SERVICES CONTRACT
BETWEEN
CHESTER PUBLIC UTILITY DISTRICT

ANY

R0 el

INDIAN VALLEY COMMUNITY SERVICES DISTRICT
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f 2022, by and between t @ CHESTER PUBLIC UTILITY DISTRICT
“‘CPUD"), and !NDEAN VALLEY COMMUNITY SERVICES DISTRICT, ("IVCSD").
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WHEREAS, IVCSD desires to retain CPUD to provide staff to assist IWVCSD with office

adminisiration and water/wastewater faciity management, and

WHEREAS, CPUD warrants that it is qualified and agreeable to render the aforesaid
services.

NOW, THEREFORE, for and in consideration of the agreement made, and the
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L. SCOPE OF SERVICES: CPUD agrees to provide all of the services described in
Exhibit A
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which are relevant to this Contract or the services to be performed h reunder,
but have not been moluded in the scope of the services listed in Paragraph |
cﬁi)u‘\/b dﬂu bi‘“"’UU dgi&%%ﬁb W p%*:‘ IL)HH bdm b(:;‘l\lib&ﬁb upun LH(:% V\/HU.LH Hﬁqu&,bt U[
E‘V’Qgii} These additional services could include, but are not limited to, any of the

following:

A Services of the same nature as provided herein which are required as a
result of events unforeseen on the date of this contract.

il IVOSD FURNISHED SERVICES. The IVCSD agrees (o,

A Facilitate access to eztmd maké} provisions for the CPUD fo enter upon
public and private lands equired to perform their work

B. Make available to CPUD those services, supplies, eguipment and staff
that are normally provided for the services required by the type of services
to be rendered by CPUD hereunder and as set forth in Exhibit A

C. Make available all pertinent data and records for review.

IVCSD / CPUD Job Sharing Agreement 1
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TERM OF CONTRACT: This Contract shall commence on
and shall terminate on . unless sooner terminated in
accordance with the terms hereunder.

CONTRACT PERFORMANCE TIME: All the work required by this Contract shall
be completed and ready for acceptance no later than . Time
is of the essence with respect to this Contract.

FEES: The fees for furnishing services under this Contract shall be based on the
rate schedule which is attached hereto as Exhibit B. Said fees shall remain in
effect for the entire term of this Contract.

MAXIMUM COST TO IVCSD: Notwithstanding any other provision of this
Contract, in no event will the cost to IVCSD for the services to be provided herein
exceed ihe maximuim sum of $ , including direct non-salary
expenses.

PAYMENT: The fees for services under this Contract shall be due within 30
calendar davs after receipt by IWVCSD of an invoice covering the cz@r\/m@(r;\

rendered to date
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retain 10 percent of each monthly progress payment which shall be due upon
p

completion and acceptance by IVCSD of the work or termination of this Contract,

With respect to any additional services nrovided under this Contract as spnecifi

................. RS @R

e
in Paragraph I hereof, CPUD shall nDt be paid unless CPUD has receive
written authorization from IVCSD for the additional services prior to incurring the
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set forth on Exhibit B.
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Invoices or applications for payment to the IVCSD shall be sufficiently detailed
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expenses incurred. Where the scope of work on the Contract is divided into
various tasks, invoices shall detail the related expenditures accordingly. Labor
expenditures need documentation o support time, subsistence, travel and field
expenses. No expense will be reimbursed without ad»qua&zt@ documentation.
This documentation will include, but not be limited to recei pte for material
purchases, rental equipment and subcontractor work.

Notwithstanding any other provision herein, payment may be delayed, without
penalty, for any period in which the State Gr Federal Government has deia‘fye;d

distribution of funds that are intended to be used by the IVCSD for fun g

payment to CPUD.

INSURANCE: CPUD shall procure and maintain for the duration of the Contract
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BE o Tndbd i Gd] Fhtas &A%Mf! 1wl b fo? 1o RE B E 0 1% it llM! b w7 Lhd ?«x“«.‘/‘i AL Bad Nl WAL 5(@4&& i pR s ;A—/f WFV/\«J &‘} ¥y ERR

IVC8D / CPUD Job Sharing Agreement



may arise from or in connection with the performance of the work hereunder and
the results of that work by the CPUD, his agents, representatives, employees, or
subcontractors.

Minimum Scope and Limit of Insurance
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po hcy (Insurance Services Office Form CG 00 01) covering CGL on an
occurrence basis, including products and completed operations, property

damage, bodily injury, and personal & advertising injury, with limits in the
amount of QI‘I 000 000 and a cenaral anorepate limit of (Il") ﬂﬁ(‘\ nnn.
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The IVCSD, its officers, officials, employees, and volunteers are to be
covered as additional insureds on the General Liabiiity Policy wilth respect
to liability arising out of work or operations performed by or on behalf of
the IVCSD, including materials, parts, or equipment furnished in
connection with such work or operations. Additional insured should read

ae falimare:
beded TWA IS VY W,

Indian Valley Community Services District

127 \,.zlt:;‘bbt‘;‘lll. Dll(:‘)t::‘t C)UH.@H‘I

Greenville, CA 95947 -0899

B. CPUD shall provide comprehensive business or commercial automobile
fzahimy r*m/@r:aga including non-owned and hired automobile liability in the

amount of $1,000,000 per accident for bodily injury and property damage.
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covered as additional msureds on the Automobile Liability policy with
respect to liability arising out of work or operations performed by or on

behalf of the CPUD, including materials, parts, or equipment furnished in
connection with such work or onerations, Additional insured should read

as follows:
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127 Crescent Street, Suite #1
Greenville, CA 95947-0899

/’\V* simmas e FY by
eV sy BT

Ereirme tey thes commancamaeant of amy wiork harsoeciar
B AR b S E ¥ S ¥ Yo £ ¥of A N

t £ ?
he commencement w owork hereunds . ;
Certificate of Insurance and endorsements, signed Emy he‘s insurer, evidencin
such insurance as %p@a ified above to IVCSD. However, failure ia} obtain and
providge the mqur red docuimeiits to IVCSD puut to the work Umgr[ muu sthall not
waive the CPUD’s obligation to provide them. The IVCSD reserves the right to
require complete, certified copies of all required insurance policies, including
endorsements required by these specifications, at any time. Each insurance
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except with prior written notice to the IVCSD.
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Insurance is to be placed with an insurer with a current A.M. Best's rating of no
less than A:VII, unless otherwise acceptable to the IVCSD.
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the IVCSD. The IVCSD may require the CF’UD
lower deductible or retention or prowde proof of a
investigations, claim administration, and defens

pay losses and related
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For any claims related to this Contract, the CPUD’s insurance coverage shall be
primary coverage at least as broad as ISO CG 20 01 04 13 with respect to the
WVCSD, its officers, officials, employees, and volunteers. Any insurance or self-
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volunteers, shall be in excesg of the CPUD’s mguraﬂc@ and ssha!l not contribute
with it.

CPUD hereby grants to IVCSD a waiver of any right to subrogation which any
insurer of said CPUD may acquire against the IVCSD by virtue of the payment of
any loss under such insurance. CPUD agrees to obtain any endorsement that
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regardless of whether or not the IVCSD has received a waiver of subrogation
endorsement from the insurer.

WORKER'S COMPENSATION: The CPUD acknowledges that it is aware of the
provisions of the Labor Code of the State of California which requires @\zéry
employer to be insured against liability for workers’ compensation or to undertak

solf. ;ﬁ‘guran cain g conrdance with thao prr\u:c:;r\nc of ~H'w::+ (‘r\r“!m «':xnr*! |+ r\arhﬂac +hc:+

it will comply with such provisions before commencing the performance of the
services to be performed under this Contract and at all times durmg the
ptﬂlUHlldeb‘ Of ihe b(ﬁl\/lb@b {o L)(:*) (.)(:HIUHH(:;‘U nw@unueﬁr A L,Upy U! Ul(:;‘
certificates evidencing such insurance with policy limits of at least $1,000,000 per
accident for bodily injury or disease (or, in the alternative, a signed IVCSD
Workers’ CQmpé}f’TSat!Oﬁ Exemption form) shall be provided to IVCSD prior to
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NDEMNIFICATION: CPUD agrees to indemnif fy, defend at its own @xmﬁa@, and
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mpmgm including reasonable &tmmrxy s fees, arising from any é—%r“@(ﬁ all acts or
omissions to act of CPUD or its officers, agents, or em ployees in performing
s:»e%rv;m% under this Contrac t, excluding, he:::we«:%vm such liabilities, claims, to&,m@@
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NONDISCRIMINATORY EMPLOYMENT: In connection with the execution of
inis Contract and the services 1o be provided i nereunder, the CPUD shall not
discriminate against any employee or applicant for @mpt@ym@nt because of race,
color, religion, age, sex, national origin, political affiliation, ancestry, mar l“?:q%!

o b

s;%;a‘:s us or disability. This policy does not require the em E;/;Uy nent of ungualified
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Al INTEREST OF PUBLIC OFFICIALS: No officer, agent or employee of the
IVCSD during their tenure, nor for one year thereafter, shall have any interest,
direct or indirect, in this Contract or the proceeds thereof.

XV, SUBCONTRACTING AND ASSIGNMENT: The rights, responsibilities and duties
established under this Contract are personal to the CPUD and may not be
subcontracted, fransferred or assigned without the express prior writlen consent

of the IVCSD.

XV.  LICENSING AND PERMITS: The CPUD shall maintain the appropriate licenses

throughout the life of this Contract. IWCSD chall obtain any and all permits which
might be required by the work to be performed herein.
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current basis, complete books and records relating to this Contract.  Such
records shall include, but not be limited to, documents supporting all bids and all
expenditures for which any reimbursement is sought. The books and records

ehall ha nmmlncl oy hr\r\l/r:» I additine f‘DI lﬁ C‘"‘\’\” mainfain r‘la‘!"mlmr*l nq\/rmll
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records, including all subsistence, travel and field expenses, and Canceled
checks, receipts and invoices for all items for which any reimbursement is
sought. These documents and records shall be retained for at least ten years

from the completion of this Contract (42CFR Sections 433.32, 438.3(h) and (u)).

>
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CPUD will permit IVCSD tfo audit all books, accounts or records relating to this

contract or ":‘:Ii hr\mlzc arncniirte ne racorvde oF anvg b l&inmcza onfitiese r*r\rvwr\”aﬁl h\l
AR IR RN I W L |\\J, ek Yo LA 3 | A i R A N R AN Y L) IRN AV AN

CPUD who participated in this contract in any way. Any such audit may b@
conducted on CPUD's premises or, at IVCSD option, CPUD shall provide all
DOOKS aind records within a maximuim of 15 calendar days upon receipt of written

notice from IVCSD.

CPUD shall promptly refund any moneys erroneously charged. I IVCSD

Syer e b e e Hfﬁd% «% h«ﬁa hc:w:\m Iyillesed mrrrxr’ammn@lu l«.\/ M fr"\v* an amaoont aoaline
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5% or more of the original bid, CPUD shall b@ habie for the costs of the audit in
addition to amy other p@nalty to be imposed. This paragraph applies to any
contract which provides for reimburseiment of expenses.

AVIL TITLE: ltis understood that any and all documents, information, corr iputer disks,
and reports of any kind concerning the services provided h@r@u d@f prepared by
&md/@r submitted to the IVCSD, shall be the sole property of the EV@@@ The
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d@cumemg. In the event of the termination of this Contract, for any reason
whatsoever, CPUD shall promptly turn over all information, writing, computer
disks, and documenis to IVCSD without exception or reservation. CPUD shall
transfer from computer hard drive to disk any information or documents stored on
hard drive and provide IVCSD with said disk.
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A Either party hereto may terminate this Contract for any reason by giving
thirty (30) calendar days written notice to the other party. Notice of
Termination shall be by written notice to the other party and shall be sent

l*\\l racistarad mail
“:5 st s A L ERATE,

B. If the CPUD fails to provide in any manner the services specified under
this Contract or otherwise fails (o comply with the terms of this Contract, or
violates any ordinance, regulation, or other law which applies to its
performance herein, the IVCSD may terminate this Contract by giving five
calendar days written notice to CPUD.

C. The CPUD shall be excused for failure to perform services herein if such
services are prevented by acts of God, fires, strikes, labor disputes or
other forces over whicn the CPUD has no contiol.

D. In the event of termination, the CPUD shall be paid for services performed
up to the date of termination in accordance with the terms of this Contract.
RELATIONSHIP BETWEEN THE PARTIES: It is expressly understood that in
the performances of the services herein, the CPUD, and the agents and
employees thereof, shall act in an independent capacity and as an independent
contractor ana not as officers, empioyees or agerits of the IVCSD.
AMENDMENT:  This Contract may be amended or modified only by a written
instrument signed by both parties.

ASSIGNME! .r‘s" OF PERSONNEL: The CPUD shall not s Vwetme any

AN SN ] lvlv St 4 LR ey 1 1w
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WAIVER: No provision of this Contract or the breach thereof shall be deemed
waived, except by written consent of the party against whom the waiver is
claimed.

SEVERABILITY: If any provision of this Contract is determined by a court of
competent jurisdiction to be invalid or mmf@m@&bi& the remainder of thi
Agreement shail not be affecled thereby. Each provision shail be valid and
enforceable to the fullest extent permitted by law.

@

s

JURISDICTION AND VENUE: This Contract and the obligations hereunder shall

he conetruad in ancordance with tho lawe of tha S%:ﬂm of f‘nlenrn|ﬂ The pﬁrhmc:
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hereto agree that venue for any legal disputes or litigation arising out of this
Contract shall be in Plumas County, California.

ENTIRE AGREEMENT: This Contract constitutes the entire agreement between
the parties with respect to the subject matter hereof, and all prior or

IVCsSD / CPUD Job Sharing Agreement 6



contemporaneous agreements, understandings, and representations, oral or
written, are superseded.

XXV EXHIBITS: All “Exhibits” referred to below or attached to herein are by thic
reference incorporated into this Contract:
B il [ b, [ L UL I oL K ]
Exmibii LJ@&!Q}”@E[E@H XDt e
Exhibit A Services to be provided by CPUD
Exhibit B Compensation or Fees to be Paid to CPUD
XAVIL DESIGNATED AGENTS: The parties represent and warrant that they have full

power and authority to execute and fully perform their obligations under this
Contract pursuant to their governing instruments, without the need for any further

action, and that the person(s) executing this Contract on behalf of each party are
the duly designated agents of each party and are authorized to do so.

XXVIH. COMPL!ANCE WITH APPLICABLE LAWS: The CPUD hall Comply with any

I abrbe o] | P Lo ti
and all |€d8i’81 Slai€ anGg {oCar 1aws, reguiations, an

services covered by this Contract.

XXX ATTORNEY'S FEES: If any party hereto employs an attorney for the purpose of
arforsi cing or (“(*\g’“‘ss;.%ﬂ um,:;; thig Contract, or any tu‘_gr\%gm@mf hagoo on thig Q(ﬁj‘grgms iy
any legal proceeding whatsoever, mc:iuding insolvency, bankruptcy, arbitration,
declaratory relief or other litigation, including appealg or rehearing, the prevailing
party shall be entitled to receive from the other paity, or parties thereto,
reimbursement for all attorneys’ fees and all costs, including but not limited tc)
service of process, filing fees, court and court reporter costs, investigative costs,

expert witness fees, and the cost of any bonds, whether taxable or not. If any

i :r*&ﬁwwcxmlr oy final arcdar ha lsenad in that n rvwammhmrw c:c:m! r‘z:sxmlf'u vreamaent ehall
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specified therein.
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firm of Prentice|Long, P. €1 and desire, by their signatures to this agreement, to
waive any conflict of interest that arises, perceived or actual, as a result of
drafting this agreement.

Each party has been advised of this conflict and explicitly waives the conflict and
agrees to hold harmless Prent Q@L@ﬂ@ P.C., its officers, t’ﬂg:}ie;::ym@@, and
associates from any claim ar ising out of the performance of this contract.

XXX NOTICES: Any notice required to be given pursuant to the terms and conditions
hereof shall be in writing, and shall be via one of the following methods: personal
delivery, prepaid Certified First-Class Mall, or prepaid Priority Mail with deli livery

r\mmfmwwﬁﬂmm £ Erﬂmm:ﬁ. IaYiaT=Y: re roeirirsaterd o eibhs
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nailed to the address shown below:
TVCSD / CPUD Job Sharing Agreement
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if to CPUD:

Chester Public Utility District
c/o General Managor

251 Chester Airport Rd.
Chester, CA 96020

FEDAY A

{530 266-2171
If to CPUD:

Indian Valley Community Services District

BEE Gk #

127 Crescent Street, Suite #1
Greenville, CA 95947-0899

(630) 284-7224

[signature page to follow]

IVCSD / CPUD Job Sharing Agreement



IN WITNESS WHEREOF, the parties hereunto have executed this Contract on the date

written below.

cPuD:

By

nNCary
& S b B o

@

By

'Steve Vobril, Chair
Chester Public Utility District
Date:

Attest;

By:

Cheryl Johnson
CPUD Clerk of the Board

Approved as to form:

By

'Margaret E. Long
CPUD Attorney

IVCED / CPUD Job Sharing Agreement

‘Bob Orange, Chair
Indian Valley Community Services District
Date:

Altest:

By:
Tashiauna Towers
IWVCSD Clerk of the Board

Approved as to form:

By

Sophia R. Meyer
IWCSD Deputy Attorney



EXHIBIT A
SERVICES TO BE PROVIDED BY CPUD

The following services shall be provided under this Contract:

Assists the General Manager in overseeing Water and Wastewater construction, repair
and maintenance; trains new employees in methods, equipment and practices used in
said construction, repair and maintenance; oversees construction projects and street

rmnmm Anaratoe h‘t)f’*[/ ey SN ramr'\\/cal ac nmr«ﬂmrﬁ [oYeTs c.b’“\mr"‘xfnlr‘?zi'sr“ wator and wastewatar
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equnpment, assists in the construction and maintenance of IVCSD property and
infrastructure; consults with the General Manager on general priorities, plans and policies;
recomimends and submits projects 1o the General Manager for inclusion in the annual
budget; insures that operations, plans and personnel are sufficient to meet day-to-day as
well as emergency situations; meets customers and resolves complaints and problems:
assists in the evaluation of subordinates work performance; conducts training programs;

r\nmnlmi‘ac raquisitiong  for narte  and el |nr\limo- ahmrmc& czh::mrlhu and  amarcoanoy
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responsibilities with other field personnel when requ:red prepares and submits required
reports to regulatory agencies.

Duties will include, but are not limited to, the following:

Performance of:

> Safe work practices.

» Safety rules, codes and regu!ationS pertaining to wastewater systems.

> manu dHu }JL)Vthl LUU|“:> EQUI})III&:}HL dHu H]dlel"ialb Ubb‘u IH chﬁlllll(:ﬂlal!btﬁ cﬂlIQ
construction work.

> Advanced methods, technigues, and equipment used in water and wastewater
treatment facilities and disposal.

» Operation, maintenance, and repair of wastewater treatment nlant eqguinment

» Op@rat@m, maintenance, and repair of wastewater system lines.

2 Advanced wastewater freatment {:xrmc::i;ﬁl@g, methods, and practices.

» Froper methods used in cleaning work,

» Adv&m@@d facility and ground maintenance techniques and materials.

> Advanced principles and procedures of record keeping and reporting.

» Modern office practices, methods and computer equipment and applications
related fo the work,

> Chain of command,

» English usage, spelling, vocabulary, grammar, and punctuation.

» SCADA system.

» Modern office practices, methods, and computer equipment and applications,

including word processing, database, accountings, social media and spreadsheet
applications.

IVeSD / CPUD Job Sharing Agreement



» Techniques for providing a high level of customer service by effectively dealing with
the public, vendors, contractors, and District staff.

e

bility to

Ability to

> Perform semi-skilled work in the maintenance, construction, and repair of
District facilities.

» Perform manual labor.

» Perform periodic maintenance work, including disassembly and repair of
pumps, valves, flow rate controllers, chemical dispensers, bar screens,
cellectors, and cther plant equipment.

» Read charts and gauges and maintain a log of plant operations.

» Take samples of sgwage and per‘form routine iaboratory tests, such as
chiorine residual, bio-chemical oxygen demand, dissolved oxygen, volatile
solids, S@ttl@:ab!e solids, and other tests.

» FQI!@W oral and written dzreatrcns.

» Effectively communicate tasks and assignments to subordinates.

= Ectahlich and maintain r\nr\pcxrahum \Almri(nﬁg rm!atggnsh;pg

» Clean and care for an assigned area and equipment.

» Perform a variety of general maintenance and semi-skilled work in the
maintenance and repair of Uistrict buildings, facilities, and associate equipmerntt,

» Recognize and locate conditions which require maintenance and repair.

» Work on own initiative without supervision.

» To respond to night and weekend emergencies, upon direction of direct
supervisor.

» Efficiently and accurately complete tasks.

> Use English effectively to communicate in person, over the telephone, and in
wiiting.

» Establish, maintain, and foster positive and effective working relationships with
those contacted in th@ course of work.

» Efficiently use a computer and software to prepare data spreadsheets, perform
mmwdrwmﬁmcmmm riarfes orm Intarnat rasaarch aﬁdLﬁWZ%&%ﬁJQCOWLHUHmﬂﬁﬁu
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Special Requirements:

» Avvalid Class "A” California Driver's license with electrical beaks endorsement.
» Clean cti riving history acceptable to the CPUD’s insurance carrier,
> Possession of a valid State Water Resources Control Board, Division of Dri riking
“‘”’”ﬁtﬁ;*", D-2 Water Distribution Operator Certificate {ﬁz higher).
> @a:sg session of a valid State Water Resources Control Board Grade || Wastewater
Treatment Plant iﬁﬁr}@ramw Certificate (or higher).
» Fossession of a valid Backfill Certification.

Administration Services:

Office Manager:

IvesD / Cpud Job Sharing Agreement 11



Assist the general manager in maintaining a variety of records, reports, calendars, and
other information related to Board matters; supervise others involved in providing support
activities of the Board of Directors; and to perform other related work as required.

Under general supervision of the General Manager incumbents are responsible for
mapaging the day-to-day operation of the district office; provides direct supervision to the

DHHHQ Dptﬁpldusuuwpuxy bl(:?”\ UI U [C] DUdIU di IU LJlt;U lbL owuezztaly acis as L«Itﬂl& o U 1e
Board of Directors; and performs other duties as assigned.

Reporting directly to the General Manager, the Office Manager serves as secretary to the

f“anc:sral I\/Icncrmar and ﬁmh‘m% danartmant hz:;r::rlc: attande tn administrativa Mai-all on
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matters assigned by the General Manager and Dmtmot department heads; composes
correspondenco on own initiative on matters not requiring person&ai attention of the

k:!ﬁ:’)”blc:il Widlldgtﬂ o LJR&LI lbl uwpdnme:am H@dU‘ay Wi IL&:)&:: l%::“pUI 1S ai IQ !@LL@IYE }Jb‘HUIHIb UI(::}
duties of the Billing Specialist and District Sooret&ary in their absence.

Duties will include, but are not limited to, the following:

W Rarferrme a \/arxcﬁ-\/ of hmem office -::Hmnhlci-rah\/cs rh |+|arz to sunnort danartmantal
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operations, mc:ludlng word processing, data entry and organization, telephone and
counter reception, record-keeping, preparing records, filing, and maintaining office and
related supplies.

» Maintains accurate and detailed records, verifies accuracy of information, researches
discrepancies, and records information.

» Prepares, copies, collates, and distributes a variety of documents; ensures proper filing

f\‘% f*mmmxm ;m r*?mmmr%nﬁmm%mi o cantral §i %z:sg
!@’ FJ Frst PG4T Wit St § F LT G} ll

» Prepares, copies, coliates, and distributes a variety of documents in support of the
District Board of Directors.

» Prepares agendas and attends mestin gs of the Disirict Board of Directors; prepares
drafts of agenda items requiring action by the District Board of Directors;

» Accurately and efficiently record, transcribe and edit Board material and minutes.

> Screens calls, visitors, and incoming mail; assists public at front counter and directs
public to appropriate locations andfor staff, responde to complaints and recuests for
information; assists in applying department policies and procedures in response to
inquiries and complaints from the public; enters public calls into appropriate computer
databases.

» Types, formats and proofreads a variety of routine reports, letters, documents, flyers,
brochures, and memoranda; checks drafts for punctuation, speliing, and grammar;
suggests corrections.

e mmﬁmnlma anene time etamne anrte and Al h"
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mail; prepares and distributes outgoing m:sas!,

»  Distribute service work orders.

» Receive and post payments,; prepares billing staten
payables; performs general ledgor tasks.

»  Performs payroll duties.

»  Compiles information and data for reports and submits to requestor: o% @mb!@fﬂ
33%

ranarte  moar w‘“sie:‘ artie lmcﬁ armopncamonts and other inforrnaticns
£ [Q‘W’ Sk e § d ¥ DR DR R AN I Sy

£
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»  Maintains and upoai% dopmpomeﬁf record systems; retrieves irﬁormai on *‘from

IVCSD / CPUD Job Sharing Agreement 12



computer systems and databases as required.
» Gathers, assembles, updates, and distributes a variety of department of District
specifi9c mformatlon forms, records, and data as requested.

Dmr‘ml\/ac and nr\q’rc: navments: nranarae hilling ctatemants procaceas racaivablee and
rsl Jl 11 % I&U) ‘\J I«I w A AV R R IMW 'd W ket R § Nt St M N

payabies, performs general ledger tasks; performs additional accounting tasks.

» Receive and process District utility billing; depositing, withdrawing, transferring, and
investing District funds; maintaiiii g efficient fiscal practices 1o maximize nor-
operational earnings; maintain cash-flow for needed liquidity.

» Monitors office and other related supplies, assists in preparing processing, and tracking

purchase requisitions for services and materials.

B | oarmnme and anlnac arnarcire taﬂhhmlmmnao et
td Bl AL b EAd AT IR0 utﬁl R Y LAY wll Iw L 11 lvlvs Al lM,

efficient, organized and timely manner.
» Performs other duties as assigned.

\(/

Billing Specialist/District Secretary

Assist the general manager/office manager in performing a variety of office, fiscal,

v::r*éwnrtu:trcxhum cunnaort and raf\.ar\hr\nu:t acssinnmants: nmr@r\rm ﬁHM|n|Q{‘rQh\/a C“}'Q‘F’F 2
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office management duties; perform difficult, complex and specialized office support
information gathermg, lnformatnon preparation, billing, payroll and public relations
dbblgll”l&;‘“tb dbbtbt with UIE plSpdldUUH of it e dHHUdI LJI“:)U Ibt Uuuget [Jlepdlb‘ L,Ultlp {ex
administrative and financial reports; provide technical and responsible administrative
staff as&stanc:e perform technical personnel and administrative work assignments:
;;@ rform a variety of purchasing functions to coordinate fiscal information system with

4 %mrmf A wtaiiwmf\tm = Jﬁmaﬁmﬂwmg - mmv’*tgmrwm« Adime of tha Clark oF the Beordd i e
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absence,; and do related work as required.

d

e o

puties wiil inciude, but are not limited to, the following

» Performs a variety of basic office administrative duties to support departmental
operations, including word processing, data entry and organization, telephone and
counter reception, record-keeping, preparing records, filing, and maintaining office and

renfestesed «l snr\hm@
b Tl e Sd r»/

» Maintains accurate and detailed records, verifies accuracy of information, researches
discrepancies, and records information.

» Prepares, copies, collates, and distributes a variety of documents; ensures pr
of copies in departmental or central files.

» Prepares, copies, collates, and distributes a variety of documents in support of the
District Board of E)ir@@t&t“?%

At restaads and mt’?tmsw&%%w m:\ﬁr"wr“é Frospyes e m%m st aclit Hoared rriatarial ancl rmirg ites
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»  Screens calls, visitors, zfind ma,am 1ing mail; assists public at front counter and directs

3

public to apprapriate locations and/or staff; t@%p@nd@ to complaints and requests for
information; assists in applying depaitmeit poticies and procedures in response to
inquiries zamt complaints from the public; enters public calls into appropriate computer
databases.
» Types, formats and proofreads a variety of routin
% 75
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proper filing
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suggests corrections.
Receives, opens, time stamps, sorts, and distributes incoming and interdepartmental

%

mail, prepares and distributes outgoing mail.

oS n|Q‘h"lhl e service work ordare.

» Receive and post payments; prepares billing statements: processes receivables and
payables; performs general ledger tasks.

» Performs payroll duties.

» Compiles information and data for reports and submits to requestor; assembles
reports, manuals, articles, announcements, and other informational materials:

» Maintains and updates departmental record systems: retrieves information from

ol lsele) rh:xr aveaetame and dotaklhacsne ae roci nrc:rl
AP AW lrJM g2l U‘y LA F W A TV WAGCALCA R LA O A \1

» Gathers, assembles, updates, and distributes a variety of department of District
specific information, forms, records, and data as requested.

~ Receives, and posts payments, prepares billing statements, processes receivables and
payables; performs general ledger tasks; performs additional accounting tasks.

» Monitors office and other related supplies, assists in preparing processing, and tracking
purchase requisitions for services and materials.

¥ Loarng anrnd :::hr\hmc: mmarmlnm +mﬁhnm|hmlm<: and as nacessary
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efficient, orgamzed and tlmely manner.
» Performs other duties as assigned.
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EXHIBIT B
COMPENSATION OR FEES TO BE PAID TO CPUD

IVCSD shall compensate CPUD as follows:

IWCSED shall pay CPUD an hourly rate of §_ for all water/waste water services as set
forth in Exhibit A.

IVCSD shall pay CUPD an hourly rate of $___ for all administration services as set forth

i mrr

in Exhibit A performed by employees in the classification of Office Manager,
IVCSD shall pay CUPD an hourly rate of $____ for all administration services as set forth

in Exhibit A performed by employees in the classification of Billing Specialist/District
Secretary.

Additional Compensation Provisions:

IVCSD shali reimburse CPUD for the foliowing extraordinary experises advanced on
WCED's behalf;
Voluminous Duplication or Printing $0.10/page
Wvammﬂfﬁsmmenﬁmmka\m 54
\ w CANIE ug )v'\.ll IM

350 pages in any month.)

Vehicie Mileage Applicabie IRS Rate
per mile x number of miles

Administration Fee 10% of gross wages paid shall be
addad o the hs!hm@ etatemant o
account for CPUD administering this
contract and accounting and
tracking of additional duties/hours
worked by employees.
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