measures:       
If No, explain; include SUSTAINABILITY IMPROVEMENT:       

G. Problems and Complaints
1.  Does the waterworks have recurring problems that typically result in complaints?  Yes |_|   No |_|
If Yes, describe the complaints:       
2.  What steps does the waterworks take to address complaints?      

H.  Technical Assistance
1.  Does the waterworks receive technical assistance from any external resources?  Yes |_|   No |_|
If Yes, describe:       

I.  Regulatory Agency Issues 
1.  Has the waterworks had any regulatory agency issues or violations in the past 18 months?  Yes |_|   No |_|
If Yes, describe the issues/violations and how they are being addressed or corrected:       

J.  Actions
1.  Are there any additional measures currently required or planned to address any other operational or
     management issues? 
Yes |_|   No |_|
If Yes, describe:       


Part 4 - Planning


I.  GENERAL PLANNING INFORMATION
    The six-year evaluation period for this WBOP covers the following time period:           through       
	A.  Projected Water Demand
1.  Summarize projected water demands for each year of the six-year evaluation period. Provide supporting
     documentation: ATTACHMENT TITLE 
	
	Date Range
	Projected Water Demands

	Actual
	     
	     

	
	     
	     

	Future
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     



2.  Briefly describe how changes in demand or capacity will be addressed by the waterworks (i.e. through Capital 
     Improvement Planning, existing projects, etc.)        

B.  Design Capacity
1.  Record the current permitted and anticipated design capacities of the waterworks for each year of the six-year 
evaluation period in the table below. Provide supporting documentation:  ATTACHMENT TITLE   
	
	Date Range
	Permitted / Anticipated Design Capacity

	Actual
	     
	     

	
	     
	     

	Future
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     



2.  Briefly describe how changes in demand or capacity will be addressed by the waterworks (i.e. through Capital 
     Improvement Planning, existing projects, etc.)        
3. Is or will the waterworks be operating at or above 80 % of the permitted design capacity for 3 months in any of
   the years covered by the six-year evaluation period?  Yes |_|   No |_|
If Yes, either describe the plan that will address the need for increased capacity or include a SUSTAINABILITY IMPROVEMENT to address the need:      

C.  External Impacts
1.  Are there known or anticipated impacts on the waterworks’ source(s)?  Yes |_|   No |_|
     If Yes, describe the known or anticipated impacts and the corresponding contingencies/mitigation procedures
     that will be implemented SUSTAINABILITY IMPROVEMENT:       
2.   Has a source water assessment been performed for each of the waterworks’ sources?  Yes |_|   No |_|
      If No, contact the Field Office to have this done and document efforts:      
3.  Does the waterworks have an active Source Water Protection Program?  Yes |_|   No |_|

D.  Interconnections
1.  Are there interconnections (existing or planned) with another waterworks?  Yes |_|   No |_|
     If Yes, describe:       
2.  Are there any interconnections to non-public and/or non-regulated water supplies?
     If Yes, contact the Field Office and describe measures that will be taken to mitigate the cross connection
     hazard:      

E.  Consolidation
1.  Do alternatives exist for consolidation of the waterworks with an adjacent public waterworks, either through a direct connection or through managerial consolidation if direct connection is not feasible?  Yes |_|   No |_|
     If Yes, summarize all options and include details of the cost effectiveness of each:       

F.  Unmetered Use
1.  Is there unmetered use?  Yes |_|   No |_|
If Yes, identify all known unmetered water use (i.e. unmetered connections, fire hydrant use, unmetered bulk water sale, etc.):       
2.  Has the waterworks developed and implemented written plans for addressing the issue of unmetered water use?   Yes |_|   No |_|
If Yes, describe the plans:       
If No, explain; include planned SUSTAINABILITY IMPROVEMENT:       

G.  Policies
1.   Has the waterworks developed and implemented written policies?  Yes |_|   No |_|
If Yes, which of the following policies are in-place to help the waterworks with planning? Attach copies of existing documents if available. 
If No, explain; include planned SUSTAINABILITY IMPROVEMENT:       

	Policy Type
	Policy Name(s)
	Date(s) Last Updated
	Attachment Title(s)

	Ordinances
	     
	     
	     

	Regulations
	     
	     
	     

	Covenants
	     
	     
	     

	By-Laws
	     
	     
	     

	Water Use Agreements
	     
	     
	     

	Rules
	     
	     
	     

	Policies
	     
	     
	     

	Other
	     
	     
	     





Part 5 – Financial Information 
The six-year evaluation period for this WBOP covers the following time period:          through       

I. FINANCIAL PROCEDURES & REPORTING

A. Waterworks Budgeting
1. Is the primary business of the owner to sell and/or provide water? Yes |_|   No |_|
2. What type of residential community does the waterworks serve? Please describe:      
3. Does the waterworks have its own budget, separate from any other business budget? Yes |_|   No |_|
	If Yes, attach a copy of the waterworks budget: ATTACHMENT TITLE  : Required
	If No:   a. Complete the Supplemental Worksheet: Budget Documentation (Excel sheet): Required 
b. Attach a copy of the most recent business budget showing waterworks revenue & expenses line items: Required
4. Are there budget development procedures in place and are they followed?  Yes  |_|  No  |_|
	If Yes, summarize or attach:       ;  ATTACHMENT TITLE 
If No, develop these procedures as a SUSTAINABILITY IMPROVEMENT:      
5. Are there budget management controls and policies in place and are they followed?  Yes  |_|  No  |_|
	If Yes, summarize or attach:       ;  ATTACHMENT TITLE 
If No, develop these procedures as a SUSTAINABILITY IMPROVEMENT:      

B.  Accounting and Financial Bookkeeping Methods
Which method does the waterworks use to address financial bookkeeping?
|_| Computer-based software: Describe the software:       
|_| Manual general ledger: Briefly describe:       
|_| Other: Briefly describe:          
|_| None: Explain how the waterworks will implement a generally accepted financial bookkeeping system.
 Develop a SUSTAINABILITY IMPROVEMENT:       

C.  Financial Records and Reports
Which of the following financial records and reports are (or will be) generated and maintained by the waterworks? Attach the most recent copy in the Appendix. These will likely include, but are not limited to:

|_| General Ledger - ATTACHMENT TITLE 
|_| Balance Sheets - ATTACHMENT TITLE 
|_| Budget (Fiscal Year) ATTACHMENT TITLE 
|_| Cash Flow Statement - ATTACHMENT TITLE 
|_| Financial Statements (Unaudited Trial Balance or Budget vs. Actual Reports) - ATTACHMENT TITLE 
|_| Income Statement (i.e. Profit and Loss (P&L) or Gain and Loss (G&L) - ATTACHMENT TITLE 
|_| Statement of Net position (Governmental entities following GASB) - ATTACHMENT TITLE 
|_| Statement of Activities (Governmental entities following GASB) - ATTACHMENT TITLE 
|_| Other reports or records: ATTACHMENT TITLE 

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.

D  Financial Audits 
1.   Does the waterworks have completed independent financial annual audits?  Yes |_|   No |_|
If No, does the waterworks plan to conduct future audits?  Yes |_|   No |_|  Explain:       
	If Yes, are three (3) successive years of independent financial audits conducted and available for review? 
       Yes |_|   No |_|
		If Yes, attach a copy of the most recent audit. ATTACHMENT TITLE 
If No, explain:      
2.   Do any of the past 3 years of independent audits identify qualifications (deficiencies or instances of 
     noncompliance)?  Yes |_|   No |_|
	If Yes, does the most recent independent audit address and correct previous issues?  Yes |_|   No |_|
		If Yes, explain SUSTAINABILITY IMPROVEMENT implemented/planned:      
		If No, indicate why actions have not been taken:       

E.  Billing and Collections
1. Does the waterworks have customer billing procedures?  Yes  |_|  No  |_|
	If Yes, describe the accounting and tracking method used:       
	If No, develop a SUSTAINABILITY IMPROVEMENT.
2. How does the waterworks bill for water?
|_| Bills directly for water; Attach a copy of the most recent Rate Structure: ATTACHMENT TITLE 
|_| Cost of water included in other fees charged to residents. Describe        ATTACHMENT TITLE 
|_| Does not bill for water. Uses revenue from other business interests to cover expenses. 
Describe:         ATTACHMENT TITLE 
3. How does the waterworks handle collections?
If collections are handled internally, describe procedures and protocols:      
If collections are contracted, describe how the process integrates with other waterworks functions and/or departments:         Ensure a copy of the contract is attached in Part 2. 

F.  Cost Sharing with Other Departments Within the Organization
Does the waterworks share costs with other departments (i.e. sewer, maintenance, billing, administration)?  
Yes |_|   No |_| 
If Yes, attach documentation that describes the arrangement including: shared staff, sharing of facilities or equipment, etc. Include percentages of costs allotted to the waterworks:      ;  ATTACHMENT TITLE 

G.  Cost Sharing with Other Waterworks or Legal Entities
Does the waterworks share costs with other waterworks or legal entities (i.e. staff, equipment, billing)?  
Yes |_|   No |_|
If Yes, attach documentation that describes the arrangements including: shared staff, sharing of facilities or equipment, etc. Include percentages of costs allotted to the waterworks:      ;  ATTACHMENT TITLE 

II. COMPLETING THE FINANCIAL WORKSHEET

A. Complete the Community Excel Workbook as indicated below and attach to this document:

	Excel Worksheet
	Required
	Completed
Yes/No

	Worksheet 1: Six-Year Technical, Managerial, & Financial Commitment Summary
	Required
	Yes |_|   No |_|

	Supplemental Worksheet: Budget Documentation
	Required if no existing waterworks budget
	Yes |_|   No |_|

	Supplemental Worksheet: Revenue Projection
	Optional
	Yes |_|   No |_|

	Supplemental Worksheet: CIP
	Required if have CIP expenses and no standalone CIP
	Yes |_|   No |_|

	Supplemental Worksheet: Debt & Bond Reserve
	Required if exiting debt has reserve conditions
	Yes |_|   No |_|

	Supplemental Worksheet: Household Affordability
	Optional
	Yes |_|   No |_|



B.  DEPRECIATION (Complete Line 11 in Excel Worksheet 1)
1. Does the waterworks depreciate its assets?       Yes  |_|   No  |_|
If Yes, Attach depreciation schedule: ATTACHMENT TITLE 
If No, explain how the waterworks plans for asset replacement and explain why:      
2. Does the waterworks make annual cash commitments to offset depreciation into a reserve or depreciation account? Yes  |_|   No  |_|
 If Yes, summarize and explain where funds are recorded:      

C.  DEBT-RELATED EXPENSES (Complete Line 13 in Excel Worksheet 1)
1. Existing Debt: Does the business have existing debt associated only with the waterworks?  Yes |_|    No |_|  
If Yes Complete “Supp.Wksht. Debt&Bond Reserve” Excel Worksheet (Required); Relevant contract and debt documents are located        (location of files).
If No, skip to the following: Future Debt.
2. Future Debt: Will the business have future debt, associated only with the waterworks, which will fall within the six-year window of evaluation?  Yes |_|    No |_|
If Yes, Complete “Supp.Wksht. Debt&Bond Reserve” Excel Worksheet (Required); Relevant documents are located       .  (location of files)
If No, skip to the following: Capital Improvement.

D.  CAPITAL IMPROVEMENT (Complete Lines 14 –18 in Excel Worksheet 1)
1. Does the waterworks have a Capital Improvement Plan? Yes |_|    No |_|
If Yes, attach a copy of the most recent Capital Improvement Plan: ATTACHMENT TITLE 
If No, complete, complete the “Supp. Wksht: CIP” Excel Worksheet to identify future capital expenses and revenue needs (Required if have CIP expenses; recommended for all others)
2. Using the CIP expenses and revenues from Question 1, complete Lines 14-18 in Worksheet 1.
3. Does the waterworks need information about possible funding sources? Yes |_|    No |_|

E. Operating Cash Reserve (OCR): (Lines 19 A - C in Excel Worksheet 1)
1. Does the waterworks fund or intend to fully fund an Operating Cash Reserve?  Yes  |_|  No  |_|
If Yes, describe how the Operating Cash reserve is funded and managed:       
Funds are held in a  |_|  Checking account |_|  Savings account |_| Certificate of Deposit
What is the name of the bank, institution or guarantor?         
If No, explain why an Operating Cash Reserve is not provided for:      
Identify SUSTAINABILITY IMPROVEMENT such as a Line of Credit, and include in Part 6.      
2. Complete Lines 19 A-C in Excel Worksheet 1 using the current balance in the Operating Cash Reserve Account, including budgeted contributions. 
3. Does the end-of-year cash balance (Line 19 C) meet the minimum required for each of the years in the current six-year window of evaluation? Yes  |_|   No  |_|
If Yes, complete the following: 
(i) Describe how gap funding will be made available (i.e. Letter of Credit, Guarantor, Other)        
(ai) What is the total available amount of alternative funding:        
(bi) What is the name of the bank, institution or guarantor?       
If No, complete the following:
(i) Provide a brief summary of how the waterworks will pay for these expenses:      
(ii) SUSTAINABILITY IMPROVEMENT must be included:      
The waterworks may be required to submit annual updates
	If No, is gap funding, such as a line of credit, provided to address the insufficient cash on hand? 
Yes  |_|  No  |_| 

Without an Operating Cash Reserve, the waterworks may be required to submit Annual Updates. Failure to demonstrate that the waterworks has sufficient revenues to cover expenses in the forward-looking years of the evaluation, or that they have not properly planned for Sustainability Improvements in forward-looking years, may be an indicator of insufficient managerial and financial capacity. This issue must be addressed in a Sustainability Improvement. 

F. Debt / Bond Reserve: (Lines 20 A - C in Excel Worksheet 1)
[Note: Bond reserve obligations only apply to waterworks that have taken out bonds to cover capital expenses. If this does not apply to your waterworks, skip to the next section.]

Existing Debt:
1. Does the waterworks have any current reserve obligations associated with existing debt?  Yes  |_|  No  |_|
If Yes, provide a brief summary:       Include financial details in Excel Worksheet 1. (Refer to Supplemental Worksheet: Debt and Bond Reserve, for guidance)
If No, skip this series of questions. Go to the next section Emergency Reserve.
2. Are cash funds to meet the reserve requirement kept in a separate account from other reserves or are they part of a combined system reserve account?  Separate account  |_|  Combined Account  |_|
a. If in a separate account, indicate the balance, date, and location of these funds:      
b. If in a combined account, indicate the balance and date of the account, the cash portion attributed to the Debt and Bond Reserve Obligations, and the location of these funds:      

Future Debt:
1. Will the waterworks have any reserve obligations associated with future debt to be established within the six-year window of evaluation?   Yes  |_|  No  |_|  If No, skip to the next section.
2. Provide a brief summary:      
3. Include financial details in Excel Worksheet 1. (Refer to Supplemental Worksheet: Debt and Bond Reserve, as needed)
4. Are cash funds to meet the reserve requirement kept in a separate account from other reserves or are they part of a combined system reserve account?  Separate account  |_|  Combined Account  |_|
a. If in a separate account, indicate the balance and location of these funds:      
b. If in a combined account, indicate the balance of the account, the cash portion attributed to the Debt and Bond Reserve Obligations, and the location of these funds:      
5. Is the waterworks meeting its’ current and projected Bond Reserve Obligations? Yes  |_|  No  |_|
a. If No, submitting a WBOP that indicates the waterworks has an insufficient Bond Reserve without interim credit or resources to cover the gap may result in a determination by ODW that the waterworks has insufficient financial capacity. Explain the existing situation :      

G. Emergency Reserve: (Lines 21 A - C in Excel Worksheet 1)
1. What is the waterworks most critical facility(ies)? (i.e. if this equipment/facility failed the waterworks could not provide water to customers; typically a source or primary pump):       
2. What is the replacement cost of this facility (this will be the minimum balance of the Emergency Reserve)? 
$      	Enter this on Excel Worksheet 1: Line 21 A, Minimum Balance – cost of Most Critical Asset
3. Does the waterworks fund or intend to fund the Emergency Reserve?  Yes  |_|  No  |_|
If No, explain why an Emergency Reserve is not provided for:      
Identify SUSTAINABILITY IMPROVEMENTsuch as a Line of Credit, include in Part 6, and skip to the next section.      
4. Describe how the Emergency Reserve is funded and managed:       
5. Are or will cash funds to meet the Emergency Reserve requirements be kept in a separate account from other reserves or are they part of a combined system reserve account?   
Separate account  |_| Combined Account  |_| 
6. Funds are held in a  |_|  Checking account |_|  Savings account |_| Certificate of Deposit
7. What is the name of the bank, institution or guarantor?      
8. What is the current balance of the dedicated Waterworks Emergency Reserve Account?  $     
Enter this on Excel Worksheet 1: Line 21 D, Emergency Reserve- Year End Balance
9. Does the end-of-year cash balance meet the minimum required for each of the years in the six-year window of evaluation?  Yes  |_|  No  |_|
a. If No, is gap funding, such as a line of credit, provided to address the insufficient cash on hand? 
Yes  |_|  No  |_| 
2. If Yes, complete the following: 
i. Describe how gap funding will be made available (i.e. Letter of Credit, Guarantor, Other)        
ii. What is the total available amount of alternative funding:        
iii. What is the name of the bank, institution or guarantor?       
b. If No, complete the following:
1. Provide a brief summary of how the waterworks will pay for these expenses:      
2. SUSTAINABILITY IMPROVEMENT must be included:      
The waterworks may be required to submit Annual Updates
10. Is any cash going to be withdrawn or transferred from the Emergency Reserve account to the CIP revenues section to fund repair or replacement expenditures in any year of the six-year evaluation window?   
Yes  |_|  No  |_|
a. If Yes, complete the following
1. Provide a brief summary of those withdrawals or transfers, including their intended use and cash amounts:      
2. Include financial details on Worksheet 1 in the appropriate year of the six-year evaluation period.
3. Enter these cash withdrawals or transfers into the CIP Revenues Section, Line 13 C – Special Charges on Worksheet 1.

H. Replacement Reserve: (Lines 22 A - D in Excel Worksheet 1)
Note: The purpose of this section is to identify the replacement cost of the waterworks for educational and planning purposes. The replacement cost is an estimate and should be based on the complexity, size, age, and condition of the entire waterworks, from the water source to the customer’s meters.

1. What is the approximate cost to replace the entire waterworks (this will be an estimate): $      
Enter this on Excel Worksheet 1: Line 22 A, Target Balance (total waterworks facility replacement costs)
2. Does the waterworks fund or intend to fund a Replacement Reserve to cover part or all of this? (This is not required, but is for planning purposes.)  Yes  |_|  No  |_|
If Yes, how are the reserves being funded? (i.e. cash commitments to offset depreciation):      
If No, how is the waterworks planning to pay for long-term repairs and replacements:       
3. Are or will cash funds to meet the Replacement Reserve requirements be kept in a separate account from other reserves or are they part of a combined system reserve account?  
Separate account  |_| Combined Account  |_| 
a. If in a separate account indicate the balance and location of these funds:       
b. If in a combined account, indicate the balance of the account, the cash portion attributed to the Replacement Reserve and the location of these funds:       












Part  6 – Sustainability Improvements

 List and provide details on SUSTAINABILITY IMPROVEMENTS identified in Parts 2 - 5 of the WBOP.  The “Date of Implementation” is the date by which SUSTAINABILITY IMPROVEMENTS are expected to be in full effect. Add extra lines as needed. 
 
	#
	SUSTAINABILITY IMPROVEMENT
	IMPLEMENTATION DATE

	1
	     
	     

	2
	     
	     

	3
	     
	     

	4
	     
	     

	5
	     
	     

	6
	     
	     

	7
	     
	     

	8
	     
	     

	9
	     
	     

	10
	     
	     

	11
	     
	     

	12
	     
	     

	13
	     
	     

	14
	     
	     

	15
	     
	     





Part 7 - Statements for Owner Signature
Owner's Certification Statement
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 submittal for review and acceptance. This certification should also be submitted with any subsequent (annual or otherwise) WBOP updates to the ODW Capacity Development Division.

	Owner's Certification Statement

	I hereby certify the attached documents are complete and accurate to the best of my ability and submit them to the Office of Drinking Water, Virginia Department of Health, for review and acceptance.

________________________________________                    _________________________
Printed Name                                                                                   Title




Confidentiality Request (optional)

	

Confidentiality Request (optional)


	I request that this Waterworks Business Operations Plan be retained in confidence to 
the extent allowed by § 32.1-172 B of the Code of Virginia.


	
     __________________________________________
     Printed Name                                                          
	
_________________________
Title

	

     ___________________________________________
     Owner’s/Preparer’s Signature     

                              
	

_________________________
Date
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