


















































































10.0  LEAVE TIME 
10.1.0 Vacation 

10.1.1 General 
For each year of continuous employment, regular full-time employees 
shall earn full vacation leave and regular part-time employees shall accrue 
vacation leave on a prorated basis according to the following schedule. 

 
 VACATION SCHEDULE 
 
 Years of Employment 

 
 Days of Vacation 

 
 1 through 4  

 
 10 

 
 5 through 10  

 
 15 

 
 10 plus 

 
 20 

Vacation leave shall be scheduled in advance and must be approved by the 
General Manager. If a holiday falls during an authorized vacation leave, 
that day shall not be charged against vacation leave time. 

 
10.1.2 Vacation Leave Accrual 

 
Vacation leave shall accrue on a monthly basis from date of hire; however, 
an employee must have six months of continuous service before being 
eligible to use accrued vacation leave. 

 
Employees who have completed six months in permanent status may take 
their vacation time all at once, or gradually.  No vacation may be taken 
until the employee has completed at least six months in permanent 
employee status. Vacation time may be accumulated or postponed.  The 
total accumulated vacation time shall not exceed twice the amount earned 
annually by the employee.  The determination of total accumulated 
vacation time shall be made as required to implement this policy. 
 
Vacation leave shall not accrue while an employee is on unpaid leave or 
while on disciplinary probation.  
 
Employees may request to receive compensation for up to 60% of their 
accrued vacation benefits in excess of 5 days in lieu of taking time of 
subject to the General Manager’s approval. Requests for payment in lieu 
of vacation time may not be made more than twice per fiscal year. At the 
time of the request a Vacation Buyout Form must be completed and the 
balance of unused vacation time must be scheduled so that such time will 
only be used as vacation time off. 
 
Payment for all other unused vacation will be made upon separation from 
the District. 
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  MANILA COMMUNITY SERVICES DISTRICT 
 

 POLICY MANUAL 
 

 
SECTION:   Board Meetings 

 
POLICY TITLE:  Board Meetings1 
 
POLICY NUMBER:  5010 
 
REVISION: 3  ADOPTED BY THE BOARD ON: February 18, 2016 
Revised November 18, 2021 * moving meetings to the third Tuesday * 
 

 
 

5010.10 Regular meetings of the Board of Directors of Manila 
Community Services District shall be held on the third Tuesday of each calendar 
month at 6:30 p.m. in the Manila Community Center at 1611 Peninsula, Manila.  
The date, time and place of regular Board meetings shall be reconsidered annually 
at the annual organization meeting on the Board.  
 

5010.15 Closed Sessions: All closed sessions of the Manila CSD 
Board shall be noticed and conducted in a manner that conforms with the 
Ralph M. Brown Act.  Legal counsel for the District shall attend any closed 
session involving litigation claims and/or potential claims as well as any 
other closed sessions for which his or her attendance is requested by the 
Board and/or the General Manager. 
 
5010.20 Special meetings (non-emergency) of the Board of Directors 

may be called by the Board President or established by the Board at a regular 
meeting. 

5010.21 All Directors, the General Manager, and other 
appropriate individuals such as District Legal Counsel, shall be notified of 
the special Board meeting and the purpose or purposes for which it is call.  
Notification will conform to the current requirements of the Ralph M. 
Brown Act (California Government Code sections 54950 through 54926) 
and publicly posted.  

 
     1 See District Ordinance 93.01 







This policy needs revisions to reflect Tuesday meetings 
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1.0 GENERAL FINANCIAL PROCEDURES 
  

1.1 The Board of Directors of the Manila Community Services District (MCSD) formulates financial policies, 

delegates administration of the financial policies to the staff, and reviews operations and activities. 

 

1.2 Financial duties and responsibilities must be separated, to the greatest extent possible, so that no one 

employee has sole control over cash receipts, disbursements, payrolls, reconciliation of bank accounts, 

etc. 

 

1.3 The Administrative Assistant will use a double entry system in accordance with generally accepted 

accounting principles. 

 

1.4 The MCSD fiscal year is July 1 to June 30 annually. 

 

1.5 Each year, after presentation by the independent auditor, the Board of Directors may choose to review 

the Financial Procedures Policy and make revisions to the policy as suggested by the independent 

auditor or otherwise deemed necessary. All modifications to the Financial Procedures Policy require 

the approval of the Board of Directors. 

 

1.6  One Director will serve as the District's Finance Officer as appointed by the Board of Directors at the 

regular Board meeting each December. The Finance Officer's duties will include a monthly review of 

incoming cash and check receipts, disbursements of cash, and any other areas of financial concern. 

 

1.7  A list of checks written will be provided to the Board of Directors on a monthly basis. Payment of 

checks must receive Board approval. 

 

1.8 An audit will be performed annually by a qualified accountancy firm not connected in any way with the 

ongoing bookkeeping operations of MCSD. 

 

1.9 The opening and closing of all MCSD bank accounts require the approval of the Board of Directors. 

 

2.0 CASH RECEIPTS 

 

2.1 Billing: Billing will be prepared by the Administrative Assistant on a monthly basis from the preliminary 

billing report that has been approved by the General Manager. Billing reports and records as well as a 

computer backup of the before and after billing statement run will be maintained by the 

Administrative Assistant. 

 

2.2 Cash/Checks Received: All payments received will be recorded on a receipt stub or deposit record. The 

receipt/record shall include: 1) the total amount received; 2) whether the payment was in cash or by 

check; 3) the water / sewer account number or appropriate general ledger account number to which 

the amount is to be applied; and 4) the initials of the person taking the payment. The receipt stub is 

also to be stamped, "PAID." Checks are to be endorsed to read "For Deposit Only" and will include the 

bank account number where it is to be deposited. 
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2.3 Deposits: Deposit tickets will be prepared by the Administrative Assistant. Deposit tickets will 

include: 1) the bank number and amount of each check; 2) the amount of any cash; 3) the total 

deposit amount; and 4) date of deposit. A duplicate deposit slip will be prepared for each 

deposit. A daily deposit summary record will be maintained by the Administrative Assistant and 

will be verified by the Finance Officer at the end of every month upon review of the monthly 

bank statement. The General Manager or the Operator will be responsible for making bank 

deposits when the deposit has been prepared. 

 

2.4 Computer Input: The Administrative Assistant will enter customer payment information from the 

receipt stubs into the computer billing system. A printed report of payments received will be 

prepared and will be supported by the record of payments received. Files of all cash receipts will 

be maintained. 

 

2.5 Receipt Verification: The Finance Officer will be provided with copies of all reconciled bank 

statements for receipt I deposit verification. 

 

2.6 Customer Deposits: Customer deposits for water and sewer service will be reconciled with the 

general ledger, by the Administrative Assistant, at month end. The Administrative Assistant shall 

maintain a month end customer deposit report for customer water and sewer deposits. 

 

2.7 Billing Adjustments: Non-cash credits such as billing adjustments or account write-offs will be 

properly identified and recorded. 

 

2.8 Delinquent Accounts: The District, without additional notice, may discontinue service to 

accounts that are past due. However, as a general guideline, the District will attempt to notify 

customers by mail prior to discontinuing service. An account is considered past due as defined by 

ordinance. 

 

2.9 Abandoned Accounts: Accounts that are outstanding for a period of three months will be 

submitted to a collections agency. Collection agency reports and delinquent account files will be 

maintained by the Administrative Assistant and reconciled to the general ledger at month end. 

3.0 CASH DISBURSEMENTS 
3.1 All receipts for District goods and services will be signed with the initials of the person taking 

delivery of the invoiced item.  

 

3.2 The Administrative Assistant will be responsible for all blank checks and will keep them under 

lock and key. 

 

3.3 The Administrative Assistant will prepare the checks based on the information contained on the 

initialed invoices. All invoices being prepared for payment must include: 1) the general ledger 

account number(s) to which the expense is to be applied and 2) the General Manager's initials 

authorizing payment of the invoice. 

 

3.4 All checks require two signatures. The signatures indicate the check disbursement has been 

reviewed and approved by those persons signing the check. The General Manager will perform 

the initial review and approval of each check disbursement and the Finance Officer will perform 

the second and final review and approval of each check disbursement. If the General Manager or 

Finance Officer is not available for check signing an alternate signer will be asked to review and 

approve the check disbursement. 
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3.5 When a check is drawn payable to one of the authorized check signers, two alternate check 

signers should sign the check unless the check represents a regular payroll payment, fees for 

directors for regular or special meetings, or a reimbursement for out-of-pocket expenses totaling 

$100, or less. 

 

3.6 The Administrative Assistant will attach all appropriate invoices and/or monthly statements to 

the duplicate copy of each check disbursed. The Administrative Assistant will maintain the 

vendor payment record files. 

 

3.7 Voided checks will have the signature portion removed, be marked "VOID" on the face of the 

check, and will be filed. 

 

3.8 The Administrative Assistant will maintain a record of the checks disbursed. Check number, date, 

payee, and amount will be entered for each check. 

 

3.9 Disbursements to reimburse impress accounts (petty cash and park and recreation checking 

accounts) will be made payable to the account custodian. Checks will not be made payable to 

"cash," "bearer," or "petty cash." Reimbursements will only be made for amounts properly 

supported by ORIGINAL VENDOR INVOICES. Such reimbursements will be accompanied by a 

Request for Check form that includes: the appropriate general ledger account allocation for the 

amount; the General Manager's signature; and the Finance Officer's signature. 

 

3.10 Requests for reimbursements for District purchases made by employees must be accompanied 

by original receipts and submitted to the General Manager for review and approval within 30 

days of the date of receipt for the expenditure. Reimbursement requests not submitted for 

payment within the 30-day time period require the approval of the Board of Directors. 

 

3.11 Grant Reimbursements: Invoices submitted to funding agencies will be prepared from the 

accounting records and submitted in a timely manner. The General Manager will sign all such 

requests for reimbursement. Accounting records will be reviewed and adjusted, if necessary, to 

properly account for grant expenditures. Copies of all requests for reimbursements will be kept 

in the District office. 

4.0 BANK RECONCILIATIONS 
4.1 The Administrative Assistant will review all bank statements and examine paid checks for 

cancellation and endorsements. 

 

4.2 As part of the month end work, the Administrative Assistant will prepare a formal bank 

reconciliation including the journal entries necessary to record any bank-generated' activity. 

 

4.3 The reconciled bank balances will be compared to the cash in bank account in the general ledger 

as well as the check register. 

 

4.4 The monthly bank reconciliation will be forwarded to the Finance Officer for review. 

 

5.0 PERSONNEL 
 

5.10 The Board of Directors approves the hiring of all employees. 
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5.2 Current job descriptions will be maintained for all employees, indicating duties and responsibilities. 

 

5.3 All employees will comply with agency personnel policies. 

 

5.4 Written performance evaluations on all regular District employees will be performed by the supervisor or  

manager to whom the employee reports. Employees shall be encouraged to respond to their evaluations 

in writing. Written employee responses will be attached to the evaluation. Written evaluations will be 

conducted annually, at a minimum. 

 

5.4.1 The Board of Directors shall evaluate the general manager annually at a minimum. After evaluation, in 

open session, the Board will formally take action to place in the general manager's personnel file a record 

of the evaluation, which will be signed by the Board Secretary. 

 

5.5 The Administrative Assistant will be responsible for having current and completed Employee's Withholding 

Allowance Certificates (form W-4) and the Employee Eligibility Verification (form 1-9) on file for every 

District employee. 

 

5.6 The Administrative Assistant will set up a personnel file for new employees. The personnel file will include: 

1) the employment application; 2) Form W-4; 3) Form 1-9; and 4) An Employee Status Change Form. The 

employee status change form will include: 1) date of hire; 2) rate of pay; 3) job title; 4) signature of the 

General Manager affirming that the status change for the employee has been approved by the Board of 

Directors. 

 

5.7 Employees will be responsible for keeping track of their time and will submit a time sheet to the General 

Manager for approval. The Administrative Assistant will prepare payroll checks based on the approved 

time sheets.  

 

5.8 Each payroll period the Administrative Assistant will prepare a summary of compensation time and vaction 

time that has accrued to MCSD and submit to the General Manager and Finance Officer for review and 

signature. The summary will include the total number of hours accrued and the dollar equivalents for the 

hours. At month end the Administrative Assistant will provide eligible employees with a summary of their 

vacation, compensatory and sick time hours accrued. 

 

5.9 Employees will be paid biweekly, every other Friday. 

 

5.10 The Administrative Assistant will have the payroll checks signed and will make the 

required timely tax deposits. 

 

5.11 The Administrative Assistant will prepare the quarterly tax reports and forward them to 

the appropriate agencies by the required date. 

 

5.12 The Administrative Assistant will be responsible for preparing other payroll-related reports, such as 

workers' compensation. The Administrative Assistant will be responsible for submitting the reports to the 

appropriate agency in a timely manner. 

 

5.13 MCSD will provide employee benefits such as vacation and sick leave to those employees whose positions 

are designated regular full-time or regular part-time as defined in the employee's job description and 

MCSD Personnel Policy. 

 
5.14 At calendar year-end the Board will address unused vacation and compensatory hours to be carried into 

the new calendar year. 

 

5.15 The Board approves all monetary compensation for unused leave time except as provided in the personnel 

policy. 
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6.0 TRAVEL 
 

6.1 Mileage to and from residence will not be reimbursed by MCSD on normal working days. On 

normal working days, mileage reimbursement will be paid only if actual miles traveled exceed 

mileage from home to office. 

 

6.2 No mileage reimbursement will be issued unless proof of current auto insurance and driver's 

license is on file with the Administrative Assistant. 

 

6.3 The rate of reimbursement for automobile travel is determined by the IRS and will be paid to 

employees at the maximum rate allowable. 

 

6.4 All out of the area travel must be approved by the Board of Directors. 

 

6.5 The cost of meals will only be reimbursed when an employee is in travel status out of the County. 

 

6.6 All expenses paid for by the employee while on business-related travel out of the area must be 

documented by receipts. The General Manager and Finance Officer will review all travel-related 

receipts before the receipts are submitted to the Administrative Assistant for reimbursement. 

The General Manager and Finance Officer will initial and date the receipts to indicate each 

receipt has been reviewed. 

 

7.0 PURCHASING / CONSULTANTS / CONTRACTORS / AGREEMENTS 
 

7.1 All purchases made in behalf of MCSD must have prior authorization of the General Manager. 

Unauthorized purchases will not be reimbursed by MCSD. Single purchases of 2,500 or more 

require Board approval. 

 

7.2 Where practical, all requests for expenditures of $5,000 or more will be submitted to the Board 

with a minimum of three vendor cost comparisons and follow the reporting guidelines as 

outlined in the MCSD "Report for Expenditures of $5,000 or Greater" (form needs revision). 

MCSD staff will provide all vendors or contractors being solicited fog a cost estimate with the 

same scope of work or product description.  

7.3 Formal and informal bidding procedures shall apply as described in MCSD Ordinance 97.02. 

 

7.4 Consideration will be made on in-house capabilities to accomplish services before contracting for 

them. 

 

7.5 Written contracts clearly defining the scope of work to be performed will be maintained for all 

consultants and contract services. Where applicable, valid certificates of liability insurance and 

workers' compensation insurance will be maintained in the contract file. 

 

7.6 The qualifications of the consultant and the reasonableness of fees will be considered in hiring 

consultants or contractors. 

7.7 The Board of Directors will approve all proposed contracts; the legal counsel for the District will 

review all contracts. 
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7.8 Consultant services will be paid for as work is performed, unless an annual pre-payment credit is 

offered. Invoices submitted by consultants are to be listed with the warrants for approval by the 

Board of Directors at their regular monthly meetings. Payment will occur only after approval by 

the Board or when the General Manager has been authorized by the Board to act on behalf of 

the District.  

 

7.9 Copies of all agreements and memorandums of understanding will be kept in the District office. 

 

7.10 The Board of Directors authorizes the General Manager to solicit the opinion of the attorney for 

MCSD regarding questions of law, policy, and other matters requiring legal opinion that pertain 

to the business of the District. 

 

7.11 The General Manager or Board President will field questions for the attorney from Board 

members. Where practical, the advice or opinion provided by the attorney will be in writing and 

all Board members will be provided with a copy.  

 

7.12 The Administrative Assistant will maintain a file of all written opinions and correspondence 

received from the attorney.  

 

7.13 In most cases, the Board will direct an individual member to consult with the attorney, but in 

exceptional circumstances, individual Board members may independently consult with the 

attorney on District matters before the Board. At the time of consultation, the individual Board 

member will explain to the attorney the nature of the exceptional circumstance requiring the 

deviation from routine procedure. The attorney will advise how the individual Board member's 

concern may be handled. The attorney will state the concern and the attorney's response to the 

concern in writing and forward to the District office for distribution to all Board members. 

8.0 TELEPHONE 
 

8.1 Employees will not make personal long distance phone calls at District expense. 

 

8.2 The General Manager and Finance Officer will review the long distance summary included with 

the monthly telephone bill and will sign and date the bill at time of review. 

9.0 INSURANCE 
 

9.1 Insurance policies will be maintained in insurance files in the District office. 

9.2 The Board of Directors will review insurance policies when appropriate. 

9.3 The General Manager is responsible for maintaining valid policies of insurance and for timely 

reporting to the Board of Directors, in writing, any renewal, cancellation or other change in 

insurance coverage. 

9.4 Coverage will be maintained for property, liability, insurance, special events insurance and other 

policies as required and approved by the Board. 

9.5 The Administrative Assistant will prepare the required report for special events' facilities use 

insurance coverage and forward it, along with the necessary insurance payment, to the 

appropriate agency in a timely manner. 
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9.6 At month end, the Administrative Assistant will reconcile payments for special events insurance 

premiums with the general ledger. 

9.7 Proof of current automobile insurance and valid driver's license will be maintained at the District 

office for all employees who use their vehicles on District business. Proof of valid driver's license 

will be maintained at the District office for all employees who use District vehicles. 

10.0 LEASES / RENTAL AGREEMENTS / SPECIAL EVENTS 
10.1 The Board of Directors will review and approve all leases and monthly rental agreements.  

 

10.2 Copies of all leases, rental agreements, and applications for special events facilities use will be 

kept in the District office. Certificates of insurance will be maintained with all tenant files and 

special events' facilities use applications.  

 

10.3 The Administrative Assistant will maintain a ledger for tenant deposits and a ledger for special 

events' facilities rental deposits. Deposits will be returned in a timely manner to the appropriate 

parties upon the authorization of the General Manager. Tenant deposits and special events' 

facilities rental deposits will be reconciled to the general ledger at month end. 

11.0 LOANS AND ADVANCES 
 

11.1 Loans: The Board of Directors will approve all loans involving a commitment of District resources.  

 

11.2 Employee Advances: No loans or advances will be made to any employee. 

12.0 COMPUTER ACCESS 
 

12.1 Access to data processing records and computer programs will require the authorization of the 

General Manager.  

12.2 The Board of Directors will approve all accounting software changes. 

13.0 FINANCIAL REPORTS 
 

13.1 The Administrative Assistant will prepare and post appropriate journal entries to the general 

ledger at month end. All journal entries will be accompanied by supporting documentation. 

Unusual journal entries will be initialed by the Finance Officer to indicate approval of the 

transaction. The Administrative Assistant will maintain a file of journal entries. 

 

13.2 The Administrative Assistant will maintain the Chart of Accounts. Any change to the chart of 

accounts requires the approval of the General Manager. The Board will be notified of all changes 

at the next regular meeting. 

13.3 Excepting Bank Reconciliation Detail, which shall be presented monthly, District financial data 

shall be presented quarterly and within 30 days of the close of the previous fiscal quarter. The 

quarterly reports shall include, at minimum:  

1. Profit and Loss summaries for each department, 

2 Budget vs. Actual all departments, 

3. Balance Sheet for Enterprise and Non-Enterprise, 

4. Balance and activities of County Treasury and LAIF accounts 
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14.0 INVENTORY 

Physical inventory will be counted on the last day of the fiscal year and inventory cost 

records will be maintained to properly value inventory. 

15.0 RECORD STORAGE 
 

15.1 The Administrative Assistant will perform and maintain computer backups of pre-billing runs, 

after statement runs, and the general ledger at month end. Full system computer backups will be 

performed on a regular basis using alternate sets of backup devices. One full system backup will 

be kept off-site and one set will be kept on site in a fireproof location.  

 

15.2 Documents, reports, and other records will be maintained in files or in storage. All documents 

and records in storage will be appropriately inventoried.  

 

15.3 The removal of original District office files requires the authorization of the General Manager. 

The Administrative Assistant will keep a log of files on loan. The log will include; 1) the name of 

borrower; 2) the borrower's signature; and 3) date of file loan. 

16.0 AUDIT 

16.1 An annual audit will be performed by an independent certified public accountant. 

16.2 The audit is to be completed within 120 days of June 30 year end. 

16.3 The audit will include a management letter to be delivered to the Board of Directors. 

16.4 The audit will address District compliance. 

16.5 The audit is to be performed under a fixed fee bid. 

16.6 The audit contract is to be re-bid every three years. 

17.0 BUDGET / FINANCIAL REVIEW 

17.1 The Board of Directors will review water and sewer rate schedules annually. 

17.2 Each fiscal year, 2520 interest income will be allocated to each department based upon the account that 

accrued it. 

17.3 Each fiscal year the Board of Directors, by resolution, will request the Board of Supervisors of Humboldt 

County to establish a tax rate sufficient to pay the annual long-term debt and the interest thereon for the 

fiscal year. Copies of the resolution will be sent to the Humboldt County Board of Supervisors; the County 

Tax Collector; and the Auditor-Controller of Humboldt County. 

17.4 Each year, after the presentation by the independent auditor, the General Manager will present to the 

Board an annual report that accounts for all activity for the fiscal year for Fund 2520 and LAIF. The report 

will include: 1) the fund's beginning balance; 2) each withdrawal from the account and the departmental 

allocation for the withdrawal; 3) each addition or reimbursement to the account and the departmental 

allocation for that deposit to the fund; and 4) the ending balance for each fund. 
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17.5 Each year, at the next regular meeting of the Board, following the presentation by the 

independent auditor, the Board of Directors will determine the total amount to be deposited 

from the District checking into the Fund 2520 County Treasury. For District record keeping 

purposes, the Board will itemize the allocation of the total amount that each department of the 

District is to receive. Within 30 days of the Board's action, staff will prepare a "Reserve Account 

Deposit to County Treasury Fund 2520" report and a check to the Fund 2520 in the amount 

determined by the Board. The check, with proper signatures affixed, will be deposited to the 

Fund 2520 County Treasury no later than 60 days after the Board's authorization to deposit. The 

General Manager and Finance Officer will sign the report form to document the action taken by 

the Board. 

 

17.6 Withdrawal of funds from District reserve accounts (County Treasury Fund 2520 and LAIF) must 

have prior approval from the Board of Directors. The General Manager will prepare a "Request 

for Withdrawal of Funds from Reserve Account" for every withdrawal of funds for Board 

approval. The General Manager and Finance Officer will sign the report form to document the 

action taken by the Board. 

 

17.7 The Administrative Assistant will maintain a log of deposit and withdrawal activity for the LAIF 

account and a log of deposit and withdrawal activity for the County Treasury account. The 

Administrative Assistant will maintain a file containing backup documentation for every deposit 

and withdrawal to the LAIF account or to the County Treasury. For all Board approved account 

activity, backup documentation will include a completed "Reserve Account Deposit to County 

Treasury Fund 2520" report or a completed "Request for Withdrawal of Funds from Reserve 

Account" report. 

 

17.8 An annual budget will be prepared by the General Manager and submitted to the Board of 

Directors for review and approval. 

 

17.9 The approved annual budget will be adopted by the Board of Directors and submitted to 

Humboldt County Auditor-Controller as required. 

 

17.10 The Board of Directors will approve all changes in the budget. The Board of Directors will review 

the budget on a quarterly basis. 

 

18.0 CONFLICT OF INTEREST  

The General Manager and members of the Board of Directors will comply with the MCSD 

Conflict of Interest Code. 
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19.0 APPENDIX / REPORT FORMS 

19.1 

19.2 

19.3 

Report for Expenditures of $5,000 or Greater (form needs revision). 

Reserve Account Deposit to county Treasury 

Request for Withdrawal of Funds from Reserve Account 
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