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General Provisions and Govermment

General

2.

. Formation

The Fair Oaks Public Cemetery District is a public cemetery district formed on August 26,
1926, by resolution of the Sacramento County Board of Supervisors and existing under the
provisions of the laws of the State of California.

Purpose

The provisions of these Bylaws ("Bylaws") and Policies and Procedures ("Policies") and
Rules and Regulations ("Rules") enacted by the Board of Trustees of the Fair Oaks Public
Cemetery District ("District") are to assist the Board of Trustees of the District as it sets
policy and conducts the business and affairs of the District. It is the intent and purpose of
these Policies to help clarify and define the responsibilities of the officials of the District.
The purpose of these Bylaws is to supplement state law and to provide more specific
guidelines for the actions of the Board of Trustees of the District by means which are fair,
fiscally responsible, and protective of the interests of the people of the District. These
Bylaws express the consensus of the Board as to policy matters covered but are not intended
to be exhaustive nor are they intended to restrict the otherwise lawful authority of the
Board. Notwithstanding any other term, provision or condition of these Bylaws, no
otherwise lawful act of the Board or the officers of the District shall be invalidated by reason
of any term, provision, or condition of these Bylaws.

Roster of Public Agencies

Pursuant to Government Code § 53051, each time a change is made in the name of the
District, the address of the District, or a change in the members of the governing board, a
statement of facts will be filed with the Secretary of State and the Sacramento County Clerk
within ten (10) days of the change.

Applicable Law
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That which is contained in the applicable provisions of the California Health and Safety Code
and applicable provisions of the California Government Code governs the actions of the
District and its Board of Trustees.

Organization

1:

Board of Trustees

The District is governed by a Board of Trustees consisting of five (5) members appointed
by the Sacramento County Board of Supervisors. The Trustees shall hold office for four
(4) years and until their reappointment or appointment of their successors. All Trustees'
terms shall commence at noon on the first Monday in January following the appointment
and end on the first Monday in January four years later. To the extent possible, Trustees'
terms shall be staggered so that no more than two (2) Trustees' terms expire in the same
calendar year.

QOath

Each Trustee shall accomplish an "Oath or Affirmation of Allegiance and Affidavit of
Citizenship." Two copies of the form will be mailed to the Trustees by the Sacramento
County Board of Supervisors upon his or her appointment. One copy of the executed Oath
will be forwarded to the County Clerk and one copy will be kept on file in the District
Office.

Officers

The officers of the Board of Trustees shall be Chairperson and Vice Chairperson. The Board
may also appoint a Secretary and, in the event any of the District's funds are withdrawn
from the County and managed by the District, the Board shall also appoint a Treasurer,
whose person shall be bonded.

Election of Officers

At the first meeting in January of each year the Board shall elect a Chairperson and a Vice
Chairperson to serve terms of one year and may be re-elected to any number of consecutive
terms by voting members of the Board. Upon the occurrence of a vacancy in one or more of
the officer positions, the Board shall fill such vacancies in accordance with the law. An
interim election for Board Officers may be held upon the written request of the majority of
the trustees on the Board at the time.
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The office of a member of the Board of Trustees shall become vacant upon:

a. The death of the incumbent.
The resignation of the incumbent.

c. The Trustee's ceasing to discharge the duties of his or her office for the period of
three (3) consecutive months, except when prevented by sickness.

d. The physical or mental incapacitation of the incumbent due to disease, illness, or
accident for a period of six (6) months or more where the remaining Board
members have reasonable cause to believe that the incumbent will not be able to
perform the duties of his or her office for the- remainder of his or her term.

e. His or her conviction of a felony or of any offense involving a violation of his
or her official duties; or

f.  His or her refusal or neglect to file his or her required oath or required Statement
of Financial Interests within the time prescribed.

5. Duties of Trustees - General

The Trustees' duties shall be legislative in nature. They shall formulate and adopt policy, rules
and regulations for the operation and management of the District.

a. Open Meetings. The Trustees shall conduct their business for the public benefit,
abiding by the California "Open Meeting Law" (Govt. Code §§ 54950 et seq.) as
interpreted by court decisions and Attorney General opinions, concerning the
requirements for open meetings of governmental agencies in California.

b. Sound Judgment. They shall exercise sound and prudent judgment in conducting the
business of the District and shall deal always in an ethical, honest, straight-forward,
open and above- board manner with the community, the District Manager, and the staff.

c. Finances and Budgets. They shall in all ways prudently manage, preserve and account
for the District's financial resources. They shall review and approve a budget annually.
They shall provide, within applicable budget limitations, adequate personnel, equipment
and material for the operation and maintenance of the Fair Oaks Public Cemetery.

d. Personnel. The Board shall establish Personnel Policies which shall provide for the
recruitment, selection, retention, evaluation, discipline, and termination of District
employees.
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6.

e. District Manager. They shall employ a qualified, competent person as District Manager
who will manage, administer, and supervise the District under the direction of the Board.
The Manager shall serve at the will and pleasure of the Board. The Board shall conduct at
least annual formal job appraisal reviews of the District Manager pursuant to a formal
review process which will be developed and documented.

f. Board Studies. -They shall study ways of improving the District and the services the
District provides.

g. Collective Action. They shall act collectively, and they will not individually involve
themselves in the day-to-day operation of the District. They shall function as a Board
rather than as individuals to adopt public policies and Board procedures for guidance of
the Board and staff.

h. Community Relations. They shall keep the District Manager informed of community
reaction to the District's services and assist in building positive community relations.

i. Official Functions. They shall represent the District at official functions that pertain to
the District as required.

j. Litigation. They shall initiate legal action when appropriate, and vigorously defend
the District. against unwarranted claims or demands.

k. Workshop Meetings. It is the duty of the Chairperson to call a workshop meeting
upon the appointment of any new Board Member. This is to benefit the newly
appointed Trustees and acquaint them with the law governing public cemetery districts,
District Bylaws, Policies and Procedures, Rules and Regulations, the Brown Act (Open
Meeting Laws), the District's annual budget, and currentissues under study by the Board
of Trustees.

Clerk of the Board

The Clerk of the Board shall be the person selected by the Board and shall attend each
regular meeting of the Board and maintain a record of all proceedings thereof as required
by law. If the Clerk of the Board cannot attend a meeting, the Chairperson or the District
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Manager shall make arrangements to have someone in attendance to properly record the
Board's proceedings.

It shall be the duty of the Clerk of the Board to attest to all District Resolutions. The Clerk of
the Board shall attend closed sessions of the Board as directed by the Board Chairperson, and
as provided for in Government Code § 54957.2(a). The Clerk of the Board shall also keep a
record of Board Agendas and Board Action Synopses. The Clerk is responsible for signing all
legal documents and affixing the District Seal as required. The Clerk is responsible for the
publication of legal notices, appropriate action and certification and filing of documents,
e.g., budgets, election reports, audits, resolutions, other legal documents. The Clerk is
responsible for receiving and answering all official Board correspondence, after
appropriate consideration is given to the correspondence by the Board acting collectively.

Meetings

1. Regular Meetings
The regular meetings of the Board of Trustees shall normally be held onthe second
Wednesday of each month and shall normally commence at the hour of 9:15 a.m. at the
District Offices, virtually, or via phone conference. Notwithstanding the foregoing, the
starting time of the meeting may be adjusted by order of the Chairperson to accommodate
expected business.

2. Special Meetings
Special Meetings may be called at any time by the Board's Chairperson, or by a majority of
the Trustees, by delivering personally or by mail, written notice of such meeting to each
Trustee and by posting notice and agenda of the meeting at least 24hours before the time
of such meeting. The call and notice shall specify the time and place of the special meeting
and the business to be transacted. No other business shall be considered.

3. Emergency Meetings
Emergency Meetings may be called without compliance with the 24- hour notice
requirement in the case of any emergency involving matters upon which prompt action is
necessary as set forth in Government Code§ 54956.5.

4. Closed Sessions
Closed sessions may be called during a regular or special meeting. The general reason for a
closed session must be made public either-before or-afterthe closed session of a regular
meeting, and in advance notice of a special meeting. Closed sessions not expressly authorized
by the Brown Act are prohibited. Following a closed session, the Chairperson shall announce
any action taken by the Board during such closed session to the extent such action does not
breach any person's right to privacy.

5. Quorums

A quorum is established as a majority ofthe total membership of the District Board. The
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District Board, which has a total membership of five (5) members, requires three (3)
members to conduct a meeting and requires three (3) votes in agreement to pass a motion,
resolution, or ordinance.

6. Meeting Attendance
Each member shall be in his or her respective seat. or present by virtual attendance or phone
conference. at the hour set for each regular meeting and at the time set for any adjourned or
special meeting. Any member not present when the board is called to order shall be
designated in the minutes as absent. If a member arrives after a meeting commences, the
recording clerk shall note his or her arrival in the minutes.

6:7. _ Meeting Procedures
The Chairperson, when present, shall preside at all meetings of the Board, shall take the chair
at the hour appointed for every board meeting and immediately call the members to order and
proceed with the business of the Board. The proceedings of the Board shall be conducted in
accordance with the provisions of law applicable thereto and generally accepted rules of order
and parliamentary procedure, except as otherwise expressly established from time to time by
a majority of the total membership of the Board. Except as they conflict with the California
Government Code, Robert's Rules of Order (Newly Revised) shall govern all questions of
procedures.

8. Required Staff Attendance

The District Manager or a representative designated by such the District Manager shall attend

all regular and special meetings of the Board unless otherwise specified by the Board. Only

those staff members specifically instructed to attend by the District Manager shall be deemed

to be "required to attend" within the meaning of this section.

O ] g=]

9. Agenda Contents

The agenda shall include those matters designated by the Chairperson or any Trustee,
complete with all appropriate papers and reports relating to each matter addressed to the
Board for action. The agenda shall list the items for the Board's consideration by number
with a brief statement of the subject matter sufficiently defined to apprise the public of the
matter to be considered for each of the items. The agenda may include suggested actions or
recommendations. All people having agenda items shall use their best efforts to have all
necessary materials to the Clerk of the Board on or before 12:00 noon on the fifth (5th)
business day before the day of the regular meeting.

8:10.  Agenda OrganizationOrganization

The business of each regular meeting of the Board shall be in order as printed on the agenda or as
directed by the Chairperson of the Board. Generally, this shall be as follows:
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a) Call to Order
b) Pledge to-Flagof Allegiance
¢) Roll Call of Board

d) Public Comment & Opportunity to Discuss Matters Not-on-the-Agenda-but
Within District Jurisdiction.

¢) Information Items

i) District Foreman Report
(1)) Safety Report

(2) Unusual Activities

1) District Manager Report

(1) Sales
(2) Interments
(3) Attendance

(4) Website Contacts

(5) Major Purchases or Extraordinary Expenditures
(6) Incidents

(7) Correspondence

(8) Upcoming Events. Conferences. and Trainings.

ii1) Committee Reports

(1) Finance Committee
(2) Investment Committee
(3) Other Committee Reports
& UnGnished Busi
f) Finance Committee RepoertUnfinished Business
g) CensentAgendaNew Business

(1) Consent Calendar

(1) Approval of minutes from last board meeting

(2) Approval of claims

23(3) Any new possible action items
- lidormation-hems
2)-DistioEMannsers-R )
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lkoh)  Recess to Closed Session
bi) Reconvene to Open Session / Closed Session Report
a1]) _ Trustee Questions & Comments

mk)  Adjournment

11. Agenda Preparation

The Chairperson of the Board shall direct the preparation of the agenda by the Clerk of the

Board for the regular monthlv meetings for delivery and posting no later than three.

(3) days prior to the date of the meeting (Government Code§ 54954.2) or as required by the
Board.

1. Agenda Distribution

Any written material given to a majority of the Board must be made available to the general
public_so long as those writings are public records. If these writings are distributed to
members of the Board before the meeting, such writings must be made available to the
public before the meeting. By the same token. any writings distributed to the Board during the
course of the meeting must also be made available to the public at that time and will comply
with section 54957.5 of the Government Code. The major exceptions to the obligation to
provide the public with access to any writings distributed to members of the Board are those
that deal with matters properly discussed in closed sessions or protected under Government
Code section 6250 et. seq. which are to remain confidential. The Board has adopted a Public
Records Policy and has established a reasonable fee schedule for copies of public records
pursuant to Government Code section 6257.

9:13.  Materials for Non-Agenda Items

Any member intending to introduce a special item not contained in the agenda shall deliver copies
of such items, if possible, to each Board member and to the public before the opening of the
meeting.

10:14. Board Discussions

When any Board member wishes to speak, the Board member shall address the Chairperson.
The Chairperson shall name the member who is first to speak, and speakers shall confine their
remarks to the questions under debate and avoid disparaging personal attacks or comments.
The Chairperson may elect not to recognize a Board member to speak again until all other
members have had an opportunity to be heard.
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H:15. Motions and Seconds
Each motion made by any member of the Board shall require a Second. Motions and Seconds

may be made by any member of the Board, including the Chairperson.

12:16. Roll Call Procedure for Voting

Roll call will be called in voting upon all resolutions and ordinances which govern the District,
while a voice vote may be had on routine motions not affecting the Policies & Procedure,
Rules & Regulations, or finances of the District.

Page 10.0f 59
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17, Yearly Calendar Guidelines

a.) January —
i. Elect Board Officers

ii. Mid-vear Budget Review
iii. District Manager Evaluation

b. February
o March
i. Begin Audit for Last Fiscal Year
d. April
i. Memorial Day Preparation & Planning
e. May
i. Preliminary Budget Planning
ii. Review Price Sheets
4 June
i. Finalize Preliminary Budget
ii. Pre-view Annual Audit
. July
i. Finalize Budget for County Approval.
ii. Finalize Annual Audit
h. August
i September
i. Review Client Rules and Regulations
i October
i. Review Employee Handbook
k. November
L. December

i. Review Policy & Procedure Manual

17:18. Audience Comment and Seating

Any member of the public wishing to address the Board shall first identify himself or herself.
Unless addressing the Board or entering or leaving the boardroom, all persons in the audience
shall remain seated in the seats provided. It is the Board's intent to accommodate all people who
wish to attend open public meetings.

18:19. Demonstrations Prohibited
All demonstrations during meetings, including cheering, yelling, whistling, hand clapping, and
foot stomping, areprohibited.

19:20. Meeting Disruptions

The exception to the right of the public to attend all meetings of the Board applies to those who
attempt to disrupt the conduct of the meeting. If any meeting is willfully disrupted, by a group or

Page
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groups of persons, to render the orderly conduct of such meeting unfeasible and order cannot be
restored by the removal of the individuals who are willingly interrupting the meeting, the Board
may order the meeting room cleared and continue in session. However, only matters appearing
on the agenda may be considered in such a session. Duly accredited representatives of the press
and other news media, except those participating in the disturbance, shall be allowed to attend
any session held pursuant to this exception. (Government Code§ 54957.9.).

a)(1) In addition to authority exercised pursuant to Sections 54954.3 and 54957.9, the presiding
member of the legislative bodyv conducting a meeting or their designee may remove. or cause the
removal of. an individual for disrupting the meeting.

(2) Prior to removing an individual. the presiding member or their designee shall warn the
individual that their behavior is disrupting the meeting and that their failure to cease their
behavior may result in their removal. The presiding member or their designee may then remove
the individual if thev do not promptly cease their disruptive behavior. This paragraph does not
apply to any behavior described in subparagraph (B) of paragraph (1) of subdivision (b).

(b) As used in this section:

(1) *Disrupting” means engaging in behavior during a meeting of a legislative body that actually
disrupts. disturbs. impedes. or renders infeasible the orderly conduct of the meeting and includes.
but is not limited to. one of the following:

(A) A failure to comply with reasonable and lawful reculations adopted by a legislative body
pursuant to Section 54954.3 or any other law.

(B) Engaging in behavior that constitutes use of force or a true threat of force.

(2) *True threat of force™ means a threat that has sufficient indicia of intent and seriousness. that a
reasonable observer would perceive it to be an actual threat to use force by the person making the
threat.

Powers, Duties, and Compensation
1. Chairperson

The Chairperson shall possess the powers and perform the duties prescribed as follows:

a. General Direction. Have general direction over the Board room and assign seats for the
use of the Board members of the staff, if required.

Page 12 0f 59
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b. Management and Supervision. The Chairperson shall supervise the day-to-day
activities of the District's management employee(s). No other Trustee shall supervise or
direct any employee of the District without delegation by the Chairperson or the Board.
The Chairperson shall be responsible for responding to and taking or directing others to
take appropriate action necessary because of events or occurrences which do not
require action by the Board, but which are beyond the authority of the staff, or for
which the staff seeks or requires assistance.

c. Order and Decorum. Preserve order and decorum: prevent demonstrations; and, in
accord with law, order removal from the Board room any person whose conduct is
deemed objectionable; and order the Board room cleared whenever deemed necessary.
(Government Code§ 54957.9.).

d. Length of Time for Public Discussion. Allocate the length of time for public
discussion of any matter in advance of such discussion with the concurrence ofthe
Board. (Government Code section 54954.3.).

e. Other Powers. Other powers as may be prescribed by the Board.

f. Official Spokesperson. Shall be the official spokesperson for the Board, and the
principal contact with other governmental agencies, legal counsel, and the press, unless
the Board delegates this authority to another.

2. Vice-Chairperson

In the absence or unavailability of the Chairperson to act, the Vice- Chairperson shall act as
Chairperson.

3. Treasurer

If funds are withdrawn from the county's custody, and controlled by the District, a treasurer
shall be appointed and shall be bonded. The treasurer will be responsible for accounting for
all funds and for regularly preparing and making reports to the Board regarding District's

finances.

4. Trustees

Each Trustee shall be entitled to request information, assistance, and financial or legal
advice regarding matters involving the affairs of the District.

5. Board Committees

It shall be the responsibility of each member of a committee appointed by the Board to be
fully informed concerning the business assigned to it by the Board. It shall be the
responsibility of each committee to meet as needed, promptly perform tasks assigned to it,
and report to the Board such information and recommendations as shall be necessary or
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proper. Each standing committee chairperson or designee shall report on the committee's
activities at least once a month at a Regular Board meeting with a brief oralsummary.

6. Board Compensation

The Trustees of the Board shall receive one hundred dollars ($100) for each meeting the Board
of Trustees attends. and-flor any required training attended, the Board of Trustees shall also
receive one hundred dollars ($100). not to exceed a total of four hundred dollars ($400) in any
calendar month. Trustees shall be allowed actual and necessary traveling and incidental expenses
incurred in the performance of official business of the District, as approved by the Board. (Health
and Safety Code§ 9031.).

7. Notification of Impending Absence

If any member of the Board is unable to attend a meeting, the Board member shall, if
possible, notify the Board Chairperson, the District Manager, or Clerk of the Board or
designated representative prior to the meeting.

Public Hearing Procedure

Procedures at public hearings shall be as follows:

1. Staff presentation/recommendations.

2. Questions of the staff.

3. Individuals speaking in support.

4. Questions of individuals speaking in support.

5. Individuals speaking in opposition.

6. Questions of individuals speaking in opposition.

7. Rebuttal (if any).

8. Public input (if any).

9. Board questions, discussion, and disposition (Vote).

District Expenditure Policy

Expenditures of the District shall be made only in accordance with the District's Expenditure
Policy as adopted by the Board. Such Expenditure Policy shall include, at a minimum, a
contracting, purchasing and disposition of property policy.

Bylaws and Policy Amendments

The bylaws and all policies of the Fair Oaks Public Cemetery District shall be reviewed bi-
annually.
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Except as otherwise provided by law, any policy guideline contained herein may be suspended or
amended at any time, without notice, by action of the Board-
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FAIR OAKS CEMETERY DISTRICT
CONFLICT-OF-INTEREST CODE

Originally Adopted January 10, 2018

The Political Reform Act (Government Code Section 81000, et seq.) requires state and local
government agencies to adopt and promulgate conflict of interest codes. The Fair Political
Practices Commission has adopted a regulation (2 Cal. Code of Regs. Sec 18730) which contains
the terms of a standard conflict of interest code, which contains the terms of a standard conflict of
interest code, which can be incorporated by reference in an agency's code. After public notice and
hearing, the regulation may be amended by the Fair Political Practices Commission to conform to
amendments in the Political Reform Act.

Therefore, the terms of 2 California Code of Regulations Section 18730, and any amendments to
it duly adopted by the Fair Political Practices Commission, are hereby incorporated herein by
reference. This regulation and the attached Appendix designating officials and employees and
establishing disclosure categories shall constitute the conflict-of-interest code of the Fair Oaks
Cemetery District.

Designated officers/employees shall file their statements with the Fair Oaks Cemetery District
which will make the statements available for public inspection and reproduction.
{Government Code 81008) Upon receipt of the statements, the Fair Oaks Cemetery District
shall make and retain acopy and forward the originals to the Fair Political Practices
Commission.

PUBLIC OFFICIALS WHO MANAGE PUBLIC INVESTMENTS

Persons holding the following positions are NOT subject to this code because they must file
statements under Government code 87200, and therefore are listed for informational purposes
only:

« Members of the Board of Trustees

An individual holding one of the above-listed positions may contact the fair Political
Practices Commission for assistance or written advice regarding their filing obligation if they
believe that their position has been categorized incorrectly. The Fair Political Practices
Commission makes the final determination whether a position is covered by Section 87200.

Appendix

Page 16_0f59
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Designated Positions Disclosure Category
District Manager b
Consultants * +

*Consultants shall be included in the list of designated employees and shall disclosure pursuant
to the broadcast disclosure category in the code subject to the following limitations: The District
Manager may determine in writing that a particular consultant, although, a "designated
position", is hired to perform a range of duties that is limited in scope arid thus is not required to
comply fully with the disclosure requirements described in this section. Such a determination
shall include a description of the consultant's duties and based upon that description, a statement
of the extent of disclosure requirements. The District Manager's determination is a public record
and shall be retained for public inspection in the same manner and location as this conflict-of-
interest code.
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JOB DESCRIPTION

DISTRICT MANAGER

A. DEFINITION

The District Manager is the sole manager and Human Resources Designee of the Fair Oaks
Cemetery District. The District Manager is directly responsible for the Board of Trustees
for implementation and adherence to Board policy and rules and regulations. The District
Manager will receive an annual evaluation (Fduring the anniversaryse month of
employment) by the Board of Trustees. The evaluation will be held in a closed session
meeting pursuant to Health and Safety Code 54957.

B. DUTIES

1. Supervises the overall program of maintenance, construction and beautification of the
District grounds and facilities.

2. Supervises all activities involved in sales and services including financial and clerical
procedures.

3. Supervises the personnel program for the District, including the administration,
review and recommended revision of personnel policies and procedures to the Board

of Trustees. Evaluates personnel annually, in writing, and maintains all personnel files.

4. Recruits, employs, trains, disetphinesdisciplines, and terminates personnel, as needed,
for the successful operation of the District, subject to the personnel policies of the District.

5. Analyzes the classification and salary and fringe benefit programand presents
recommendations to the Board of Trustees for updating annually.

6. Prepares annual District budget and exercises budgetary controls and supervision to
insure proper expenditure of funds through the year.

7. Prepares Board meeting agenda and monthly reports of District activities.

8. Conducts studies and makes recommendations to the Boar-d of Trustees involving
District policy and procedures.

9. Investigates complaints and inquiries concerning the District.

10. Develops training and safety programs.

Page 18 of 59
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I'1. Designs, prepares plans and supervises theinstallation of irrigation systems.

12. Supervises and participates in the design and preparation of specifications for
construction of District buildings and other facilities.

13. Attends all Board of Trustee meetings, unless otherwise excused. Prepares and presents oral
and written reports to the Board of Trustees regarding District activities.

14. Other duties as assigned by the Board of Trustees.
15. Advocates for Fair Oaks Cemetery District.

* Participates in various associations such as P.C.A, and C.A.P.C. with the support, freedom,
and financial support to hold board or officer positions with the various groups.

» Participates in activities with the local Supervisors, such as morning breakfasts,
activities with ourlocal Assembly and Senatorial individuals that include lunches,
dinners, and breakfasts to keep track of political areas that influence the public cemetery.

16. Public Relation Representative for the Fair Oaks Cemetery District within the Sacramento
County community.

« Participates in the Fair Oaks Chamber of Commerce with lunches and activities.
» Helps service clubs such as Rotary, Lions, V.F.W., Historical Society, Boy, or Girl Scouts.

« Coordinates activities between local public agencies

C. EMPLOYMENT STANDARDS

1. Knowledge of:

a. Principles, problems, and methods of public administration including organization,
personnel, and fiscal management.

b. Office management principles, methods, and procedures.

c. State and local laws and regulations relating to the operation of a public cemetery
district.

d. Engineering principles and practices as applied to the field of public cemetery district
operations, including design and construction and operation and maintenance.

e. Methods of preparing designs, -plans, specifications, estimates, reports, and
recommendations relating to the proposed beautification of grounds and construction of

buildings and other facilities.

f. Principles of employee supervision and training.
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2. Ability to:

a. Plan, lay-out, coordinate and control through subordinates the maintenance and operation
of a cemetery district.

b. Analyze and solve problems of organization and management.
c. Prepare reports and make recommendations on the setting of District policies.
d. Train and supervise the work of subordinate personnel.

e. Establish cooperative and effective working relations with subordinates, public
groups and organizations, District Trustees and other governingmental agencies.

f. Analyze and interpret fiscal and accounting records and data and prepare reports.

g. Devise and implement new and improved accounting and record-keeping procedures.
h. Speak and write effectively.

REQUIREMENTS

1. Must be bondable.

2. Must possess and maintain a current, unrestricted, and valid California Driver's
license.

PHYSICAL REQUIREMENTS

Must be capable of lifting heavy objects up to seventy-five pounds (75 lbs.) and of
working in a variety of weather conditions.

MINIMUM EDUCATION

Requires successful completion of four (4) years of college level courses or any
combination of course work and experience where two (2) years of experience in a
supervisorial position in the cemetery industry is substituted for one (1) year of course
work.

THE DISTRICT MANAGER

Serves at the will of the Board, subject to the provisions set forth in this manual and state
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and local law.
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JOB DESCRIPTION

ADMINISTRATIVE ASSISTANTOFFICE MANAGER

A. DEFINITION

Under the District Manager's direction, to perform secretarial, accounting, and general office
work in accordance with the established policies; and to do related work, as required.

DUTIES

L.

s

3.
6.
7
8

9.
10.
1.
12

13,
14.

I3
16.
1.7,
18.

Performs District secretarial work, including typing of letters, memorandums,
reports, and other materials.

Composes and #ypes-efproduces correspondence, applying knowledge of District
operation andregulations.

Maintains general office files.

Has responsibility for accounting function of District and knowledge etPistrict-and
knowledge-of Districtand-knowledge-of Districtand-knowledee ot Districtand
knowledge of Distrietandknowledge-of specialized accounting techniques.

Makes decisions with respect to the classification of source documents.

Participates in maintaining a variety of financial records and reports.

Analyzes and interprets accounts and prepares warrants for same.

Participates in posting and encumbrance procedures.

Maintains special cost accounts and prepares special financial reports.

Makes adjusting and closing entries and makes trial balances.

Makes arrangements for funeral services with general public and funeral directors.

Maintains records and maps in connection with funeral services, sale of plots and other
District services.
Prepares certificates of burial rights.

Receives eash-payments for sales and services, maintaining accurate records and prepares
deposits.

Handles petty cash transactions.
Serves as Secretary to the Board of Trustees and keeps all minutes of all Board meetings.
Serves as Acting District Manager in the District Manager's absence.

Other duties as assigned.

C. EMPLOYMENT STANDARDS

L

Knowledge of:
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a. Methods, practices, and terminology used in financial and budgetary work.
b. Office practices and procedures.
c. District operation and established policies

d. Office computer, machines, and equipment

2. Ability to:
a. Prepare ledger and journal entries affecting revenue and expenditure accounts.

b. Prepare and make employee payroll.

c. Analyze and interpret fiscal and accounting records and date and prepare reports

d. Perform diffieut-complex financial clerical work requiring the use of independent
judgment and initiative.

e. Operate e
equipment..

sall office

f.  Perform responsible and diffienlt-complex secretarial and clerical work
involving the use of independent judgment and requiring accuracy and
speed.

g. Conduct correspondence without review, using good grammar, spelling,
and vocabulary.

h. Analyze situations accurately and adopt an effective course of action.

i. Deal effectively with a wide variety of personalities and situations
requiring diplomacy, friendliness, poise, and firmness.

j.  Maintain records and files.

D. REQUIREMENTS
1. Must be Bondable.

2. Must possess and maintain a current, unrestricted, and valid California

Driver’s License

3. Must hold proper insurance coverage for California on personal vehicles if
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used for work.

D:E.PHYSICAL REQUIREMENTS

1. Occasionally lift and move items weighing up to twenty -five pounds (25 Ibs.).
2. Ability to sit for long periods of time.

EF.MINIMUM EDUCATION

Requires successful completion of two (2) years of college level courses with

specialization in accounting and financial management' or a combination of education
and professional experience at the rate of two (7) years e\pcnence equwalent to one (1)
year of course work. 5 =
Californa PrrersHeense.

]1
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JOB DESCRIPTION

CEMETERY FOREMAN

A. DEFINITION

Under general supervision of the District Manager, to supervise and perform the duties in
effecting an efficient day-to-day operation of the cemetery.

B. DUTIES

1. Supervises and participates in the maintenance and upkeep of the lawns,

shrubs, trees, streets, and buildings.

[§e]

Supervises and participates in the digging of graves and setting up of
equipment for funeral services.

Sells burial plots and maintains maps and records of same.

Keeps employee time records.

Picks up supplies.

Maintains and makes minor repairs to equipment.

Makes work assignments, inspects work in progress and upon completion.

8 = o v gk Lo

Keeps District Manager informed of cemetery operations, including status

of projects and problems.
C. EMPLOYMENT STANDARDS

1.  Knowledge of:
a. Full and comprehensive knowledge of the cemetery laws as outlined in
the California Health and Safety Code.
b. Cemetery District rules and regulations.
c. Proper methods of planting, cultivating, and caring for trees, shrubs,

flowers, and grasses.

d. Cement work and general maintenance of buildings and grounds.
e. Materials, equipment, and practices involved in grave layout, opening and closing.
f. Basic equipment maintenance methods and terminology

g. Safe work practices.
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2. Ability to:

a.  Recognize and take proper precautions against plant and insect diseases and pests.
b.  Operate and supervise the operation of all types of ground
maintenance and cemetery equipment.

Read and maintain cemetery plot maps, card files and other cemetery records.

g
d.  Plan and supervise the work of others.

e.  Understand and carry out oral and written instructions.
f.

Establish and maintain good public relations.

D. REQUIREMENTS

2: Must possess a current, unrestricted, and valid California driver's license.

E. PHYSICAL REQUIREMENTS

Must be capable of lifting heavy objects up to seventy-five pounds (475 Ibs.) and of working
in a variety of weather conditions.

F. MINIMUM EDUCATION

High School graduate possessing and maintaining a valid California driver's license and a
good driving record.
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JOB DESCRIPTION

GROUNDSPERSON

A. DEFINITION

B.

Under general supervision of the Cemetery Foreman to perform a variety of semi-skilled and
skilled tasks in the maintenance, construction and beautification of cemetery grounds,
buildings and other facilities and equipment, open and close graves; and to do related work as
required.

DUTIES AND RESPONSIBILITIES

1. Plants, transplants, removes, fertilizes, waters, cultivates, and sprays-prunes flowers,
shrubs and trees; mows. trims, waters. fertilizes lawns.

3.2.0perates and maintains all types of mowers and turf maintenance equipment.

4-3.Cleans and performs minor repairs to District buildings and related facilities.

5-4.0perates trucks and other construction, maintenance and beautification equipment
used in cemetery operation.

6-5.Keeps tools and equipment in clean and safe working condition.

7-6.Installs and repairs sprinkler systems.

8:7.Does all kinds of concrete work, including setting of markers and monuments.

9.8.0perates backhoe, jackhammer and compressor, small and large tractors, dirt trailers,
vault- mobile and a variety of hand tools used in the opening and closing of graves.

1+6:9. Install concrete grave crypts and vaults.

H-=10. Sets up lowering device, chairs, and ehapel-settings for funeral services.

4+2:11. Assists in the location and makes grave layouts.

C. EMPLOYMENT STANDARDS

Knowledge of:
a. Construction and maintenance material, procedures, and equipment with particular
references to cemetery operations.

b. Methods, tools, techniques and supplies in gardening and cemetery maintenance
work.

¢. Methods, tools, techniques, and supplies used in the opening and closing of graves.
d. Basic characteristics of plant pests and disease and techniques for their control.

e. Safe work practices

2. Ability to:

a. Perform semi-skilled or skilled tasks in the maintenance, construction and
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beautification of cemetery district grounds, buildings, and other facilities.

b. Operate service and maintain a variety of ground maintenance and construction
equipment.

c. Perform heavy (Over 75 1bs.) manual labor.
d. Understand and. carry out oral and written directions.
e. Work cooperatively with others.

D. REQUIREMENTS
Must maintain a current, unrestricted, and valid California driver's license.
E. PHYSICAL REQUIREMENTS

Must be capable of lifting heavy objects up to seventy-five pounds (75 Ibs.) and of. working
in a variety of weather conditions.

F. MINIMUM EDUCATION

High school graduate possessing and maintaining a valid California driver's license and a
good driving record.
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NEPOTISM POLICY

Originally Adopted April 12, 2017

The employment of relatives can cause various problems including but not limited to charges of
favoritism, conflicts of interest, family discord and scheduling conflicts that may work to the
disadvantage of both the Fair Oaks Cemetery District and its employees.

For the purposes of this policy the term "relative" shall include the following relationships:
relationships established by blood, marriage, or legal action. Examples include the
employee's: spouse, mother, father, son, daughter, sister, brother, mother-in-law, father-in-
law, sister-in-law, -brother-in-law, son-in- law, daughter-in-law, stepparent, stepchild, aunt,
uncle, nephew, niece; grandparent, grandson, or cousin. The term also includes domestic
partners (a person with whom the employee's life is interdependent and who shares a
common residence) and a daughter or son of an employee's domestic partner.

It is the goal of the Fair Oaks Cemetery District to avoid creating or maintaining circumstances
in which the appearance or possibility of favoritism, conflicts or management disruptions exist.
The Fair Oaks Cemetery District may allow existing personal relationships to be maintained or
employ individuals with personal relationships to current employees under the following
circumstances:

» Individuals may not work under the supervision of the same manager.

+ They may not create a supervisor/subordinate relationship with a family member.

+ They may not supervise or evaluate a family member.

« The relationship will not create an adverse impact on work productivity or performance.
« The relationship. may not create- an- actual or perceived conflict-of-interest. '
« They may not audit or review in any manner the individual's work.

» They may not be employed if a member of the employee's immediate family (spouse, children,
parents, grandparents, brothers, sisters, step family members, in-law family members) serves
on the Fair Oaks Cemetery District's Board or any Committee or Council which has authority
to review or order personnel actions or wage and salary adjustments which could affect his/her
job.

No personal employee relationship covered by this policy will be allowed to be maintained,
regardless of the positions involved, if it creates a disruption or potential disruption in the
work environment, creates an actual or perceived conflict of interest or is prohibited by any
legal or regulatory mandate.

This policy must be considered when hiring, promoting, or transferring any employee.

Should relationships addressed within this policy be identified with either candidates for
employment or, current employees the matter should be immediately reported to the Director of
Human Resources and the following policies and procedures will be followed:
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« A determination will be made whether the relationship is subject to the Fair Oaks
Cemetery District's Nepotism policy based on the conditions described above.

«  If the relationship is determined to fall within one or more of the conditions described in
this policy the HR Director in consultation with the affected employees and the Fair Oaks
Cemetery District's ED/CEO will attempt will to resolve the situation through the transfer of
one employee to a new position or identifying some other action (e.g., Supervisory
reassignment) which will correct the conflict or issue identified.

«  Ifaccommodation is not feasible then, with affected employee suggestions, the HR
Director in consultation with the Fair Oaks Cemetery District's ED/CEO shall determine
which employee must resign to resolve the situation.

The Fair Oaks Cemetery District reserves the right to exercise appropriate managerial judgment
to take such actions as may be necessary to achieve the intent of this policy. The Fair Oaks
Cemetery District reserves the right to vary from the guidelines outlined in this policy to address
unusual circumstances on a case-by-case basis.

Itis the responsibility of every employee to identify to the Fair Oaks Cemetery District's HR
Director any potential or existing personal relationship which falls under the definitions
provided in this policy. Employees who fail to disclose personal relationships covered by this
policy will be subject to disciplinary action up to and including the termination ofemployment.
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FAIR OAKS CEMETERY DISTRICT
DOCUMENT RETENTION AND DESTRUCTION POLICY

Originally Adopted June 14, 2017

NOTE ON THE SCOPE OF THIS MATERIAL
GOVERNMENT CODE-GOV
CHAPTER 7. Destruction of Records of Special Districts [60200 - 60204]

60201.

(a) For purposes of this section, "record" means any record consisting of "a writing™ as
defined by subdivision (f) of Section 6252.

(b) The legislative body of a district may destroy or dispose of any record that is not
expressly required by law to be filed and preserved through either of the following
procedures:

(1) The legislative body may authorize the destruction or disposition of any category of
records if it does both of the following:

(A) Adopts a resolution finding that destruction or disposition of this category of records
will not adversely affect any interest of the district or of the public.

(B) Maintains a list, by category, of the types of records destroyed or disposed of that
reasonably identifies the information contained in the records in each category.

(2) The legislative body may, by resolution, adopt and comply with a record retention
schedule that complies with guidelines provided by the Secretary of State pursuant to
Section 12236, that classifies all the district's records by category, and that establishes a
standard protocol for destruction or disposition of records.

(c) A district is not required to photograph, reproduce, microfilm, or make a copy of any
record that is destroyed or disposed of pursuant to this section.

(d) Notwithstanding any other provision of this section or other provision of law, a district
may not destroy or dispose of any record that is any of the following:

(1) Relates to formation, change of organization, or reorganization of the district.

(2) An ordinance adopted by the district. However, an ordinance that has been repealed or
is otherwise invalid or unenforceable may be destroyed or disposed of pursuant to this
section five years after it was repealed or became invalid or unenforceable.

(3) Minutes of any meeting of the legislative body of the district.

(4) Relates to any pending claim or litigation or any settlement or other disposition of
litigation within the past two years.

(5) Is the subject of any pending request made pursuant to the California Public Records
Act (Chapter 3.5 (commencing with Section 6250) of Division 7 of Title 1), whether or not
the district maintains that the record is exempt from disclosure, until the request has been
granted or two years have elapsed since the district provided written notice to the requester
that the request has been denied.
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(6) Relates to any pending construction that the district has not accepted or as to which a stop
notice claim legally may be presented.

(7) Relates to any non-discharged debt of the district.

(8) Relates to the title to real property in which the district has an interest.

(9) Relates to any non-discharged contract to which the district is a party.

(10) Has not fulfilled the administrative, fiscal, or legal purpose for which it was created
or received.

(11) Is an unaccepted bid or proposal, which is less than two years old, for the construction
or installation of any building, structure, or other public work.

(12) Specifies the amount of compensation paid to district employees or officers or to
independent contractors providing personal or professional services to the district or relates
to expense reimbursement to district officers or employees or to the use of district paid with
credit cards or any travel compensation mechanism. However, a record described in this
paragraph may be destroyed or disposed of pursuant to this section seven years after the
date of payment.

(Amended by Stats. 2004, Ch. 362, Sec. 1. Effective January 1, 2005.}

Not with standing Section 60201, the legislative body of a district may authorize the
destruction of any record, paper, or document that is not expressly required by law to be
filed and preserved if all of the following conditions are complied with:

(1) Therecord, paper, or document is photographed, micro- photographed, reproduced
by electronically recorded video images on magnetic surfaces, recorded in the electronic
data processing system, recorded on optical disk, reproduced on film or any other
medium that is a trusted system and that does not permit additions, deletions, or
changes to the original document in compliance with Section 12168.7 for recording of
permanent records or nonpermanent records.

(2) The device used to reproduce the record, paper, or document on film, optical disk, or
any other medium is one that accurately reproduces the original thereof in all details and
that does not permit additions, deletions, or changes to the original document images.
(3) The photographs, microphotographs, or other reproductions on film, optical disk, or
any other medium are placed in conveniently accessible files and provision is made for
preserving, examining, and using the files.

(b) For the purposes of this section, every reproduction shall be deemed to be an original
record and a transcript, exemplification, or certified copy of any reproduction shall be
deemed to be a transcript, exemplification, or certified copy of the original. - See more
at: http://codes.findlaw.com/ca/government-code/gov-sect-

60203 .html#sthash.8kEs6Nwi.dpuf

Bape 32,059
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1.

DOCUMENT RETENTION AND DESTRUCTION POLICY
Policy and Purposes

This Policy represents the policy of Fair Oaks Cemetery District (the "organization") with
respect to the retention and destruction of documents and other records, both in hard copy
and electronic media (which may merely be referred to as "documents" in this Policy).
Purposes of the Policy include (a) retention and maintenance of documents necessary for
the proper functioning of- Fair Oaks Cemetery District as well as to comply with applicable
legal requirements; (b) destruction of documents which no longer need to be retained, and
(c) guidance for the Board of Directors, officers, staff, and other constituencies with respect
to their responsibilities concerning document retention and destruction. Notwithstanding
the foregoing, Fair Oaks Cemetery District reserves the right to revise or revoke this Policy
at any time.

Administration

2.1 Responsibilities of the Administrator. Fair Oaks Cemetery District's Administrator
shall be the District Manager in charge of the administration of this Policy. The District
Manager’s responsibilities shall include supervising and coordinating the retention and
destruction of documents pursuant to this Policy and particularly the Document Retention
Schedule included below. The District Manager shall also be responsible for documenting
the actions taken to maintain and/or destroy organization documents and retaining such
documentation. The District Manager may also modify the Document Retention Schedule
from time to time as necessary to comply with law and/or to include additional or revised
document categories as may be appropriate to reflect organizational policies and
procedures. The District Manager is also authorized to periodically review this Policy and
Policy compliance with legal counsel and to report to the Board of Trustees as to
compliance. The District Manager may also appoint one or more assistants to assist in
carrying out the District Manager’s responsibilities, with the District Manager, however,
retaining ultimate responsibility for administration of this Policy.

2.2 Responsibilities of Constituencies. This Policy also relatesto theresponsibilities of
board members, staff, volunteers, and outsiders with respect to maintaining and
documenting the storage and destruction of Fair Oaks Cemetery District's documents.
The District Manager shall report to the Board of Directors (the board members acting
as a body), which maintains the ultimate direction of management. Fair Oaks Cemetery
District's staff shall be familiar with this Policy, shall act in accordance therewith, and shall
assist the District Manager and/or Office Manager, as requested, in implementing it. The
responsibility of volunteers with respect to this Policy shall be to produce specifically
identified documents upon request of management if the volunteer still retains such
documents. In that regard, after each project in which a volunteer has been involved, or
each term which the volunteer has served, it shall be the responsibility of the District
Manager to confirm whatever types of documents the volunteer retained and to request
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any such documents which the District Manager feels will be necessary for retention by
Fair Oaks Cemetery District (not by the volunteer). Outsiders may include vendors or
other service providers. Depending upon the sensitivity of the documents involved with
the particular outsider relationship, Fair Oaks Cemetery District, through the District
Manager, shall share this Policy with the outsider, requesting compliance. In particular
instances, the District Manager may require that the contract with the outsider specifies
the particular responsibilities of the outsider with respect to this Policy.

3. Suspension of Document Destruction; Compliance.

Fair Oaks Cemetery District becomes subject to a duty to preserve (or halt the destruction
of) documents once litigation, an audit or a government investigation is reasonably
anticipated. Further, federal law imposes criminal liability (with fines and/or imprisonment
for not more than 20 years) upon whomever "knowingly alters, destroys, mutilates,
conceals, covers up, falsifies, or makes a false entry in any record, document, or tangible
object with the intent to impede, obstruct, or influence the investigation or proper
administration of any matter within the jurisdiction of any department or agency of the
United States or in relation to or contemplation of any such matter or case." Therefore, if the
District Manager become aware that litigation, a governmental audit, or a government
investigation has been instituted, or is reasonably anticipated or contemplated, the District
Manager shall immediately order a halt to all document destruction under his Policy,
communicating the order to all affected constituencies in writing. The District Manager may
thereafter amend or rescind the order only after conferring with legal counsel. If any Board
Member or staff member becomes aware that litigation, a governmental audit, or a
government investigation has been instituted, or is reasonably anticipated or contemplated,
with respect to Fair Oaks Cemetery District, and they are not sure whether the District
Manager is aware of it, they shall make the District Manager aware of it. Failure to comply
with this Policy, including, particularly, disobeying any destruction halt order, could result
in possible civil or criminal sanctions. In addition, for staff, it could lead to disciplinary
action including possibletermination.

4. Electronic Documents; Document Integrity.

Documents in electronic format shall be maintained just as hard copy or paper documents
are, in accordance with the Document Retention Schedule. Due to the fact that the integrity
of electronic documents, whether with respect to the ease of alteration or deletion, or
otherwise, may come into question, the District Manager guidelines for handling electronic
files, backup procedures, archiving of documents, and regular checkups of the reliability of
the system; provided, that such standards shall only be implemented to the extent that they
are reasonably attainable considering the resources and other priorities of Fair Oaks
Cemetery District.

D Privacy.

k]
1
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It shall be the responsibility of the District Manager, after consultation with counsel, to
determine how privacy laws will apply to Fair Oaks Cemetery District's documents from
and with respect to employees and other constituencies; to establish reasonable procedures
for compliance with such privacy laws; and to allow for their audit and review on a regular
basis.

6. Emergency Planning-.

Documents shall be stored in a safe and accessible manner. Documents which are
necessary for the continued operation of Fair Oaks Cemetery District in the case of an
emergency shall be regularly duplicated or backed up and maintained in an off- site location.
The District Manager shall develop reasonable procedures for document retention in the case
of an emergency.

T Document Creation and Generation.

The District Manager shall discuss with staff the ways in which documents are created or
generated. With respect to each employee or organizational function, the District Manager
shall attempt to determine whether documents are created which can be easily segregated
from others, so that, when it comes time to destroy (or retain) those documents, they can be
easily culled from the others for disposition. For example, on an employee-by-employee
basis, e-mails, and other documents of a significantly non-sensitive nature so that they
might be deleted, even in the face of litigation held with respect to other, more sensitive,
documents. This dialogue may help in achieving a major purpose of the Policy -- to
conserve resources -- by identifying document streams in a way that will allow the Policy to
routinely provide for destruction of documents. Ideally, Fair Oaks Cemetery District will
create and archive documents in a way that can readily identify and destroy documents with
similar expirations.

8. Document Retention Schedule. (Periods are suggested but are not necessarily a
substitute for counsel's own research and determination as to appropriate periods.)
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Document Type Retention
Period
Accounting & Finance
Accounts Payable Audit + 4 yrs.
Accounts Receivable Audit + 4 yrs.
Annual Financial Statements and Audit Reports Permanent
Bank Statements, Reconciliations & Deposit Slips Audit + Syrs
Canceled Checks - routine Audit + 5 yrs.
Canceled Checks- special, such as loan repayment Audit + 5 yrs.
Credit Card Receipts Audit + 4 yrs.
Employee/Business Expense Reports/Documents Audit + 4yrs
General Ledger Permanent
Interim Financial Statements Audit + 2 yrs.
Contributions/Gifts/Grants
Contribution Records Permanent
Documents Evidencing Terms of Gifts Permanent
Grant Records 7 years
Corporate and Exemption
Articles of Incorporation and Amendments Permanent
Bylaws and Amendments Permanent
Minute Books, including Board & Committee Minutes Permanent
Annual Reportsto Attorney General & Secretary of State Permanent
Other Corporate Filings Permanent
IRS Exemption Application (Form 1023 or 1024) Permanent
State Exemption Application (if applicable) Permanent
Licenses and Permits Permanent
Employer Identification (EIN) Designation Permanent
IRS Exemption Determination Letter Permanent
State Exemption Determination Letter (ifapplicable) Permanent

Correspondence and Internal Memoranda

Hard copy correspondence and internal memoranda relating to a particular
document otherwise addressed in this Schedule should be retained for the same

period as the document to which they relate.

Hard copy correspondence and internal memoranda relating to

routine matters with no lasting significance

12 months
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Active + 2
yIS.

Correspondence and internal memoranda important to Fair

Oaks Cemetery District or having lasting significance.

Electronic Mail (E-mail) to or from Fair Oaks Cemetery District

Electronic mail (e-mails) relating to a particular document otherwise addressed
in this Schedule should be retained for the same period as the document to
which they relate, but may be retained in hard copy form with the document to
which they relate

E-mails considered important to Fair Oaks Cemetery District ~ Active 2
or of lasting significance should be printed and stored in a YIS,
central repository.

12 months

E-mails not included in either of the above categories

Electronically Stored Documents

Electronically stored documents (e.g.. in pdf, text or other electronic format)
comprising or relating to a particular document otherwise addressed in this
Schedule should be retained for the same period as the document which they
comprise or to which they relate but may be retained in hard copy form (unless
the electronic aspect is of significance).

Electronically stored documents considered important to Fair Active +5

Oaks Cemetery District or of lasting significance should be Y5
printed and stored in a central repository (unless the electronic
aspect is of significance).

. . . 2 yea
Electronically stored documents not included in either of the years

above categories

Employment, Personnel and Pension

Persontiel Becords 6 years after employment ends

Employee contracts 6 years after termination

Retirement and pension records Permanent

(37)
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Insurance

Property, DO, Workers Compensation and General Liability

Insurance Policies

Insurance Claims Records

Legal and Contracts

Permanent

Closed + Syrs

Contracts, related correspondence, and other supporting
documentation

Legal correspondence

Management and Miscellaneous

10 Years

Permanent

Strategic Plans
Disaster Recovery Plan

Policy and Procedures Manual s
histories

Property- Real, Personal, and Intellectual

Property deeds and purchase/sale agreements
Property Tax

Real Property Leases

Personal Property Leases

Trademarks, Copyrights, and Patents

Tax

Tax exemption documents & correspondences

IRS Rulings
Annual information returns-federal & state
Tax Returns

Supersede +
2yrs
Supersede + 2
versions

Current version with 2 revision

Permanent
Permanent
Permanent
10years

Permanent

Permanent
Permanent

Permanent
Permanent

[Tvpe here



Fair Oaks Cemetery District Revised& Adopted / /2024 [Type here

FAIR OAKS CEMETERY EDUCATION PROGRAM

Originally Adopted November 14, 2000

EDUCATION PROGRAM

The District encourages employees to participate in educational and training activities. In

addition to increasing employee job proficiency, this education should improve work force
stability and the District's ability to attract and retain outstanding employees. The education
program is available to all employees after the six-month probationary period is completed.

ON-DUTY EDUCATION

Employees may, with prior approval, attend seminars, conferences, workshops, cross-training
activities, or meetings that provide specific training in subjects related directly relating to
cemetery operations to the employee's position, or one he or she may reasonably aspireto.

All departments will annually review and identify areas of training required to maintain
technical and administrative capabilities. Specific schools, conferences, and/or seminars are
to be listed on budget submission requests wherever applicable and available. Fees, tuition,
and approved expenses will be paid by the District. District Manager approval for all requests
for this training must be obtained prior to attendance and/or makingreservations.

OFF-DUTY EDUCATION

Educational assistance at the discretion of the District Manager is available to employees who
desire to obtain skills and/or knowledge that enables them to become more proficient in their
present duties and/or prepare them for future assignments.

This education may occur after regular working hours at a college, vocational trade school, or
through a self-study correspondence course, which leads to a certificate, license or diploma
related to the general function of the District.

Under special circumstances, employees may attend classes during business hours if, 1) the
course is not available (and will not be) at night or through a correspondence course 2) the
course pertains to a District approved degree program and 3) the employee arranges a flexible
time schedule with his/her Supervisor to make up time spent at class during normal work
hours.
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ELIGIBILITY FOR OFF-DUTY EDUCATION ASSISTANCE

Only regular, full-time employees, who are performing their jobs satisfactory, are eligible for
this program.

The following off duty education qualifies for financial assistance:

1. Degree (Associates, Bachelors, Masters, other as approved).

2. Specific courses taken for credits relating to Cemetery functions.

3. Specific courses taken for credit relating to support functions of the District (i.e..
accounting, secretarial, welding).

4. Self-study/correspondence courses from reputable institutions with final exam and
certificate in subjects that relate to District functions.

CONDITIONS FOR FINANCIAL ASSISTANCE

1. Every course that an employee desires to attend must be approved in advance by
submitting a Request Form.

2. Completion of the course with a minimal grade of “C” or equivalent.

3. Funds Received from outside sources, such as scholarships or Veteran’s Educ.

4. Work requirement for financial assistance is as follows: Upon completion of
approved course program, the employee is required to remain employed for a
minimum of six (6) months for every year of school completed. For example, 1 year
= 6 months, 2 years = 1 year, 3 years = 18 months, and 4 years = 2 years.

5. Voluntary termination of either the course or employment will result in an automatic
deduction for the amount of assistance received at a pro-rated amount and in a time
frame that is reasonable. Involuntary termination may or may not result in an
education of the amount of assistance received, as determined by the District
Manager.

6. Unless arrangements have been made to pay the costs directly to the school, the
assistance check is normally issued to the employee after he/she furnishes evidence
of expenses (i.e.. receipts, canceled checks, etc.).

7. The employee will furnish the District proof of his/her successful completion of
the course as soon as possible after the end of the class.

PROCEDURE

e The Degree program is approved by the Administrative Committee on a case-by-
case basis. Employees desiring to obtain a degree should submit their written
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request stating goals and objectives, institution that they plan to attend, and
schedule of estimated expenditures via the District Manager. The District will pay
for tuition, books, fees, and parking.

e Cap for G.E.D. (High School Diploma) financial assistance: $150.00/Semester Cap for
Junior College financial assistance: $455.00/Semester

e Cap for Upper Division financial assistance: $1325.00/Semester

TRAVEL AND EXPENSES

Every Trustee and employee who is authorized to, and uses a privately owned vehicle on
District business, will be reimbursed at the rate allowed by the IRS. This figure will be
rounded to the nearest whole cent, upon submission of detailed mileage voucher to the District
Manager. All employees of the Distract using privately owned vehicles would be required to
show proof of insurance.

If overnight stay is required, lodging will be reimbursed at 100% upon receipt of a detailed
voucher to the District Manager.

Meals will be paid per Diem, as follows:

Breakfast $1517.00
Lunch $2018.00
Dinner $2534.00

All expenses will be paid by the District for the cost of attending meetings, conventions or any
job-related expenses incurred by the Trustee and employee.
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FAIR OAKS CEMETERY DISTRICT
Policies & Standard Practices
Expense Reimbursement

Originally Adopted: 2/14/2018.

1.0 DEFINITIONS.  As used in this section, the following terms shall have the following

meanings:

(a) "District” -shall mean the Fair Oaks Cemetery District.

(b) "Board" - shall mean the Board of Trustees of the Fair Qaks Cemetery District.
(c) "District-Manager’ -shall mean the District Manager of the Fair Oaks

Cemetery District.

(d) "Business Connection" - shall mean any purpose that is connected to or
incurred in the performance of the employee's or trustee's services to the District.

(e) "Substantiation" - shall mean information and documentation supporting
travel, transportation, lodging, meals, or entertainment expenses sufficient to
satisfy the "adequate accounting rules" and sufficient to enable the District to
identify the specific nature of each expense and to reasonably conclude that the
expense is a legitimate business expense.

20 POLICY

2.1 It is the policy of the Fair Oaks Cemetery District to reimburse "ordinary and
necessary’ expenses incurred by an employee or trustee of the District while engaged in an
activity directly related to or associated with the business of the District.

(@)  *“Ordinary and Necessary” means those expenses that would ordinarily and
necessarily be incurred by any person engaged in any similar business activity
or purpose. The term “necessary” is used to distinguish the expense which does
not further the business purpose or activity.

(b)  Entertainment and/or meal expenses are reimbursable only if such expenses
“directly related to or associated with” the business of the District. Some
exceptions to this requirement exist if the expenditure meets “ordinary and
necessary” test above. Such exceptions include:

(1) Food and beverages for employees furnished on the business premises.
(2)  Recreational, social, or similar expenses primarily for employees who
are not highly compensated.

Page 42 of 59

(42)



Fair Oaks Cemetery District Revised& Adopted / /2024 [Type here

(3)  Directly related expenses of employee or trustee meetings, etc.

(4)  Expenses directly related and necessary to attendance at a business
meeting or convention or any tax-exempt organization described in IRS
code §501(c)(6).

(5)  Cost of food, services and facilities made available to the general public
as a means of advertising or promoting goodwill in the community.

2.2 Reimbursement of such expenses shall be limited to the reasonable amount of such
expenses necessarily incurred in the performance of the District’s business, and such
expenses as are substantiated as required herein.

2.3 The District, in its sole discretion, may permit the employee or trustee to receive an
advance of an amount estimated to be necessary to cover such business travel expenses. In
such case, the employee or trustee shall sign a statement certifying his or her receipt of such
advance, and an undertaking to be personally responsible for the repayment of all such
advanced amounts not expended and properly accounted for in accordance with the terms of
this policy. Such amounts advanced must be returned to the District, or properly accounted
for on forms provided by the district, no later than 60 days after the funds are advanced. In
such an event funds are not returned to the District, or properly accounted for within the time
permitted, such funds shall be included in the employee’s or trustee’s gross income and
reported on Form W-2 or 1099.

2.4  No reimbursement shall be made for any expenses incurred in travel or attending any
meeting, seminar, convention, training program, or other similar function without the prior
approval of the Board of Trustees.

3.0 SUBSTANTIATION OF BUSINESS EXPENSES

3.1 Every employee or trustee of the District must be able to substantiate claimed
expenses by adequate records or sufficient evidence to establish the (1) amount
of each expense, (2) time and place of each expenditure, (3) the business
purposes for which the expense was incurred, and (4) the business relationship
of any person entertained with such expense.

3.2 To prove expenses for entertainment, travel, transportation, meals, lodging, and
so forth, the employee or trustee shall maintain an “adequate record.” An
“adequate record” is a detailed record, such as a diary, and account book, or
some other statement of expense. The employee or trustee does not have to
record information in an account book or diary that duplicates information
reflected on a receipt, so long as the two forms of evidence complement each
other. The District shall accept a completed expense report with receipts
attached as an “adequate record,” so long as every expenditure of $10.00 or
more is supported by a written receipt.

(@  Travel Away from Home
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In order to qualify for reimbursement of travel expenses associated with travel
away from home, the employee or trustee must substantiate, by adequate
records and receipts, the following:

(1) Amount of each separate expenditure for travel away from home, such as
the cost of transportation or lodging.

(2)  Dates of departure and return for each trip away from home, and the
number of days away from home spent on business.

(3)  Destination or location of travel, described by the name of the city or
town or other similar designation; and

(4)  Business purpose for the travel or nature of the business benefit derived
or expected to be derived because of travel.

(b)  Local Travel

Local travel expenses include ordinary and necessary expenses of getting from
one workplace to another during business when the employee or trustee is not
traveling away from home. It does not include commuting from home to a
workplace or return. To qualify for reimbursement, the employee or trustee
must provide the following elements:

(1)  Cost of transportation.

(2)  Date of transportation.
(3)  Business destination; and
(4)  Reason for the expense.

(c)  Entertainment & Meals

Each entertainment or meal expense must be substantiated by adequate records or
sufficient evidence establishing each of the following elements:

(1)  Amount.
(2) Date.
(3)  Place (Name and address or location) and type of entertainment or meal.

(4)  Reason for entertainment or the business purpose and the nature of the
business benefit expected to be gained.

(5)  Business relationship to the District of the persons at the entertainment or
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meal (name, occupation, and title); and
6) Presence of the employee or trustee at the business meal.

(d)  Standard Mileage Allowance

The District will reimburse employees and/or trustees who travel by auto at the
standard mileage allowance as established by the IRS in effect at the time of travel. If
more than one employee/trustee shares an auto, only one person will be reimbursed
such a standard mileage rate.

3.3 Every employee or trustee seeking reimbursement of business-related expenses
shall provide the District a written statement of the business purpose of the
travel or other expenses incurred on District business.

4.0 ENTERTAINMENT ACTIVITES

Generally, reimbursement will not be made for any expense associated with an activity
considered to be entertainment, amusement, or recreation, except to the extent that it is
established that the expense was directly related or associated with the active conduct of
the District’s business.

4.1 Directly Related

An expense is considered directly related to the active conduct of the District’s
business if all the following requirements are met:

(a) The Employee/trustee had more than a general expectation of deriving some
indefinite future time:

i. During the period of entertainment, the employee/trustee was
actively engaged in the conduct of business with the person being
entertained; and

ii. The active conduct of the business was the principal aspect of the
entertainment activity.

(b) Entertainment expenses will not be directly related when entertainment
occurs where there is little, if any, possibility for the active conduct of
business. This situation generally arises when:

i. The employee or trustee is not present.

ii. There are substantial distractions; or

iii. A group of people is entertained, and the group includes other
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people other than business associates.

(c) Employees/Trustees may seek reimbursement for the cost of meals and
entertainment associated with the active conduct of a trade or business and
occurring directly before or after a bona fide and substantial business
discussion.

(d) No reimbursement will be made for the cost of entertaining employee’s or
trustee’s spouses, or the spouses of their business associates, unless it can
be shown that there was a clear business purpose rather than a personal or
social purpose for paying for the spouse.

Page 46_of 39

(46)



Fair Oaks Cemetery District Revised& Adopted 2024 Tvpe here

FAIR OAKS CEMETERY DISTRICT
Policies & Standard Practices
Employee Recognition Policy

Originally Adopted: 05/11/2023

Purpose

The Board of Trustees approved an official policy for the use of budgetary funds for employee
recognition, food, refreshments, and related expenses on May 11, 2023. The purpose of the
employee recognition policy is for:

o Consistent practice for employee recognition
o Recruiting of new employees
° Retention of current employees

Policy

At the discretion of the District Manager, budgetary funds may be used to pay for:

o Plaques, tokens of appreciation, certificates, etc., of nominal value may be provided
as acknowledgement, or recognition for exemplary work /success.

o Recognition and events including, but not limited to, picnics, etc., may be provided.
Budgetary funds and other district resources may also be used to pay or provide for
food, facilities, supplies, etc., at such recognition events.

. Workplace amenities, such as coffee, tea, and related or similar supplies may be
provided. The district may provide these types of supplies with budgetary funds for the
purpose of enhancing morale and productivity, including meetings of community
groups and at internal staff activities.

° Food and/or refreshments at early morning meetings may be provided.

o Food and/or refreshments at meetings that extend through normal mealtimes may be
provided.

° Meals included in the cost of attending business events/functions, involving

organizations that the District has existing ties to, may be provided.

o Community based and/or business lunches or dinners and related expenses may be
provided.



Fair Oaks Cemetery District Revised& Adopted 2024 Type here

Note: Nothing in this policy framework shall be construed to permit the use of
budgetary funds for the purchase of alcoholic beverages. The purchase of alcoholic
beverages with budgetary funds is expressly prohibited by State Law.

Approval authority

The use of this fund shall be at the sole discretion of the District Manager, with
oversight from the Financial Committee.

Funding

Financing received from the credit card rebate each quarter shall be applied to this
account, offsetting the cost for employee recognition.
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Drugs and Alcohol Policy:
Amended: 2/14/2018

Fair Oaks Cemetery District maintains a drug-free workplace in accordance with the provisions of
the Federal Drug-Free Workplace Act of 1988 and the California Drug-Free Workplace Act of
1990. Fair Oaks Cemetery District has always maintained a strong commitment to provide a safe,
efficient, and productive work environment. Fair Oaks Cemetery District has a strict policy
regarding the use and possession of drugs and alcohol. This policy recognizes that employee
involvement with alcohol or drugs can be extremely disruptive and harmful to the workplace. It
can adversely affect the quality of work and performance of employees, pose serious safety and
health risks to the user and others, and have a negative impact on work efficiency and
productivity. Accordingly, fair Oaks Cemetery District requires all employees to report to work fit
to perform their jobs. All employees must adhere to the rules stated in this policy.

First, employee possession of alcohol is prohibited on Fair Oaks Cemetery District premises,
except at authorized events. Second, no employee may use, poses, manufacture, dispense,
distribute, or sell any illegal drug while on Fair Oaks Cemetery District’s property, while on duty,
or while operating a vehicle that is owned or leased by Fair Oaks Cemetery District. For purposes
of this policy, a drug will be considered an “illegal drug” if its use is prohibited or restricted by
law, and an employee improperly uses or posses the drug, regardless of whether such conduct
constitutes an illegal act or whether the employee is criminally prosecuted and/or convicted for
such conduct. Third, no employee may report for work, or remain on duty, or on-call status, while
under the influence of, or impaired by any drug or alcohol. However, the legal use of controlled
substances, such as prescription drugs prescribed by a licensed physician or over-the-counter
medication including but not limited to marijuana is not prohibited by this policy; unless such
adversely affects the quality of work and performance of employee, poses a safety or health risk
to the user or others, or has a negative impact on work, no employee may possess, use, or be
under the influence of marijuana while at work or on the premises of the Fair Oaks Cemetery
District, even if such employee has a prescription for such use.

Drug Testing: The Fair Oaks Cemetery District reserves the right to ask any employee to undergo
a drug test as a condition of employment, or upon reasonable suspicion that the employee is under
the influence of a drug or alcohol. Persons offered employment on the condition that they take a
drug test and refuse to submit to such testing may be denied employment on the basis of such
refusal. Such tests will be administered by a person qualified and licensed to administer such
tests, and the results will be processed by a laboratory Certified to process such tests. Tests may
include breath testing, blood testing, hair testing or any other non-invasive testing deemed
necessary by Fair Oaks Cemetery District and the person administering the test. An employee
who refuses to submit to any drug test reasonably requested by Fair Oaks Cemetery District is
subject to discipline, up to and including immediate termination of employment.
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Discipline: Employees must abide by this policy as a condition of employment. Violation of this
policy can result in disciplinary action, up to and including termination, even for a first offense.
Fair Oaks Cemetery District also reserves the right to discipline or terminate employees convicted
of an offense which involves the use, possession, manufacturing, dispensing or distribution of
illegal drugs or alcohol relating to employment with the District.

Assistance for drug abuse and rehabilitation is available through normal medical providers and
covered to some extent by insurance. For assistance, employees are encouraged to contact their
physicians directly.

Date:

Signature:
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Purchasing and Contracting for Personal Property, Services and Construction, and Sale
of District-Owned Property Policy

1.0 Construction

1.01 By resolution, the Board may order the construction work to be done, and if it does
so it shall fix a time for receiving proposals or bids for doing the work, and shall
direct the clerk to give notice, inviting sealed proposals or bids. Such notice shall
include a statement that the work is to be done in accordance with the plans and
specifications on file, except insofar as such plans and specifications were changed
by the Board.

1.02 All contracts for the construction or completion of any building, structure, or
improvement, when the expenditure required for the work exceeds ten thousand
dollars, ($10,000). shall be contracted for and given to the lowest responsible bidder
after notice.

1.02.1 All contracts for the construction or completion of any building structure,
or improvement, when the expenditure required for the work is less than
twenty-five thousand dollars ($25.000), may be let to contract by informal
bidding procedures set forth therein.

1.02.2 All contracts for the construction or completion of any building, structure,
or improvement, when the expenditure required for the work exceeds
twenty-five thousand dollars ($25,000) may be let to contract by formal
bidding procedures as set forth therein.

1.03 Project Specification — Before entering into any contract for a project the District
shall prepare full, complete, and accurate plans and specifications and estimates of
cost, giving such directions as will enable any competent mechanic or other builder
to carry them out. Plans and specifications shall be sufficiently certain and definite
upon all of the details of the work which affect its cost to apprise bidders of all of the
essential and substantial parts of the work and enable them to know with reasonable
accuracy the outlay they will have to make in performing the work to be contracted
for. The plans, specifications, and estimates shall be approved by the Board and the
original draft, or a certified copy filed permanently in the office of the District before
further action is taken.

1.04 Informal Bidding Procedure

1.04.1 The District shall maintain a list of qualified contractors, identified
according to categories of work. It shall be the responsibility of contractors
who wish to be placed on the list to provide the District with a statement of
the contractor’s qualifications.

1.04.2 All contractors on the list for the category of work being bid on or all
construction trade journals specified by the Trade Center Commission, or
both, shall be mailed a notice inviting informal bids unless the product or
service is proprietary.
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1.04.3 Notice shall also be published in construction trade journals or newspapers
of general circulation within the District.

1.04.4 All mailing notices to contractors and construction trade journals pursuant
to subdivision 1.04.2 and 1.04.3 above shall be completed not less than ten
(10) calendar days before the bids are due.

1.04.5 The notice inviting informal bids shall describe the project in general
terms, how to obtain more detailed information about the project, and state
the time and place for submittal of bids.

1.04.6 If all bids received are in excess of twenty-five thousand dollars ($25.,000),
the Board may, by passage of a resolution by a four-fifths (4/5) vote, award
the contract at no more than thirty thousand dollars ($30,000) to the lowest
responsible bidder, if it determines that the cost estimate of the District was
reasonable.

1.05 Formal Bidding Procedures — Notice inviting formal bids shall state the time and
place for the receiving and opening of sealed bids and distinctly describe the project.
The notice shall be posted and published at least fourteen (14) calendar days before
the date of opening bids. Notice shall be published at least twice, not less than five
(5) days apart, in a newspaper of general circulation in the District. A copy or copies
of the notice shall be posted and kept posted for five (5) days at or near the door of
the District’s office. In addition to the notice required hereunder, the District may
give such other notice as it deems proper under the circumstances.

1.06 Awarding Contracts — The board shall, in open session, open and examine the
proposals or bids and declare the same. In its discretion, the District may reject any
bid presented. The Board may also withdraw the work from competitive bidding at
any time prior to the award of the contract.

1.06.1 If, after the first invitation of bids, all bids are rejected, after reevaluating
its cost estimated of the project, the District shall have the option of either:

1.06.1.1 Abandoning the project or re-advertising for bids in the
manner set forth herein; or

1.06.1.2 By a passage of a resolution by a four-fifths (4/5) vote of the
Board declaring that the project can be performed more
economically by the employees of the District, have the project
done by force account without further complying with this
procedure.

1.06.2 If a contract is awarded, it shall be awarded to the lowest responsible
bidder. If two or more bids are the same and the lowest, the Board may
accept the one it chooses.

1.06.3 If no bids are received through the formal or informal procedure, the
project may be performed by the employees of the District by forced
account or negotiated without further complying with this procedure.
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1.07 The board may, subject to the provisions of Chapter 7 (commencing with Section
3247) of Title 15 of Part 4 of Division 3 of the Civil Code, require the posting of
those bonds it deems desirable as a condition of the filing of a bid or the letting of a
contract. No proposal or bid shall be considered unless accompanied by such check
or such bond as required in the notice for proposals or bids.

1.08 Notice of such award, attested by the Clerk of the Board, shall be transmitted to the
successful bidder by the Clerk of the Board, and shall also be posted in the same
manner as the notice inviting proposals or bids.

1.09 Before being entitled to a contract, the bidder to whom the award thereof has been
made must advance and pay to the Clerk of the Board, the costs and expenses of
publishing and ting the resolutions, notices, and orders required hereunder which
have been made, given, posted, or published in the proceedings.

1.10 If the successful bidder fails, neglects, or refuses for fifteen (15) days after being
awarded the contract to execute the same, the certified check accompanying his or
her bid and the amount thereof shall be declared forfeited to the District.

1.11 If the Board deems it is in the best interests of the District, the Board may, on the
refusal or failure of the successful bidder to execute the contract, award it to the
second lowest responsible bidder, or on the refusal or failure of that bidder to execute
the contract, to the third lowest responsible bidder. If the Board deems the acceptance
of the lowest responsible bid or bids is not in the best interests of the District, the
Board may reject all bids and proceed in any other manner selected by the Board.

1.12 Bids may be received, and contracts awarded on a unit basis, that is, the bids
compared upon the basis of estimates of the quantities of the work to be done.

1.13 Contracts shall be let only to the holder of a valid State contractor’s license unless
such work is exempt from such licensing requirement by any other provision of law.

1.14 In the case of an emergency, the Board may adopt a Resolution by four-fifths (4/5)
vote of all the members of the Board declaring that the public interest and necessity
demand immediate expenditure of public money to safeguard life, health, or property.
The Board may spend any sum required in the emergency for the construction or
completion of any building, structure, or improvement without submitting the
expenditure bid.

1.15 The Board hereby authorizes the District Manager to engage independent contractors
to perform construction services for the District, with or without furnishing of
material, or for the purchase of supplies, material or equipment, when the aggregate
cost does not exceed twelve hundred dollars ($1200).

1.16 It is unlawful, for the purpose of evading any requirement herein, to split or separate
into smaller units of work or purchase any work or purchase covered by this section.

2.0 Purchasing of Personal Property and Supplies

(54)
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2.01 The District Manager is hereby authorized to make purchases of personal property
and supplies for the District where the cost does not exceed twelve hundred dollars
($1200).

2.02 Amounts included in the annual budget approved by the Board for the purchase of
specifically identified items of personal property shall constitute spending authority
to the District Manager for such items of personal property up to the amounts
approved, even though in excess of the twelve hundred dollars ($1200) limit
established above.

2.03 Where the cost of the personal property and/or supplies does not exceed twelve
hundred dollars ($1200), price competition shall not be required.

204
4.0 General

3.0 _Disposition of District-Owned Property
Adopted February 14. 2024

In order to efficiently maintain District operations is it necessary to have a policy for the
identification and disposition of surplus property including materials. supplies and equipment.
The purpose of the Surplus Property Policy is to establish a procedure for the fair and equitable
disposition of surplus property and to insure internal checks and balances. It is the intention of
the District to seek opportunities for the reuse of these items before disposal. The Board of
Directors reserves the right to review and amend the Surplus Property Policy at any time or to
alter or modifyv this procedure at their discretion for any particular circumstance.

1. Procedure
a. Determination of Surplus Property: The term “surplus property™ shall mean any
property other than real property that is no longer needed or usable by the District.
The District Manager or his/her designee shall at least annually review the
District’s equipment and inventory and list any items deemed surplus. The District
Manager or his/her designee shall present a List of Surplus Property to the Board
of Directors for its review and approval prior to disposition of the property.

b. Methods of Disposition: The District Manager or his/her designee is responsible

for the disposition of the District surplus property. For items on the approved List

of Surplus Property with a declared value under $2.000. the District Manager or

his/her designee shall determine which of the following methods of disposition is
appropriate for each item. For items with a declared value greater than $2.000. the

District Manager shall receive direction from the Board of Directors regarding the
preferred method of disposition. Options for disposition:
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i.

Return to Manufacturer — Surplus property may. when possible. be returned

ii.

to the manufacturer for buy-back or credit towards the purchase of new

property.

Sale — The District may offer surplus property for sale. All surplus

iii.

property is for sale “as-is” and “where is’ with no warranty. guarantee or
representation of any kind. expressed or implied. as to the condition. utility.
or usabilitv. Appropriate methods of sale are as follows:

1. Public Auction — Surplus property may be sold at public auction.
The District may contract with a professional auctioneer.

2. Sealed Bids — Sealed bids may be solicited for the sale of surplus
property. Surplus property disposed of in this manner shall be sold
to the highest responsive bidder.

Negotiated Sale — Surplus propertv may be sold directly to a
purchaser so long as it is publicly advertised through flyers.

(o8]

newspapers ot internet-based webpages.

4, Scrap — Surplus property with a minimal fair market value may be
sold as scrap.

Disposal — If the District is unable to sell surplus property after using the

methods provided above. or if the cost of locating a buver exceeds the
estimated sale price of the items. the property may be donated to a
charitable organization. recycled. destroyed. or disposed of as junk.

¢. Proceeds: All sales of surplus property shall be paid to the District by check or

cash with a written receipt. The District Manager shall be authorized to sign bills

of sale and anv other documents evidencing the transfer of surplus property by and

on behalf of the District.

d. Record Keeping: The disposition of all items on the List of Surplus Property will

be documented with the following information (as it applies): method of

disposition. date of release from inventory. receiving party and compensation.

e. Conflict of Interest: No person who makes. participates in the making of. or

influences the decision to dispose of surplus property may bid on or purchase
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surplus property from the District. This includes. but is not limited to. District
Board Members. advisory board members. agents. and emplovees.
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FAIR OAKS GEMETERY DISTRICT

7780 Olive Street Fair Oaks, CA 95628

Sl iﬂa?? Phone (916) 966-1613  Fax (916) 966-8921 e
5 C . rt 3C-
Mysti Lingenfelter www.fairoakscemetery.com Caro(;yﬁ F]o:;-sz\‘;ice él}:g?rzan
Office Manager ESTABLISHED 1902 Patricia Vogel
Gonzalo Vega Albert D. Neufeld
Peter Schroeder

District Fareman “It is our mission to partner with our community to
preserve our past & memorialize our future.”

Minutes
OF REGULAR MEETING OF THE BOARD OF TRUSTEES OF
FAIR OAKS CEMETERY DISTRICT
Wednesday, January 10, 2024, at 9:15 am
District Office
7780 Olive St.
Fair Oaks, CA 95628

1. Call to Order-9:15 a.m.

® Chairman Clouse called the meeting to order at 9:15am
2. Pledge of Allegiance
® Those assembled recited the Pledge of Allegiance
3. Roll Call of Board
® Present were trustees Bob Clouse, Pete Schroeder, and Carolyn Flood, Pat Vogel, Don Neufeld, DM Guillermo
Barron, Secretary Mysti Lingenfelter, and Foreman Gonzalo Vega.
4. Public Comment on any agenda items - Open or Closed.
® No Public Present.
5. Unfinished Business - Board Discussion & Possible Action Items
A. Update on Land/Tax Issues
e Schroeder updated the board on recent conversations with legal council and plans to meet with tax assessor and our
supervisors again soon.
B. FEMA Update
e  Staff will move forward with the appeal for roof damage.
e FEMA will pay out on other projects.
C. Audit Update - Scott German
®  Audit is in progress.
D. FOCD Policy Manual
e  Board presented corrections for staff on the policies.
e  More changes for the next meeting.
6. Investment Committee Report
® District Investment Accounts are following industry trends.
7. Finance Committee Report
® The finance committee met prior to the board meeting. Trustee Vogel reported total claims were $20,361.81.
8. Consent Calendar
A. Approval of Board Minutes of December 13, 2023
B. Approval of Claims
e Motion to accept the consent calendar, as presented. Moved by Trustee Flood 2™ by Trustee Neufeld. Approved 5/0/0
9. Information Items
A. District Foreman’s Monthly Report
i. Safety Report
®  This month’s safety meeting was held on back safety.
ii. Any unusual activities
e Nothing to report.
B. DM’s Monthly Reports:
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Fair Oaks Cemetery District Agenda for Board of Trustees Meeting January 10, 2024

i. Sales
District sales reported as $37,093.41.

District total income including tax revenue and interest reported as $40,038.20.
ii. Interments

o The district’s 15 burials consisted of 3 cremations and 12 caskets.
iii. Attendance

e DM took a vacation.
¢  District Employee’s attendance is up to date.
iv. Website Contacts
Google Analytics showed 77 visits to our website in June.
Chamber Catcher page had 13 direct views.
v. Correspondence
® Nothing to report.
vi. Upcoming events, conferences, and trainings
vii. Major Purchases or other Extraordinary Expenditure
¢ Nothing to report.
viii. Incidents
OM had a minor stroke but has been released with no restrictions.
DM attended the last Rotary meeting and answered questions.

10.New Business - Board Discussion & Possible Action Items:
A. Election of Officers
Motion to add “election of Officers to the agenda. Moved by Trustee Flood 2™ by Trustee Vogel Approved 5/0/0
Trustee Schroeder elected as Chairman.
Trustee Flood elected as Vice-Chair
Trustee Neufeld elected as Treasurer.
B. Mid-Year Budget review

No changes presented.
C. Evaluation Form Update

® Board decided to keep original evaluation form.
11.Trustees Discussions, Questions, & Comments

® Trustee Flood updated us on an article from PCA on Health & Safety Code and Budget oversight.
® Trustee Vogel complimented staff on professionalism with someone she knew.

12.Adjournment

®  Chairman Clouse adjourned the meeting at 11:08am. .
Approved as read corrected. Votes: _?Iyes
Prepared by: Mysti Lingenfelter Board Secretary. _A{a)ytsain
____ADS
___Absent
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District Manager

District Foreman

FAIR OAKS GEMETERY DISTRICT

! 7780 Olive Street Fair Oaks, CA 95628
Guillermo Barron Phone (916) 966-1613  Fax (916) 966-8921 ~ BOARD OF TRUSTEES

Peter Schroeder- Chairman

Mysti Lingenfelter www.fairoakscemetery.com Carolyn Flood-Vice Chairman
Office Manager ESTABLISHED 1902 Albert D. Neufeld-Treasurer
Gonzalo Vega Patricia Vogel

“It is our mission to partner with our community to Robert Clouse
preserve our past & memorialize our future.”

Minutes
OF SPECIAL MEETING OF THE BOARD OF TRUSTEES OF
FAIR OAKS CEMETERY DISTRICT
Friday, January 19, 2024, at 10:00 am
District Office
7780 Olive St.
Fair Oaks, CA 95628

Call to Order-10:00 a.m.

e  Chairman Schroeder called the meeting to order at 10:00am
Pledge of Allegiance

e  Those assembled recited the Pledge of Allegiance
Roll Call of Board

e Present were trustees Bob Clouse, Pete Schroeder, and Carolyn Flood, Pat Vogel, Don Neufeld, and DM Guillermo
Barron.

. Public Comment on any agenda items - Open or Closed.

® No Public Present.
Recess to Closed Session

e Chairman Schroeder recessed to closed session 10:10am

A. Public Employee Performance Evaluation - pursuant to Gov.
Code 54957

Title: District Manager
Reconvene to Open Session and Report any Action Taken During Closed
Session

e  Performance evaluation for DM Barron was discussed and presented.
Job Description for District Manager

® No Action Taken
Salary/Wage for District Manager Position

e No Action Taken, to be discussed at next meeting.
Trustees Discussions, Questions, & Comments

e Nothing to report. .
10.Adjournment Votes: —?]};ESS
e  Chairman Schroeder adjourned the meeting at 12:10 pm I Abysltain
Approved as read corrected. —
Prepared by: Mysti Lingenfelter Board Secretary. ___Absent
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FAIR OAKS CEMETERY DISTRICT

Expenses by Vendor Summary

January 2024
Total

Adobe Inc. 29.99
Alhambra 64.83 11.83 53.00
ALP, Inc. 71810 12,655.80] 3,375.00 | 3,000.00| 3,000.00 | 750.00| 2,530.80
Amazon.com -85.18|
ASCO Pacific 2,764.99)
CA Dept Tax Fee Admin 1,873.00]
CENIOM 91.47|
Comcast Business 419.97|
Fechter & Company 4,925.00|
Fuel 252.87|| 100.69 60.00 92.18
Gold Country Copier 730.60] 645.42 85.18
Harbor Freight Tools 75.40
iCloud 0.99
Jeff Vertrees 550.00
Kiefer Landfill Facility 352.50 191.60] 160.90
Les Schwab Tires 51.08||
Liberty Bell Smart Home 49.99)
Lowe's 297.80] 159.69| 138.11
Lunch for Employee Incentive 43.48"
Noah's Bagels 62.50 30.25 32.25
SacCty Consolidated Utility
Billing 1 13.70"
Sam's Club 363.26
SMUD 559.80
United States Postal Service 27.36
Verizon 52.01
Vision / Dental 2,000.00}|
Waste Management 360.68|
TOTAL 28,683.99

Monday, Feb 05, 2024 07:41:06 AM GMT-8 - Accrual Basig
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FAIR OAKS CEMETERY DISTRICT

Profit and Loss by Class

January 2024
202A 208A 209A TOTAL
Income
91010.0 Cur Secured 148,457.71 148,457.71
91020.0 Cur Unsecured 9,713.40 9,713.40
91030.0 Supplement Cur 2,371.95 2,371.95
91060.0 Unitary Cur Sec 2,024.56 2,024.56
91300.0 Prior Unsecured 62.58 62.58
91400.0 Prop Tax Penalties 23.81 23.81
95220.0 Prop Tax Relief 983.08 983.08
96910 Cemetery Services 0.00
96910.0 PreNeed Collections 1,646.00 2,595.64 4,241.64
96910.1 Endowment Collections 1,971.00 1,971.00
96910.2 CSVC- Plot Fees 24,486.00 24,486.00
96910.4 CSVC- Vaults 2,764.00 2,764.00
96910.5 CSVC- Open & Close 6,175.00 6,175.00
96910.6 CSVC- Miscelleaneous 169.16 169.16
96910.61 Convivence Fees
Collected 364.00 364.00
96910.62 96910.62 Interment
Rights 0.00 0.00
Total 96910.6 CSVC-
Miscelleaneous $ 533.16] $ 0.00| $ 0.00| $ 533.16
96910.8 CSVC- markers 2,040.00 2,040.00
Total 96910 Cemetery Services $ 37644.16] $ 1,971.00] $ 2,595.64] $ 42,210.80
Total Income $ 201,281.25| $ 1,971.00] $ 2,595.64) $ 205,847.89
Gross Profit $ 201,281.25| $ 1,971.000 $ 2,595.64] $ 205,847.89
Expenses
11100.0 Salary 14,611.20 14,611.20
11240.0 Board 500.00 500.00
12100.0 Retire 3,070.48 3,070.48
12200.0 OASDHI 1,156.02 1,156.02
12300.0 Group Ins 5,254.56 5,254.56
12500.0 SUI 233.78 233.78
20290.0 Business Exp 62.50 62.50
20380.0 Employee Recognition 43.48 43.48
20810.0 Postage ) 27.36 27.36
21910.0 Electricity 559.90 559.90
21930.0 Refuse Collect 713.18 713.18
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21950.0 Stormwater 113.70 113.70
21970.0 Telephone 471.98 471.98
22060.0 Auto Maint SUP -85.18 -85.18
22260.0 Expend Tools 75.40 75.40
22360.0 Fuel- Lube 252.87 252.87
22820.0 Shop Equip SUP 51.08 51.08
25050.0 Account SVC 4,925.00 4,925.00
25070.0 Assess Coll SVC 1,873.00 1,873.00
25910.0 Other Prof SVC 967.87 967.87
28980.0 Other Oper SUP 661.06 661.06
28990.1 Temp Workers 12,655.80 12,655.80
28990.2 Gates 550.00 550.00
80400.2 Urn Vaults 2,764.99 2,764.99
Merchant deposit fees 187.75 187.75
Total Expenses $ 51,697.78| $ 0.00f $ 0.00] $ 51,697.78
Net Operating Income $ 149,583.47| $ 1,971.00| $ 2,595.64| $ 154,150.11
Other Expenses
89999.0 Tranfer To Pre-need
Liability 2,5695.64 2,595.64
Total Other Expenses $ 0.00{ $ 000 $ 259564 $ 2,595.64
Net Other Income $ 0.00| $ 0.00] -$ 2,595.64] -$ 2,595.64
Net Income $ 149,583.47| $ 1,971.00[ $ 0.00| $ 151,554.47

Monday, Feb 05, 2024 07:46:47 AM GMT-8 - Accrual Basis
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FAIR OAKS CEMETERY DISTRICT

Sales by Client Detail

January 2024
Sales
Date Product/Service Qty | Price Amount

1116993 WOLCOTT, Hilma

01/09/2024 |Misc.:Add Concrete Work 362.00
Total for 1116993 WOLCOTT, Hilma 362.00
1117866 CHAVEZ, John

01/10/2024 |Markers:Marker Setting - 14x36 2pc 302.00
Total for 1117866 CHAVEZ, John 302.00
1118249 NICHOLS, Kathryn

01/03/2024 |Misc.:Out of District Fee 169.16

Opening & Closing:Cremation O&C -

01/03/2024 |AtNeed 529.00

01/03/2024 |Vaults:Urn Vault - AtNeed 294.00
Total for 1118249 NICHOLS, Kathryn 992.16
1118713 OSBORNE, Julie

01/19/2024 |[Misc.:Interment Rights 0.00

01/19/2024 |Plot Fees Collected:Plot Fees 4,292.00

01/19/2024 |Endowment Fund:Endowment 823.00

01/19/2024 |PreNeed:Urn Vault - PreNeed 294.00

01/19/2024 |PreNeed:Cremation O&C - PreNeed 529.00
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Total for 1118713 OSBORNE, Julie 5,938.00
1142251 Dillon, Margaret
01/22/2024 |Markers:Marker Setting - 12x24 250.00
Total for 1142251 Dillon, Margaret 250.00
1143342 Martin, Vincent C.
01/12/2024 |Vaults:Urn Vault - AtNeed 294.00
Opening & Closing:Cremation O&C -
01/12/2024 |AtNeed 529.00
Total for 1143342 Martin, Vincent C. 823.00
1143949 Kaggerud, Clarence &
Catherine
01/02/2024 |Vaults:Urn Vault - AtNeed 294.00
01/02/2024 |Endowment Fund:Endowment 588.00
Opening & Closing:Cremation O&C -
01/02/2024 |AtNeed 529.00
Total for 1143949 Kaggerud, Clarence &
Catherine 1,411.00
1146838 Habibeh, Elias & Samira
Opening & Closing:Casket O&C -
01/04/2024 |AtNeed 1,294.00
Total for 1146838 Habibeh, Elias &
Samira 1,294.00
1152037 Wales, Shannon
01/26/2024 |Markers:Marker Setting - 12x24 302.00
Total for 1152037 Wales, Shannon 302.00
1154834 Rodgers, Randall L
01/16/2024 |Endowment Fund:Endowment 560.00
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01/16/2024 |Vaults:Standard Vault - AtNeed 941.00
Opening & Closing:Casket O&C -
01/16/2024 |AtNeed 1,294.00
01/16/2024 |Plot Fees Collected:Plot Fees 3,5628.00
Total for 1154834 Rodgers, Randall L 6,323.00
1154845 Lundy, Richard & Dorsetta
01/18/2024 |Vaults:Standard Vault - AtNeed 941.00
Opening & Closing:Casket O&C -
01/18/2024 |AtNeed 1,294.00
01/18/2024 |Endowment Fund:Endowment 823.00
01/18/2024 |Plot Fees Collected:Plot Fees 4,292.00
01/18/2024 |Misc..Convenience Fee 200.00
Total for 1154845 Lundy, Richard &
Dorsetta 7,550.00
1154849 Coulter, Sandra & Willie
01/17/2024 |Markers:Niche Scroll Plate 412.00
01/17/2024 |Endowment Fund:Endowment 588.00
01/17/2024 |Plot Fees Collected:Plot Fees 2,587.00
01/17/2024 |Misc..Convenience Fee 164.00
01/17/2024 |Markers:Niche Scroll Plate 412.00
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01/17/2024 |Opening & Closing:Niche O&C 353.00
01/17/2024 |Opening & Closing:Niche O&C 353.00
Total for 1154849 Coulter, Sandra &
Willie $ 4,869.00
1154856 Adan, Jane
01/19/2024 |[Misc.:Interment Rights 0.00
01/19/2024 |Plot Fees Collected:Plot Fees 4,292.00
01/19/2024 |PreNeed:Urn Vault - PreNeed 294.00
01/19/2024 |Endowment Fund:Endowment 823.00
01/19/2024 |PreNeed:Cremation O&C - PreNeed 529.00
Total for 1154856 Adan, Jane $ 5,938.00
1154860 Wedin / Kovak, Michael & Janet
01/19/2024 |Misc..Interment Rights 0.00
01/1 9/2024 |Plot Fees Collected:Plot Fees 5,495.00
01/19/2024 |Endowment Fund:Endowment 987.00
Total for 1154860 Wedin / Kovak,
Michael & Janet $ 6,482.00
TOTAL $ 42,836.16

Monday, Feb 05, 2024 07:39:36 AM GMT-8 - Accrual Basis
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BURIALS
FY 2023/2024 JUL | AUG | SEP | OCT | NOV| DEC | JAN | FEB | MAR| APR| MAY | JUN TOTAL
STANDARD 2 2 2 1 0 1 5 13
DELUXE 1 1 2
TITAN 1 1
DOUBLE 1 1 2
Pre-VAULTED 1 3 2 2 3 6 3 20
OTHER 3 1 4 2 10
BABY 0
ASHES-PLOT 10 5 3 5 6 3 2 34
ASHES-NICHE 3 4 1 0 3 0 1 12
23-24 TOTAL 16) 18 9 9] 14| 15| 13 0 0 0 0 0 94
22-23 TOTAL 32| 19 12| 17] 11] 13] 13 18| 29} 17| 15| 26 222
21-22 TOTAL 18| 21] 14| 22| 19| 17| 18 27) 15{ 18] 13| 20 222
VAULT SALES
FY 2023/2024 |JUL |AUG |SEP |OCT |[NOV |DEC |JAN |FEB |MAR |APR |MAY |JUN TOTAL
STANDARD 3 1 2 1 2 2 11
DELUXE 0
TITAN 0
DOUBLE 2 2
PB DOUBLE 1 3 1 1 3 9
PB SINGLE 0
OTHER 1 1 2
URN 5 4 2 7 5 4 2 29
NICHE 0
23-24 TOTAL 1 6 7 8 8 9 4 0 0 0 0 0 53
22-23 TOTAL 13] 19 9 5] 12 6] 11 6 6] 12 71 13 119
21-22 TOTAL 14] 10 11] 17] 19] 19 13 22 9 8 16] 28 186
VAULT INVENTORY FY 2023/2024

BAL RCVD USED; BAL INV #
STANDARD 3 8 5 6 888

881,802,

DELUXE 1 1 2 840,
TITAN 1 1 629
DOUBLE 0 3 3
OTHER 1 1 842 OVR
URN 71 3 68
NICHE 44 1 43
INVENTORY TART RTNS |SOLD PYMTS ON HOLD BALANCE
FULL PLOT 36 4 32
CREMATION PLOT 235 1 234
SINGLE NICHE 174 1 173
MEDIUM NICHE 72 4 68
OAK KNOLL 78 10 68
OK MED NICHE 430 1 6 423
ACORN 42 4 3 35
FAMILY GARDEN 64 3 61
FOUNTAINS 334 6 328
FT TRIPLES 3 0 3
PLOTS SOLD
FY 2023/2024 JUL | AUG | SEP | OCT | NOV| DEC | JAN| FEB | MAR| APR | MAY | JUN TOTAL
TAX RES 6 3 3 1 4 2 2 21
NON TAX RES 2 1 3 4 3 0 3 16
OUT OF DIST 2 0 1 0 0 1 0 4
23-24 TOTAL 10 4 7 5 7 3 5 0 0 0 0 0 41
22-23 TOTAL 6 17 7 3 3 3 6 8 4 7 10 | 12 86
21-22 TOTAL 16 7 8 5 8 7 6 7 6 2 9 7 88
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Fair Oaks Cemetery District

Plot / Niche
Inventory

Plot Type Amount

~ OldPlot 2
Pre-Double 68
Pré-SingIe 35
Family Garden 61
Cremation Plots 234
Single Niches 173
Double Niches 491
Cubbies 0
Cubbies (New) 0
Fountains 331

2/6/2024

Amount

Fountains
Cubbies (New)
Cubbies
Double Niches
Single Niches m—————

fog——=ui}

=
===

Cremation Plofs
Family Garden
Pre-Single
Pre-Double

Old Plot w=m

0 100 200 300 400 500 400

Cremations Available =

Casket Burial Available =

Average Cremation Burials Per Year =
Average Casket Burials Per Year =
Approx. Years for éremutions =

Approx. Years for Casket_BurIuls =
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959
466

117

105

8.2

4.4

Notes:

Got Fountains open with out spending a ton of money (in-house)
Increased number of burials and reputation

Prices raised to cover costs and budget
Money invested in pre-need

Created more spaces in Fountains with non-vaulted singles

Created over 200 cremation only spaces, allowed 4 cremations per plot to
allow access to more burials without losina inventory

Built more cubbies in-house saving the cemetery money

Created 70 more family gardens by utilizing land between exsisting graves.

Created a new single casket areaq, with the flexibilty o encorporate double
if needed and save monbey by not pre-vaultina.

Finished East section to allow for more casket burials.



Guillermo Barron
District Manager
Gonzalo Vega
District Foreman
Mysti Lingenfelter
Admin Assist

January 2024
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SICK
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DENTAL /
VISION

GUILLERMO
GONZALO
MYSTI

FAIR OAKS GEMETERY

7780 Olive Street Fair Oaks, CA 95628

BOARD OF TRUSTEES

Phone (916) 966-1613 Info.FOCD@gmail.com il s
www.fairoakscemetery.com Carolyn Flood-Vice Chairman
ESTABLISHED 1902 Patricia Vogel

Albert D. Neufeld

“It is our mission to ?artner with our community to preserve Pete Schroeder

our past & memorialize our future

Established 1902

FY 2024 ATTENDANCE
YEAR
BALANCE MONTHLY TAKEN TO DATE
FORWARD ACCRUAL BALANCE
235.35 16.67 -40.00 $7,848.98 212.02
272.00 10.00 $7,614.00 282.00
37.42 10.00 -40.00 $178.08 7.42
$15,641.06
YEAR
BALANCE MONTHLY TAKEN TO DATE
FORWARD ACCRUAL BALANCE
163.50 8.00 $6,348.93 171.50
193.00 8.00 $5,427.00 201.00
29.50 8.00 $900.00 37.50
$12,675.93
BEGINNING YEAR
BALANCE USED TO DATE
BALANCE
$ 2,000.00 S - $ 2,000.00
$ 2,000.00 S - $ 2,000.00
$ 2,000.00 $ (2,000.00) $ -
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info.focd@gmail.com

From: Fair Oaks Chamber of Commerce <GroupMessaging@chamberorganizer.com>
Sent: Friday, February 2, 2024 7:48 AM

To: Guillermo Barron; gbarron.focd@gmail.com

Subject: 01/2024 - Monthly Statistics Information Report for Members

Dear Guillermo,

The Fair Oaks Chamber of Commerce is pleased to provide last months business intelligence report from our online
promotion of Fair Oaks Cemetery.

The Chamber had a total of 133334 member exposures last month through the membership directory and you had a
total of 602 of those exposures. In addition, you had 8 direct views of your Traffic Catcher Website System and a total of
0 views of your Google Map.

If you have very few views or none at all for any of these categories you may still need to optimize your online
advertising system. The views above do not include views and search engine requests from the Community on Display
Catalog Advertising System. For these results go to:

http://www.ectownusa.com/EcTownUSA2006/stats.html

If you would like to login, please use the following link. If you cannot remember your user name and password please
enter your email address in the lost password box and it will be emailed to you:

http://chamberorganizer.com/members/mlogin.php?org_id=FAIR

If you have any questions please use the following link for contact information:
http://chamberorganizer.com/members/contactus_page.php?org_id=FAIR

Most organizations offer full optimization services. Take a tour by clicking here: http://membertour.ectownusa.com

1
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SACRAMENTO LOCAL AGENCY FORMATION COMMISSION
S}"m’mm 1112 I Street, Suite 100 * Sacramento, CA 95814 » (916) 874-6458

www.saclafco.org

MEMO

DATE: January 8, 2024
TO: Presiding Officer
FROM: José C. Henriquez, Executive Ofﬁc’éD/f/

Sacramento Local Agency Formation Commission

SUBJECT: Election of Special District Representative to Sacramento LAFCo — Second
Extension of time

The Special District Selection Committee is electing a regular representative to serve a
new 4-year term beginning in January 1, 2024.

Due to the size of the Special District Selection Committee, it has been difficult to establish
a quorum when meeting in person. Therefore, pursuant to the provisions of Government
Code §56332(f), the Executive Officer has determined that the business of the Special
District Selection Committee will be conducted in writing to elect a regular Special District
Representative to Sacramento LAFCo.

The election started on July 18, 2023 and was supposed to end on September 30'";
however a quorum of ballots has not been achieved. The first extension ended on
November 30, 2023. We are 2 ballots short of a majority of special districts in Sacramento
voting in this election. LAFCo will exercise its ability to extend the election by another 60
days.

Please note that mailings such as this mailing and the previous reminders cost
money, and LAFCo’s budget is partially funded by your agency.

Election of Special District Representative to LAFCO

At the time the election ends, in order to be selected as a LAFCo Representative, a
nominee must receive more than fifty-percent (50%) of the submitted votes. Enclosed
with this memo you will find a ballot and a copy of each candidate’s Statement of
Qualifications received as of the date of this memo. Please note that there is one regular
(voting) seat up for election.

Commissioners
Sue Frost, Rich Desmond, County Members ¥® Patrick Hume, Alternate
Iva Walton, Vacant, City Members ™ Katie Valenzuela, Jay Vandenburg, Alternates
Chris Little, Public Member ™ Timothy Murphy. Alternate
Lindsey Carter, Gay Jones, Special District Members ®® Charlea Moore, Alternate
Staff
José C. Henriquez, Executive Officer ®® Desirae Fox, Kristi Grabow, Policy Analysts
Nancy Miller, DeeAnne Gillick, Commission Counsel
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Special District Representative Elections
January 8, 2024
Page 2 of 2

The nominees, in alphabetical order, are:

1) Lindsey Carter, Herald Fire Protection District*

2) Brian Danzl, Cordova Recreation & Park District

3) Paul Lindsey, Florin Resource Conservation District

4) Joanna McVay, North Highlands Recreation & Park District

5) Edwin Perez, Reclamation District 1000

6) Michael Seaman, Fulton EI Camino Recreation & Park District
7) Robert “Bob” Wichert, Sacramento Suburban Water District

* Incumbent

Option of Electronic Elections

Government Code §56332(c)(4) gives LAFCo and Special Districts the option of
completing the election of special district representatives via e-mail. This would be more
convenient for some districts and a time/cost saver to LAFCo. In order to implement this,
however, LAFCO needs to have the consent of the districts and an indication of those
districts that wish to participate in this manner. There are two questions for your district
to consider.

1.  On the first question, a “Yes” vote means you authorize LAFCo to send out ballots
via e-mail to those special districts that choose to vote electronically in future
elections. A “No” vote means LAFCO should continue to distribute paper ballots to
all districts and distribute them via certified mail.

2. On the second question, if a plurality of districts approves electronic voting in the
first question, a “Yes” vote means your district wishes to receive electronic ballots in
future elections and have the option to return your ballot in an electronic format (e-
mail, fax or scanned ballot). A “No” vote means your district prefers to continue to
receive and submit paper ballots.

You can choose to vote “Yes” to the first question to authorize electronic distribution of
ballots but vote “No” to the second if your District wants to continue to receive paper
ballots.

Extension of Election Deadline

The extended voting period will be 54 days from December 7. All votes are due in writing
on or before 5:00 pm on February 2, 2024. Voting will cease on this date or whenever
a quorum of special districts is reached, whichever occurs later. Please do not forget to
have the Board President, or Chair, or the presiding officer of the board meeting in which
you made your selection sign the returned ballot.

District managers or other staff members may not substitute their signature for
Board President, or Chair, or the presiding officer’s signature.

Thank you for your time and please feel free to contact me or any member of my staff at
916-874-2937 if you have any questions.

Sacramento Local A ger(?BISOrmution Commission
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SACRAMENTO LOCAL AGENCY FORMATION COMMISSION

1112 I Street, Suite 100 ® Sacramento, CA 95814 ¢ (916) 874-6458

www.saclafco.org

MEMO

SENT VIA EMAIL

DATE:

TO:
FROM:

January 8, 2024

Presiding Officer

Jose C. Henriquez, Executive Officer

Sacramento Local Agency Formation Commission

SUBJECT: REQUEST FOR COMMENTS ON MSR POLICIES

To Whom it May Concern,

You are being contacted as an elected or appointed official for a special district or a city.
The purpose of this letter is to request comments on the draft policies and implementation
measures as described in Table 1 below.

Table 1. Draft MSR Policies

Goal

Policy

Implementation

Sacramento LAFCo will
create an Ad Hoc
Committee with support
from staff to clearly
define Government Code
§56430a(7).

Sacramento LAFCo to maintain a
§56430a(7) that requires the
Commission to consider how
effectively an agency or district
maintains communication with its
customers.

» LAFCo will require supplemental
application material that
contextualizes an agency and
district's system for
communicating with customers.

» The LAFCo office will maintain a
directory of Countywide
agencies, districts, and services.

To help districts operate
to the highest potential.

Municipal Service Reviews will be
updated consistently.

» A Municipal Service Review
project plan will be created to
ensure efficient services. The
project plan includes a timeline
on when certain districts and
agencies will have their MSR
being reviewed.

Commissioners

Sue Frost, Rich Desmond, County Members B* Patrick Hume, Alternate
Iva Walton, Vacant, City Members ® Katie Valenzuela, Jay Vandenburg, Alternates
Chris Little, Public Member " Timothy Murphy, Alternate
Lindsey Carter, Gay Jones, Special District Members ®™ Charlea Moore, Alternate

Staff

José C. Henriquez, Executive Officer ®™® Desirae Fox, Kristi Grabow, Policy Analysts
Nancy Miller, DeeAnne Gillick, Commission Counsel
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Sacramento LAFCo will | Empowering and  encouraging | » Sacramento LAFCo will create
help the | agencies/districts to self-initiate the an outreach program that
agencies/districts MSR process based on outlines the annual, quarterly
understand the roles of | understanding the benefits to having and district specific outreach
updated MSRs and the | updated MSRs. that will be conducted.
LAFCo process.
BACKGROUND

The Cortese-Knox-Hertzberg Act (CKH) establishes procedures for local government
changes of organization, including city incorporations, annexations to a city or special
district, and city and special district consolidations. The Legislature recognizes that
priorities are required to be established regarding the type and levels of services based
on local conditions and preferences of the residents. Furthermore, Government Code
§56430 states that in order to update spheres of influence (SOls), the Commission “shall
conduct a service review of the municipal services provided in the county or other
appropriate area designated by the Commission.”

There are six determinations required for staff to consider during the MSR process as
shown in Table 2. Please note that Determination #7 is not required, but instead
empowers a local commission to adopt a policy that will serve the needs and level of
services unique to their region. In order to maximize the MSR process the Commission
established that it is a priority to consider the regional needs unique to Sacramento
County. In addition to complying with CKH, establishing a policy to execute determination
#7 will consider existing circumstances, and will improve the efficiency and the delivery
of municipal services.

Table 2. MSR Determinations

Determination . | Determmatlon Desc 'nption o v BRI

1. Population Growth and populatlon prolectnons for the affected area

2. Disadvantaged The location and characteristics of any disadvantaged unincorporated
Unincorporated communities within or contiguous to the sphere of influence.

Community

3. Present and planned | Present and planned capacity of public facilities, adequacy of public services,
capacity of public | and infrastructure needs or deficiencies including needs or deficiencies
facilities related to sewers, municipal and industrial water, and structural fire
protection in any disadvantaged, unincorporated communities within or
contiguous to the sphere of influence.

4. Finances Financial ability of agencies to provide services.
5. Shared Facilities Status of, and opportunities for, shared facilities.
6. Government Accountability for community service needs, including governmental

structure and operational efficiencies.

7. Other Any other matter related to effective or efficient service delivery, as required
by commission policy.

Sacramento Local A geltcj}’?l")ormation Commission
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AD HOC COMMITTEE PROCESS

On April 5, 2023, Sacramento County's Local Agency Formation Commission (LAFCo)
established an ad hoc committee to develop a regional policy to better facilitate the
Municipal Service Reviews (MSR) for the LAFCo office. The committee consists of
Commissioners lva Walton, Chris Little, and Gay Jones and Policy Analyst Desirae Fox.
The committee met once a month to consider two different policy types: internal policies
for LAFCo staff that are more oriented in procedures and processing, and topical policies
that will enhance the technical review and analysis of an MSR. In drafting the proposed
policy, the ad hoc committee is considering three different factors.

1. Reflects a current or projected topic that is relevant in County of Sacramento
2. Improves effective or efficient delivery of service.
3. Supports one or more LAFCo’s charters.

a. Encourage -orderly growth and development which are essential to the
social, fiscal, and economic well-being of the state.

b. Discouraging urban sprawl
c. Preserving open-space and prime agricultural lands
d. Efficiently extending government services.

The committee began the process by reviewing the purpose and execution of MSRs.
Once all committee members were knowledgeable about the MSR process, the team
began preparing a work plan to initiate the MSR policy update, including a methodology
to determine the adequacy of the draft policies. Our team deemed it essential to provide
a window of time for Sacramento County’s district/agency to provide feedback on the draft
policies.

CONCLUSION

Sacramento LAFCo adopting local MSR policies will have strong regional contribution
and will also provide an outline that may serve sister LAFCo offices, positioning the
policies to have a statewide benefit. LAFCo staff is preparing the policy update for the
March 6, 2024, Commission meeting. Please respond to this e-mail with any feedback on
the proposed policies listed in Table 1 prior to February 2, 2023. Comments can be
provided by contacting Desirae Fox at foxd@saccounty.gov, or send correspondence to
our office located 1112 “I” Street, Suite 100, Sacramento, CA 95814.

Sacramento Local _‘I;L:Uf(7g5rmnurfmr Commission



#, SACRAMENTO LOCAL AGENCY FORMATION COMMISSION
2 1112 I Street, Suite 100 » Sacramento, CA 95814 » (916) 874-6458

www.saclafco.org

Mail to: LAFCO
1112 | Street, Suite 100

ELECTION BALLOT Sacramento, CA 95814

Special District Representative to LAFCo
Regular Seat #7

The election ends on September 30, 2023 at 5:00 p.m. or until a quorum of
Special District ballots is received, whichever occurs later.

Candidate & District Select one (1)

Lindsey Carter, Herald Fire Protection District

Brian Danzl, Cordova Recreation & Park District

Paul Lindsay, Florin Resource Conservation District

Joanna McVay, North Highlands Recreation & Park District

Edwin Perez, Reclamation District #1000

Michael Seaman, Fulton-El Camino Recreation & Park District

Robert “Bob” Wichert, Sacramento Suburban Water District

LAFCo and Special Districts have the option of completing the election of special district
representatives via e-mail. Does your district approve of LAFCo distributing electronic
ballots to districts that wish to receive them in the future?

[ ] Yes [ ] No

If so, in the future does your district prefer to receive its ballot via e-mail and submit its
vote electronically (via fax, e-mail or scanned ballot)?

[] Yes [ ] No

if Yes, ballots should be sent to e-mail address:

BALLOT CONTINUES ON THE NEXT PAGE

Commissioners
Sue Frost, Rich Desmond, County Members ¥ Patrick Hume, Alternate
Iva Walton, Sean Loloee, City Members B Jay Vandenburg, Katie Valenzuela, Alternates
Chris Little, Public Member B® Timothy Murphy, Alternate
Lindsey Liebig, Gay Jones, Special District Members 5 Charlea Moore, Alternate
Staff
José C. Henriquez, Executive Officer ¥ Desirae Fox, Policy Analyst

Nancy Miller, DeeAnne %7{' ick, Commission Counsel

)



2023 Special District Election Ballot
July 18, 2023
Page 2 of 2

SIGNATURE OF PRESIDING OFFICER (Original Signature Required):

Note: Presiding Officer is the Chair/President. Any other signature invalidates
this ballot, unless accompanied by Meeting Minutes designating an
alternate.

PRINTED NAME OF PRESIDING OFFICER (Required):

AGENDA ATTACHED (optional): Yes No

——— O comtm——

Attest:

District Secretary, Clerk or General Manager

Sacramento Local A ge(gld'iormation Commission



Inc,
STAFFING

January 8, 2024

Fair Oaks Cemetery District
7780 Olive St.
Fair Oaks, CA 95628

Dear Client,

I would like to thank you for the opportunity to service your staffing needs. It has been a
pleasure for the ALP team to work with your company throughout 2023. Due to rising costs and
the minimum wage increasing throughout the state of California we are forced to increase our
bill rates. Effective January 1, 2024, an increase will be applied to your rate to cover the cost.

ALP is looking forward to continuing to serve your company with superior customer service as
well as providing you with hardworking and responsible employees. Thank you again for all
your past and continued business and | hope you have a wonderful day! If you have any
questions regarding the increase, please don’t hesitate to contact us at 858-569-7977.

Respectfully,

Victor Corral

American Labor Pool, Inc.

8888 Clairemont Mesa Blvd. Suite A
San Diego, CA 92123

(858) 569-7977
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February 2024 March 2024
February 2024 Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
1 2 3 2
4 5 & 7 B8 9 10 i 4 5 6 7 8 9
11 12 13 14 15 16 17 10 11 12 13 14 15 16
i8 19 20 21 2 23 24 17 18 19 20 21 22 23
25 26 27 28 29 §:1t 25 26 27 28 29 30
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
Jan 28 29 30 31 Feb 1 2 3
4 5 9 10
11 12 16 17
11:00am Sacramento
Public Library: Adult
Space - Book
5:30pm Fair Oaks Rotary
Crab Feed - 05:30 PM
18 19 23 24
5:00pm Bella Vista Crab
Feed - 05:00 PM
(Citrus Heights
Community Center)
25 26 28 29 Mar 1 2
6:00pm 2024 Annual
Awards Dinner-
Honoring our Person
of the Year and more!
- 06:00 PM (La Sierra
Mysti Lingenfelter 2/6/2024 8:01 AM
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March 2024 April 2024
MarCh 2024 Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
1 1 2 3 4 5 6

3 4 5 6 7 8 9 7 8 9 10 11 12 13
0 1 12 13 14 15 16 14 15 16 17 18 19 20
17 18 19 20 21 2 23 21 2 23 24 25 26 27
§«1x 25 26 27 28 29 30 8 29 30

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

Feb 25 26 27 28 29 Mar 1 2

3 4 5 6 7 8 9

laks
5:00pm Happy Hour
Networking Mixer -
10 11 13 14 15 16
CAPC 66th Annual Conference 2024 (DoubleTree by Hilton Hotel San Diego - Mission Valle
17 18 20 22 23
24 25 27 28 29 30
11:00am March
Luncheon- Special
31 Apr 1 2 3 4 5 6

Mysti Lingenfelter
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_
FY 2024 January July-Jan annual
months for this report annual 1/12 month month to ytd ytd ytd to budget
7 budget 0.0833% actual budget diff budget actual budget diff to actual
A B C D E F G H
(1712 of A) (+B-C) (B x #mon) (+E-F) (+A-F)
ORDINARY INCOME/EXPENSE
INCOME
2010.1{ |sales tax - - - - - -
91010.0] |cur secured 276,707.00 23,058.92 148,457.71 (125,398.79) 161,412.42 148,457.71 12,954.71 128,249.29
91020.0] |cur unsecured 9,174.00 764.50 9,713.40 (8,948.90) 5,351.50 9,713.40 (4,361.90) (539.40)
91030.0{ [supplement cur 7,949.00 662.42 2,371.95 (1,709.53) 4,636.92 2,371.95 2,264.97 5,577.05
91040.0| |sec delinquent 1,706.00 142.17 142,17 995.17 2,174.62 (1,179.45) (468.62)
91050.0| |supplement %E 652.00 54.33 54.33 380.33 722.17 (341.84) (70.17)
91060.0| |unitary cur sec 3,821.00 318.42 2,024.56 (1,706.14) 2,228.92 2,024.56 204.36 1,796.44
91200.0| |prop tax redemption - - - - - -
91300.0| |prior unsecured 88.00 7.33 62.58 (55.25) 51.33 62.58 (11.25) 2542
91400.0] |prop tax penalties 64.00 5.33 23.81 (18.48) 37.33 23.81 13.52 40.19
941060.0] |interest income 4,000.00 333.33 333.33 2,333.33 2,333.33 4,000.00
94100.8] |interest income 208A - - - - - -
94100.9] |interest income 209A - - - - - -
95220.0| |prop tax relief 1,874.00 156.17 983.08 (826.91) 1,093.17 983.08 110.09 890.92
*kk k% 11 *h% k& L2 2] kR *%k% *k
96910.0| |cemetery services - - - - - -
96910.0] |preneed collections 45,034.00 3,752.83 4,241.64 (488.81) 26,269.83 70,935.95 (44,666.12) (25,901.95)
96910.1} |endowment collections 45,034.00 3,752.83 1,971.00 1,781.83 26,269.83 29,624.00 (3,354.17) 15,410.00
96910.2{ |cvsc plot fees 361,595.00 30,132.92 24,486.00 5,646.92 210,930.42 169,789.00 41,141.42 191,806.00
96910.3| |preneed trans to gen 51,676.00 4,306.33 - 4,306.33 30,144.33 18,400.00 11,744.33 33,276.00
96910.4| |csvc vaults 90,044.00 7,503.67 2,764.00 4,739.67 52,525.67 46,489.00 6,036.67 43,555.00
96910.5] |csve open & close 121,383.00 10,115.25 6,175.00 3,940.25 70,806.75 58,653.79 12,152.96 62,729.21
96910.6] |cvsc misc 23,237.00 1,936.42 533.16 1,403.26 13,554.92 5,757.16 7,797.76 17,479.84
96910.8| |csvc markers 26,088.00 2,174.00 2,040.00 134.00 15,218.00 16,796.00 (1,578.00) 9,292.00
96910.0| |cemetery services other 5,417.00 451.42 - 451.42 3,159.92 3,403.00 (243.08) 2,014.00
WQO—0.0 11 *kk L 21 Rlll *kk ek L 314 *&% kikk
96911.0] |plot refund - - - - - (10,654.21) 10,654.21 10,654.21
97300.0| |donations - - - - - - -
97300.1] |{memorial day donation 300.00 25.00 25.00 175.00 300.00 (125.00) -
97300.0| |donations other - - - - 300.00 (300.00) (300.00)
ONWOO.Q EE L] x%% [ 214 *k% *%% kkk L 22 3 *%% k%
97310.0| |returned check chgs - - - - - -
Convience Fees
Fund Balance Reserve 667,097.00 55,591.42 55,591.42 389,139.92 389,139.92 667,097.00
TOTAL INCOME 1,075,843.60 89,653.58 205,847.89 (116,194.31) 627,575.08 576,327.57 51,247.51 499,515.43
EXPENSE] |
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FY 2024 January July-Jan annual
months for this report annual 1/12 month month to ytd ytd ytd to budget
7 budget 0.0833% actual budget diff budget actual budget diff to actual
A B C D E F G H
(1/12 of A) (+B-C) (B x #mon) (+E-F) (+A-F)
28520.1} |[memorial temp workers 21,280.00 1,773.33 1,773.33 12,413.33 - 12,413.33 21,280.00
28980.0] |other operating supplies 25,000.00 2,083.33 661.06 1,422.27 14,583.33 12,953.37 1,629.96 12,046.63
28990.0| |other operating services 13,400.00 1,116.67 - 1,116.67 7,816.67 607.73 7,208.94 12,792.27
28990.1} |temp workers 150,000.00 12,500.00 12,655.80 (155.80) 87,500.00 98,976.30 (11,476.30) 51,023.70
28990.2] [gates 6,600.00 550.00 550.00 - 3,850.00 3,950.00 (100.00) 2,650.00
29340.0| |public works 500.00 41.67 - 41.67 291.67 227.40 64.27 272.60
2000.0] |2000's Totals 403,500.00 33,625.00 23,919.00 9,706.00 235,375.00 203,320.69 32,054.31 200,179.31
32100.0] |lease interest - - - - - - -
32300.0} |lease payment - - - - - - -
3000.0| |3000's Totals - - - - - - - -
41010.0] {land purchase 169,843.00 14,153.58 14,153.58 99,075.08 - 99,075.08 169,843.00
42020.0| |structure / impr 25,000.00 2,083.33 - 2,083.33 14,583.33 16,560.00 (1,916.67) 8,500.00
43030.0| Jequipment 50,000.00 4,166.67 - 4,166.67 29,166.67 10,249.14 18,917.53 39,750.86
44030.0] |computer software - - - - - - -
4000.0| [4000's Totals 244,843.00 20,403.58 - 20,403.58 142,825.08 26,749.14 116,075.94 218,093.86
reconciliation
66900.0| {differences - - - - - - -
80400.0| |commodities 32,0600.00 2,666.67 - 2,666.67 18,666.67 7,112.53 11,554.14 24,887.47
80400.1] {scroll plates - - - - - 3,470.70 (3,470.70) (3,470.70)
80400.2} |urn vaults - - 2,764.99 (2,764.99) - 5,507.47 (5,507.47) (5,507.47)
80410.0| |bank serv chgs - - - - - -
8000.0| [8000's Totals 32,000.00 2,666.67 2,764.99 (98.32) 18,666.67 16,090.70 2,575.97 15,909.30
TOTAL EXPENSE 1,075,843.00 89,653.58 51,697.78 37,955.80 627,575.08 423,933.15 203,641.93 651,909.85
NET ORDINARY INCOME - - - - -
OTHER INCOME/EXPENSE - - - - - -
OTHER EXPENSE - - - - - -
89999.0| |transfer to pre-need liab - - 2,595.64 (2,595.64) - 32,712.95 (32,712.95) (32,712.95)
TOTAL OTHER EXPEN§ - - 2,595.64 (2,595.64) - 32,712.95 (32,712.95) (32,712.95)
NET OTHER INCOME/EXPENSE - - 2,595.64 (2,595.64) - 32,712.95 (32,712.95) (32,712.95)
NET INCOME - 0.00 | 151,554.47 (151,554.47) - 119,681.47 (119,681.47) (119,681.47)
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