
HEBER PUBLIC UTILITY DISTRICT 
 

REPORT TO BOARD OF DIRECTORS 
 

MEETING DATE:  November 18, 2021 
 
FROM:  Laura Fischer, General Manager 
 
SUBJECT: Adopt Resolution 2021-15 to approve Modifications to the 

Memorandum of Understanding MOU between the District and 
Natural Resources Technical Association NRTA 

 
ISSUE: Shall the Board Adopt Resolution 2021-15 approving the 

Modifications to the MOU between the District and Natural 
Resources Technical Association Employees? 

 
GENERAL  MANAGER’S RECOMMENDATION: 
Adopt Resolution 2021-15 approving the MOU between the District and NRTA 
Employees. 
 
FISCAL IMPACT: 
Increase in salary and modification to insurance carrier will result in an increase in FY 
2022-23 and 2023-24. 
 
DISCUSSION: 
As directed by the HPUD Board of Directors, staff has met and consulted in good faith 
regarding the terms and conditions of employment addressed in the MOU.  The NRTA 
employees have agreed to modify the existing MOU concerning certain terms and 
conditions of employment and staff has presented these changes to the Board of 
Directors during Closed Session at prior meetings.   
 
CONCLUSION: 
It is in the best interest of the District to adopt Resolution 2021-15 approving the 
modifications to the MOU between the HPUD and Natural Resources Technical 
Association Employees to ensure all employees working under this Agreement receive 
equal and fair benefits. 
 
Respectfully Submitted, 
 
 
Laura Fischer, General Manager 
 
Attachment:   Resolutions 2021-15 
  Modified Memorandum of Understanding between HPUD and NRTA Employees 



    RESOLUTION NO. 2021-15 
 

A RESOLUTION OF THE HEBER PUBLIC 
UTILITY DISTRICT ESTABLISHING TERMS AND 
CONDITIONS OF EMPLOYMENT WITH 
NATURAL RESOURCES TECHNICAL 
ASSOCIATION 

 
WHEREAS, the Heber Public Utility District (hereinafter “Heber Public Utility District”) and 
representative of the employees represented by the recognized Natural Resources Technical 
Association (hereinafter “Employees”) have met and consulted in good faith concerning the terms 
and conditions of employment addressed by this resolution; and 
 
WHEREAS, the Heber Public Utility District and the Employees have agreed to modify the 
existing Memorandum of Understanding concerning certain terms and conditions of employment; 
and  
 
WHEREAS, the Heber Public Utility District desires to provide reasonable compensation and 
terms and conditions for employees, weighting the fiscal constraints imposed upon the District to 
adopt this resolution. 
  
NOW, THEREFORE THE HEBER PUBLIC UTILITY DISTRICT RESOLVES:  
 

1. Modification to Appendix A - Salary and Wages. 
a) The attached Salary Schedule (Exhibit A) is hereby adopted.  This salary 

schedule represents the following increase: 
a. FY 2021-22 increase salary 4% 
b. FY 2022-23 increase salary 3% 
c. FY 2023-24 increase salary 2% 

 
2. Insurance Benefits. 

a. The Heber Public Utility District and the Natural Resources Technical 
Association agree to change insurance carriers to realize a cost savings.  The 
Heber Public Utility District will continue to pay 100% of medical benefits 
for employees and their families.  The changes to insurance have been 
approved and implemented by the Heber Public Utility District and have an 
effective date of February 2022. 

b. The Heber Public Utility District agrees to pay to the employees covered by 
the Natural Resources Technical Association a one-time payment of $500 on 
February 1, 2022 to off set any additional out of pocket expenses associated 
with the change of insurance carriers.  

c. The Heber Public Utility District agrees to pay to the employees covered by 
the Natural Resources Technical Association a one-time payment of $250 on 
February 1, 2023 to offset any additional out of pocket expenses associated 
with the change of insurance carriers. 

 
These one-time payments are offered only in February 2022 and February 2023 
and are not to be considered part of the employees’ salary and does not guarantee 
future payments should any changes to insurance benefits cause an increase in 
employees’ contribution. 
 

3. Pursuant to Article 20 – Duration of Agreement. 
This Agreement will remain in effect from July 1, 2021 and including June 30, 
2024 and from year to year thereafter, unless alteration or amendment is 
requested in writing within sixty (60) days prior to its expiration of the 
Agreement. 



 
4. Modification to Article 8 – Holidays: Section 5.  Additional Holidays.  This 

section was modified and is included in the attached Memorandum of 
Understanding. 
 

5. Exhibit “F” was modified to include the most recently adopted District Cell 
Phone User Agreement. 

 
6. This resolution serves as a written amendment to the Memorandum of 

Understanding between HPUD and the NRTA, and modifies the terms and 
conditions set forth therein, as outlined herein.  All other terms, rights, and 
obligations of the Memorandum of Understanding between the Heber Public 
Utility District and the Natural Resources Technical Association remain in full 
force and effect. 

 
7. The Agreement between the Heber Public Utility District and the Natural 

Resources Technical Association (a copy of which is attached to this Resolution 
and on file in the Office of the Clerk of the Board), is hereby adopted. 

 
8. Except as provided by the agreement, the terms and conditions of employment as 

provided by this resolution and the agreement are effective July 1, 2021.  This 
resolution shall remain in full force and effect through June 30, 2024, or until a 
successor resolution is adopted by the Heber Public Utility District. 

 
 
 
PASSED, APPROVED AND ADOPTED this 18th day of November, 2021, by the following 
vote: 
 
AYES:  
NOES:   
ABSTAIN:  
ABSENT:   

 
By______________________ 

           Pompeyo Tabarez, Jr., 
President of the Board 

ATTEST: 
 
By ___________________ 
Raquel Carrillo, 
Clerk of the Board of Directors 
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constituent work units 
2: Determine the nature, standards, levels and mode of delivery of services to be 

offered to the public. 
3: Determine the methods, means, and the numbers and kinds of personnel by 

which services are to be provided. 
4: Direct employees, including scheduling and assigning work, hours, and 

overtime. 
5: Establish employee performance standards and to require compliance therewith. 

Prior to any changes of existing, both parties must meet and confer. 
6: Discharge, suspend, demote, reduce in pay reprimand, withhold salary 

increases and benefits, or otherwise discipline employees, subject to the 
requirements of the current agreement. 

7: Relieve employees from duty because of lack of work or lack of funds 
8: Implement rules, regulations and directives consistent with the law and specific 

provisions of this agreement. 
9: Take all necessary action to protect the public and carry out its mission in 

emergenc1 es. 

ARTICLE 3 - EMPLOYEE ASSOCIATION RIGHTS 

Section I. The parties recognize the right of employees to form join and participate in lawful 

activities of employee organizations, and the equal and alternative right of employees to refuse 
to form, join or participate in employee organization activity. 

Section 2. Personnel Files. The personnel file of each employee shall be maintained at Heber's 

central administration office and shall not be removed for any reason, except as authorized by 
law. No adverse action of any kind shall be taken against an employee based upon materials 
which are not in the personnel file. 

Employees shall be provided with copies of any derogatory written material five (5) work days 
before it is placed in the employee's perso1mel file. The employee shall be given an opportunity 
during normal working hours, and without loss of pay, to initial and date the material. The 
employee shall have a right to prepare a written response to such material within the five (5) work 

days. The written response shall be attached to the material. 

An employee shall have the right at any reasonable time without loss of pay to examine and/or 
obtain copies of any material from the employee's personnel file once a year. The employee must 
obtain the approval of the manager. 

All pers01mel files shall be kept in confidence and shall be available for inspection only to other 
employees of Heber when actually necessary in the proper administration of Heber's affairs. 
Heber shall keep a log indicating the persons who have examined a personnel file, as well as the 
date such examinations were made. Such log and the employee's personnel file shall be available 
for examination by the employee or his/her NR TA representative if authorized by the employee. 
The log shall be maintained in the employee's personnel file. 

Any material dealing with discipline to be filed in the employee's file must be signed or 
acknowledged by the employee. 
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If the employee feels the grievance is not resolved by Step 1, he/she shall have the right 
to demand in writing a hearing before the Public Utility District. If no written demand for 
a hearing is received within five (5) working days following the manager's written 
response, the employee waives his/her right to a hearing. The Public Utility District shall 
give the employee written notice thereto. A written record shall be kept of all such 
proceeding and written notice thereto. A written record shall be kept of all such 
proceedings, and written findings of the Public Utility District shall be issued to both the 
employee and the manager. 

The NRT A shall have a copy of the original grievance filed from Step 1 forward. 
Employee filing grievance has the right ofNRTA representation. 

TIME LIMITS 

Extension of Time Limits 

The time limits of each Step may be extended by mutual consent of the parties. If an extension 
is agreed to, the duration of the extension shall be in writing and the statement by both parties 
involved at the Step to be extended. 

Section 2. No Strike. No Lockout 

The Employer and the NRTA agree that the grievance procedure herein shall be the sole and 
exclusive means of resolving all disputes arising during the term of this Agreement and 
accordingly, neither the NRTA nor the employees will instigate, promote, engage in or condone 
any strike, slowdown, concerted stoppage of work, refusal to perform any work, nor shall any 
employee be, in any way, involved or participate in any sympathetic strike by another bargaining 
unit or NR TA. 

ARTICLE 8 - HOLIDAYS 

New Year's Day 
President's Day 
Memorial Day 
Independence Day 
Labor Day 
Thanksgiving Day 
Friday after Thanksgiving 
Veteran's Day 
Christmas Day 
Martin Luther King's Day 
Employee's Birthday 
Caesar Chavez Day 
Juneteenth

January pt 

3rd Monday in February 
Last Monday in May 

July 4th 

1 st Monday in September 

4th Thursday in November 
4th Friday in November 

November 11th December 

25th

3rd Monday in January 
various dates 

March 31st  

June 19th 

Section 2. Weekend Holidays. When a holiday herein falls on a Sunday, the following Monday 
shall be deemed to be the holiday. When a holiday herein falls on a Saturday, the preceding 
workday not a holiday shall be deemed to be the holiday. 

Section 3. Holiday Credit. In order to receive credit for a holiday, an employee must be in paid 
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status during any portion of the workday of their normal assignment immediately preceding or 
succeeding the holiday. 

Section 4. Paid Status Defined. Time during which an employee is excused from work because 
of holidays, sick leave, vacation, compensating time off or other mutually agreed paid leave 
of absence shall be considered as time worked by the employee, for the purpose of determining 
paid status. Paid status will not include any time off related to work related injury or disability. 

Section 5. Additional Holidays. Any day declared by the President or Congress of the United 
States as a public fast, thanksgiving or holiday can be included in negotiations and if agreed to 
by both parties included in the Holiday Schedule.

Section 6. Holiday Records. All holidays are to be recorded for each employee and must be 
reported on the payroll time sheets. 

ARTICLE 9 - SICK LEA VE 

Section 1. Sick Leave - Regulations. 

A. Employees shall be granted sick leave at the rate of one (1) day for each full calendar
month from employment. An employee may also opt to take up to 40 personal hours in
lieu of unused sick leave.

B. If sick leave for illness or injury exceeds three (3) working days, the employee, prior to
return to work, upon request, shall submit a statement of such disability from a physician,
surgeon or other person practicing a recognized healing art. The statement shall certify
that the employee's physical condition prevented him from performing the duties of his
position during the period of absence.

C. Persons permanently employed on a half-time basis or more, but less than fulltime, shall
be entitled to receive sick leave benefits at one-half (1/2) the regular rate.

D. If an employee sustains an illness or injury which is incurred in the course of his
employment with Heber, he shall receive his full pay for the waiting period not to exceed
seven (7) days following such disability as defined by State law. Such compensation shall
not be deducted from the employee's sick leave credit, or comp time if any. The employee
shall be entitled to full pay through the waiting period, even in the absence of sick leave
or comp time.

E. When weekly Disability payments are being made under State Disability or Workers'
Compensation laws, accrued Sick Leave Benefits may be used provided that the total
amount received by the employee shall not exceed normal compensation. The burden of
proving the payment of Workers' Compensation Benefits is with the employee, so that
prorated Sick Leave Benefits can be computed.

F. Heber consents to allow sick leave to be used when a member of the immediate family
(mother, father, son, daughter, wife or husband) is sick and needs care by the employee.
Notification of absenteeism should be done on the first day to the immediate supervisor
at the beginning of his/her regular working schedule, if absent for more than two (2)
consecutive days proof of illness or injury from a physician or surgeon should shall be
submitted to the District Office.

Section 2. Additional Sick Leave. After exhaustion of paid sick leave, an employee who is ill or 
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time remain of their normal scheduled hours or if the hours spent on Jury Duty are equal to 
or more than the hours scheduled to work that day. For the employee to receive pay for Jury 
Service, the employee must provide a time released receipt from the court. 

Section 3. Maternity Leave. Maternity leave will be granted to a permanent female employee for 
a period specified both before and after the birth of the child. The length of materruty leave will 
be per State and Federal laws.  This leave also includes Paternity Leave according to State and 
Federal laws.

Section 4. Leave of Absence and Military Leave. Every person who is employed by Heber may 
be allowed a leave of absence without pay, not to exceed ninety (90) working days. An employee 
shall not be entitled to receive the benefits of vacation, holiday or sick leave provisions of this 
chapter while on such leave, but shall continue to receive the benefits of continuous service. 
Military leave shall be granted in accordance with the provisions of State and/or Federal law. 

ARTICLE 12-HEALTH BENEFITS 

Employees covered by this agreement will receive the same Health Benefits as afforded all other 
HPUD Employees. 

ARTICLE 13-RETIREMENT PLAN AND SUPPLEMENTAL PLANS 

Employees covered by this agreement will receive the same retirement coverage afforded to all 
other HPUD Employees. 

All Heber Public Utility District Employees will have the option to participate in a supplemental 
retirement plan through the District's payroll system. The Heber Public Utility District will not 
contribute to this plan and the employee will provide l 00% of funding. 

ARTICLE 14-0CCUPATIONAL SAFETY AND HEALTH 

Section l. General Provisions. Heber agrees to provide each employee any and all safety 
equipment as determined and approved by the Heber P.U.D. and CAL-OSHA annually if 
deemed necessary. 

Section 2. Investigation. Heber should, upon written request of an employee, investigate reported 
cases of contagious and/or infectious diseases or other health/safety problems which are likely to 
be detrimental to the health or safety of the employee. 

Each employee covered by this agreement may at their option request in writing medication for 
flu shots, hepatitis and related vaccines in conjunction with their work requirements. 
Authorization for any vaccines will be at the sole discretion of the General Manager. 

Section 3. Right to Refuse Unsafe/Unhealthful Work. Employees have the right to refuse 
performance of work he/she reasonably believes poses an imminent hazard to his/her health or 
safety, or to the health or safety of fellow employees or the public. However, no employee has 
the right to refuse to complete work after determination by any competent supervisor or manager 
that the work does not pose an imminent hazard to his/her health or safety. 

Section 4. No Discrimination. No employee shall be in any way discriminated against as a result 
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This Agreement shall be and remain in effect from July 1, 2021 to and including June 30, 2024, 
and from year to year thereafter, unless alteration or amendment is requested in writing within 
sixty (60) days prior to its expiration. 

After timely notice to alter or amend this Agreement is served by one party upon the other, the 
parties shall meet and confer at reasonable times and places to negotiate a successor Agreement. 
The terms and conditions of this Agreement shall remain in full force and effect until ratification 
of a successor Agreement by both parties. 

HEBER PUBLIC UTILITY DISTRICT 

Pompeyo Tabarez, Jr., President 
Heber Public Utility District 

Date 

Laura Fischer, eneral Manager 
Heber Public Utility District 

Date 

NATURAL RESOURCES TECHNICAL 
ASSOCIATION 

Guillermo Verdugo, 
NR TA Representative 

Matt Hughes, NR TA 
Representative 

Date 
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Step 1 Step 2 Step 1 Step 2 Step 1 Step 2 Step 1 Step 2
Lead Operator

5,130         5,386         5,335         5,602         5,495         5,770         5,605        5,885        
61,558       64,634       64,022       67,224       65,943       69,240       67,262      70,625      
29.595       31.074       30.780       32.319       31.703       33.289       32.337      33.954      

4,652         4,885         4,838         5,080         4,983         5,232         5,083        5,337        
55,823       58,614       58,057       60,960       59,799       62,789       60,995      64,044      
26.838       28.180       27.912       29.308       28.749       30.187       29.324      30.791      

4,042         4,244         4,204         4,414         4,330         4,546         4,416        4,637        
48,504       50,929       50,444       52,966       51,957       54,555       52,997      55,646      
23.319 24.485 24.252 25.465 24.980 26.229 25.479 26.753

3,666         3,850         3,813         4,003         3,927         4,123         4,006        4,206        
43,996       46,195       45,752       48,039       47,124       49,480       48,067      50,470      
21.152 22.209 21.996 23.096 22.656 23.789 23.109 24.264

1-Jul-20

WAGE RATES/SALARIES
1-Jul-23

Salary Increase
2%

1-Jul-23

Parks Maintenance II
Monthly Salary
Annual Salary

Hourly Rate

W / WW - OIT
Monthly Salary
Annual Salary

Hourly Rate

Monthly Salary
Annual Salary

Hourly Rate

Monthly Salary

Hourly Rate

APPENDIX "A"

Annual Salary

Salary Increase
1-Jul-20 1-Jul-21

Salary Increase
1-Jul-22

Salary Increase
3%4%

W / WW Operator

0%
1-Jul-21 1-Jul-22



APPENDIX "B" 

DRUG & ALCOHOL POLICY 

SUBSTANCE ABUSE POLICY 

Purpose 
The parties agree on the importance of a safe work environment. To the extent that 

drug and alcohol use and abuse compromise work place safety, the parties adopt this Policy 
as a means of achieving their mutual intent to create and maintain a drug and alcohol free 
work place. 

The parties also recognize that drug and alcohol abuse is an illness. It is therefore the 
intent of the Policy to set forth not only a uniform substance abuse testing procedure, but 
to provide, where appropriate, reasonable opportunity for the rehabilitation and eventual 
return to work of those persons found in violation of this Policy. 

Applicability 

The Employer may conduct drug and alcohol; testing for any individual referred to the 
Employer as a regular seniority employee. Further, regular seniority employees in the employ of 
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Report to Adopt Resolution 2021-01 Policy 2300.1 Cell Phone Reimbursement 01212021 1 
 

HEBER PUBLIC UTILITY DISTRICT 
 

REPORT TO BOARD OF DIRECTORS 
 
MEETING DATE:  January 21, 2021 
 
FROM:  Laura Fischer, General Manager 
 
SUBJECT: Adopt Resolution 2021-01 Amending Heber Public Utility District 

Policy Manual to Include Number 2300.1 Cell Phone Purchase and 
Reimbursement Policy 

 
ISSUE: Shall the Board Adopt Resolution 2021-01 to amend the HPUD 

Policy Manual to include Policy Number 2300.1 Cell Phone 
Purchase and Reimbursement? 

 
General Manager’s Recommendation: 
Adopt Resolution 2021-01 to amend policy manual to include policy number 2300.1 
regarding Cell Phone Purchase and Reimbursement. 
 
FISCAL IMPACT:  Minimal savings in current monthly cell phone costs may be 
realized.  No increase. 
 
BACKGROUND: 
 
The Heber Public Utility District currently has the following costs with Verizon. 
 

Current Monthly Verizon Charges Unit Quantity Total
Data for IPads and Laptops 38.01 14 532.14       
Landlines and True Talk 27.34 9 246.06       
  Sub Total Cost Not Affected by Policy 778.20       
Cell Phone with Data Plan 51.36 3 154.08       
Flip Cell Phones without Data 27.34 8 218.72       
  Sub Total Cost Changed by Policy 372.80       

     TOTAL Montly Costs 1,151.00    
Total Approximate Annual All Costs 13,812.00 
Total Approximate Annual Cell Phone Costs 4,473.60      
 
The costs that will be affected by this policy are the cell phone costs.  The cost for data 
for IPads and laptops and landline and True Talk would stay the same.  
 
Projected changes to cost if Policy 2300.1 is approved and implemented. 
There are nine employees that would be classified as “Core” or integral to the effective 
performance of duties or required to be reached quickly, and four that are incidental with 
occasional and sporadic use.  The General Manager would keep the separate HPUD 
cell phone issued with the phone number that is the same for customer service 
purposes. 
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Using the policy per pay period reimbursement of $5 for incidental employees and $15 
for core employees per pay period the table below shows the monthly and annual 
estimated costs. 
 
Reimbursement 
per pay period Estimated Changes with Policy Implementation

Per Month 
per Unit Quantity Total

$15 Cell phone w/Data (Core) 30.00            9 270.00       
$5 Cell phone w/out Data (Incidental) 10.00            4 40.00          

Phone w/Data GM (SAME and Current) 51.36            1 51.36          
TOTAL Montly 361.36       
Total Approximate Annual Costs 4,336.32     

 
There is some cost savings with this policy implementation. The current costs are for 11 
cell phones as we have some employees who do not have an HPUD issued cell phone 
who would be eligible for the core reimbursement amounts.  The estimated costs with 
implementation of Policy 2300.1 and more employees receiving reimbursement is 
approximately $137.28 less per year.  
 
DISCUSSION: 
As you can see the cost for three cell phones with data plan and eight without data is 
very comparable to the costs of implementing this policy.  The policy reimburses 
employees for the use their personal cell phones for work at $5 per pay period for 
incidental employees and $15 per pay period of core classified employees.  The benefit 
is that all core classified employees would then be able to send/receive texts and use 
data for their work at a lower cost. The phone service on smart phones is much better 
than the flip phones and communication is restricted to phone calls without text or data. 
The employees who are classified as core could check their HPUD email, check pricing 
of products, check delivery of orders and receive other information such as weather 
alerts or warnings that may impact operations. 
  
The Cell Phone Purchase and Reimbursement policy also has a one-time purchase 
allowance based on the age of the employee’s personal phone.  This cost is not 
included in the service cost comparisons above, but staff estimates that the 
reimbursement for purchase of newer cell phone will be approximately $600 per year 
with a maximum (all employees receive the full maximum amount of replacement cost 
available in one year) of $2,020.  The annual replacement costs will depend on the 
current condition of employees’ personal cell phones.   
 
The One-Time Phone Allowance Request Form is attached for your review.  This is 
ONE-TIME and can only be paid out again when their phone reaches two years of age. 
Thus, you can consider that every two years employees will receive the approved 
amount for full reimbursement according to the policy. 
 
 
CONCLUSION: 
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Staff recommends adopting Resolution 2021-01 amending the policy manual to include 
Policy Number 2300.1 Cell Phone Purchase and Reimbursement Policy.  Adopting a 
Cell Phone Purchase and Reimbursement Policy will enable the District to ensure our 
employees have access to current technology and better and more reliable cell service 
to provide our internal and external customers with excellent services. 
 
ALTERNATIVES: 

1. Do not adopt Resolution 2021-01 modifying the policy manual to include Policy 
Number 2300.1. 
 

2. Adopt Resolution 2021-01 with changes and edits to Policy Number 2300.1 with 
changes to the cell phone purchase and reimbursement policy. 
 

3. Provide alternate direction to staff. 
 
 

Respectfully Submitted, 
 
 
Laura Fischer, General Manager 
 
Attachments:  Resolution 2021-01 
   Policy 2300.1 
   One Time Phone Allowance Request Form 
   Cell Phone / Smart Phone Allowance Request Form 
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Purpose 

The purpose of this policy is to ensure that appropriate District staff members have the 
necessary equipment to perform their job duties and respond to urgent situations while 
minimizing the number of District-issued cellular phones and provide criteria and conditions for 
reimbursement of personal cellular telephones used for District business.  District cellular 
phones and personal cellular phone reimbursements are not considered an entitlement or 
fringe benefit and may be revoked by the District at any time. 

Procedures 

I. Eligibility

A. The District may either issue cellular phones to District employees or provide
reimbursement for the use of personal cellular phones for District business purposes.
The General Manager, or designee, may authorize an employee to receive a District-
issued cellular phone or authorize a reimbursement per this policy, if it is deemed
necessary for the successful completion of the employee’s job duties.

B. Whether or not an employee’s cell phone charges are reimbursed by the District, any
records of District business conducted on a personal cell phone or other device
(including photos, voicemail, text, and electronic mail) must be made available to the
District upon request.

C. The employee shall complete the attached HPUD Cellular Phone Authorization Form
and sign the form acknowledging that they have read this Policy and agree to comply
with the Policy.

D. The Department Manager shall first evaluate if a cellular phone is deemed necessary for
the successful completion of the employee’s job duties. As part of the evaluation, the
Department Manager will determine if the need is ‘incidental’ or ‘core’.

a. Incidental (occasional and sporadic) need for the use of a cellular phone may
entitle the employee to a $5.00 reimbursement per pay period should the
employee use their personal cellular phone for District purposes. The employee
will not be eligible for a District issued cellular phone.

HEBER PUBLIC UTILITY DISTRICT 
CELL PHONE PURCHASE & 
REIMBURSEMENT POLICY 

SUBJECT: CELL PHONE PURCHASE AND REIMBURSEMENT POLICY

POLICY NO:  2300.1 

EFFECTIVE DATE:   January 22, 2021
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b. Core (integral to the effective performance of duties or requirement to be
reached quickly) need for the use of a cellular phone may entitle the employee
to a $15.00 per pay period reimbursement should the employee use their
personal cellular for District purposes. Otherwise, the employee may request the
issuance of a District issued cellular phone.

E. After the Department Manager has reviewed and categorized the employee request,
the Department Manager may recommend the authorization for final approval by the
General Manager, or designee.

F. Once approved by the General Manager, or designee, the MROSD Cellular Phone
Authorization Form shall be routed to the Administrative Services Administrative
Assistant for handling and implementation.

II. Processing and Implementation of a Request

A. The Finance Department staff will purchase and distribute District-issued cellular 
phones after authorization and completion of the form.

B. Eligible employees who already own a personal cell phone may elect to participate in 
the reimbursement provision (see below) in lieu of being issued a District-owned cell 
phone. An employee who chooses to use a personal cellular phone for District business 
agrees to make that number available to District staff. Employee is responsible for 
ensuring that their personal phone is in working order and updating the appropriate 
Department contact of any changes with their cellular phone including phone number 
changes within one business day.

C. The Department Managers shall budget for the monthly  employee reimbursements for 
personal cellular phones used by employees in their departments for District business.

D. The Finance Department will keep a comprehensive list of employees with cellular 
phone numbers (personal cellular number and District issued numbers).

E. The Human Resources Department will retain the original Cellular Phone Authorization 
Form upon approval, and will return copies to the employee and Department Manager. 
The approved cell phone authorization form will be placed in the employee’s personnel 
file.

III. Reimbursement

A. Personal Use of District Issued Cellular Phone

a. Any costs incurred for personal use of a District-issued phone shall be promptly 
reimbursed to the District.



B. Use of Personal Cellular Phone for District business

a. Employees who use their personal cellular phone for District business purposes
may request a flat reimbursement in the amount of $5.00 per bi-weekly pay

period if the use is deemed incidental and $15.00 per bi-weekly pay period if the

use is deemed core.

b. Reimbursements will be paid to the employee via the bi-weekly payroll and shall

be free of taxes and other deductions to the employee, unless otherwise

mandated by law.

IV. Prudent Financial Management

A. Managers are responsible for oversight of employee cell phone use to ensure that the

use is appropriate.

B. Employees required to carry District issued cellular phones are responsible for prudent

financial management of the District resources and should review the bill each month.

General Manager's Signature: 

Dated: 
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HEBER PUBLIC UTILITY DISTRICT       
 CELLULAR PHONE AUTHORIZATION FORM 

Employee Name:  ______________________________ Department: ___________________________________

Job Classification: ______________________________ 

             Flat Rate Reimbursement District Issued Cellular Phone

Plan Provider:  _________________________  

Cell Phone #:    _________________________  

Route in order to:    Inital/Date

    ____________________________________
    Department Manager Signature

    ____________________________________ 

    General Manager Signature (if required)

Refer to Administrative Policy ‐ 2300.1

Accounts Payable

  Human Resources 

Employee Request

Administrative ServicesManagement Approval

I acknowledge that I have read and understand provisions the District’s Cell Phone Purchase And 
Reimbursement Policy (Administrative Policy 2300.1).  I agree to comply with all the requirements 

contained in the policy. I understand that violations of this policy will result in a loss of equipment  
privileges, and that I may be subject to further disciplinary action. 

_______________________________________________
Employee Signature

Dept. Manager (District issued)

Incidental  Core

Board Policy  1.08(a)

emartinez
Typewritten Text
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RESOLUTION NO. 2021-01 

A RESOLUTION OF THE HEBER PUBLIC UTILITY 
DISTRICT AMENDING POLICY MANUAL TO INCLUDE 
POLICY NUMBER 2300.1 CELL PHONE PURCHASE AND 
REIMBURSEMENT POLICY 

WHEREAS, cells phones are a way to communicate external and internal customers including 
residents, property owners, business owners, and visitors to Heber; and 

 
WHEREAS, the Heber Public Utility District desires to improve cell phone service and  

transparent communications between staff and with our customers; and  
 
WHEREAS, the District recognizes that use of cell phones, texts and Internet access is a 

necessary part of communication in society today and that cell phones are a communication tool that 
should be utilized; and 

 
WHEREAS, the Heber Public Utility District desires to convey time-sensitive information such 

as in the event of an emergency, information product availability, community events, and to obtain or 
convey information that is useful to, or will further the goals of the District; and 

 
WHEREAS, the District desires to adopt a policy that ensures compliance with laws, provides 

our employees with option to improve communication without a financial burden; and 
 
NOW, THEREFORE, BE IT RESOLVED by the Board  of  Directors  of Heber Public Utility 

District: 
 
1) The District’s Policy Number 2300.1, Cell Phone Purchase and Reimbursement attached 

hereto and incorporated herein as though fully set forth, is hereby approved. 
 

2) Policy 2300.1 Cell Phone Purchase and Reimbursement, attached hereto and 
incorporated herein as though fully set forth, will be made part of and incorporated 
herein the Heber Public Utility District Policy Manual. 

 
 

PASSED AND ADOPTED THIS 21st day of January 2021, by the following vote: 
 
 
 

AYES: 
 

NOES: 
 

ABSENT: 
 
 

Pompeyo Tabarez, President 
Board of Directors 
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ATTEST: 
 
 
_________________________________________ 
Raquel R. Carrillo, Clerk of the Board 
 
 
APPROVE AS TO FORM: 
 
       ____________________________________ 
       Steven M. Walker, General Counsel 
 
STATE OF CALIFORNIA   ) 
COUNTY OF IMPERIAL    ) 
HEBER PUBLIC UTILITY ) 
DISTRICT                             ) 
 
I, RAQUEL R. CARRILLO, Clerk of the Board of the Heber Public Utility District, County of Imperial, State 
of California, DO HEREBY CERTIFY that the foregoing resolution was dully passed, approved and adopted 
by the Board of Directors of the Heber Public Utility District at its regularly scheduled meeting held on the 
21st day of January, 2021. 
 
 
By ______________________________________ 
Raquel R. Carrillo, Clerk of the Board 
 

 



ONE-TIME PHONE ALLOWANCE REQUEST FORM 

Part 1 

 Effective Date: 

Employee Name: 

Job Title: 

Department:  

Phone Acquisition Method (select one) 

A: Convert District-

owned phone to an 

Employee-responsible 

phone 

Employee will convert their assigned District-owned cell or smart phone to 

an employee-responsible plan and receive a one-time additional allowance 

for the amount of their phone’s life that has already expired 

B: Use Employee-

responsible phone 

Employee will use an existing employee-responsible cell or smart phone 

for the phone allowance program and receive a one-time additional 

allowance for the amount of their phone’s life that has already expired. 

C: Purchase new phone Employee will receive a one-time additional allowance for the purchase of 

a new cell or smart phone for the phone allowance program. 

Employee approved for the Cell Phone/Smart Phone Allowance is authorized for a One-time Phone 

Allowance to allow the purchase of a new phone when the current phone reaches two years of age.  

Maximum of $100 if approved for the Calling Plan Allowance or $180 if approved for the 

Calling Plan Allowance and the Data Plan Allowance  

One-time Allowance Proration (select one) 

If approved for the Calling Plan 

Allowance only 

If approved for the Calling Plan Allowance and 

the Data Plan Allowance 

For a phone in service less than 0.5 years, 

the amount paid will be $25 (25%). 
For a phone in service less than 0.5 years, the 

amount paid will be $45 (25%). 

For a phone in service more than 0.5 years 

but less than 1.0 year, the amount paid will 

be $50 (50%)  

For a phone in service more than 0.5 years but less 

than 1.0 year, the amount paid will be $90 (50%)  

For a phone in service more than 1.0 year 

but less than 1.5 years, the amount paid 

will be $75 (75% ) 

For a phone in service more than 1.0 year but less 

than 1.5 years, the amount paid will be $135 (75% ) 

For a phone in service more than1.5 years, 

or to purchase a new phone, the amount 

paid will be $100 (100% ) 

For a phone in service more than1.5 years, or to 

purchase a new phone, the amount paid will be 

$180 (100% ) 

Submit completed form to General Manager for processing

Form Date: 01/21/2021



ONE-TIME PHONE ALLOWANCE REQUEST FORM 

Part 2 

Employee Certification and Signature: 

I certify that I will use the funds requested toward the business use designated above. 

I certify that, if I have been approved for the Data Plan allowance, I will allow the District’s IT 

Department access to the smart phone to set up synchronization and to address security and 

technical support issues that may periodically arise. 

Employee Signature: Date: 

Department Director Certification and Signature: 

I certify that the requested stipend is needed for this employee to cover work-related 

expenditures due to cell phone use in accordance with the District's Cell Phone and Smart Phone 

Allowance and Use Policy. 

Department Director Signature: Date: 

Submit completed form to General Manager for processing

Form Date: 01/21/2021
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