
 

 

 

 

NOTICE OF  
ADMINISTRATION COMMITTEE  

MEETING 
March 3, 2023 

 
Covering Policy, Administration and Community 

Relations/Communications  
 

NOTICE IS HEREBY GIVEN that the San Lorenzo Valley Water District has called a 
meeting of the Administration Committee to be held on Friday, March 3, 2023, 2:00 p.m., 
at the SLVWD Conference Room, 12788 Highway 9, Boulder Creek, CA and via 
video/teleconference. 
 

Any person in need of any reasonable modification or accommodation in order to 
participate in the meeting may contact the District Secretary’s Office at (831) 430-4636 a 
minimum of 72 hours prior to the scheduled meeting.  
 
The meeting access information is as follows: 
 

https://meet.goto.com/794378413 
 
You can also dial in using your phone. 
(For supported devices, tap a one-touch number below to join instantly.) 
 
United States (Toll Free): 1 877 309 2073 
- One-touch: tel:+18773092073,,794378413# 
 
United States: +1 (646) 749-3129 
- One-touch: tel:+16467493129,,794378413# 
 
Access Code: 794-378-413 

AGENDA 
 

1. Convene Meeting/Roll Call 
 
2. Oral Communications 
       This portion of the agenda is reserved for Oral Communications by the public for 
 items which are not on the Agenda. Please understand that California law (The Brown 
 Act) limits what the Board can do regarding issues raised during Oral Communication. 
 No action or discussion may occur on issues outside of those already listed on today’s 
 agenda. Any person may address the Committee at this time, on any subject that lies 
 within the jurisdiction of the District.  Normally, presentations must not exceed five (5) 
 minutes in length, and individuals may only speak once during Oral Communications.   
 Any Director may request that the matter be placed on a future agenda or staff may be 
 directed to provide a brief response. 
 
 
 

https://meet.goto.com/794378413
tel:+18773092073,,794378413
tel:+16467493129,,794378413


 

 

3. New Business:   
 Members of the public will be given the opportunity to address each scheduled item 
prior to Committee action.  The Chairperson of the Committee may establish a time limit for 
members of the public to address the Committee on agendized items. 
 
A. MEMO TEMPLATE 
 Discussion by the Committee and staff regarding a Memo Template. 
 

4.      Unfinished Business:  None 
 Members of the public will be given the opportunity to address each scheduled item 
prior to Committee action.  The Chairperson of the Committee may establish a time limit for 
members of the public to address the Committee on agendized items. 

 
5.      Informational Material:   
 Here is a link https://www.slvwd.com/node/286/minutes to previous Admin 
 Committee meeting minutes. 
  

6. Adjournment 
 

Agenda documents, including materials related to an item on this agenda submitted to the 
Committee after distribution of the agenda packet, are available for public inspection and 
may be reviewed at the office of the District Secretary, 13060 Highway 9, Boulder Creek, 
CA 95006 during normal business hours. Such documents may also be available on the 
District website at www.slvwd.com subject to staff’s ability to post the documents before 
the meeting. 
 
 
 

Certification of Posting 
 
I hereby certify that on February 27, 2023, I posted a copy of the foregoing agenda in the outside 
display case at the District Office, 13060 Highway 9, and the SLVWD Boardroom, 12788 Highway 
9, Boulder Creek, California, said time being at least 72 hours in advance of the meeting of the 
Admin Committee of the San Lorenzo Valley Water District in compliance with California 
Government Code Section 54956. 

 
Executed at Boulder Creek, California, on February 27, 2023. 

  
                                         ____________________________________ 

                      Holly B. Hossack, District Secretary                                    
              

https://www.slvwd.com/node/286/minutes
http://www.slvwd.com/


 
To:  Administrative Committee 
 
From:   District Manager 
 
Prepared by: Environmental Programs Manager & Administrative Analyst  
 
Subject:    Memo Template   
  
Date:   March 3, 2023 
 
RECOMMENDATION 
It is recommended that the Administrative Committee read the memo, discuss, and 
direct staff on next steps regarding the memo template draft.  
 
BACKGROUND 
Staff are currently working from multiple memo templates which results in insufficient 
background information, inconsistent memo formats, text fonts, and organization. 
Administrative staff have drafted an instruction sheet and a memo template (exhibit A). 
The instruction coversheet explains a memo’s objectives, goals, and general direction 
with completing a memo for the Board of Directors (and/or Committee). The draft memo 
template outlines each section staff needs to complete including recommendation 
examples, motion examples, etc.  
 
Staff is seeking feedback from the committee and direction on moving the memo 
template forward for implementation.  
 



Instructions to Staff 
on 

Preparing Cover Memos for Reports to the Board and to Committees 
 
 
The purpose of the memo cover letter is provide the Board or Committee 
with a concise explanation of the topic before them and a roadmap to 
decision-making. With that goal in mind, aim for a memo that is a single 
page (at most two), with additional explanatory material provided in 
appendixes, attachments, and links to relevant meeting agenda and 
minutes on the District website.  
 
Write your memo with an audience of educated lay people in mind, but 
don’t assume they are familiar with the acronyms and jargon that are 
second-nature to you. At the first appearance of an acronym, list what it 
stands for in parentheses (e.g., CEQA (California Environmental Quality 
Act)) so that non-specialist readers can understand what you are talking 
about. Similarly, at the first appearance of a highly technical engineering or 
financial term provide a brief explanation in parentheses. 
 
To make it easy for the Board to read memos, and for the President to 
know what actions you want the Board to undertake, use the same 
template for every memo, replicating the same order and format. Use 
Microsoft Sans Serif 14-point font. Spacing should be set at 1.5. Templates 
for Board memos and Committee memos follow. 
 
Before submitting your memo and report to the District Secretary, make 
sure all the links provided in the cover memo work.  
 
Do not number the pages in your memo and report. The District Secretary 
will paginate the agenda packet once all the reports are assembled. This 
way there will be only one page number on a page (or two if a consultant 
report or proposal is submitted to you with page numbers), making it easier 
for Board members and staff to refer to materials during the Board 
discussion.  
 
*Note for District Secretary page numbers should be located on the bottom 
right side, in font size 16, bolded to define it from other numbering on 
exhibits or other attachments.  
 



 

TEMPLATE FOR COVER MEMOS FOR BOARD OF DIRECTORS 
 
 
DATE:  [Date prepared/written] 

TO:   Board of Directors, San Lorenzo Valley Water District 

FROM:  Rick Rogers, District Manager or Gina Nicholls, District Counsel 

SUBJECT: xxxxx  

 
[Take care that the title is clear and accurate, i.e., names of items and 
locations are spelled correctly and would be understood by the general 
public. In other words, don’t use informal in-house names for sites, tanks, 
pipelines, or projects. The subject title should be something you are 
comfortable being in the historic record and being used in future memos.] 
 
WRITTEN BY:   [Name(s) of staff member(s) who wrote memo] 

PRESENTED BY:  [Name of staff member and, if applicable, consultant 

name and company].  

 

[At the Board meeting, the staff member should introduce the item, and, if 
there is a consultant presentation, provide the names of the presenter and 
the consultant company, along with an explanation of their relationship to 
the item.] 
 
STAFF RECOMMENDATION 
 
[State succinctly what you want the Board to do, with an emphasis on the 
desired concrete action at the end of the discussion (e.g., accept, adopt, 
authorize, discuss).  Examples follow:] 
 

 Read the memo and accept the attached report concerning xxxxx. 

 Read the memo and authorize an expenditure of xxxxx for xxxxx. 

 Read the memo, discuss, and direct staff on next steps regarding 
xxxxx. 

 Read the memo, which is provided for informational purposes, and 
discuss as needed.  



RECOMMENDED MOTION 
 
[Provide language so it is easy for a Board member to make a motion. 
Examples follow:] 
 
I move that: 

 The Board accepts the staff report concerning xxxxx. 

 The Board accepts the consultant report by xxxxx dated xxxxx 
concerning xxxxx. 

 The Board adopts the resolution in the Board packet concerning 
xxxxx. 

 The Board instructs staff to xxxxx and report back to the Board for 
further discussion. 

 The Board adopts the changes to the xxxxx policy described in the 
memo. 

 The Board authorizes the District Manager to enter into negotiations 
with xxxxx regarding xxxxx. 

 The Board directs the District Manager to enter into a contract with 
xxxxx in an amount not to exceed $xxxxx for the purpose of xxxxx. 

 
 
BACKGROUND 
 
[This is where you provide the information the Board needs to make a 
decision. Begin with what has transpired to bring this item before the Board. 
Provide sufficient historical information, including brief summaries of past 
actions by the Board, to provide context for the current discussion. As 
appropriate, include links to previous Board agenda and minutes. 
Summarize new information that you are bringing to the Board for its 
consideration, with references to attached material (appendices, reports, 
proposals, etc.) for more detailed information. Finally, explain the reasoning 
behind the recommendation that you are bringing to the Board with the 
memo.] 
 
 
  



PRIOR COMMITTEE ACTION 
 
[Summarize the consideration of item by the relevant Board Committee, 
with example language as follows:] 
 
None 
or 
The xxxxx Committee discussed this subject at its meetings on xxxxx and 
xxxxx. [If relevant: It heard a presentation by [name of consultant and 
company] at the xxxxx meeting.] [If there were extensive discussions or 
controversy, summarize briefly the main points of contention here. If the 
discussion was straight-forward, there is no need to add anything here.] At 
the xxxxx meeting, the Committee, chaired by Director xxxxx, voted x-x-x 
(with x absent) to recommend to the Board that it xxxxxx [insert here the 
recommendation as adopted by the Committee]. 
 
 
FISCAL IMPACT 
 
[Describe the fiscal impact, if any, on the District if a recommended action is 
taken. State whether the item has been budgeted for, and, if so, in what 
amount. If not already fully budgeted, how will be item be paid for (e.g., 
operating budget, restricted account, capital budget, debt, grant ± matching 
amount from District).] 
 
 
ATTACHMENTS AND RELEVANT LINKS TO DISTRICT WEBSITE 
 
[List here all the supplementary information Board members will need to 
make a decision. Example items include:] 
 

 Appendixes 

 Reports 

 Draft proposals  

 RFP dated xxxxx 

 Responses to RFP 

 Correspondence 

 Links to agenda with previous Board memos and actions on item 
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