DRINKING WATER STATE REVOLVING FUND BUSINESS PLAN

Sponsor Name:
     
System Population: 
     

DWSRF Project #:
     
PWS ID#:
     

Contact Person and Title:
     

Telephone:
     

Mailing Address:
     
City:
     
State:
     
Zip:
     

Contact for Finance Plan (if different):
     

Telephone:
     

Mailing Address:
     
City:
     
State:
     
Zip:
     

e-mail:
     
Fax:
     

Source Type:
 FORMCHECKBOX 

Ground Water 
 FORMCHECKBOX 

Purchase Water 


 FORMCHECKBOX 

Surface Water 
 FORMCHECKBOX 

Surface/Ground Combined

The Drinking Water State Revolving Fund Program (DWSRF), authorized by the 1996 amendments to the Safe Drinking Water Act, provides financial assistance to public water systems (PWS).  To obtain this assistance, project sponsors must demonstrate Capacity Development or demonstrate how the assistance will ensure these requirements are met.  The term Capacity Development takes into consideration three vital areas of a public water system: Technical, Managerial, and Financial capabilities.

FINANCIAL 
A financial capability demonstration (and certification) is required well before the evaluation of the actual loan or grant application.  This demonstration is necessary to ensure that the system has the financial capability to repay the loan, if applicable, and to adequately operate and maintain the system.  Financial capability also includes funding future capital improvements that may be required.  Please see Rule 62-552.700(4) in Chapter 62-552, F.A.C. for further details.

It is expected that the revenues to be dedicated to repaying a loan will be generated either from water and sewer utility operations or from water utility operations alone.  If the source of revenues will not be from such enterprises, this set of worksheets alone will not satisfy the Department's needs.  (Please contact the Department for further guidance if dedicated revenues will be generated externally to such utilities.)

The following worksheets have been developed to identify the minimum information needed.  The completed worksheets should be used in disclosing DWSRF project financing to the public during the required dedicated revenue hearing.  The worksheets can serve to identify the impacts of the SRF project on residential users and how the project fits into the project sponsor’s overall capital improvement program for the water and sewer utility (or water utility, as appropriate).  Supplemental capital financing documentation may be submitted with these worksheets and may be presented at the required dedicated revenue hearing.

The revenues being dedicated to repayment of the DWSRF loan are:
     

What is the frequency of water system billing?
     

How often are system rates reviewed for adequacy?
     

When was the last time rates were reviewed?
     

What resources and guidance does the water system use for setting water user rates, fees or charges?
     


     


     

What is your water system bond rating?
     

Is a rate increase necessary as a result of this project?
     

What is the Median Household Income (MHI) for the entire system?
     

Which, if any, of the following activities must be undertaken to implement the DWSRF project?

Acquire privately held land?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


Acquire land held by another public water system entity?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


Enter into inter-local or inter-project sponsoring agency’s agreements?

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


Does the system have an annual budget with a separate reserve account for equipment replacement and/or capital improvement?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


Does the system have a capital improvement plan?
How many years does it cover?      
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


Does the system have a governing board of directors?

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


Does the water system employ the services of a professional engineer?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


Are there procedures for billing and collection?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


Does the system have audited financial statements?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


Are there standard purchasing procedures that provide controls over expenditures?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


What year will construction be completed and repayments begin (for the first project)?
     

What is the estimated cost of your SRF project?
$     

Please attach a copy of the user charge ordinance.

Table 1
WATER RATE REVENUE SUMMARY



LAST YR.

     
YEAR 1

(Current Year)

     
YEAR 2

     
YEAR 3

     

SRF Project

     

1. 
Number of Residential Customers
     
     
     
     

     

2. 
Number of New Residential Service Connections
     
     
     
     

     

3. 
Annual Residential Water Sales 

(Gallons)
     
     
     
     

     

4. 
Avg Daily Residential Usage (Gal/day) (Line 3 divided by line 1 divided by 365)
!Zero Divide FORMTEXT 

     

!Zero Divide FORMTEXT 

     

!Zero Divide FORMTEXT 

     

!Zero Divide FORMTEXT 

     


!Zero Divide FORMTEXT 

     


5. 
Annual Residential Water Sales ($)
     
     
     
     

     

6. 
Average Annual Residential Bill (line 5 divided by line 1)
     
     
     
     

     

7. 
Annual Residential Bill Amount Uncollected
     
     
     
     

     

8. 
Total Residential Rates Collected (Line 5 minus line 7)
     
     
     
     

     

9. 
Impact and Connection Fees per Residential Service
     
     
     
     

     

10. 
Total Residential Impact and Connection Fees (Line 2 times line 9)
     
     
     
     

     

11. 
Number of Commercial Customers
     
     
     
     

     

12. 
Number of New Commercial Service Connections
     
     
     
     

     

13. 
Annual Commercial Water Sales (Gallons)
     
     
     
     

     

14. 
Annual Commercial Water Sales ($)







15. 
Annual Commercial Bill Amount Uncollected
     
     
     
     

     

16. 
Total Commercial/Industrial Bills Collected (Line 14 minus line 15)
     
     
     
     

     

17. 
Impact and Connection Fees for Commercial Service
     
     
     
     

     

18. 
Total Commercial Impact and Connection Fees (Line 12 times line 17)
     
     
     
     

     

19. 
Bulk Water Sales
     
     
     
     

     

20. 
Total Projected Water Revenue (Line 8+10+16+18+19)
     
     
     
     

     

*  Large meters should be checked annually for accuracy.

Instructions for Completing Table 1

Identify the source of the above information and explain methods used to develop the projections (Attachment #      ).  Include an explanation of any revenue and expense growth or other adjustments; for example, any rate increases, service growth, inflation adjustments, expense adjustments reflecting the cost of operating additional facilities, or other considerations.  In completing this table assume through year 3 that no SRF project is constructed.  In the “ SRF Project” column enter the numbers that reflect the first year in which the SRF loan will begin repayments.  When completing the numbers in this column assume that the SRF project will be financed using 100% loan funding. 

Line 1
Include the actual number of customers for last year and year 1 (current year). The numbers in years 2 and 3 should reflect an estimated number of residential customers, adjusted for growth. In the SRF column include the expected number of customers based on constructing your SRF project.

Line 2
This line is a subset of line 1. It should reflect the number of new customers for that year.

Line 3
This line is your total volume (gallons) of water used by your residential customers.  Use actual gallons sold for Last Year and do an estimate for the current year based on total to‑date. To determine Year 2 and 3 water sales, first calculate the average daily residential usage in gallons per day on line 4.  The estimated water sales for Year 2 and 3 can now be determined by multiplying line 4 by line 1.

Line 4
This is the average daily residential usage (gallons per day) by a single residential customer. To get this number divide line 3 by line 1.  Use Last Year and Current Year to project usage for Year 2 and 3.  Usage should be fairly constant.

Line 5
This is your total residential water sales in dollars.  Year 2 and 3 water sales should reflect any increases in rates (i.e. due to inflation).  In the SRF column list what the sales would need to be if the SRF project was a 100% loan (to meet all expenses).

Line 6
To obtain the average annual residential bill, divide line 5 by line 1.

Line 7
This is the amount of the uncollected residential bills outstanding for the year.

Line 8
Line 5 minus line 7.

Line 9
This line is the impact and connection fee for new residential service.

Line 10
Multiply line 2 by line 9.

Line 11
Include the actual number of customers for last year and year 1 (current year). The numbers in years 2 and 3 should reflect an estimated number of commercial customers, adjusted for growth. In the SRF column include the expected number of customers based on constructing your SRF project.

Line 12
This line is a subset of line 11. It should reflect the number of new customers that will be charged an impact or connection fee.

Line 13
This line is your total volume (gallons) of water used by your commercial accounts.

Line 14
This is your total commercial water sales in dollars.  Year 2 and 3 water sales should reflect any increases in rates (i.e. due to inflation).  In the SRF column list what the sales would need to be if the SRF project was a 100% loan (to meet all expenses).

Line 15
This is the amount of the uncollected residential bills outstanding for the year.

Line 16
Total revenue collected for commercial accounts (line 14 minus line 15).

Line 17
This line is the impact and connection fee for new commercial/industrial accounts.

Line 18
Multiply line 12 by line 17.

Line 19
Total revenue for bulk water sales to consecutive systems.

Line 20
Total of line 8+10+16+18+19.

TABLE 2

INCOME, EXPENSES, AND CASH FLOW STATEMENT

Income, Expense, and Cash Flow Statement
Last Yr.

     
Year 1

     
Year  2

     
Year 3

     

SRF Project

     


OPERATING REVENUES




1
Water Rates
     
     
     
     

     

2
Fire Protection
     
     
     
     

     

3
Fees and Services
     
     
     
     

     

4
Interest Income
     
     
     
     

     

5a
Other –      
     
     
     
     

     

5b
Other –      
     
     
     
     

     

6
Total (Lines 1 - 5)
     
     
     
     

     


NON-OPERATING REVENUES




7
Interest Income
     
     
     
     

     

8
Interfund Transfer
     
     
     
     

     

9
Proceeds from the Sale of Assets
     
     
     
     

     

10
Leases and Extraction Fees
     
     
     
     

     

11
Construction Grants
     
     
     
     

     

12
Proceeds from Borrowing
     
     
     
     

     

13
Equity Contribution
     
     
     
     

     

14
Other -      
     
     
     
     

     

15
Total (Lines 7 - 14) 
     
     
     
     

     











OPERATING EXPENSES





OPERATION AND MAINTENANCE




16
Salaries (Operators)
     
     
     
     

     

17
Benefits
     
     
     
     

     

18
Utilities
     
     
     
     

     

19
Chemicals & Treatment
     
     
     
     

     

20
Monitoring
     
     
     
     

     

21
Materials, Supplies & Parts
     
     
     
     

     

22
Transportation
     
     
     
     

     

23
Purchased Water Costs
     
     
     
     

     

24
Outside Services –      
     
     
     
     

     

25
Other –      
     
     
     
     

     

26
Total (Lines 16 – 25)
     
     
     
     

     


ADMINISTRATIVE




27
Salaries and Benefits
     
     
     
     

     

28
Building Overhead
     
     
     
     

     

29
Office Supplies & Postage
     
     
     
     

     

30
Insurance
     
     
     
     

     

31
Customer Billing & Collection
     
     
     
     

     

32
Accounting and Legal
     
     
     
     

     

33
A/E & Professional Services
     
     
     
     

     

34
Other -      
     
     
     
     

     

35
TOTAL  (Lines27 – 34)
     
     
     
     

     

36
Net Operating Income 

(Line 6 minus 26 minus 35)
     
     
     
     

     




NON-OPERATING EXPENSES




37
Debt-Repayment – Principal and Interest
     
     
     
     

     

38
Capital Improvements

Acquisition of Plant Equipment
     
     
     
     

     

39
Interfund Transfers
     
     
     
     

     

40
To General Fund
     
     
     
     

     

41
To Replacement Fund
     
     
     
     

     

42
To Emergency Fund
     
     
     
     

     

43
Depreciation Expenses (If money is set aside)
     
     
     
     

     

44
Other -      
     
     
     
     

     

45
TOTAL (Lines 37 + 44)
     
     
     
     

     

46
Net Non-Operating Income 

(Line 15 minus Line 45)
     
     
     
     

     

47
Net Income Before Taxes 

(Lines 36 + 46)
     
     
     
     

     


TAXES (N/A for publicly owned systems)




48
Income Taxes
     
     
     
     

     

49
Other Taxes
     
     
     
     

     

50
TOTAL (Lines 48 + 49)
     
     
     
     

     

51
Net Income After Taxes 

(Line 47 minus 50)
     
     
     
     

     

Instructions for Completing Table 2
Identify the source of the above information and explain methods used to develop the projections (Attachment #      ).  Include an explanation of any revenue and expense growth or other adjustments; for example, any rate increases, service growth, inflation adjustments, expense adjustments reflecting the cost of operating additional facilities, or other considerations. 

REVENUES-
Revenues include all sources of income to the system.  They are separated on this form as: “Operating”, lines 1-6 and “Non-Operating”, lines 7-15.  When using the subcategory “other” under any item, please write a descriptive term.

EXPENSES‑
Expenses include all those activities or purchases which incur cost for the system. Expenses can be estimated in various ways.  One method bases the projections on historical expense.  This can be accomplished by using historical costs and escalating them from known and projected changes.  An example of a known change would be an increase in labor costs for the budget period due to known or anticipated salary increases. An example of a projected increase or escalation in costs would be a 5% annual inflation rate.  Materials and Supplies expense, for instance, would be expected to increase with the projected inflation rate. Expenses are separated on this form in the same fashion as Revenues with further subtopics to more clearly define expenses.  When using the subcategory “other” under any item please write a descriptive term and cross out the word “other”.  Expenses are separated on this form as “Operating”, lines 16-26, “Administrative”, lines 27-35, “Non-Operating”, lines 37-45, and “Taxes” lines 48-50.

Lines 1
This line includes all money received for supplying water service.  Information should come from completed Attachment 1.

Line 2
If a separate fee is charged for fire protection include on this line.

Line 3
Include all miscellaneous fees and charges generated by providing water service other than for the actual water service (for example, connection fees, bad check fees, reconnect fees, meter testing fees, etc.).

Line 4
Interest earned from cash on hand or on fees financed by the utility.

Line 5
If used, please describe.

Non-operating revenues are funds generated outside the water system and used by the water system to cover expenses.

Lines 7-15
Items should be clear, modify topics if needed.

Lines 16-17
Salaries and Benefits (Operators), include all compensation to employees of your system when the work is related to the system's O&M. This account should not include compensation of officers, directors, or general and administrative staff. Volunteer labor cannot be applied.

Line 18
Utilities, includes the cost of all electric power, gas, telephone, water (at least account for what is being used at the plant), and any other system‑related expenses incurred in producing and delivering water.

Line 19
Chemicals and treatment is intended to cover the cost of all chemicals used in the treatment of your water.

Line 20
Monitoring, includes all water monitoring costs incurred by the system. This should include both in‑house monitoring and analysis costs as well as outside laboratory costs.

Line 21
Materials, supplies, and parts means all materials and supplies used in the O&M of the water system and in providing and delivering the water to the customer.  Include any repairs or parts needed in producing and delivering water.  This would include grease, oil, and minor repairs to equipment. This should not include materials for administrative purposes such as postage, copying or copy machine supplies, billing forms, or letterhead.

Line 22
Transportation is intended to include all expenses related to trucks, automobiles, construction equipment, and other vehicle expense used in producing and delivering water to the customer.

Line 23
Include the cost of purchasing water.  Use only if a consecutive system.

Administration expenses are considered overhead but not those directly related to O&M of the daily production and delivery of water to the customer. This category includes billing and administrative costs incurred by the system. For example, all meter reading costs, secretarial costs, postage, publications, reference materials, uncollectible debts insurance accounting services, and all other overhead items belong in this subsection.

Lines 27
Salaries and Benefits include all compensation to employees of your system in which the work is related to the administration of the system, such as officers, directors, secretarial, and meter reading salaries and benefits. This account should not include compensation of operators.  If an employee performs both operation and meter reading a percentage of their salary should appear under the appropriate topic.  For example, if an operator reads meters 25% of the time, ¾ of their salary should be shown on line 16 and ¼ of their salary on line 27.

Line 28
Overhead associated with the building itself such as, mortgage payment, insurance, taxes, maintenance, etc.

Line 29
Office supplies and postage includes all materials and supplies in administration of the water system. This includes office supplies, postage, copier charges, and paper.

Line 30
Insurance (Vehicles, Liability, Workers' Compensation) includes all insurance costs associated with the coverage for the vehicles, general liability, workers' compensation insurance, and other insurance costs related to the operation and administration of the system.

Line 31
Customer billing and collection should include all expenses specific to this function such as, special billing forms or software.

Lines 32
Accounting and legal expenses includes all salaries and wages with legal and accounting functions for the system even if they are outside services.

Line 33
A/E and professional services means all engineering and other professional services expenses associated with water system planning and design requirements.

Line 34
Other means expenses such as employee training and water certification requirements (classes, registration fees, travel, etc.), public relations campaigns and public notifications, etc. Also include any recurring expenses that did not fit into any of the above line items.

Non-operating expenses are ones that are necessary and paid by the water system, but are not part of daily O&M or Administration of the system.  Debt Repayment and Capital Improvements are typical items that may appear on this type of analysis.

Lines 37-42
Expenses that are involved in operating or administering the water system that were not considered in the totals appearing on lines 26 and 35 should be shown in these items, modify if necessary.

Line 38
Capital improvements include facility and non-facility costs related to: 1) Meeting growth requirements or improving your system’s infrastructure to provide better service and reliability to existing customers, 2) replacing or renovating existing facilities, or 3) to ensure compliance with drinking water regulations.

Line 39-42
Identify any transfer of funds used to offsets other non-water system related capital expenditures.  These lines represent some possible categories, modify if needed.

Line 43
Depreciation expense only applies to systems which are currently depreciating investments made in the past (recovery of previously invested funds).  Include amounts on this line only if money is actually set aside.

Line 44
Include any recurring non-operating expenses that did not fit into any of the above line items.

Taxes can be incurred in a variety of ways such as a state utility tax, business and occupation tax, property tax or federal income tax.  Each of these taxes can be accounted for separately within the operating budget, modify if necessary.

Lines 48-49
Include any incurred taxes.
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Annual Debt Service (Principal Plus Interest)

Table 3

SCHEDULE OF PRIOR, PARITY, AND PROJECTED LIENS

List annual debt service beginning two years before the anticipated loan agreement date 

and continuing at least fifteen fiscal years.  Include all existing and projected liens on the 

system. Use additional pages as necessary.













SCHEDULE OF PRIOR, PARITY, OR PROJECTED REVENUES AND DEBT

COVERAGE FOR RATE-BASED SYSTEM PLEDGED REVENUE

(Provide information beginning with the two fiscal years preceding the anticipated date of the first SRF loan repayment.)



FY     

FY     

FY     

FY     

FY     

(a)
Net Operating Revenues.

(Table 2 line 36)
     

     

     

     

     

(b)
Debt Service (including required coverage) pledged to all prior, parity, or projected projects (last column of Table 3).
     

     

     

     

     

(c)
Net Revenue (= a – b)
     

     

     

     

     

(d)
Attach audited annual financial report(s), or pages thereof, and any other documentation necessary to support the above information.  Include any notes or comments from the audit reports regarding compliance with covenants of debt obligations having a prior or parity lien on the revenues pledged for repayment of the SRF loan.  (Attachment #      )
(e)
Attach worksheets reconciling this page with the appropriate financial statements (for example, backing out depreciation and interest payments from operating expenses).  (Attachment #      )
(f)
If the net revenues were not sufficient to satisfy the debt service and coverage requirement, please explain what corrective action was taken.   (Attachment #     )

(k)
Identify the source of the above information and explain methods used to develop the projections (Attachment #      ).  Include an explanation of any revenue and expense growth or other adjustments; for example, any rate increases, service growth, inflation adjustments, expense adjustments reflecting the cost of operating additional facilities, or other considerations.

LIST OF ATTACHMENTS (use additional sheets if necessary)
Attachment

Number

     

     

     

     

     

     

     

     

     

     

     

     

     

     

TECHNICAL:

Accurate answers to the following questions will help identify the technical strengths as well as areas that may need improving within your system.  If a question or section does not apply to your system, please write N/A for not applicable. For questions that ask you to rate your system from 1 to 5, answer 1 for worst case scenario and answer 5 for the best case scenario.

· System has current and accurate data showing average and peak gpd used

Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· System’s capacity exceeds peak demand by more than 20% (Percentage  -      %)
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· System can meet peak demand without pumping at peak capacity for 


extended periods.








Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· System has an emergency plan in place to meet system demand during a 


shortage (natural disaster or largest pump/well out, etc.)



Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· System has accurate records indicating types and percentage of customers use: 
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


Residential      % Commercial      % Industrial      % Dedicated Irrigation Meter      %

· System has comprehensive water loss program that compares amount of water


produced (plant meter) with total delivered through metered and unmetered 


service connections (system’s unaccounted for water is      %)


Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

Purchase Water Systems
NA  FORMCHECKBOX 

System has a written agreement with the supplier that:

· ensures adequate supply of water during shortage conditions,




Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· does not require the purchase of a minimum amount of water (water is

supplied through a meter), 








Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· assures supplying water system will remain in compliance with the appropriate 


State or federal regulations, and 







Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· assures purchasing system will be notified of any water quality issues. 
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 



Surface Water Systems and Systems Using Ground Water Under the Influence of Surface Water
NA  FORMCHECKBOX 

· System has redundancy for all critical treatment components
1
2
3
4
5

· System monitors raw, settled, and individual filtered water turbidity
1
2
3
4
5

· System consistently (95% of the time) has a filtered water turbidity of      %,


which is within the current standard of .3 NTU
1
2
3
4
5

· System has the capability to add coagulant before the filter and disinfect at 


various points in the treatment process
1
2
3
4
5

· System is evaluating (or has evaluated) changes necessary to meet the 


Enhanced Surface Water Treatment Rule
1
2
3
4
5

Some needed changes are:
     

     

· System is evaluating (or has evaluated) changes needed to meet requirements 


in the Disinfection By ​Products Rule
1
2
3
4
5

Some planned modifications are:
     

     

Ground Water System
NA  FORMCHECKBOX 

· A minimum of two sources of groundwater are provided



Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· Source water protection area provides a minimum 500 foot radius around each


drinking water  well








Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· Groundwater source capacity equals or exceeds the design maximum day demand

and equals or exceeds the design average day demand with the largest producing

well out of service








Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· System monitors raw water quality to determine appropriate treatment
1
2
3
4
5

· System’s well(s) have; air/vacuum relief valve, check valve, blow-off, by-pass, meter,


working sanitary seal, construction/maintenance records and are properly vented
1
2
3
4
5

· System routinely monitors drawdown
1
2
3
4
5

Disinfection

· System has adequate contact time of       minutes following disinfection and


before the first user in the distribution system





Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· Disinfection equipment is regularly inspected and maintained




Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· A chlorine residual is maintained throughout the distribution system
1
2
3
4
5

Distribution System

· System has accurate information, including age, for pipe materials that 


currently make up the distribution system
1
2
3
4
5

· Water mains providing fire protection are a minimum of 6-inches in diameter 
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· System is free of severe “water hammer” problems
1
2
3
4
5

· System tracks ranges of operating pressure, especially during peak demand
1
2
3
4
5

· System maintains a minimum operating pressure of 20 psi
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· Normal operating pressure is kept between 40 and 100 psi 
1
2
3
4
5

· System has a routine leak detection program that uses (type of equipment)     , 


repairs identified leaks quickly, and keeps water loss in the distribution system 


below      %. Average number of leak repairs per year is      
1
2
3
4
5

· System has a cross connection control program in place that addresses: 
evaluation of each service connection, installation of specified backflow 


preventer, training, record keeping, annual testing, and education 
1
2
3
4
5

· System is working to eliminate dead ends in the mains
1
2
3
4
5

· System has a flushing program that operates       times a year
1
2
3
4
5

· System has a map showing the bacteriological, lead and copper, and


TTHM (if applicable) sampling points
1
2
3
4
5

· System has accurate “as-built” maps of the distribution system posted that show:

location of sources (or intakes), size of mains, dead end mains, valves, curb stops


on service lines, and proximity of mains to other utilities (gas, electric, etc.)
1
2
3
4
5

· System has a routine valve exercise program
1
2
3
4
5

· All customers are metered and all meters are routinely calibrated
1
2
3
4
5

· Customer complaints are relatively infrequent
1
2
3
4
5


List number of complaints in the past year:      .

Pumping

· System has a pump maintenance program that includes annual inspection, scheduling 


of repair, and routine maintenance that is conducted by a qualified contractor
1
2
3
4
5

· System has standby or emergency power equipment that is routinely tested 


under load and can provide 100% of the average daily demand for       days
1
2
3
4
5

Storage 
· System is able to meet peak demand without the high service pumps running


at peak capacity for extended period
1
2
3
4
5

· System has adequate reserve capacity for fire protection.
1
2
3
4
5


Total storage capacity of the system is                        gals

· System’s       storage tanks receive routine inspection (every 3-5 years) to


determine and schedule any needed maintenance
1
2
3
4
5

· All storage tanks are equipped with an altitude valve to prevent overflowing and


are sized appropriately to ensure adequate turnover and no loss of water quality
1
2
3
4
5

· Storage tanks are covered and the surrounding areas are fenced
1
2
3
4
5

· Storage tanks have a drain valve and an entry hatch to allow access for 


cleaning and painting of the interior of the tank
1
2
3
4
5

MANAGERIAL:
Answering the next set of question will help the system clearly define responsible parties, staffing needs, operational needs, policies, and internal standard that guide system performance. For questions that ask you to rate your system from 1 to 5, answer 1 for worst case scenario and answer 5 for the best case scenario.

· System has a current organizational chart and accompanying position 


descriptions that clearly define responsibilities of staff members
1
2
3
4
5

· The plant is a category       plant operating       hours per day.

List names, class, and license numbers for all operators fulfilling staffing requirements:

     

     

· System is satisfied with service provided by contract operator(s)
NA
1
2
3
4
5

· The operator’s authority and responsibilities are clearly defined
1
2
3
4
5

Policies and Plans:  Please indicate with a check mark the items for which the water system has written policies or plans.

 FORMCHECKBOX 

  standard specifications
 FORMCHECKBOX 

  connection policies
 FORMCHECKBOX 
  main extension policies 

 FORMCHECKBOX 
  bacteriological sampling plan
 FORMCHECKBOX 
  emergency operation plan
 FORMCHECKBOX 
  Lead & Copper sample plan

 FORMCHECKBOX 
  cross connection control plan
 FORMCHECKBOX 
  record management plan 
 FORMCHECKBOX 
  TTHM 

 FORMCHECKBOX 
  general rules
 FORMCHECKBOX 
  disconnection policy
 FORMCHECKBOX 
  public education & outreach

 FORMCHECKBOX 
  disaster response plan
 FORMCHECKBOX 
  personnel policy
 FORMCHECKBOX 
  Safety/Risk Management Policy

· Based on the answers above the system has: clear organizational structure,


defined staffing requirements, and appropriate rules/policies
1
2
3
4
5

Operations and Maintenance:  The items that follow are elements that may be contained in a thorough Operations and Maintenance (O&M) manual.  A complete O&M manual is useful as a quick reference for anything from trouble shooting to emergency procedures.  Please indicate with a check mark those items contained in the system’s O&M manual.

Introduction and Overview

 FORMCHECKBOX 
  System name
 FORMCHECKBOX 
  System ID#

 FORMCHECKBOX 
  location

 FORMCHECKBOX 
  design flow capacity
 FORMCHECKBOX 
  type of treatment
 FORMCHECKBOX 
  water source

 FORMCHECKBOX 
  available training
 FORMCHECKBOX 
  publications available

 FORMCHECKBOX 
  Statement of the purpose of the manual and relay to the operator how to best obtain pertinent information

 FORMCHECKBOX 
  organizational chart (note which activities require qualified and licensed/certified personnel)

General System Description


 FORMCHECKBOX 
  a flow schematic (source to distribution)


 FORMCHECKBOX 
  pumping capabilities (source, chemicals, and high service)


 FORMCHECKBOX 
  storage (raw, finished water, and chemicals)


 FORMCHECKBOX 
  system map showing location of all wells, intake structures, pumping stations, storage tanks, and the defined service area

System Operation and Control


 FORMCHECKBOX 
  identification of major system components including a description of the normal operation of each component 


 FORMCHECKBOX 
  possible alternative operation modes and circumstances under which they would be used 


 FORMCHECKBOX 
  schematic diagrams of each treatment process


 FORMCHECKBOX 
  preventative maintenance program (include inspections performed when the facility is off‑line)


 FORMCHECKBOX 
  common operating problems with methods of bypassing while being repaired


 FORMCHECKBOX 
  importance of and how to use laboratory tests for process control


 FORMCHECKBOX 
  routine system operation for each major system component this should include start​up and shutdown procedures, safety procedures, and meter reading 


 FORMCHECKBOX 
  evaluation of overall system performance

Laboratory Testing 


 FORMCHECKBOX 
  identification of  samples and tests needed for compliance as well as for process control. 


 FORMCHECKBOX 
  sampling locations, time, and methods


 FORMCHECKBOX 
  how to interpret laboratory results and the use of these results to improve the process


 FORMCHECKBOX 
  what should be in laboratory supply and chemicals inventory


 FORMCHECKBOX 
  list of laboratory references;


 FORMCHECKBOX 
  instructions for filling out worksheets for a sample (include completed example)


 FORMCHECKBOX 
  for tests to be performed by outside laboratories, the name of the laboratory, contact person, telephone number, and method of requesting sample pick‑up or schedule for sample pick‑up

Records and Reports Section


 FORMCHECKBOX 
  a general explanation of the purpose and importance of accurate records and reports


 FORMCHECKBOX 
  a log of complaints and responses


 FORMCHECKBOX 
  daily logs, maintenance records, laboratory records, monthly reports, monitoring reports, sanitary surveys, annual reports, operating cost reports, and accident reports.


 FORMCHECKBOX 
  historical records (permits, standards, pumping capacity, consumption, and drawdown)


 FORMCHECKBOX 
  list of equipment warranties and provisions


 FORMCHECKBOX 
  specific area for filing records


 FORMCHECKBOX 
  procedures for reporting to appropriate agencies (specify how long records should be kept)

Maintenance


 FORMCHECKBOX 
  general information including purpose and value of scheduled and preventative maintenance


 FORMCHECKBOX 
  preventative maintenance schedule and sample worksheets with instructions 


 FORMCHECKBOX 
  specifications for fuels, lubricants, filters, etc. for equipment


 FORMCHECKBOX 
  troubleshooting charts or guides which reference pages in manufacturers' O&M manual or system’s O&M manual as appropriate


 FORMCHECKBOX 
  a record of data plate information on each piece of equipment maintained, this should include manufacturers' maintenance schedule for routine adjustments


 FORMCHECKBOX 
  a work order system for maintenance of equipment with sample forms to accurately track O&M costs for each piece of equipment


 FORMCHECKBOX 
  brief operation instructions for each piece of equipment with reference to the manufacturers’ technical specifications for major system components


 FORMCHECKBOX 
  a mechanism for storage and check out of specialized equipment used infrequently


 FORMCHECKBOX 
  list of outside contract maintenance tasks


 FORMCHECKBOX 
  contact person and phone numbers for equipment manufacturers, major suppliers, and all utilities serving the system


 FORMCHECKBOX 
  list of special tools used and how to replace 


 FORMCHECKBOX 
  stocks of spare parts, supplies, chemicals and other items vital to system operation


 FORMCHECKBOX 
  a system of requisitions and/or work orders used to distribute parts, supplies, chemicals, etc. for reorder purposes

Emergency Response Program



 FORMCHECKBOX 
  pre-response activity such as; personnel assignments, emergency equipment inventory, filling a storage tank before a storm hits, copies of all emergency numbers.  Laminated copy of phone numbers to keep readily accessible should include water system personnel responsible for making decisions in specific situations; including name, job title, home and work phone number (pager/cell phone number if available), police, fire departments, and for chemical spills or exposure CHEMTECH 800‑424‑9300.


 FORMCHECKBOX 
  safety procedures for all personnel involved in the response


 FORMCHECKBOX 
  a contingency plan to ensure proper treatment of water even in adverse conditions which may include agreements with nearby water systems for equipment or personnel 


 FORMCHECKBOX 
  procedures for putting standby and emergency sources into active service


 FORMCHECKBOX 
  procedures for notifying customers, the local health jurisdiction, and EPA of water quality problems


 FORMCHECKBOX 
  systematic procedure for returning to normal operation

Appendix     

The appendix can contain documents and other information that cannot be easily incorporated into the body of the manual.  Large documents such as copies of plans and specifications may be stored separately from the main manual.  The following list has examples of items that might be included in appendices.  Please check all that apply to your O&M Manual.

 FORMCHECKBOX 
  Detailed design criteria
 FORMCHECKBOX 
  User Charge System
 FORMCHECKBOX 
  Approved shop drawings

 FORMCHECKBOX 
  Schematics
 FORMCHECKBOX 
  Piping color codes
 FORMCHECKBOX 
  Valve indices or schedule

 FORMCHECKBOX 
  As‑built drawings
 FORMCHECKBOX 
  Drinking water rules/Ordinance
 FORMCHECKBOX 
  Manufacturers' manuals

· Based on the answers above please rate the system’s current O&M Manual.
1
2
3
4
5

The last set of questions is designed to help you evaluate the systems’ source(s).  Please read the item then circle the number from 1 (needs improving) to 5 (top notch) that you feel best describes your systems’ current status relative to that item or check boxes as appropriate.

· System has an active Source Water Assessment Program
1
2
3
4
5

For Ground Water Systems:
· System has accurate historical information (like well driller’s log 


and construction records) for each well
1
2
3
4
5

· Well(s) have the "zone of contribution” identified on a map
1
2
3
4
5

· No storage of potential contaminants in close proximity of well(s)
1
2
3
4
5

· Well(s) are housed and fenced and have an appropriate concrete pad
1
2
3
4
5

· Well casing(s) extend at least 12" above floor or ground
1
2
3
4
5



Name of aquifer is known:
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No



Aquifer is:      

 FORMCHECKBOX 
  Confined
 FORMCHECKBOX 
  Unconfined

For Surface Water Systems:
· Commercial, industrial, or agricultural operations up stream are identified
1
2
3
4
5

· System has provided a contact to these facilities in case of an accidental release
1
2
3
4
5

· System performs up stream monitoring
1
2
3
4
5

· System has a raw water reservoir of       gallons that acts as a buffer
1
2
3
4
5

Overall:

· System has adequate knowledge and program activity to protect and


ensure an adequate supply of drinking water 10 years into the future
1
2
3
4
5

CERTIFICATION:  I, the undersigned authorized representative of the applicant, hereby certify that all information contained in this form and attachments is true, correct, and complete to the best of my knowledge and belief. I also certify that I have been duly authorized to file the business plan and to provide these assurances.

Signature Of Authorized Representative


Name (Please Print)
     

Title
     

Address
     

City
     
State
     
Zip
     

Phone
     
Fax
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		Table 3

		SCHEDULE OF PRIOR, PARITY, AND PROJECTED LIENS

		List annual debt service beginning two years before the anticipated loan agreement date and continuing at least fifteen fiscal years.  Include all existing and projected liens on the system. Use additional pages as necessary.

		Identify Each Obligation										Coverage				Insured?

		#1

		#2

		#3

		#4

		#5

				Annual Debt Service (Principal Plus Interest)

		Fiscal Year		#1		#2		#3		#4		#5		Total Debt Service		Total Debt Service Incl. Coverage

		2000

		2001

		2002

		2003

		2004

		2005

		2006

		2007

		2008

		2009

		2010

		2011

		2012

		2013

		2014

		2015

		2016

		2017

		2018

		2019

		2020

		2021

		2022






