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CACHE WATER DISTRICT  
Our water. Our future. Our choice. 

The purposes of the District include planning for and facilitating the long-term conservation, development, 
protection, distribution, management and stabilization of water rights and water supplies for domestic, irrigation, 

power, manufacturing, municipal, recreational and other beneficial uses, including the natural stream environment, 
in a cost-effective way to meet the needs of the residents and growing population of Cache County. 

www.cachewaterdistrict.com 

 

CACHE WATER DISTRICT BOARD OF TRUSTEES MEETING 
March 5, 2018 

MINUTES 
 

The Cache Water District Board of Trustees convened on March 5, 2017 at 5:30 p.m. for a REGULAR 
SESSION in the Cache County Historic Courthouse Council Chambers, 199 North Main Street, Logan, Utah. 
 

ATTENDANCE 
 

MEMBERS OF THE BOARD IN ATTENDANCE: 
Jeannie F. Simmonds – Logan #1 Council District 
Max Pierce – North Council District 
Jonathan W. Hardman – South Council District 
Shaun Dustin – Southeast Council District 
Jared Clawson – At-Large Position 
David L. Erickson – At-Large Position 
Don Baldwin – Agricultural Representative 
Jon White – At-Large Position 
Barbara Y. Tidwell – Logan #2 Council District 
Bret Randall – Northeast Council District  
 
MEMBERS OF THE BOARD ABSENT: 
Herm Olsen – Logan #3 Council District 
 
PUBLIC ATTENDANCE: 
Ann Neville (The Nature Conservancy), Lisa Welsh (USU), Joanna Endter-Wada (USU), 
Jim Stagge, Chris Slater (J-U-B Engineers), Debbie Zilles 
 
CALL TO ORDER 
The meeting was called to order by Chairperson Jeannie Simmonds at 5:31 p.m. 
 
REVIEW AND APPROVAL OF MINUTES AND AGENDA 
MINUTES (February 5, 2018) and AGENDA (March 5, 2018) 
 

ACTION: Motion by Mr. Dustin and seconded by Ms. Tidwell to approve  
the February 5, 2018 minutes and the March 5, 2018 agenda as presented.   
The motion passed unanimously. 
 

PUBLIC COMMENT - None 
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DISCUSSION ITEMS 
 
 
 

 

Chair Simmonds rented a post office box for the District’s use, which is where applications 
for the Manager position have been requested to be sent.  As of this time, no applications 
have been received, however, the closing date is March 16, 2018.  She asked the Board if 
she should have the position announced at the Utah Water Users Association Workshop to 
be held in St. George on March 20-22.  Mr. White said that would be fine if no applications 
are received by the deadline.  Mr. Dustin suggested that if there are not at least two (2) 
candidates by the deadline, it could be extended. Mr. Clawson asked if there would be any 
problem extending the deadline, Chair Simmonds said there should not be. 
 
The notice was posted in the Herald Journal newspaper (both paper and online format), 
the Utah Association of Special Districts (UASD) website and the Cache Water District 
website. Mr. Erickson asked if it had been posted or linked to the Cache County website.  
Chair Simmonds did not list it on the County’s site, but is happy to do so.  
 

ACTION: Motion by Mr. Dustin and seconded by Mr. Erickson to extend the 
deadline for the Water Manager position to March 23, 2018. The motion passed 
unanimously. 

 
Mr. Dustin said the reason to not extend the deadline further is to allow time for the sub-
committee to review applications prior to the next meeting and move the process forward. 
 
Chair Simmonds will change the deadline date on the announcement and contact Cache 
County about posting it on their website. She asked if the Board wanted another ad placed 
with the Herald Journal (fee is $250.00). Mr. Dustin recommended advertising on KSL (for 
free) and LinkedIn; he will add it on LinkedIn and Chair Simmonds will post it on KSL.  
 
Chair Simmonds confirmed for Mr. Pierce that compensation will be based on experience. 
 
Chair Simmonds asked about the requirement for water certification and whether it should 
be specified which organization it should be from, as there are multiple agencies that 
provide certification. Mr. Dustin is familiar with the Rural Water Association of Utah. Chair 
Simmonds will add that information to the posting.  A suggestion was made to send the 
announcement to Dale Pearson at the Rural Water Association because of their large 
network of contacts.  
 
5:41 p.m. Mr. Hardman arrived. 

 
 
 

Ms. Tidwell reviewed the document that was distributed to the Board members 
(attachment A) regarding Financial Policies and Procedures. 
 
 

PROCUREMENT & FINANCIAL POLICY REVIEW 

 

UPDATE – MANAGER SEARCH  
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PURCHASING PROCEDURES section: 
Chair Simmonds asked how the requirement regarding services exceeding $25,000 would 
apply to grants, specifically the Board’s financial obligation for match of funds and pointed 
out that grants would never be “competitively bid”.  Mr. Dustin advised that these types of 
funds would not be considered as purchasing services and would therefore be an allocated 
budget item. The intent of this section is to ensure that contracts are not given without 
appropriate process/approval. Mr. White said this concern would be covered in item C. Mr. 
Dustin noted that this policy can be changed and adapted over time.  
 
Mr. Dustin said the wording on item D should be changed to “bond counsel” rather than 
“bond board”.  Chair Simmonds said there needs to be something about bidding included 
and whether “… so long as the District Board authorizes a contract for such services on a 
biennial basis” would be subject to one of the earlier requirements based on cost. The 
State has audited other water districts on bond counsel procurement policies.  Mr. Dustin 
suggested adding “…such contracts shall be bid per requirement of this policy”. 
 
Chair Simmonds asked for clarification on item F. Mr. Dustin explained that the intent is for 
uniformity regarding equipment repair and replacement.  Mr. White suggested removing 
the last sentence “The District Board shall be notified of such items and those items shall 
be exempt from competitive bidding requirements of this chapter”. 
 
Mr. White said it should be specified that bids are to be approved by the Board; he is 
aware of problems related to bid openings and approvals in other situations. “…approved 
by the Board” was added to the last of the sentence of item J.  
 
Ms. Tidwell asked who would monitor credit/debit cards (item K). Chair Simmonds said it 
should eventually be handled by the Manager.  Mr. Erickson said it should be an agenda 
item for each meeting. Mr. Dustin will be doing the quarterly financial reports for now.  Mr. 
White asked who is overseeing bills. Chair Simmonds said Ms. Zilles will print (but not 
sign) checks. Ms. Tidwell is the Treasurer, however, there are some things she cannot do 
according to state law.  Mr. White said bills should be reviewed by the Board monthly.  
Chair Simmonds agreed. Mr. Pierce suggested adding “…by the Board” to the end of the 
sentence in item K.    
 
REQUEST FOR PROPOSALS section: 
Mr. Dustin explained that some of the wording in this section may seem heavy-handed 
because it was originally written in response to a specific situation and is not an indication 
or question of the Board members' integrity. Mr. Randall recommended changing the word 
“shall” to “could” in the last sentence of item 7. 
 
FINANCIAL POLICIES AND PROCEDURES section: 
Chair Simmonds noted that special districts have specific rules related to the division of 
responsibilities. Ms. Tidwell said there are some Utah Code numbers that will have to be 
looked up and added to the policy.  Mr. Dustin said there is an assumption that the 
legislature has been consistent in terms of requirements, however, this will policy will 
require legal review before final approval. 
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Ms. Tidwell asked if the Board would have petty cash; Chair Simmonds does not see the 
need for it.   
 
Ms. Tidwell asked about a District Clerk. Chair Simmonds said Ms. Zilles has been 
assigned as the clerk, however, she will not be doing all the duties as listed. Ms. Tidwell 
said the District Clerk responsibilities include: “attend and keep a record of all meetings, 
maintain financial records, perform monthly bank reconciliations, and prepare checks after 
determining that a claim was properly authorized, the claim does not exceed the budget, 
and the claim was approved by the Board in advance”.   
The purpose statement shall read: “The District Board is hereby required to receive, 
retain, invest and disburse all District revenue (coin, currency, checks, money orders and 
credit and debit cards) and keep detailed records of these transactions.  The Board or 
designee is responsible for receiving, safeguarding and paying out of all monies belonging 
to the District.” 
 
“Board or designee” will be added to the parts that are left blank in this section. 
 
Accounts Receivable Policies: 
“The Treasurer is responsible to resolve deposit problems with the District’s bank, 
regardless of which department made the deposit.”   
 
Mr. Randall pointed out the need to electronically scan hand receipts in to avoid losing 
information.  Mr. Dustin agreed and recommended adding “Handwritten receipts are to be 
scanned and filed electronically” to item 3. 
 
Chair Simmonds recommended changing the language in item 4a to “… more than $500 
in any given day”.  
 
Item 5 “All personnel must notify the District Chair, or a payment handler authorized by 
the District Chair, of any loss of theft of District funds immediately upon discovery.” 
 
Remove Item 6 “Each cash till should be balanced each day and signed by two authorized 
cash handlers.”   
 
Mr. White asked about checks received by mail which may be dated more than three 
business days from the time of receipt to the deposit. Item 8 will be changed to read “… 
are not to be held longer than three (3) business days following the date of receipt for 
any reason”.   
 
Item 9 “Each payment handler shall receive training and authorization from the District 
Treasurer before they can take payments on behalf of the District. The District Treasurer 
shall maintain a written record of delegated payment handlers”. 
 
Mr. Clawson asked about the term “cash”.  Mr. Dustin said cash might be better defined as 
any type of payment.  Mr. White noted that technology is always changing. Chair 
Simmonds recommended changing the terms “cash handler” to “payment handler” and 
“cash” to “payment” throughout the entire document.   
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Item 13 “...purchases are accounted for by the Manager and Clerk as legitimate district 
purchases”. 
 
Mr. White said it is foreseeable that the Manager will be the individual to use a credit card 
and the Board will verify card purchases.  
 
Safekeeping Methods/Facilities: 
Item 1: “When accepting a check for payment, the account number, citation or other 
information to identify the purpose of the payment should be attached or noted on the 
check.  The same information should be listed when manually writing a receipt for 
payment”. 
 
Remove item 2 and 3 
“All cash being held overnight must be secured in a location approved by the department 
head and the District if not deposited at the District’s bank.” 
 
Cash tills should be balanced after each day of use and a Cash Reconciliation Form must 
be filled out and signed by two authorized cash handlers.” 
 
Department Functions: 
Item 2 “The District Treasurer, or payment handler authorized by the District Treasurer, 
is authorized to make onsite inspections and observe the processing of District payments, 
and to make inspections of departmental collection records”. 
 
Accounts Receivable: 
Item 1 “Accounts receivable should be received by the District Treasurer, or a payment 
handler authorized by the District Board”.   
 
Mr. Baldwin noted that financial statements should be reviewed by the Board monthly. Ms. 
Tidwell said she will be prepared to make a monthly financial presentation to the Board.  
 
Ms. Tidwell asked who would be handling invoices. Chair Simmonds said the intent is for 
the Manager to do that. 
 
Accounts Payable Policy Statements: 
Ms. Tidwell will review and add the information to the bylaws. 
 
Accounts Payable Procedures: 
Item 1 Receipt of Invoices – change “District Recorder” to “District Treasurer”. 
 
Item 2 Processing of Invoices and Check Printing – change “Manager” to “Board or 
Designee” and remove “and the checks” from the end of the sentence. 
 
Chair Simmonds pointed out that the duties of the Treasurer need to be consistent with the 
state regulations.  
 
Check Signing and Signature Authority: 
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Delete “District Secretary” and remove the last sentence “The District Board Chair is 
authorized to serve as a backup signer if the designated members of the Board are 
unavailable to sign.”  
 
Mr. Dustin said in some organizations the secretary/treasurer is the same position. Chair 
Simmonds advised that special districts use the term clerk.  A clerk can only assume 
specified financial responsibilities.   
 
Mr. Dustin will contact the Utah Special Districts Association for a recommendation for 
legal review. 
 
Mr. White asked whether bills can be paid if there is no policy is in place.  Mr. Dustin 
suggested adopting the bylaws as written, with the suggested changes.  After legal review, 
amendments can be made and adopted.  He would feel better if there were a policy in 
place before signing checks.  Mr. White agreed.  
 

ACTION: Motion by Mr. Randall and seconded by Mr. White to approve the policy 
as written, with the suggested changes, subject to corrections after legal review 
is completed.  The motion passed unanimously. 

 
 
 

Chair Simmonds emailed the Board a draft of the Special Districts Employment Policy 
template to review (specifically section 8) and discuss at the next meeting. 
 
Mr. Dustin was excused at 6:50 p.m. 

 
 
 

Chair Simmonds explained that the election process includes notifying the County Clerk of 
the position(s) for election by December prior to the election year.  An official letter with the 
open position(s), dates, qualifications and filing period must be submitted.  Once the 
candidates are verified, the County Clerk will add the names to the official ballot.  
 
The Board is required to pay for the required legal notice(s) and election costs. 
 
There are 5 open positions (J. Hardman, J. White, B. Randall, S. Dustin, H. Olsen).  Mr. 
Clawson asked if the boundaries for each position are identified. Chair Simmonds said the 
County has the legal description for the boundaries of each representative. 

 
 
 

Updates will be provided at the next meeting. 
 
 
  

Next meeting scheduled for April 2, 2018 @ 5:30 p.m. 

EMPLOYMENT POLICY 

ELECTION UPDATE 

COMMITTEE UPDATES   

OTHER BUSINESS 



 

Cache Water District Meeting Minutes for March 5, 2018      7 
 

 
Invoices approved for payment: 
 

 $4,780.69 to J-U-B Engineers for work to prepare/submit the WaterSMART grant 
application (Invoice #0115023) 
 

 $150.00 to Rural Water Association of Utah for Training Program Class – Legislative 
Water Rally (Invoice #591) 

 

 $140.00 to Fabian VanCott for professional legal services related to the Interlocal 
Agreement with the County (Invoice #286360) 

 

 $2,004.10 to Crockett Avenue Irrigation & Distribution System for the Pressurized 
Irrigation Study - County portion: Irrigation Transmission Line Analysis, Stakeholder 
Coordination, Technical Committee Meetings, Culinary Water Evaluation, Storm Water 
Evaluation, Project Management (8% of total project amount of $25,051.26)  

 

 $276.50 to Cache Valley Publishing [Herald Journal] for Water District Manager Job 
Position Posting (Ad #1728538) 

 

 $48.96 to Jeannie Simmonds for reimbursement [WIX.com] for setup of Water District 
website (Invoice #179478562) 

 

$7,400.25 TOTAL approved for payment. 
 

ACTION: Motion by Mr. Hardman and seconded by Mr. Clawson to approve 
payment for the invoices as listed above.  The motion passed unanimously. 

 
 
 

The meeting adjourned at 7:02 p.m. 
  

ADJOURN 
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- ATTACHMENT A - 
Cache Water District Financial Policies and Procedures 

 

PURPOSE: 
The District  is hereby required to receive, retain, invest and disburse all District 

revenue (coin, currency, checks, money orders and credit and debit cards) and keep detailed 

records of these transactions. The  ’s office is responsible for receiving, safeguarding 

and paying out of all monies belonging to the District. 
 

For the purposes of this policy, “Cash” is defined as coin, currency, checks, money orders, credit and 

debit card transactions, and electronic transfers of funds. 
 

ACCOUNTS RECEVIABLE POLICIES: 
1. Constituents and vendors are to be treated politely and professionally. Questions or concerns 

regarding policies, payments or other matters should be addressed in a respectful manner. 

2. The District  is ultimately accountable for the fiscal and physical control of the 

cash fund. The   is responsible to resolve deposit problems with the District’s 

bank, regardless of which department made the deposit. 

3. A receipt must be issued for every payment tendered (Utah Code XX-XX-XX2). The receipt 

may be computer generated, manually written on an approved three-part hand-written receipt, 

or other receipting method approved by the District  . Every payment 

must be entered in the District accounting system after receipt. 

a. If hand-written receipts are issued, the original (white) receipt is given to the payer at the time 

of payment. The second (yellow) copy is attached to the payment and filed for daily 

accounting and deposit. The third (pink) copy must remain in the receipt book for 

recordkeeping purposes. 
b. Hand receipts must not be altered after they have been issued. 

4. All authorized personnel are responsible for the safekeeping of money that is received by 

them. In accordance with Utah Code XX-XX-XX6, all monies received must be given to the 

District  , or a cash handler authorized by the District  , for 

deposit into the District’s bank and must be deposited into the bank within three business 

days of receipt. 

5. If the amount of currency received by the District surpasses $500.00 at any given time, a bank 

deposit will be made as soon as circumstances allow. 

6. All personnel must notify the District  , or a cash handler authorized by the 

District  , of any loss or theft of District funds immediately upon discovery. 

7. Each cash till should be balanced each day and signed by two authorized cash handlers. The 

District  will review the balances sheets regularly. 

8. Customer payment information must remain confidential. District staff are not to give out any 
part of the customers bank, credit or debit card information. 

9. Checks received by The District should be made out to “The Cache Water District” and are not to 

be held longer than three business days for any reason. No postdated checks to be accepted. 

10. Each cash handler shall receive training and authorization from the District _________ before 

they can take payments on behalf of the District. The District ________shall maintain a 

written record of delegated cash handlers. 
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11. The District shall not accept any cash that is suspected to be fraudulent or counterfeit. If a 

payment is suspected to be fraudulent or counterfeit, the cash handler shall do the following: 

a. Do not return payment to customer 

b. Gather information about payer (name, physical description, address, account 

number, license plate number and car information) and write down the time the 

customer made the payment 

c. Notify law enforcement and management immediately 
d. Put the payment in an envelope 

e. The payment should not be applied to the customer’s account, or entered into cash 

receipting, unless the payment is verified as legitimate 

12. The District shall follow all Federal and State Laws and generally accepted accounting 

principles for governments when handling cash. 

13. Any District employee who receives cash in the normal scope and course of his/her duties who 

fails to comply with The District’s cash handling policies, may be subject to disciplinary action, up 

to and including termination. 

14. Credit cards maintained by the District shall be closely and carefully monitored to make sure the 

original invoice is matched with the credit card billing and that all purchases are accounted 

for by the  and  as legitimate district 

purchases. Any reward funds or money earned on a credit card cash back program is to be used 

for water district business only. 
 

SAFEKEEPING METHODS/FACILITIES 
1. When accepting a check for payment, the account number, citation or other information to 

identify the purpose of the payment should be attached or noted on the check. The same 

information should be listed when manually writing a receipt for cash. 

2. All cash being held overnight must be secured in a location approved by the department head 

and the District  if not deposited at the District’s bank. 

3. Cash tills should be balanced after each day of use and a Cash Reconciliation Form must be filled 

out and signed by two authorized cash handlers. 

4. When taking a deposit to the bank, the deposit shall be concealed so that the average 

observer would not be able to identify that a bank deposit was being delivered. The 

depositor shall proceed directly and immediately to the bank without detour or delay. 
 

DEPARTMENTAL FUNCTIONS 
1. Each department head is responsible to ensure cash payments are handled responsibly 

within their departments and in accordance with this policy. 

2. The District  , or a cash handler authorized by the District  , is 

authorized to make onsite inspections and observe the processing of District cash, and to make 

inspections of departmental collection records. 

 

 ACCOUNTS RECEIVABLE 
1. Accounts receivable should be received by the District  , or a cash handler 

authorized by the District  ____________. 

2. Appropriate documentation indicating payments due to The District shall be provided to the 

District  , or a cash handler authorized by the District 
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 to handle invoices. All documentation should 

include appropriate information necessary to support the reason for billing. Invoices for 

services will then be generated and sent out to the appropriate recipient for payment. 

3. All payments received must be applied to the proper general ledger account as 

Designated. 
 

ACCOUNTS PAYABLE POLICY STATEMENTS: 
All purchases made by the District shall comply with the District Purchasing Policy, as adopted in the 

District bylaws. 
 

Pursuant to the District bylaws, the District Manager is to act as purchasing agent for the District and to 

approve all claims before presentation to the governing body, if such presentation is required, for 

payment; to see that all goods purchased by and for the District are received as per contract. To 

enforce and carry out all provisions of the ordinances of the District relating to purchasing; 

provided, however, that all routine payments that are made monthly, quarterly, etc., the District 

manager need not approve these. 
 

ACCOUNTS PAYABLE PROCEDURES: 
The following is the procedure the District will follow for addressing claims for payment. 

1. Receipt of Invoices: 

Invoices are received by mail or email and directed to the District Manager or their designee (AP 

Clerk) for processing. 
 

The District Manager will review and pre-audit the invoices and code them according to the General 

Ledger (GL) account approved in the budget for that expenditure. 
 

If the Manager designates an AP Clerk, and additional information is needed to determine coding, the 

AP Clerk will forward invoices to departments heads or consult with the Manager/District 

Recorder. 
 

2. Processing of Invoices and Check Printing: 

The Manager will input payments into the Accounts Payable system, applying charges to the 

appropriate GL account and prepare and print the check with a Payment Approval Report and Check 

Register. 
 

The Manager will present the Checks and Payment Approval Report to the District Board Treasurer 

for review. Pursuant to Utah Code XX-XX-XX3 and XX-XX-XXX, the purpose of the Board Treasurer’s 

review of the Payment Approval Report is primarily to determine if adequate funds are available to 

cover the amount being expended. The Board Chair then signs the Payment Approval Report and 

the checks. 
 

The Manager will then provide the following to the District Treasurer for review and 

approval: 

o Checks 

o Invoices 

o Check Register 

o Payment Approval Report 
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Pursuant to Utah Code XX-XX-XXX, the District Treasurer will review those items to determine the 

following: 

o Are the claims valid and approved? 

o Has the purchasing policy been followed, including department approvals? 

o Are the claims authorized in the budget and within the debt limit? 

o Would the claim over-expend the department budget? 

o Have the invoices been coded to the appropriate GL account? 

o Are sufficient funds available to cover the expenses? 

o Do the check numbers match the Check Register? 
 

CHECK SIGNING AND SIGNATURE AUTHORITY: 
All checks shall be signed by at least two reviewers. Those with authority to sign checks are the the 

District Treasurer, District Secretary and members of the Board as designated by vote of the Board and 

recorded in the Minutes. The District Board Chair is authorized to serve as a backup signer if the 

designated members of the board are unavailable to sign. 
 

PURCHASING PROCEDURES: 
A. Purchases of equipment, materials, supplies and services exceeding one thousand dollars 

($1,000 00) but less than twenty-five thousand dollars ($25,000) shall be supported by at least two 

(2) verbal quotations, or written sole source justification, which shall be recorded with the invoice 

of the purchased items. Purchases under this provision shall be approved in writing by the 

Manager. 

B. Purchases of equipment, materials, supplies and services exceeding twenty-five 

thousand dollars ($25,000.00) shall be opened for competitive bidding and the award made by 

the Board. Inclusion of a specific item or service in an adopted budget shall be considered as 

approved by the Board, but such inclusion shall not remove the requirement to competitively 

bid that item or service. 

C. The Board may vote to waive the bid requirements provided herein if it determines such 

action to be in the best interest of the District and in compliance with state law, so long as 

justification for waiving the bid requirement is specified and made public. 

D. The following items are excepted from bidding requirements: telephone services, utility 

services, payroll and employee benefits vendors, incidental and routine purchases for supplies and 

materials not to exceed one thousand dollars ($1,000.00) per month per vendor. Also excepted 

are taxes, bond and loan payments, and authorized monthly travel expenses approved by the 

Board. Purchases of ongoing professional services, including those of District attorney, District 

engineer, bond Board, and the District financial advisor are exempted from bidding requirements 

so long as the District Board authorizes a contract for such services on a biennial basis. 

E. All purchases in excess of  five hundred dollars ($500.00) shall be approved by the District 

manager. 

F. The District manager may recommend a particular brand or style of an item or service that 

may satisfy the long-term needs and goals of the District. This may be done to achieve uniformity 
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in design or ease in replacement of an item. If it can be determined that there is more than one 

vendor available for a designated brand or style then the District shall follow the appropriate 

competitive bidding requirements of this chapter. The District Board shall be notified of such items 

and those items shall be exempt from competitive bidding requirements of this chapter. 

G. Items or services available through the state of Utah, division of purchasing contracts may be 

purchased at the state contract prices and not be subject to other requirements concerning bidding 

contained in this chapter. 

H. All public works projects not being constructed by District employees shall be advertised 

twice in a local paper or appropriate trade journal and, where practicable, sent to at least three (3) 

available vendors. Bid receipt deadlines shall not be less than ten (10) days following the last 

publication. All bids received shall be sealed. They shall be opened in a public setting that bidders 

and other interested parties may attend. 

I. All equipment purchases over twenty- five thousand dollars ($25,000.00) shall be appropriately 

noticed in order that multiple vendors may have the opportunity to submit their proposals. 

Written bids shall be required. 

J. If a contract is awarded to other than the lowest qualified bidder, the reason for accepting a 

higher bid must be specified and made public. 

K. Credit and debit cards maintained by the District shall be closely and carefully monitored to 

make sure the original invoice is matched with the credit card billing and that all purchases are 

accounted for as legitimate District purchases. 

 

REQUEST FOR PROPOSAL 
The purpose of this policy is to provide guidance for the preparation, distribution, and execution of 

Requests for Proposals for the Cache Water District, in order to ensure best value for our 

constituents, efficient and appropriate use of our trust with taxpayer funds, and to provide a fair and 

open bidding process. This policy will: 
 

1) Increase transparency in our selection and budget process 

2) Reduce uncertainty for those providing proposals 

3) Reduce uncertainty and provide a clear process for those tasked with selecting service 

providers 
 

Each RFP document and RFP process will include: 

1) Clear statement of requirements 

2) Establishment of an evaluation committee prior to solicitation release 

3) Establishment of scoring criteria and scoring evaluation methodology prior to solicitation 

release 

4) Including the scoring criteria and model score sheet in the RFP 

5) Hard limits on length, formatting, and content 

6) Evaluation committee’s charter is to provide a non-binding recommendation to the Board 

7) Board may elect either to contract with the highest scoring submitter, to reject all 

proposals and cancel the solicitation, or to reject all proposals and re-issue the solicitation 
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RFPs shall also include language that: 

1) Invites respondents to register on a “bidder’s list” 

2) Any information regarding addenda, changes, modifications, etc. will be made available to all 

registrants on the “bidder’s list” simultaneously 

3) For each RFP, the Manager shall designate in the RFP the point of contact (POC) for all 

information regarding the RFP. All communication shall flow through the POC while the 

Solicitation is active. 

4) The RFP and bidders list shall be posted to the District website. 

5) A link shall be added to the District website that allows the public to view the RFP 

including addenda, bid date, bidders list, and all communications 

6) Any, and all, questions or comments from potential bidders shall be submitted in writing via 

email to the POC. All questions and responses shall be tabulated and posted to the 

District website. A link to the postings and notification of the updates shall be emailed to all 

on the Bidder’s List simultaneously. 

7) Neither the POC nor any member of the Committee shall have “private” communication 

with potential bidders regarding the RFP while the RFP is active. Once the RFP has been 

released, members of the selection committee shall have no contact regarding the 

solicitation or proposals with potential bidders. Discussions outside the bounds of this 

process may be regarded as collusion, expose the District to litigation, and violate the 

spirit of transparency in government that is our mandate. An appropriate response to 

potential bidders would be “The solicitation is open and I can’t talk about that. If you 

have a question or concern, please submit it in writing to the POC.” Failure to comply 

with this requirement is a violation of professional ethical standards and shall result in 

removal of the member from the committee and potentially additional discipline. 


