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Introduction
The California Stormwater Quality Association (CASQA) has developed a series of policies and procedures related to the
management and operation of the organization. Each policy and procedure has been approved by the Board of
Directors. Periodically, revisions and updates are necessary. Therefore, each policy and procedure identifies the
effective date for the most recent version as well as the prior version. As a unified document, the date on the cover page
of this manual, as well as this introduction, will reflect the most recent date of any additions or modifications to the
policies and procedures established by the Board of Directors.
To create the initial unified Policies and Procedures Manual, certain non-substantive edits were required (e.g., updating
page numbers). However, effective dates will only be updated if substantive changes are made to the individual policy
and procedure.
As each policy and procedure is reviewed and updated, the role of the Assistant Executive Director will be included, as
appropriate. These revisions will occur over time. Therefore, in all of the policies and procedures dated prior to March
2018, wherever there is a reference to the Executive Director, such reference is deemed to also include the Assistant
Executive Director, unless explicitly indicated otherwise.
Wherever there is a reference to a Committee Chair or Subcommittee Chair in the policies and procedures, as
applicable, such reference is deemed to mean the Co-Chairs of the respective Committee or Subcommittee.

Changes from the Prior Version
The Policy and Procedure Manual (Effective Date March 2022, Supersedes August 2021) has been updated to include
the following revisions / additions:
•
•

Policy and Procedure #4G: Legislative Advocacy and Engagement
Policy and Procedure #1H: Committee and Subcommittee Participation

Effective Date:
Supersedes:

March 2022
August 2021
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CASQA Policy and Procedure
#1A
Title: Committee and Subcommittee Leadership
The purpose of this policy and procedure is to establish certain requirements or expectations regarding Committee
and Subcommittee leadership, including number and type of chairs, terms of office, nomination and selection
process, vacancies, and expectations and limitations.
A. Number of Chairs and Eligibility
1. Committees: Committees shall be led by one chair. The Policy and Procedure: Leadership Roles and
Responsibilities establishes the basis for the chairs of three of the Board of Directors Committees
(Bylaws=Secretary; EPC=Vice Chair; Finance=Treasurer). To facilitate communication through a single
chair, CASQA encourages but does not require, Committee chairs to be Directors.
2. Subcommittees: CASQA encourages each Subcommittee to be led by co-chairs, with a preference for one
of the co-chairs being a stormwater permittee. Subcommittee co-chairs must be members of CASQA.
B. Terms of Office
1. Committees and Subcommittees – Except as noted below, effective January 2015, terms of office are the
same as for Directors serving on the Board: two-year terms, starting in January, with a maximum of three
consecutive terms, followed by a two-year break in service before being eligible to serve in the same
position. When elected to fill a term, for which less than half the term remains, the time served will not count
towards term limits.
2. Exceptions
a. The Conference Subcommittee Co-Chairs shall serve a one-year term (commencing after the annual
conference and concluding the following year after the annual conference), followed by a one-year
break in service before being eligible to serve in the same position.
b. CASQA encourages co-chairs of each Subcommittee to serve in offset terms (terms starting on
different years, with a preference for a one-year separation). Offset terms will (1) minimize the chances
of having two new co-chairs start at the same time and (2) allow for a “senior” co-chair who can train
and mentor a new co-chair, and (3) support and encourage the development of new leaders within
CASQA. To implement the offset terms, effective January 2018, in response to Board of Directors
direction, one Subcommittee co-chair from each Subcommittee may elect to modify their existing terms
to a 3-year term or a 1-year term. This modification of terms may only be implemented to achieve an
offset of terms and requires approval by the Board of Directors.
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c. The Board of Directors may make additional exceptions to Provision B upon a majority vote of the
Board.
C. Nomination and Election Process
1. Committees: Annually, the Executive Director shall conduct a process leading to nominations for
Committee chairs for which terms are expiring. The Board of Directors shall identify candidate chairs by the
last meeting of the preceding year and formally elect the chairs during the first meeting of the year—the
annual meeting in January. To allow new (incoming) Directors to serve as Committee chairs, nominations
may also be made during the January meeting.
2. Subcommittees: Annually, the Executive Director shall conduct the following process leading to
nominations for Subcommittee chairs for which terms are expiring, with the exception of the Conference
Subcommittee:
a. Notify current Subcommittee co-chairs of the status of their terms (mid-term / expiring / termed out);
Such notification should ideally be provided in the September EPC meeting.
b. Request all Subcommittee co-chairs who are eligible for re-election to identify whether or not they are
interested in being re-nominated for another term. This information is necessary to allow Subcommittee
members to make informed nominations (e.g., encouraging others to step forward if there is an
opening).
c. Conduct a nomination process within each Subcommittee, clearly identifying which co-chair position(s)
is up for nomination / election and establishing a firm deadline to receive nominations. Nominations
received after the deadline closes will not be considered. Individuals may self-nominate.
d. After the nomination deadline closes, confirm with each nominee if they are interested in the co-chair
position.
e. If there are more confirmed nominees than available co-chair positions, conduct an election within the
Subcommittee. Only CASQA members are eligible to vote. The election process will note CASQA’s
preference for one of the co-chair positions to be filled by a stormwater permittee (when applicable).
f.
g. If the number of confirmed nominees is less than the number of available co-chair positions, the
Executive Director may opt to nominate an individual or to re-open the nomination process. This
process may occur after January of each year, but as soon as possible, to fill the vacancy.
h. For all nominees, the Executive Director / Assistant Executive Director will evaluate the nomination to
ensure the nominee will represent CASQA’s best interests, will implement CASQA’s Mission and Vision
statements, and will adhere to CASQA’s Core Values. If the Executive Director / Assistant Executive
Director opts not to recommend a nominee to the Board of Directors, the rationale will be provided to
the Board of Directors. A new nominee will be identified, consistent with Provision C.2.g or Provision D.
i. The Board of Directors will receive recommendations from the Executive Director and will consider
formally electing subcommittee co-chairs during the first meeting of the calendar year.
3. The Conference Subcommittee Co-Chairs may be filled in the fall, after the annual conference, to enable the
timely planning efforts for the next year’s conference.
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D. Vacancies
A vacancy in any chair or co-chair position because of resignation, removal, disqualification, death, or any other
cause shall be filled in the manner prescribed above in “Provision C, except on a schedule that fills the vacancy as
soon as possible.
E. Expectations and Limitations of Committee Chairs and Subcommittee Co-Chairs
a. Committee Chairs and Subcommittee Co-Chairs are accepting a leadership position within CASQA. All
leadership positions are volunteer efforts and are not compensated. As such, Committee Chairs and
Subcommittee Co-Chairs shall comply with CASQA’s Policy and Procedure #1B: Conflict of Interest, which
expressly limits chairs and co-chairs from being compensated for work within their own committee /
subcommittee. The full limitations are described in Policy and Procedure #1B.
b. CASQA shall also develop and maintain a Committee Chair and Subcommittee Co-Chair Guide(s) that
provides clear direction and expectations for those roles.
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#1B
Title: Conflict of Interest
A. PURPOSE
The purpose of this Conflict of Interest Policy and Procedure (Policy) is to protect the interests of the California
Stormwater Quality Association, a California nonprofit public benefit corporation (“CASQA”), when it is contemplating
entering into a transaction or arrangement that might benefit the private interest of an officer or Director of CASQA or
might result in a possible excess benefit transaction. This Policy is intended to supplement, but not replace, CASQA
Bylaws Article IX, Conflicts of Interests (excerpt included as Provision I of this Policy and Procedure) or any
applicable state and federal laws governing conflict of interest applicable to nonprofit and charitable organizations.
B. DEFINITIONS
When used in this Policy and Procedure, the following terms shall have the meanings set forth below (all terms used
in this Policy and Procedure that are not defined in this Provision B shall have the meanings set forth elsewhere in
this Policy and Procedure):
1. Interested Person. Any Director, officer, or member of a committee with powers delegated by the Board of
Directors, who has a direct or indirect financial interest, as defined below, is an “interested person.”
2. Financial Interest. A person has a “financial interest” if the person has, directly or indirectly, through
business, investment, or family:
a. An ownership or investment interest in any entity which CASQA has a transaction or arrangement;
b. A compensation arrangement with CASQA or with any entity or individual which CASQA has a
transaction or arrangement; or
c.

An ownership or investment interest in, or compensation arrangement with, any entity or individual
that is pursuing a transaction or arrangement with CASQA.

Compensation includes direct and indirect remuneration as well as gifts or favors that are not
insubstantial.
A financial interest is not necessarily a conflict of interest, unless specified in Provision C, or as
determined under Provision D.2.
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C. PRE-DETERMINED CONFLICTS OF INTEREST
1. Committee and Subcommittee Co-Chairs:
a. Work within the same Committee or Subcommittee: Committee Chairs and Subcommittee CoChairs have been delegated powers by the Board of Directors and are therefore an “interested
person.” Further, as Committee Chairs and Subcommittee Co-Chairs manage and direct projects
and contracts on behalf of CASQA, any individual serving as a Committee Chair or Subcommittee
Co-Chair is deemed to have a conflict of interest for any work within their respective Committee or
Subcommittee that is compensated by CASQA. Committee Chairs and Subcommittee Co-Chairs
are prohibited from being awarded contracts and/or from being compensated to implement the
work of their Committee or Subcommittee, except as described below in Provision C.1.c.
b. Work managed by a different Committee or Subcommittee: Given the coordination that may
occur between Committees and Subcommittees, the Board of Directors may determine that a
conflict of interest exists for a Committee Chair or Subcommittee Co-Chair even if the work is
managed through a different Committee or Subcommittee. These conflicts would be determined
based upon consideration of the following factors:
i.

The Committee Chair or Subcommittee Co-Chair would be in a position to direct or manage
their own work for which they would be directly or indirectly compensated.

ii.

The Committee Chair or Subcommittee Co-Chair would be directly or indirectly compensated
for services that otherwise are part of the standard volunteer role for all CASQA leadership
positions.

If the Board of Directors determines a conflict of interest exists, the Committee Chair /
Subcommittee Co-Chair would be prohibited from being compensated by CASQA, except as
described in Provision C.1.c.
c. Addressing a Conflict of Interest: If a Committee Chair or Subcommittee Co-Chair desires to be
compensated in any way from CASQA for work where a conflict of interest has been identified, the
individual would need to:
i.

Seek a determination from the Board of Directors that the conflict of interest can be addressed
under Provision D of this Policy and Procedure. Directors will give due consideration to
Provision D.3.c and Provision D.3.d. If Directors determine that the conflict of interest can be
addressed, the Committee Chair or Subcommittee Co-Chair would be prohibited from directing
their own work, managing their own contract, and/or approving their own invoices.

2. Officers of the Board: In addition to the considerations covered in the rest of this Policy and Procedure,
Officers of the Board are prohibited from approving invoices for work for which they are being compensated.
If a potential conflict exists, the following procedures will be followed:
a. Chair of the Board: If an invoice requires approval by the Chair of the Board for which the Chair of
the Board would be compensated by CASQA, the Vice-Chair of the Board shall be required to
review and approve the invoice.
b. Treasurer of the Board: If an invoice requires approval by the Treasurer of the Board for which the
Treasurer of the Board would be compensated by CASQA, the Chair of the Board shall be required
to review and approve the invoice.
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D. PROCEDURES
1. Duty to Disclose. In connection with any actual or possible conflict of interest, an interested person must
disclose the existence of the financial interest and be given the opportunity to disclose all material facts to
the Directors or members of the Board of Directors committee considering the proposed transaction or
arrangement. Interested persons with financial interests shall make annual generic disclosures by the first
Board of Directors meeting of the fiscal year using the financial interests disclosure form (attached) and
specific disclosures in every Board of Directors meeting in which a transaction or arrangement proposed for
consideration by the Board of Directors has a connection with any actual or possible conflict of interest for
the interested person(s). Following the procedures herein is consistent with CASQA Bylaws sections 9.01
through 9.05.
2. Determining Whether a Conflict of Interest Exists. After disclosure of the financial interest and all
material facts, and after any discussion with the interested person, he/she shall leave the Board of Directors
or committee meeting while the determination of a conflict of interest is discussed and voted upon. The
remaining Board of Directors or committee members shall decide if a conflict of interest exists.
3. Procedures for Addressing the Conflict of Interest
a. An interested person may make a presentation at the Board of Directors or committee meeting, but
after the presentation, he/she shall leave the meeting during the discussion of, and the vote on, the
transaction or arrangement involving the conflict of interest.
b. The chairperson of the Board of Directors or committee shall, if appropriate, appoint a disinterested
person or committee to investigate alternatives to the proposed transaction or arrangement.
c.

After exercising due diligence, the Board of Directors or committee shall determine whether
CASQA can obtain with reasonable efforts a more advantageous transaction or arrangement from
a person or entity that would not give rise to a conflict of interest.

d. If a more advantageous transaction or arrangement is not reasonably possible under
circumstances not producing a conflict of interest, the Board of Directors or committee shall
determine by a majority vote of the disinterested Directors whether the transaction or arrangement
is in CASQA’s best interest, for its own benefit, and whether it is fair and reasonable. The Board of
Directors or committee shall make its decision whether to enter into the transaction or arrangement
in conformity with the above determination.
4. Violations of the Conflicts of Interest Policy
a. If the Board of Directors or committee has reasonable cause to believe a member has failed to
disclose actual or possible conflicts of interest, it shall inform the member of the basis for such
belief and afford the member an opportunity to explain the alleged failure to disclose.
b. If, after hearing the member’s response and after making further investigation as warranted by the
circumstances, the Board of Directors or committee determines the member has failed to disclose
an actual or possible conflict of interest, it shall take appropriate disciplinary and corrective action.
E. RECORDS OF PROCEEDINGS
The minutes of the Board of Directors and all committees of the Board of Directors shall contain the following:
1. The names of the persons who disclosed or otherwise were found to have a financial interest in connection
with an actual or possible conflict of interest, the nature of the financial interest, any action taken to
Effective Date:
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determine whether a conflict of interest was present, and the Board of Directors’ or committee’s decision as
to whether a conflict of interest in fact existed.
2. The names of the persons who were present for discussions and votes relating to the transaction or
arrangement, the content of the discussion, including any alternatives to the proposed transaction or
arrangement, and a record of any votes taken in connection with the proceedings.
F. COMPENSATION
1. A voting member of the Board of Directors who receives compensation, directly or indirectly, from CASQA
for services or goods is precluded from voting on matters pertaining to that member’s compensation.
2. A voting member of any committee whose jurisdiction includes compensation matters and who receives
compensation, directly or indirectly, from CASQA for services is precluded from voting on matters pertaining
to that member’s compensation.
3. No voting member of the Board of Directors or any committee whose jurisdiction includes compensation
matters and who receives compensation, directly or indirectly, from CASQA, either individually or
collectively, is prohibited from providing information to any committee regarding compensation.
G. ANNUAL STATEMENTS
Each director, officer, chair of a Board of Directors committee, and co-chair of a subcommittee shall annually sign a
statement (attached) that affirms such person:
1. Has received a copy of this Policy,
2. Has read and understands this Policy,
3. Has agreed to comply with this Policy, and
4. Understands that CASQA is tax-exempt and in order to maintain its federal tax exemption it must engage
primarily in activities that accomplish one or more of its tax-exempt purposes.
In addition, this Policy shall be distributed to each member of any Board committee on no less than an annual basis.
H. PERIODIC REVIEWS
To ensure CASQA operates in a manner consistent with tax-exempt purposes and does not engage in activities that
could jeopardize its tax-exempt status, periodic reviews shall be conducted. The periodic reviews shall, at a
minimum, include the following subjects:
a. Whether compensation arrangements and benefits are reasonable, based on competent survey information,
and the result of arm’s length bargaining; and
b. Whether partnerships, joint ventures, and arrangements with management organizations conform to CASQA’s
written policies, are properly recorded, reflect reasonable investment or payments for goods and services,
further charitable purposes and do not result in inurement, impermissible private benefit or in an excess
benefit transaction.
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USE OF OUTSIDE EXPERTS

When conducting the periodic reviews as provided for in Provision H, CASQA may, but need not, use outside
advisors. If outside experts are used, their use shall not relieve the Board of Directors of its responsibility for
ensuring periodic reviews are conducted.
J. CONFLICTS OF INTERESTS (EXCERPT FROM CASQA BYLAWS)
Section 9.01
Disqualifying Financial Interest. Any member of the Board of Directors must obtain the Board of
Directors' approval pursuant to Section 9.02 or Section 9.03 and disqualify himself or herself from making,
participating in the making of, or attempting to influence any decisions of the Board of Directors or a committee of the
Board of Directors if it is reasonably foreseeable that the decision is one in which the Director has a material financial
interest.
Section 9.02
Prior Board of Directors Approval. The Board of Directors may approve a proposed transaction
in which a Director or Directors may have a material financial interest if after reasonable investigation and prior to
consummating the transaction or any part thereof, with knowledge of the material facts concerning the transaction
and the Director or Directors' interest in transaction, the Board of Directors determines in good faith by vote of a
majority of Directors then in office without counting the vote of the interested Director or Directors, that:
(a)

The proposed transaction is for the Corporation's own benefit;

(b)

The proposed transaction is fair and reasonable as to the Corporation; and

(c)

The Corporation cannot obtain a more advantageous arrangement with reasonable efforts
under the circumstances.

Section 9.03
Board of Directors Ratification. The Board or Directors may ratify a transaction entered into
between the Corporation and a Director or Directors in which the Director or Directors had a material financial interest
if at the next meeting of the Board of Directors, the Board of Directors determines in good faith by vote of a majority
of Directors then in office without counting the vote of the interested Director or Directors, that:
(a)

A committee or person authorized by the Board of Directors approved the transaction;

(b)

The Corporation entered into the transaction for its own benefit;

(c)

The transaction was fair and reasonable as to the Corporation at the time the Corporation
entered into the transaction; and

(d)

It was not reasonably practicable to obtain approval of the Board of Directors prior to entering
into the transaction.

Section 9.04
Disqualifying Non-Financial Interest. Any member of the Board of Directors must likewise
disqualify himself or herself when there exists a personal non-financial interest that will prevent the member from
applying disinterested skill and undivided loyalty to the Corporation in making or participating in the making of
decisions.
Section 9.05
Procedure of Disqualification. A Director required to disqualify himself or herself pursuant to
Sections 9.01 or 9.04, above, shall (1) immediately disclose the interest, (2) withdraw from any participation in the
matter, (3) refrain from attempting to influence any other Director, and (4) refrain from voting. The Director may be
counted in determining whether a quorum is present.
Effective Date:
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Section 9.06
No Invalidation of Action. No action or decision of the Board of Directors or committee of the
Board of Directors shall be invalid because of the participation therein by a Director or Directors in violation of this
policy.
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Statement of Financial Interests
Filer Information
Name: _______________________________________________________________________________________
CASQA Position (Director, Committee Chair): ________________________________________________________
Type of Statement (check which applies):
____ Annual, generic

Year ____________________

____ Transaction or arrangement, specific

Title __________________________________________

OR

Financial Interests Information (Use a separate form for each Financial Interest)
Entity or Individual Name
(CASQA or transaction or arrangement with CASQA): _________________________________________________
Filer’s Position with Entity or Relationship to Individual: ________________________________________________
Principal Business of Entity or Individual: ___________________________________________________________
Type of financial interest (check all that apply):
____ 2.a. An ownership or investment interest in any entity which CASQA has a transaction or arrangement
____ 2.b. A compensation arrangement with CASQA or with any entity or individual which CASQA has a transaction
or arrangement
____ 2.c. An ownership or investment interest in, or compensation arrangement with, any entity or individual that is
pursuing a transaction or arrangement with CASQA
Verification
I have used all reasonable diligence in preparing this statement. I have reviewed this statement and to the best of
my knowledge the information contained herein and in any attachments is true and complete. I certify under penalty
of perjury under the laws of the State of California that the foregoing is true and correct.
Date signed: __________________________________________________________________________________
Signature:
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#1C
Title: Leadership Roles and Responsibilities
The purpose of this policy and procedure is to provide a compilation of the roles and responsibilities of the California
Stormwater Quality Association’s (CASQA’s) leadership, including its Officers, Executive Director, and Assistant
Executive Director (see organizational chart). Many of the responsibilities listed below are contained in the CASQA
Bylaws as well as the Executive Director / Association Management Agreement. This policy and procedure is not
intended to and shall not modify the authorities and responsibilities of CASQA Officers or the Executive Director as
defined in the Bylaws or Executive Director / Association Management Agreement.
A. Applicability
This policy and procedure addresses the following leadership roles and responsibilities:
Officers
Chair
Vice-Chair
Secretary
Treasurer
Immediate Past Chair

Staff
Executive Director
Assistant Executive Director

B. Chair
1. General powers of the Chair include:
a. Direct, and control the activities and affairs of the Board and its officers (Bylaws 5.06)
b. Be held responsible for the administration of CASQA in all its activities (Bylaws 5.06)
c.

Act as the "duly authorized representative" of the Board of Directors in all matters in which the
Board of Directors has not formally designated some other person for that specific purpose (Bylaws
5.06)

2. The authority and duties of the Chair are listed below. As deemed appropriate, the Chair may delegate
many of the identified duties to any of the Board of Director Officers or CASQA staff (e.g., Executive
Director, Assistant Executive Director).
a. Carry out all policies established by the Board of Directors, and to advise on the formation of those
policies (Bylaws 5.06)
b. Attend meetings of the Board of Directors and its committees (Bylaws 5.06)
c.
Effective Date:
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d. Chair of the Audit Committee
e. Prepare a specific plan on an annual basis for the achievement of the long-range objectives and
goals as adopted by the Board of Directors, and to periodically review and evaluate that plan, and
to report to the Board of Director’s on that plan’s execution (Bylaws 5.06)
f.

Promote effective and economical working relationships with other charitable organizations
(Bylaws 5.06)

g. Represent CASQA (Bylaws 5.06)
h. See that CASQA is in compliance with applicable laws and regulations and to assure review of and
prompt action on reports and recommendations of authorized planning, regulatory and inspecting
agencies (Bylaws 5.06)
i.

Oversee, together with a personnel committee of the Board, the performance of the Executive
Director (Bylaws 5.06)

j.

Oversee the performance of the selected contracts (see master list of contracts)

k.

Participate as described in CASQA policies (see Policies and Procedures Manual), including:

l.

i.

Serve on CASQA’s Editorial Board for the NewsFlash

ii.

Serve as CASQA’s representative to the State Water Board’s Strategy to Optimize
Resource Management for Stormwater (STORMS)

Perform any other duty that may be necessary in the best interest of CASQA (Bylaws 5.06)

m. Select the Executive Program Committee and present to the Board for their review and approval
(Bylaws 6.03).
n. Hold and conduct check and account signing privileges in CASQA’s best interest
C. Vice-Chair
The Vice-Chair shall:
1. Perform all duties of the Chair, if the Chair is absent or disabled (Bylaws 5.07)
2. Select the Executive Program Committee and present to the Board for their review and approval (Bylaws
6.03).
3. Chair the Executive Program Committee
4. Be a member of the Finance Committee
5. Oversee the performance of the selected contracts (see master list of contracts)
6. Participate as described in CASQA policies (see Policies and Procedures Manual), including:
a. Serve on CASQA’s Editorial Board for the NewsFlash
7. Hold and conduct check and account signing privileges in CASQA’s best interest
D. Secretary
The Secretary shall:
1. Keep or cause to be kept, at the principal executive office or such other place as the Board of Directors may
direct, a book of minutes of all meetings, proceedings, and actions of the Board of Directors (Bylaws 5.08)
Effective Date:
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2. Keep or cause to be kept, at the principal executive office in the State of California, a copy of the Articles of
Incorporation and Bylaws, as amended to date (Bylaws 5.08)
3. Give, or cause to be given, notice of all meetings of the Board of Directors and of committees of the Board
of Directors (Bylaws 5.08)
4. Keep the corporate seal in safe custody (Bylaws 5.08)
5. Chair the Bylaws Committee
6. Hold and conduct check and account signing privileges in CASQA’s best interest
E. Treasurer
The Treasurer shall:
1. Keep and maintain, or cause to be kept and maintained, adequate and correct books and accounts of
CASQA’s properties and transactions (Bylaws 5.09)
2. Send or cause to be given to the Directors such financial statements and reports as are required to be given
by law, by these Bylaws, or by the Board of Directors (Bylaws 5.09)
3. Deposit, or cause to be deposited, all money and other valuables in the name of, and to the credit of,
CASQA (Bylaws 5.09)
4. Disburse the funds as the Board of Directors may order (Bylaws 5.09)
5. Render to the Chair of the Board of Directors, and the Board of Directors, when requested, an account of all
transactions as Treasurer and of the financial condition of CASQA (Bylaws 5.09)
6. Oversee the performance of the selected contracts (see master list of contracts)
7. Chair the Finance Committee
8. Be a member of the Audit Committee
9. Hold and conduct check and account signing privileges in CASQA’s best interest
F. Immediate Past Chair
Although there are no specific duties assigned to the Immediate Past Chair, the Past Chair may assist the Chair, Vice
Chair, Executive Director, and/or Assistant Executive Director with the activities and affairs of CASQA.
G. Executive Director
The Executive Director shall:
1. Submit to the Board of Directors an annual budget showing the expected receipts and expenditures (Bylaws
5.06)
2. Select, employ, control, and discharge all administrative officers and employees authorized by the Board of
Directors (Bylaws 5.06)
3. Require that all physical properties are kept in good repair and operating condition (Bylaws 5.06)
4. Supervise all business and financial affairs such as the maintenance of financial transaction records,
collections of accounts, and purchase and issuance of supplies in accordance with principles of prudent
business management (Bylaws 5.06)

Effective Date:
Supersedes:
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July 2006

Policy and Procedure #1C
Page 3 of 4

CASQA Policies and Procedures

Leadership Roles and Responsibilities

5. Submit regularly to the Board of Directors or its authorized committees, information regarding CASQA’s
financial activities and by preparing and submitting other such special reports as may be required by the
Board of Directors (Bylaws 5.06)
6. Assume the roles and responsibilities and conduct or cause to be conducted the activities specified in the
Executive Director / Association Management Agreement
7. Participate as described in CASQA policies (see Policies and Procedures Manual), including:
a. Serve on CASQA’s Editorial Board for the NewsFlash
b. Serve as CASQA’s representative to the State Water Board’s Strategy to Optimize Resource
Management for Stormwater (STORMS)
H. Assistant Executive Director
Consistent with Provision G.2 of this Policy and Procedure, the Assistant Executive Director is a position authorized
by the Board of Directors, selected by the Executive Director, and managed under the Executive Director /
Association Management Contract.
The Assistant Executive Director shall:
1. Support and serve as a back up to the Executive Director as specified in the Assistant Executive Director
Services Agreement.
2. Participate as described in CASQA policies (see Policies and Procedures Manual), including:
a. Serve on CASQA’s Editorial Board for the NewsFlash

Effective Date:
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Title: Review and Amendment of CASQA Bylaws
Purpose
The California Stormwater Quality Association’s (CASQA) Bylaws specify the review of the Bylaws to determine
whether any amendments are necessary or appropriate (Bylaws section 10.05). This procedure establishes
CASQA’s process for conducting the review of the Bylaws, and for the consideration and approval of changes to the
Bylaws.
Procedure
1. Bylaw review process
The CASQA Directors shall appoint a committee of the Board to review the Bylaws – the Bylaw Review Committee.
The Chair of this committee shall be a CASQA Director.
The Bylaw Review Committee shall solicit comments from the CASQA Directors and Executive Program Committee
on any necessary or appropriate changes.
The Bylaw Review Committee shall review the current applicable sections of the California Corporations Code
relevant to the amendment of bylaws for changes that might affect the approval process.
The Bylaw Review Committee shall submit the initial results of their review along with any recommendations
regarding amendments to the Bylaws to the CASQA Directors no later than July in years in which the review is
conducted.
After incorporating comments from the CASQA Directors, the committee shall forward the final draft
recommendations to the CASQA Chairperson.
Should changes to the Bylaws be recommended, the CASQA Chairperson shall forward the recommended bylaw
changes to the CASQA legal counsel for review.
2. Change approval process
The existing CASQA Bylaws and Section 7150 of the California Corporations Code govern changes to the CASQA
Bylaws (see attached references).
•

The CASQA Bylaws authorize the adoption of new bylaws, or amendment or repeal of existing bylaws in
any manner authorized by Section 7150 of the California Corporations Code.

Effective Date:
Supersedes:
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Section 7150 of the California Corporations Code allows bylaw amendments to be approved by an
organization’s Directors with the exception of specified changes that would affect membership rights,
privileges, classes, or the configuration of the Board of Directors.

To promote the efficient management of CASQA, unless specified in the approved Bylaws or Section 7150 of the
California Corporations Code, changes to the Bylaws require approval of a majority of the CASQA Directors.
A. Changes requiring Directors Approval
The final recommendation of the Bylaw Review Committee shall be presented to the CASQA Directors no later
than September in years in which the review is conducted. CASQA legal counsel shall review proposed bylaw
changes prior to their being presented to the CASQA Directors for action.
CASQA Directors shall take action on the proposed changes to the Bylaws at the regular November Board of
Directors meeting in years in which the review is conducted.
Changes approved by the majority of the CASQA Directors shall take effect the following January (unless
otherwise specified by the CASQA Directors).
Upon approval the modified Bylaws shall be made available to the CASQA members.
B. Changes requiring Members Approval
The final recommendation of the Bylaw Review Committee shall be presented to the CASQA Directors no later
than September in years in which the review is conducted. CASQA legal counsel shall review proposed bylaw
changes prior to their being presented to the CASQA Directors for action.
At the regular September Board of Directors meeting in years in which the review is conducted, the CASQA
Directors shall take action approving the submission of the recommended bylaw changes for consideration and
vote by the CASQA voting members.
Recommended bylaw changes requiring member approval shall be noticed in accord with the Bylaws then in
effect. Member approval shall be sought by written ballot. To the extent possible bylaw changes requiring
member approval should be conducted coincident with the annual Directors election.
Changes approved by the CASQA voting members shall take effect the following January (unless otherwise
specified by the voting members).
Upon approval the modified Bylaws shall be made available to the CASQA members.

Effective Date:
Supersedes:
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References

Reference Information from CASQA Bylaws and California Corporations Code relevant to bylaws changes in effect at
the time of drafting the procedure.
References from the CASQA Bylaws
The following references, excerpted from the CASQA Bylaws, address the review of the Bylaws, and authority to
change the Bylaws.
1. Section 10.05 requires the review of the Bylaws based upon a procedure established by the Board of
Directors.
2. Section 10.02 authorizes the adoption of new bylaws, or amendment or repeal of existing bylaws in any
manner authorized by Section 7150 of the California Corporations Code.
3. Section 10.02 prohibits amendments that extend the term of a Director beyond which that Director was
elected.
4. Section 4.05 allows the Board to fill a vacancy resulting from a removal of a Director.
References from California Corporations Code
Section 7150 of the California Corporations Code, and other sections referenced within Section 7150, address bylaw
requirements, and identify limitations to bylaw changes. These sections of the law require that certain types of
changes be approved by an organization’s members, while other changes may be implemented as identified in the
bylaws themselves, or be approved by an organization’s Directors.
1. Changes requiring member approval per Section 7150 (a), include those that would:
a. Materially and adversely affect the rights, privileges, preferences, restrictions or conditions of that class as
to voting, dissolution, redemption, or transfer in a manner different than such action affects another class;
b. Materially and adversely affect such class as to voting, dissolution, redemption, or transfer by changing the
rights, privileges, preferences, restrictions or conditions of another class;
c. Increase or decrease the number of memberships authorized for such class;
d. Increase the number of memberships authorized for another class;
e. Effect an exchange, reclassification or cancellation of all or part of the memberships of such class; or
f. Authorize a new class of memberships.
2. Additionally, the California Corporations Codes specifically calls for member approval of the following types of
changes:
a.
b.
c.
d.

Changing a fixed number of Directors or the maximum or minimum number of directors; (7151 b)
Changing from a fixed to variable Board; (7151 b)
Increasing the term of Directors; (7220 a)
Filling a Board vacancy created by the removal of a Director unless specifically allowed in the member
approved bylaws (7224 a)
e. Changing the quorum; (7512 a)
f. Repealing, restricting, creating, or expanding proxy rights; (7613 f1) and
g. Authorizing, repealing or amending cumulative voting (7615 a).
(Items f and g of the above list are not currently applicable to CASQA, as the CASQA Bylaws do not allow proxies or
cumulative voting.)
Effective Date:
Supersedes:
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#1E
Title: Strategic Planning, Prioritization, Budgeting, and Work Planning Processes
The purpose of this Policy and Procedure is to define and establish CASQA’s Strategic Planning, Prioritization,
Budgeting, and Work Planning processes.
This Policy and Procedure includes the following sections:
•
•
•
•
•
•

Strategic Planning
Prioritization Process
CASQA Budget
Call for Projects
EPC Budget
Annual Work Plan

As these processes are related, a conceptual graphic has been developed to document how these processes work
together (Attachment A). An Annual Calendar (Attachment B) details the timeframe for each of the key elements.
A.

STRATEGIC PLANNING

CASQA’s efforts shall be guided by strategic planning document(s) that identify the goals for the organization.
CASQA’s strategic planning efforts are defined in the following two documents:
•

Vision: The Vision establishes CASQA’s vision for the management of stormwater. The main focus of this
document is external (e.g., what visionary actions are necessary to advance the management of
stormwater)

•

CASQA Organizational Goals: This document is an internal evaluation of what CASQA wants to achieve
within the organization.

These documents shall be periodically evaluated and updated, generally every 2 years, to coincide with the term of
each Chair of the Board of Directors. The extent of the evaluation and updates (minor to overhaul) will be asneeded. Any modifications to these strategic planning documents requires approval by the Board of Directors.
B.

PRIORITIZATION PROCESS

Recognizing that the strategic planning documents are intended to guide CASQA over a multi-year period, and
acknowledging that resources (both time and funding) have constraints, each year CASQA shall conduct a
prioritization process to clearly identify the priorities for each fiscal year. These priorities will be the basis for
CASQA’s allocation of resources, including the overall CASQA budget, the Executive Director / Association
Management Contract, and the Executive Program Committee budget.
Effective Date:
Supersedes:
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1. Identification of Annual Priorities – Process
Identification of annual priorities is the responsibility of the Board of Directors, with support and guidance
from the CASQA membership, EPC, Executive Director, and Assistant Executive Director, as follows:
•

Initial Board Discussion: The Board of Directors will have the opportunity to hold a preliminary
discussion for the development of the next year’s annual priorities in June. This discussion is not
mandatory, but is included in the process to ensure the Board has an opportunity to provide initial
input prior to any discussions with other levels of the organization.

•

EPC Input: The Executive Program Committee will provide consultation to the Board of Directors,
Executive Director, and Assistant Executive Director, to ensure various viewpoints, and the depth
of knowledge of the EPC, are considered. The consultation will occur as part of the regular July
EPC meeting each year.

•

Membership Input: The Executive Director and Assistant Executive Director will conduct an annual
survey of the membership to obtain their perspective. This survey will happen prior to the
September Board of Directors meeting.

•

Draft Priorities: The Executive Director and Assistant Executive Director will make a
recommendation to the Board of Directors for the list of annual priorities (Draft Priorities). Draft
Priorities will be presented to the Board of Directors in September. Directors will consider Draft
Priorities and provide feedback, as necessary, to the Executive Director and Assistant Executive
Director.

•

Final Priorities: The Executive Director and Assistant Executive Director will make a
recommendation to the Board of Directors for the list of final annual priorities (Final Priorities). The
Final Priorities will be presented to the Board of Directors by November, though if possible, in
October. Directors will consider the recommendations (Final Priorities) and consider the list for
approval.

2. Identification of Annual Priorities – Criteria
The Board of Directors has established certain criteria for the development of annual priorities, as follows:
•

Priorities will be based upon both the Vision and CASQA Organizational Goals

•

For Vision Priorities
o

o

•

Vision Priorities will be set at the Action level
All three Vision Principles need to be represented in the list of priorities each year

o

If a Vision Principle is not represented, the Vision Actions and Objectives should be reevaluated in a future update to the Vision

o

Criteria will be developed to evaluate and therefore prioritize Vision Actions for the calendar
year

For CASQA Organizational Goals
o

Placeholder (to be developed after the Organizational Goals are developed in 2019)

•

Priorities will be grouped into categories (Mission Critical, Important, High, Medium, Low). This
grouping will further help to guide CASQA’s efforts and allocation of resources.

•

CASQA’s Annual Priorities will be the basis for the allocation of resources and thereby the
development of CASQA’s Budget, the Call for Projects, the EPC Budget, and the Executive
Director / Association Management Scope of Work.

•

Before any projects and/or efforts are added / changed, the project / effort needs to be evaluated
against the list of Annual Priorities. If it does not align with the Annual Priorities, it will not be

Effective Date:
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implemented in the current fiscal year, or, would require a mid-year change to Priorities (see
Provision B.3 of this Policy and Procedure).
3. Mid-Year Changes to Annual Priorities
Given the extensive annual effort CASQA invests in identifying priorities and allocating resources to those
priorities, mid-year changes should be viewed as an infrequent event and considered very carefully.
However, there are occasions when new information emerges that may warrant a mid-year change to the
Annual Priorities. Such changes require consideration and approval by the Board of Directors.
a. Origination of Proposed Mid-Year Changes: Proposed mid-year changes can originate with a CASQA
Committee, Subcommittee, the Executive Director, or Assistant Executive Director. All requests must
be made first to the Executive Director, however, authority to approve / disprove the request is defined
in the following table:
Proposer

Authority to Approve / Disapprove for Board
Consideration

Member of the Board

None needed (may proceed directly to the Board), though
Executive Director needs to be informed

CASQA Subcommittee Co-Chair

Executive Director (has authority to disapprove the request
and not bring it forward for Board consideration)

CASQA Executive Director

None needed (may proceed directly to the Board)

CASQA Assistant Executive Director

Executive Director (has authority to disapprove the request
and not bring it forward for Board consideration)

b. Considerations for Mid-Year Changes: In considering any potential mid-year changes, the Board shall
consider the following:
•

Timeframe: Is the proposed change time sensitive, such that it cannot be reasonably delayed or
considered in the following year’s prioritization process?

•

Prioritization: When evaluated using the same criteria used to establish the existing Annual
Priorities, does the proposal rank as a priority? If so, at what level (Mission Critical, Important,
Medium, Low)?

•

Prioritization: Is the proposed change more important to implement immediately compared to the
to the other existing Annual Priorities? Meaning, what existing Priority will be lost / eliminated by
changing priorities?

•

Resource Allocation: Are resources available to implement the priority? If not, resources will need
to be reassigned from another project (resources include funding as well as the time of the
Executive Director and / or Assistant Executive Director). Is the resource re-allocation possible or
desired?

•

Membership Impact: From a process perspective, will the membership and/or EPC view the
change as a negative (that priorities can be changed at-will and therefore disengage from
participating in the development of priorities in the future), or, will the proposed change be a

Effective Date:
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significant benefit to the membership such that the mid-year change demonstrates flexibility to
address emergent and time sensitive issues?
C.

CASQA BUDGET

Each fiscal year, the CASQA Budget shall be developed according the procedures defined in Provision C of this
Policy and Procedure and per the schedule defined in Attachment B of this Policy and Procedure.
1. Alignment with CASQA’s Annual Priorities
Based upon the Final Annual Priorities, the Executive Director and Assistant Executive Director will develop
a Draft Budget and Final Budget for consideration by the Board of Directors. The budget shall include the
following:
•

Each budget line item will identify the associated Vision Action / CASQA Organizational Goal. This
identification will allow Directors to maximize allocation of funding to the various Annual Priorities,
evaluate how much funding is allocated to each Priority, and before approving a final budget,
reflect on key questions like:


What priorities are reﬂected in the proposed budget?



What trade-offs have been made?

•

Each budget line item will identify if the line item is programmatic expenditure or a general and
administrative expenditure. This identification will allow Directors to track such expenditures over
time and to identify any trends in those categories of expenditures.

•

The Executive Director and Assistant Executive Director will develop a Draft Budget by September
of each year. Directors will discuss the Draft Budget and provide feedback to the Executive
Director and Assistant Executive Director.

•

The Executive Director and Assistant Executive Director will consider the feedback and prepare
and recommend a Final Budget to the Board of Directors by November of each year. The Board of
Directors will consider the Final Budget for approval.

2. Budget Reserves
In each fiscal year’s budget, the Board of Directors will create the following reserves:
•
•
•
•

Event reserve – up to $75,000 (see Consultant Selection and Contracting Policy and Procedure)
General reserve – $50,000
Revenue Contingency – $25,000
Expenditure Contingency – $25,000

3. Mid-Year Budget Review (Performance Review)
The Board of Directors, Committees, EPC, and Subcommittee Chairs, as appropriate, shall conduct a
review of current and recent CASQA tasks or projects to evaluate their status against their intended
purposes and scopes.
Based on the results of the review, the Board of Directors may make adjustments, including revising
task/project scopes of work and schedules, revising budget allocations, canceling tasks/projects and budget
allocations, or initiating new tasks/projects and budget allocations.
As with the establishment of the initial budget each year, the mid-year budget review shall be focused on
ensuring projects are implementing the Annual Priorities.
Effective Date:
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4. Budget Control Responsibilities
The following defines responsibilities regarding budget control:
Board of Directors 1

Contracts Manager

Officers / Executive Director /
Committee Chairs / Subcommittee Chairs

D.

Adopt annual budget (operating and capital)
Borrow money and incur indebtedness on behalf of
CASQA
Cause to be executed and delivered for CASQA's
purposes, in the corporate name, promissory notes,
bonds, debentures, deeds of trust, mortgages, pledges,
hypothecations, and other evidences of debt and
securities
Ensure that contract provisions are adhered to, including
the language requiring consultant notification of CASQA
when contract budgets are significantly expended, and
review invoices against contract budget
Review non-contractual invoices (e.g., vendors, event
venues/catering, CASQA business reimbursements)
against annual budget line item(s)

CALL FOR PROJECTS

The purpose of the Call for Projects is for the EPC to propose projects that implement CASQA’s Annual Priorities.
After the Final CASQA Budget is approved, the Executive Director and Assistant Executive Director will conduct the
Call for Projects with the EPC. The Call for Projects will provide specific direction and requirements, including:
•

Identification of the Annual Priorities

•

Identification of the Priorities where the Board of Directors is seeking proposals from the EPC

•

Guidance for each of the Annual Priorities where the Board of Directors is seeking a proposal
o

•

Project criteria, that requires the following:
o

o

o

1

The purpose of the guidance is to ensure the EPC can reference and utilize the analysis that
resulted in the selection of each of the Annual Priorities and incorporate that information into
project proposals.
Projects must address one of CASQA’s Priorities for the fiscal year
For Priorities based on Vision Actions:


Implement at least one of the Vision Objectives associated with the Vision Action OR



Propose an alternative approach to implement the Vision Action. This option must include
a justification as to why the proposed approach is superior to the Vision Objectives. Note
that this option is included to allow for creative alternatives; however, the intent is to
implement the Vision as approved by the Board of Directors.

For Priorities based on CASQA Organizational Goals


Implement the CASQA Organizational Goal as detailed [placeholder].

As detailed in CASQA Bylaws Section 4.01

Effective Date:
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•

o

Volunteer Efforts

o

EPC Lead


CASQA would like to account for all projects, regardless if they are achieved through a
budget allocation or volunteer efforts. A project proposal should therefore be submitted
for all projects, regardless if the proposal includes a request for funding.
The Call for Projects is an internal process limited to the EPC. Meaning, project
proposals are to be submitted by CASQA subcommittee co-chairs. Outside proposals will
not be accepted.

Generally, all projects should:
o

Implement an Annual Priority

o

Be of the right scale – best achieved at the statewide scale rather than regionally or locally

o

Be of the right timing and phasing (e.g., pilot study, then phase 1, ...)

o

Address a statewide priority

o

Maximize benefit by avoiding duplication and benefit as many members as possible

o

Evaluate and utilize partnership opportunities to leverage resources

o

Identify and secure sufficient in-kind support (e.g., resources, staff, and will) to complete the scope
of work

o

E.



Strategic Planning, Prioritization, Budgeting, and Work Planning Processes

Have an identified project officer

EPC BUDGET

All responses to the Call for Projects will be reviewed by the Executive Director and Assistant Executive Director.
The Draft EPC Budget and Final EPC Budget will be prepared by the Executive Director and Assistant Executive
Director per Provision E of this Policy and Procedure and consistent with the schedule identified in Attachment B of
this Policy and Procedure.
1. Draft EPC Budget
The Draft EPC Budget will be developed based upon the responses received and ensure that all Annual
Priorities are allocated resources. The Draft EPC Budget will be set equal to the available funding for the
EPC for the fiscal year. The Draft EPC Budget will be distributed to the EPC prior to the EPC meeting in
January.
In developing the Draft EPC Budget, the Executive Director and Assistant Executive Director will utilize four
steps, as follows:
•

Step 1: Priority Screen: This step will screen all project proposals to ensure that they (1)
address an identified Annual Priority and (2) implement the associated Vision Objective OR
propose a superior alternative approach.

•

Step 2: Ensure all Priorities are Assigned Resources: As the purpose of the prioritization
process is to align CASQA’s resources with CASQA’s priorities, this step will ensure that all Annual
Priorities are allocated resources. If a Priority does not yet have a project proposal, funding will be
assigned as a placeholder. During the Draft Budget discussion in January, if no subcommittee
volunteers to lead the project, the funding will be moved from the EPC budget to the overall
CASQA budget (and the project will be conducted at the Board / Executive Director level).

Effective Date:
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•

Step 3: Project Level Evaluation: Each project proposal will be evaluated individually with the
following criteria considered:
o

Is outside funding being provided? If yes, how much?

o

Does the project have encumbrances from a prior FY?

o

Will the project require support from ED / AED?

o

•

Strategic Planning, Prioritization, Budgeting, and Work Planning Processes

Is there adequate support for the project to be successful (project lead)?

o

Is the overall effort and budget reasonable to achieve the desired outcome?

o

Evaluation Between Projects

Step 4: EPC Budget Level Evaluation: The purpose of this step will be to create the overall
Draft EPC budget. The following criteria will be considered:
 Does the funding allocation between priorities adequately balance the needs of
all priorities?
 What priorities are reflected in the overall budget?
o

If EPC budget remains over allocated:
 Are there any project outcomes that can be scaled down, modified, or reduced?
 Are there any projects (or aspects of projects) that can be delayed?
 Are there any projects that could be funded (or supplemented) from outside
resources?
 Can any proposed project budget be spread across the next (or several) budget
years?

o

Evaluation of the Draft EPC Budget
 Does this budget address the critical needs of the membership?
 Does this budget address the identified critical water quality issues?
 Does this budget balance timely needs with long-term strategies and needs?
 What tradeoffs have been made?

2. Final EPC Budget
The EPC will review the Draft EPC Budget during the January EPC meeting and propose any adjustments
or revisions. All projects will be evaluated to ensure they are assigned a Project Officer and will be
managed through a subcommittee. For projects where no subcommittee volunteers to lead the project, the
funding will be removed from the EPC budget and returned to the overall CASQA budget (and the project
will be conducted at the Board / Executive Director level).
The EPC will vote to recommend the budget to the Board of Directors. The Board of Directors will consider
the proposed budget for approval.

F.

ANNUAL WORK PLAN

Each year CASQA will develop an Annual Work Plan.
The Draft Work Plan will consist of individual Work Plans developed by each of CASQA’s Committees and
Subcommittees. The purpose will be to document the current year’s accomplishments, identify goals for the coming

Effective Date:
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year, and any potential projects to address an Annual Priority. The intention is to facilitate strategic thinking at the
Committee and Subcommittee level.
The Final Work Plan will include all Annual Priorities and the associated projects that will be implemented for each
Priority (e.g., projects that were approved as part of the approval of the CASQA Budget, EPC Budget, and Executive
Director / Association Management Contract Scope of Work). The Final Work Plan will be used to evaluate progress
on each of these projects throughout the year.

Effective Date:
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Attachment A: Conceptual Flow Chart of CASQA’s Annual Priorities Setting Process

Vision

CASQA Organizational Goals

BoD Preliminary Priorities Discussion (1)

BoD Preliminary Priorities Discussion (1)

EPC Discusses Priorities (2)
BoD Mid-Year Budget Review (2)
Membership Survey (2)

EPC Discusses Priorities (2)
BoD Mid-Year Budget Review (2)

BoD Priorities Discussion (3)
Draft Budget (3)

BoD Priorities Approval (4)
CASQA Budget Approval (4)

Draft Annual Work Plan (4)

EPC Call for Projects (4)
Executive Director / Assocation
Management Contract Scope of Work (4)

EPC Budget (5 & 6)

Final Annual Work Plan (6)

Annual Report (6)

Annual Update to Membership (7)

Side Bar Note:
The Vision and CASQA
Organizational Goals are
separate documents.
They “merge” only in the
identification of each year’s
priorities.
For example, the budget
includes funding for all
activities (Vision and CASQA
Organizational Goals). In the
budget, the intent is to be able
to identify each line item by
priority (e.g., Vision Action 1.2
or CASQA Organizational
Goal 1.1).
Side Bar Note:
The parenthetical numbers
refer to the steps identified in
the table in Attachment B.

Attachment B: Annual Calendar for CASQA’s Strategic Planning, Annual Priorities Setting, and Budgeting Processes
Step Category
0
0
1
1
2
2
2
2
3
3
4
4
4
4
4
5
6
6
6
6
7

Strategic Planning
Strategic Planning
Prioritization Process
Prioritization Process
CASQA Budget
Prioritization Process
Prioritization Process
Prioritization Process
CASQA Budget
Prioritization Process
Prioritization Process
CASQA Budget
ED / AM Contract
EPC Budget
Work Plan
EPC Budget
EPC Budget
EPC Budget
Work Plan
Annual Report
Membership Update

Activity

Lead

Frequency

Timeline

Evaluate / Update Vision
Evaluate / Update CASQA Organizational Goals
Preliminary Priorities Discussion: Vision
Preliminary Priorities Discussion: Organizational Goals
Mid-Year Budget Evaluation
Priorities Discussion: Vision
Priorities Discussion: Organizational Goals
CASQA Membership Survey
Develop Draft CASQA Budget
Discuss Annual Priorities
Approve Final Annual Priorities
Approve Final CASQA Budget
Approve Annual Scope of Work
Call for Projects
Develop Draft Annual Work Plan
Develop Draft EPC Budget
Develop Final EPC Budget (EPC Meeting)
Approve EPC Annual Budget
Finalize Annual Work Plan
Publish Annual Report
Develop Presentation for Annual Updates

Board of Directors
Board of Directors
Board of Directors
Board of Directors
Board of Directors
EPC
Board of Directors
ED / AED
ED / AED
Board of Directors
Board of Directors
Board of Directors
Board of Directors
ED / AED
ED / AED
ED / AED
EPC
Board of Directors
ED / AED
ED / AED
ED / AED

Every 2 years
Every 2 years
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Annual
Annual

Start March of Odd Years
Start March of Odd Years
June
June
July
July
July
August
September
September
November
November
November
November
November
December
January
January
January
January
February

* The numbers in the column “Step” refer to the numbers in Attachment A

CASQA Policy and Procedure
#1F
Title: Whistleblower
If any contract staff or volunteer reasonably believes that some policy, practice, or activity of CASQA is in violation of
law, a written complaint may be filed by that contract staff or volunteer with the Chair of the CASQA Board of
Directors.
It is the intent of CASQA to adhere to all laws and regulations that apply to the organization, and the underlying
purpose of this Policy is to support the organization's goal of legal compliance. The support of all contract staff or
volunteers is necessary to achieving compliance with various laws and regulations. A contract staff or volunteer is
protected from retaliation only if the contract staff or volunteer brings the alleged unlawful activity, policy, or practice
to the attention of CASQA and provides CASQA with a reasonable opportunity to investigate and correct the alleged
unlawful activity. The protection described below is only available to contract staff or volunteers that comply with this
requirement.
CASQA will not retaliate against a contract staff or volunteer who, in good faith, has made a protest or raised a
complaint against some practice of CASQA or of another individual or entity with whom CASQA had a business
relationship, on the basis of a reasonable belief that the practice is in violation of law or a clear mandate of public
policy.
CASQA will not retaliate against a contract staff or volunteer who discloses or threatens to disclose to a supervisor or
a public body any activity, policy, or practice of CASQA that the contract staff or volunteer reasonably believes is in
violation of a law, or a rule, or regulation mandated pursuant to law or is in violation of a clear mandate or public
policy concerning health, safety, welfare, or protection of the environment.

Effective Date:
Supersedes:

May 2010
None
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CASQA Policy and Procedure
#1G
Title: Representatives to Outside Organizations and NewsFlash Editorial Board
The purpose of this policy and procedure is to establish the procedures for individuals to formally serve as a
representative of CASQA to an outside organization and to establish the NewsFlash Editorial Board.
A. Representatives to Outside Organizations
CASQA participates formally in other organizations processes, including the National Municipal Stormwater Alliance
(NSMA) and the State Water Board’s STORMS effort. The following procedures will be implemented to identify the
individuals who will serve in these roles:
1. NMSA: Two individuals will serve as CASQA’s representatives to NMSA, as follows:
•

Executive Director

•

Director – the Board of Directors will nominate and formally elect a Director to serve a two-year
term. All Directors are eligible to fill this position.

2. STORMS: Two individuals will serve as CASQA’s representatives to NMSA, as follows:
•

Executive Director

•

Chair of the Board – this position is a designated position (given the significance of the interaction
between CASQA and STORMS) and is therefore formally linked to the Chair of the Board. No
nominations or election are therefore required.

3. Other Organizations / Efforts: From time to time, CASQA utilizes representatives to other outside
organizations, such as stakeholder efforts in State Water Board initiatives. No person may identify or
represent positions, views, or decisions in formal written and verbal communications as being from or
associated with CASQA, including its Board of Directors, Committees, Executive Program Committee, and
Subcommittees, unless the person is communicating on CASQA’s behalf in accordance with this Policy and
Procedure and Policy and Procedure: #4A External Communication Authorization Development Review and
Approval. To be granted authority to communicate on CASQA’s behalf as a representative to an outside
organization:
•

The Board of Directors must officially designate the individual(s) to serve as a CASQA
Representative

•

In approving the individua(s)l to serve in this role, Directors will decide on a case-by-case basis if a
term is warranted or desired

Effective Date:
Supersedes:

January 2019
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•

Representatives to Outside Organizations and NewsFlash Editorial Board

In approving the individual(s) to serve in this role, Directors will decide on a case-by-base basis if
the individual(s) should be added to the Executive Program Committee, consistent with CASQA’s
Bylaws (Section 6.03).

B. Water Quality NewsFlash Editorial Board
The Water Quality NewsFlash is published by CASQA twenty-six (26) times per year and is a key benefit for the
membership. The Water Quality NewsFlash also provides an opportunity for CASQA to educate regulators, in
addition to the membership. Therefore, there is a strong need for each NewsFlash to be formally reviewed by an
Editorial Board prior to publication. The Editorial Board shall consist of the following:
•
•
•
•
•
•
•
•

Chair of the Board
Vice-Chair of the Board
Executive Director
Assistant Executive Director
Policy & Permitting Subcommittee Co-Chairs
Caltrans Representative (as long as funding for the NewsFlash is provided by Caltrans)
At the Executive Director’s discretion, up to 3 past Chairs of the Board
At the Executive Director’s discretion, and working with the author of the NewsFlash, supplemental
reviewers (e.g., subcommittee co-chairs or others), where appropriate

Effective Date:
Supersedes:
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None
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CASQA Policy and Procedure
#1H
Title: Participation in Committees and Subcommittees
The following establishes the California Stormwater Quality Association’s policy and procedure for participation in
CASQA’s Committees and Subcommittees. The purpose of this Policy and Procedure is to (1) ensure consistency
with the Bylaws and (2) recognize that participation in certain subcommittees is the most valuable benefit desired by
individuals and organizations and to align access to those benefits with membership in the organization.
A. PARTICIPATION IN COMMITTEES
CASQA’s Bylaws Section 6.01 details requirements for Committees. This policy and procedure is not intended to
and shall not modify the authorities and responsibilities of the Board of Directors as defined in the Bylaws.
All Committees shall consist of a minimum of two (2) Directors, and other individuals, appointed by the Board.
Annually, Directors shall review and appoint the membership list of all CASQA Committees, with the following
additional considerations:
1. Finance Committee: Membership in the Finance Committee shall include the following:
•
•
•
•
•
•

Chair: Treasurer of the Board
Required Member: Vice-Chair of the Board
Required Member: Chair of the Strategic Planning Committee
Required Member: Chair of the Membership Committee
Optional Member: Any Director
Optional Members: CASQA Member (nominated and approved by the Board of Directors to a twoyear term)

B. PARTICIPATION IN STATEWIDE PERMIT SUBCOMMITTEES AND POLICY AND PERMITTING
SUBCOMMITTEE
CASQA offers several subcommittees that are focused on the implementation of statewide general permits. These
subcommittees serve as a source of information on permit implementation and compliance, as well as providing
significant resources to permittees, including support for permit renewal. Such support can constitute CASQA’s
collective expertise, financial resources, comment letters, and the ability to represent Permittees in discussions with
the State and Regional Water Boards.
Historically, these statewide general permit subcommittees have had a very high level of participation, but a very low
number of CASQA members. Therefore, participation in the subcommittees has been identified as the single most
valuable benefit to individuals and organizations who are engaged in the implementation of statewide general
permits. As membership dues is the primary source of funding for CASQA, it is important to ensure that the
individuals who receive the benefits of CASQA’s efforts contribute to these resources through membership dues.
Effective Date:
Supersedes:
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Policy and Procedure #1H
Page 1 of 2

Likewise, the Policy and Permitting Subcommittee provides detailed briefings on the most important regulatory and
legal issues impacting stormwater. Participation in this subcommittee offers organizations / individuals the ability to
stay current on the most impactful issues as well as the benefit of CASQA’s collective expertise, financial resources,
comment letters, and the ability to represent Permittees in discussions with the State and Regional Water Boards.
This subcommittee also therefore provides one of the most universally valuable benefits to all stormwater permittee
categories.
The Legislation Subcommittee not only provides a significant membership benefit, but participation in the
subcommittee also requires consideration of CASQA’s nonprofit status and grass roots lobbying implications. By
restricting this subcommittee to members, membership value is increased while ensuring CASQA’s legislative
discussions are limited to member organizations (e.g., not considered grass roots lobbying). Organizational positions
on legislation should also be based on and limited to the perspectives of members.
1. Membership Restricted Subcommittees: With the establishment of this Policy and Procedure,
participation in the following subcommittees is limited to members of CASQA and invited guests:
•
•
•
•
•
•

Construction Subcommittee
Industrial Subcommittee
Phase II Subcommittee
Non-Traditional Phase II Subcommittee
Policy and Permitting Subcommittee
Legislation Subcommittee

2. Invited Guests: Subcommittee co-chairs may opt to invite guests for specific benefit of the CASQA
members. Examples include EPA staff, State and Regional Water Board staff, and other partner
organizations (e.g., SCCWRP, SFEI, other non-profits).
3. Enforcement: To facilitate the transition, a grace period of three months from the effective date of this
Policy and Procedure will be provided. After the grace period, the Executive Director will work with
Subcommittee co-chairs to enforce this Policy and Procedure, as follows:
•

Subcommittee Co-Chairs will send unique video conference links for each subcommittee meeting

•

Subcommittee Co-Chairs will remind subcommittee participants that meetings are limited to
CASQA members only

•

Periodically, a spot check of subcommittee participants will be compared to the CASQA
membership list. When non-CASQA members participate, outreach will be conducted to
encourage membership in CASQA

•

At the discretion of the Executive Director, individuals who repeatedly violate this Policy and
Procedure will be blocked from participation in future meetings

C. PARTICIPATION IN ALL OTHER SUBCOMMITTEES
Given the collaborative nature of working on solutions to stormwater challenges, and to encourage partnerships with
outside organizations, participation in all other subcommittees shall remain open to CASQA members and nonmembers.

Effective Date:
Supersedes:

March 2022
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CASQA Policy and Procedure
#2A
Title: Endorsement or Sponsorship Authorization
The following establishes the California Stormwater Quality Association’s policy and procedure for authorizing
CASQA’s expression of its support in the form of endorsement or sponsorship, including providing letters of
endorsement for appointees for governing bodies (e.g., State Water Board members) and for project proposals being
submitted for grant funding, as well as sponsoring events.
Representation
No person may identify or represent CASQA’s endorsement or sponsorship in formal written and verbal
communications as being from or associated with CASQA, including its Board of Directors, Committees, Executive
Program Committee, and Subcommittees, unless the person is communicating on CASQA’s behalf in accordance
with this Policy and Procedure.
Authorizing CASQA’s endorsement or sponsorship
The following procedure will be used:
1. A request for CASQA’s endorsement or sponsorship is sent to the CASQA Chair, Executive Program
Committee Chair, or CASQA Executive Director.
2. The request should describe the requestor, the project/program or event (as applicable), the type of support
(e.g., endorsement, sponsorship), the audience for the expression of CASQA support, and the schedule,
including deadline, if applicable. If the request for support includes a resource (e.g., funding, in-kind)
request, an itemized accounting of the resources requested must be provided.
3. The CASQA Chair, EPC Chair, or Executive Director transmits the request to the Board of Directors, which
will make the decision. The request should contain sufficient information for the Board of Directors to fully
evaluate the request and make a decision. The Board of Directors should consider the following criteria in
making its decision:
• Project / Proposal
• existence and nature of the connection and relationship with the requestor,
• consistency with CASQA’s mission and goals, as well as CASQA products, including
Progressive Approach, Effectiveness Assessment guidance, Research Agenda, and Strategic
Plan
• addresses a statewide priority
• proposed for appropriate geographic scale to avoid duplicative efforts and/or to leverage results
• provides a membership benefit
• right timing and phasing (e.g., pilot study, then phase 1, ...)
• takes advantage of a partnership opportunity to leverage resources
• enjoys sufficient support (e.g., resources, staff, and will) to be completed
Effective Date:
Supersedes:
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•

Endorsement or Sponsorship Authorization

already supported by CASQA (e.g., funding)

•

Individual
• existence and nature of the connection and relationship with the requestor and the individual (if
different),
• fair and open to CASQA perspective in their decision making
• background in practical experience in complying with stormwater regulations
• knowledgeable in water quality issues
• supporter of balanced regulation that protects water quality goals
• background in local government
• demonstrated ability/experience as a mediator/facilitator of disputes between environmental
NGOs and dischargers

•

Event
• existence and nature of the connection and relationship with the requestor,
• mission, goals, and conduct of sponsor consistent with CASQA’s mission and goals, as well as
CASQA products, including Progressive Approach, Effectiveness Assessment guidance,
Research Agenda, and Strategic Plan
• event theme addresses a CASQA priority as expressed in CASQA’s mission and goals, as well
as CASQA products, including Progressive Approach, Effectiveness Assessment guidance,
Research Agenda, and Strategic Plan
• cost/benefit to CASQA membership, if CASQA resources requested

4. If the request is approved, the CASQA Chair, EPC Chair, or Executive Director works with the requestor to
develop the expression of CASQA support.

Effective Date:
Supersedes:

July 2017
September 2006
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CASQA Policy and Procedure
#2B
Title: Advertising and Sponsorship – Acceptance
The purpose of this policy and procedure is to describe the guidelines by which CASQA will accept advertising or
sponsorship. This policy applies to all print, Internet, and other forms of electronic advertising and sponsorships;
including advertising or sponsorship at or in association with the Annual Conference, Quarterly Meetings, and
CASQA Workshops.
A. Overview
The purpose of accepting advertising or sponsorship is to increase revenue for the organization. The acceptance of
any advertising or sponsorship will in no way state or imply an endorsement for the subject product or service. All
advertising or sponsorship contracts will explicitly state that it is prohibited for the advertiser/sponsor to state or infer,
including by the use of CASQA’s name, logos, or otherwise, any endorsement by CASQA of their product or service
through CASQA or any other form of advertising. CASQA reserves the right to preclude the use of any advertising or
sponsorship materials that violate this Policy and Procedure. This Policy and Procedure shall not preclude CASQA
Members from including factual statements, such as “Member of the California Stormwater Quality Association.”
B. Advertising Guidelines
CASQA intends to accept advertising or sponsorship on CASQA websites on pages designated by the Membership
Committee and approved by the Board of Directors, subject to the following limitations:
1. Advertisements or sponsorships will be limited to a logo (including the company name and a short tag line)
with an imbedded hyperlink. The caption near each logo will be labeled: “sponsored link” or equivalent.
2. To have an advertisement or sponsor a link on CASQA’s website, the organization must have a demonstrated
interest in stormwater quality management.
3. CASQA will reserve the right to refuse to accept advertising or sponsorship on a case-by-case basis, at the
discretion of the Executive Director.
4. CASQA shall have review approval of the hyperlink destination.
5. Advertising and sponsorship rates and conditions will be established by the Membership Committee, subject
to Board Approval.
C. How to Purchase a CASQA Advertisement or Sponsorship
For each Annual Conference, conference-related advertising and sponsorship information is posted to the current
year’s conference page on CASQA’s website. For all other advertising and sponsorship, it is CASQA’s intention to
develop information in the future.
Effective Date:
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CASQA Policy and Procedure
#3A
Title: Consideration and Approval of Regulatory Services Contract Tasks
The following establishes the California Stormwater Quality Association’s procedure for considering and approving
tasks under the Regulatory Services contract.
1. A request to conduct and fund a task through the Regulatory Services contract is sent to the Chair of the
Stormwater Policy and Permitting Subcommittee and the Regulatory Services contract’s primary contractor,
when the request does not originate with same.
2. The request must describe the task and the expected expenditure, including rates.
3. The Chair of the Stormwater Policy and Permitting Subcommittee checks to ensure that the Regulatory
Services contract has sufficient remaining funds to pay for the expenditure. If the remaining funds are
insufficient, the Subcommittee Chair works with the Executive Program Committee Chair and Board of
Directors to consider the expenditure.
4. If the remaining funds are sufficient, the Chair of the Stormwater Policy and Permitting Subcommittee
submits the request to Executive Program Committee Chair with an explanation of why the expenditure is
necessary.
5. The Executive Program Committee Chair either approves or disapproves of the encumbrance of the
expenditure. The Chair may consult the Executive Program Committee or Board of Directors in making a
decision.
6. The Chair of the Stormwater Policy and Permitting Subcommittee communicates the Executive Program
Committee Chair’s decision to the primary contractor.
7. Responsibility for oversight of the task is handled on a case-by-case basis depending on who is taking the
lead on the task (Regulatory Services contract primary contractor or subcontractor) and which CASQA
Committees or Subcommittee(s) have an interest. If the task involves the development of a CASQA
communication, approval of the task product is addressed in CASQA’s “Communication Development,
Review, and Approval” Policy and Procedure.
8. In the case when a subcontractor is used, the Regulatory Services contract’s primary contractor, reviews
and approves or disapproves the task invoice, and recommends approved invoices to the Chair of the
Stormwater Policy and Permitting Subcommittee. The Subcommittee Chair reviews and approves or
disapproves the task invoice, and recommends approved invoices to the Executive Program Committee
Chair. The Executive Program Committee Chair reviews and approves or disapproves the task invoice, and
sends approved invoices to the CASQA Treasurer for payment.
Effective Date:
Supersedes:
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#3B
Title: Consultant Selection and Contracting
The purpose of this Policy and Procedure is to prescribe the process for selecting and contracting with consultants
and vendors 1. In general, this process is based on the principles of transparency, effectiveness, efficiency, and
accountability. This Policy and Procedure also strives to minimize any potential conflicts of interest.
To implement the principles described above, this Policy and Procedure distinguishes between contracts that are
necessary for the management and operations of CASQA and the contracts that implement a CASQA program or
project. Additional procedures for RFPs / RFQs and contracts are also addressed.

A. CASQA Management and Operations
This section addresses contracts that are necessary for the management and operations of CASQA (e.g., the day-today management of the organization).
Examples of management and operational services include, but are not limited to:
•
•
•
•
•
•
•
•

Audio Visual (A/V) services
Organizational Legal Services
Auditor / Tax Preparation
Accounting
Video Conference / Teleconference Services
Graphic Design
Pipe and Drayage Services for Events
Award Providers

1. ANNUAL BUDGETS UP TO $50,000
For contracts with an annual budget up to $50,000, the Board of Directors delegates discretionary authority
to the Executive Director. Such discretionary authority includes selection of the service provider as well as
entering into the contract. Performance evaluations are not required for these contracts, but can be
requested by the Executive Director and / or Board of Directors.

CASQA has several long-term training programs. Contracts specific to those programs are addressed in a different
Policy and Procedure.

1

Effective Date:
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2. ANNUAL BUDGETS OVER $50,000
For contracts with an annual budget over $50,000, the Executive Director retains discretionary authority to
select the service provider (e.g., a bidding process may be conducted, but is not required). However, the
contract must be approved by the Board of Directors. If the services provided under the contract are
recurring (services provided over more than one year), an annual performance review must be conducted.
The purpose of this review is to ensure performance under the contract is satisfactory. If the performance is
deemed unsatisfactory, the services for the contract will be subject to a competitive bidding process.
3. EXCEPTIONS
Services provided under the Executive Director / Association Management contract shall be managed in its
entirety by the Board of Directors, including consultant selection, contract approval, and annual performance
evaluation of the services provided.

B. CASQA Projects and Programs
This section addresses contracts that implement a core service program and / or a project. Examples of these types
of projects include, but are not limited to:
•
•
•
•
•
•

Technical support for CASQA’s BMP Handbooks
Regulatory Support Services
Environmental Legal Support
Pesticides Regulatory Support
Projects that implement a portion of CASQA’s Vision
Projects that receive funding through the Executive Program Committee Budget

1. SPECIALIZED SERVICES
For specialized services, CASQA will conduct a competitive selection process, through either a Request for
Qualifications (RFQ) or Request for Proposals (RFP). CASQA reserves the right to competitively bid any
contract at its sole discretion.
a. The following services must be competitively bid:
i.

Technical support for CASQA’s BMP Handbooks

ii.

Regulatory Support Services

iii.

Environmental Legal Support

iv.

Pesticides Regulatory Support

b. For any service under this provision that is competitively bid, the consultant selection and contract
must be approved by the Board of Directors.
c. All contracts will utilize CASQA’s standard contract template, inclusive of an annual task order.
The annual task order will specify the total annual budget, the annual tasks, and the budget for
each specified task (cumulatively not to exceed the total annual budget).
d. The Executive Director is authorized to execute annual task orders, consistent with a budget not to
exceed the funding authorized in the CASQA Budget (inclusive of the Executive Program
Committee Sub-Budget). Any additional funding requires approval by the Board of Directors.
e. The contract term may not exceed 3 years. However, as part of the approval of each contract, the
Board of Directors will be asked to authorize two additional 1-year extensions (referred to as a
Effective Date:
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3+1+1 term). Such extensions will be utilized at the Executive Director’s discretion and are
intended to allow time to complete any RFQ processes that may be necessary and to avoid a gap
in services. If the contract term is extended, the Board of Directors must be notified.
f.

In the initial implementation of this Policy and Procedure, the terms of the contracts may be
staggered (as all four specialized services identified in B.1.a must be rebid. Staggering these
contracts will avoid conducting four RFQs at the same time every three years.

2. AS-NEEDED SERVICES
An as-needed services list will be established that will allow CASQA to pre-qualify a list of qualified firms to
provide services. This list will allow CASQA to be efficient and effective in initiating projects (in lieu of
waiting the 4-6 months required to conduct project-specific RFQ processes). This approach may also result
in increased diversity of firms who provide services, as some firms may not otherwise invest the resources
into developing a response to an RFQ for a one-time project with CASQA’s typically small budgets. The asneeded services list will be subject to the following procedures and requirements:
g. An RFQ will be conducted, specifying the categories for on-call services
h. The as-needed list will have a 3-year term (e.g., will be effective for 3 years and then will be resolicited through an RFQ process and re-established). However, as part of the approval of the asneeded list, the Board of Directors will be asked to authorize two additional 1-year extensions
(referred to as a 3+1+1 term). Such extensions will be utilized at the Executive Director’s
discretion and are intended to allow time to complete any RFQ processes that may be necessary
and to avoid a gap in services. If the as-needed serves list is extended, the Board of Directors
must be notified.
i.

Not all firms that submit a response to the RFQ may be selected for the on-call list. While no quota
will be established for each category (e.g., must contain a certain number or will be constrained to
a certain number), the review panel (see below) will base its recommendations for the number of
firms in each category on CASQA’s best interests.

j.

The as-needed list will be approved by the Board of Directors

k. Once on the as-needed list, firms will be authorized to provide services to CASQA
l.

Work will be awarded based upon the cumulative budget for the project, as follows:
i.

Budgets up to $25,000: The Executive Director is delegated discretion to award work to
any firm on the as-needed list and enter into a contract.

ii.

Budgets $25,000 - $50,000: A “mini bid” process will be conducted with firms in the
applicable category of the as-needed list. This “mini bid” process will focus on information
that is necessary to make a selection specific to the needs of the project. The Executive
Director is authorized to select the firm and enter into a contract.

iii.

Budgets $50,000 or more: A “mini bid” process will be conducted with firms in the
applicable category of the as-needed list. This “mini bid” process will focus on information
that is necessary to make a selection specific to the needs of the project. The Board of
Directors will make the final consultant selection and approve the contract.

m. For all projects, regardless of budget, the selection will be made by the Executive Director or Board
of Directors. This provision is established to eliminate conflicts of interest.
n. For all projects, CASQA will reserve the right to conduct a competitive bidding process (see XXX
above), at its sole discretion.

Effective Date:
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o. For all projects, the contract term may not exceed 3 years. However, as part of the approval of
each contract, the Board of Directors will be asked to authorize two additional 1-year extensions
(referred to as a 3+1+1 term). Such extensions will be utilized at the Executive Director’s
discretion and are intended to allow time to complete any RFQ processes that may be necessary
and to avoid a gap in services. If the contract term is extended, the Board of Directors must be
notified.
p. The as-needed services list shall not be utilized for specialized services that are on-going
programs of CASQA (see B.1.a. above).
q. Project budgets are established by the Board of Directors via the approval of the CASQA Budget,
inclusive of the Executive Program Committee sub-budget. Any additional funding, beyond that
authorized by the Board of Directors, will require further consideration and approval by the Board of
Directors.

C. RFQs and RFPs
1. RFQs and RFPs
When a competitive process is necessary, the following procedures and requirements will apply.
a. The format of the competitive process, an RFQ or RFP, will be established by the Executive
Director
b. CASQA’s standard templates will be utilized, with discretion provided to the Executive Director to
modify as appropriate
c. Each RFQ / RFP will be publicly posted for at least 30 days
d. Notice of each RFQ / RFP will be provided on CASQA’s website, in the Bi-Weekly Update, and in
applicable social media accounts
2. REVIEW PANELS FOR RFPS / RFQS
This section specifies the requirements and processes for the review of responses to RFQs and RFPs and
the recommendation of consultant selection to the Board of Directors. This provision does not apply to “mini
bids” discussed in Provision XXX.
e. A review panel will be established by the Executive Director for each RFQ / RFP, consisting of a
minimum of three individuals, as follows:

f.

i.

Executive Director or Other CASQA Contract Staff

ii.

EPC Subcommittee Co-Chair(s), unless there is a conflict of interest, and then an
individual selected by the Executive Director

iii.

One additional individual selected by the Executive Director

While not a firm requirement, there is a strong preference for review panelists to consist of
individuals who represent a municipal stormwater program (meaning, a consultant may only serve
in this capacity if a qualified municipal representative is unwilling to serve). No individual may
serve on the panel if they, or their firm, will submit a response to the RFQ / RFP. This provision is
established to avoid conflicts of interest.

g. All review panelists must sign a non-disclosure and confidentiality statement
h. The review panel will score each response, consistent with the criteria established in the RFQ /
RFP
Effective Date:
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i.

The review panel will meet to discuss the results and to make a recommendation to the Board of
Directors. The Board of Directors will consider the recommendation of the review panel and make
the consultant selection.

j.

All results of must remain confidential until the Board of Directors makes a selection and the
Executive Director notifies all consultants (both selected and not selected).

D. Contracts
1. Contract Negotiation
a. Contracts shall be negotiated by the Executive Director or applicable CASQA contract staff.
b. CASQA’s standard contract template shall be utilized
c. Any substantive modifications to the standard contract template must be approved by the Board of
Directors
d. Execution of contracts shall be by the Executive Director, unless execution by a Directors,
consistent with CASQA’s Bylaws, is deemed necessary.
2. Contract Modifications / Amendments
a. Any contract modification that would provide funding that is additional to what has been authorized
by the Board of Directors in CASQA’s Budget must be approval by the Board of Directors.
b. Any substantive changes that are requested by a consultant to the standard contract template will
not be approved by the Executive Director. Consultants may request further consideration by the
Board of Directors.
3. Contract Oversight
a. This information will be addressed at a future date in a separate Policy and Procedure, specific to
CASQA’s management of contracts, projects, and programs. Until such time, it is addressed more
simply in this Policy and Procedure.
b. Each contract will be assigned a CASQA Project Manager. The Project Manager will be
responsible for overseeing and managing the work under the contract.
c. CASQA’s Administrative Manager will be responsible for reviewing invoices, to ensure the work is
within the authorized budget and meets the administrative terms of the contract.
d. The Project Manager will review invoices to ensure that the work has been satisfactorily completed.

Effective Date:
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Confidentiality / Conflict of Interest Form
Please read, sign, and send to CASQA’s Executive Director before you begin your reviews. If you have questions
about either form, please contact the Executive Director.

Confidentiality Agreement
I understand that as a review panelist I am obligated to maintain the confidentiality of responses provided to the RFQ
/ RFP.
My signature indicates that I agree:
•
•
•

Not to copy, quote, share, or otherwise use confidential material from any submittal
Not to disclose my identify, or the identify of other panelists, to others until such time as a consultant has
been selected
Not to discuss the RFQ with any consultant, especially prior to submittal of responses

I also understand and accept that CASQA may share the content of my review with appropriate consultant applicants
but my identity as a reviewer will remain confidential. My identity may be disclosed to the Board of directors.
Signature:

Date:

Name (please print):

Conflict of Interest Agreement
I understand that if I share an affiliation with an applicant it may be inappropriate for me to review their submittal.
My signature indicates that I have read the names and institutions listed on each submittal and if I have a personal,
professional, or fiduciary relationship with a consultant applicant that I am obligated to contact the Executive Director
if I feel there is a conflict.
Signature:

Date:

Name (please print):

Effective Date:
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#4B
Title: BMP Handbook Revision
This procedure has been developed to provide a consistent approach for revisions to the California BMP Handbooks
published by CASQA in 2003. The Handbooks were developed as a web-based resource to facilitate updating the
information to keep pace with changing regulations, technology, and practice. Accordingly, this document describes
the procedures for identifying the need for a Handbook update, development of the material, review of the material,
and final ‘publication’ of the update.
A. Identification of Need for Update
There are several possible reasons for update of the Handbooks, the primary ones are identified below:
•
•
•
•
•

Errata
Change in regulations (permit or permit addendum requirements)
Change in technology
Change in BMP application criteria from research
Development of new BMPs

In general, errata will be corrected on the web-based versions of the products on a semi-annual basis. Handbooks
are printed virtually on an as-needed basis; therefore, most printed Handbooks will contain the most current errata
changes as of their date of print.
Changes as a result of the other identified reasons will require substantially more time for development and review.
Changes to the Handbooks will proceed based on the framework outlined below.
B. Handbook Change Procedure
The BMP Subcommittee will oversee all changes to the Handbooks. To facilitate development of Handbook
revisions, a working group will be appointed to develop and/or oversee the development of draft material for
subsequent review by the entire Subcommittee. The working group will comprise the following persons:
•
•
•
•
•

CASQA Executive Director
BMP Subcommittee chair
One Board member
One member from the BMP Subcommittee
One ad-hoc technical member (as needed)

Effective Date:
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The working group will meet on an as needed basis, but no less frequent than semi-annually to consider changes to
the Handbook put forth by the general CASQA membership, other CASQA Subcommittees, the Executive Program
Committee, the Board, or the BMP Subcommittee. The working group will have the following responsibilities:
•
•

•
•
•
•
•
•

Assess the need for a formal Handbook revision, and recommend approval of a Handbook revision to the
CASQA Board of Directors. Board approval will be required for all Handbook revisions with the exception of
errata.
Oversee the development of the recommended change, or develop the recommended change to the
Handbook. Consulting services may be used to develop the change to the Handbook(s). CASQA will
provide the original Word files for use in Handbook revisions. All changes must subsequently be compiled
into .pdf format.
Approve the draft changes and submit them for final approval to the CASQA Board of Directors.
Submit the change to the Webmaster for posting on the web. All changes will be made to the .pdf master
files on the website, and will be available as separate files to be downloaded.
Develop consultant scopes of work and budgets as needed to complete updates.
Coordinate review of draft changes with the BMP Subcommittee
Oversee the printing contract and distribution of the Handbooks.
Oversee the development and maintenance of:
o a Handbook change request form for posting on the web, and use by the general CASQA
membership
o a process with the Webmaster whereby Handbook holders will be notified of changes to the
Handbook
o pricing guidelines for Handbook holders that want Handbook updates in hardcopy format

Effective Date:
Supersedes:
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Title: Product Availability and Distribution
The following establishes the California Stormwater Quality Association’s policy and procedure for making available
and distributing CASQA products. Related policies and procedures are:

•

Budgeting and Work Planning – establishes CASQA’s policy and procedure for all aspects of developing and
approving CASQA’s budgets and work plans, including schedule and project selection criteria.

•

Project Management and Project Deliverable Approval - establishes authorities, and roles and duties of
CASQA project officers and standing or ad hoc committee members overseeing projects (operative before this
Product Availability and Distribution Policy and Procedure).

•

External Communication Authorization, Development, Review, and Approval - establishes CASQA’s policy
and procedure for authorizing, developing, reviewing, and approving CASQA external communications.
CASQA external communications are formal written and verbal communications, including but not limited to
letters, comments, presentations, and testimony made on CASQA’s behalf to represent the organization’s
positions, views, or decisions (operative specifically for regulatory or legislative communication products).

•

Product Ownership, Transfer, and Revision - establishes CASQA’s policy and procedure for providing copies
of CASQA products to organizations and individuals (users) for potential reproduction or revision while
clarifying any conditions of transfer attached to CASQA products (operative after this Product Availability and
Distribution Policy and Procedure).

CASQA, as a California non-profit corporation whose members include public agencies, fully supports information
sharing as good public policy and as a way of promoting cost-effective programs and projects. This policy is meant
to balance CASQA’s dual interests in promoting information sharing and maximizing the value of CASQA
membership dues. To strike the appropriate balance between these dual interests, CASQA reserves the right to limit
the availability and distribution of its products.
CASQA Products
All products produced with CASQA funds are the property of CASQA. CASQA products are whole products or any
part thereof. CASQA products are considered to include any document; database; data analysis; educational,
workshop, or training material; drawing, plan, or specification; survey result; computer application, program, or
storage media; photographic image; or audio or video recording that was supported by CASQA funds. A “project
deliverable” is a CASQA product produced as a result of a CASQA project.
CASQA Product Ownership
The following language that appears in CASQA contracts and agreements is operative regarding CASQA product
ownership:
Effective Date:
Supersedes:

January 2009
May 2007

Policy and Procedure #4C
Page 1 of 2

CASQA Policy and Procedure

Product Availability and Distribution

All work performed, and documents produced, pursuant hereto shall, upon completion, become the property of
Association. In the event the work is not completed, the working drafts of any uncompleted portions thereof shall
become the property of Association. However, Association agrees that any reuse of any of the materials so
furnished by Consultant shall be at Association’s own risk unless prior written approval has been given by
Consultant for such reuse.
Any and all original correspondence, memoranda, reports, designs, plans, specifications, data compilations,
computer programs, or drawings delivered to Association by Consultant under terms of this Agreement, in or by
any medium (including computer files transmitted electronically or on disk) shall be deemed to be “work for hire”
under the copyright laws of the United States and copyright shall reside in Association. Co-venturers,
subconsultants, subcontractors, and vendors to Consultant shall likewise be bound by these copyright terms.
Association makes no copyright claim and requires no release for copyrighted material or trademarked names
used incidentally by Consultant.
Approvals of Project Deliverables
This provision is applicable to products developed as part of CASQA projects (i.e., project deliverables).
When proposing a new project, project proponents (e.g., CASQA representatives, committees, and subcommittees)
must propose at the project proposal stage the availability and distribution standing of the proposed project
deliverables, including describing the proposed standing on the proposed project scope of work outline template (see
Budgeting and Work Planning Policy and Procedure).
CASQA project officers are responsible to ensure that project deliverables are reviewed and approved according to
CASQA policies and procedures (see Project Management and Project Deliverable Approval; External
Communication Authorization, Development, Review, and Approval policies and procedures). Consistent with the
Bylaws, the Board may delegate project management and administration decisions, except approval of a project as
complete, to the Executive Director or committees. Therefore, when a project oversight committee deems a project
deliverable(s) ready for final approval, the CASQA project officer must:
• submit project deliverable(s) to the Board for approval; and
• for final project deliverables, make recommendations to the Board regarding approval of the project as complete.
Product Availability and Distribution
The attached Product Availability and Distribution Schedule provides detailed information on the availability and
distribution of CASQA products based on product and developer / beneficiary type. During project deliverable
approval, the CASQA Board will confirm the availability and distribution of the CASQA product as per the attached
Schedule. On a case-by-case basis, the CASQA Board may revise the availability and distribution of a CASQA
product from that shown in the attached Schedule.

Effective Date:
Supersedes:

January 2009
May 2007
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Title: Product Ownership, Transfer, and Revision
The following establishes the California Stormwater Quality Association’s policy and procedure for providing copies of
CASQA products to organizations and individuals (users). CASQA, as a California non-profit corporation whose
members include public agencies, fully supports information sharing as good public policy and as a way of promoting
cost-effective programs and projects. This policy is meant to promote information sharing while clarifying any
conditions of transfer attached to CASQA products. CASQA reserves the right to limit reproduction of its products, as
follows:
Definitions
Revision – Any change to a CASQA product, excluding use of CASQA templates as intended.
Transfer – Any act of providing or making available a CASQA product for the purposes of revision (as defined
herein).
User – Individual or organization that receives a CASQA product directly from CASQA. Individuals or organizations
that receive a CASQA product other than directly from CASQA are not considered users as the term is used in this
Policy and Procedure.
Others’ Products
When borrowing from products produced by other organizations or individuals, CASQA will honor the ownership and
copyright policies of these organizations or individuals.
When sharing products or parts thereof produced by other organizations or individuals, CASQA will honor the
ownership and copyright provisions contained in CASQA agreements with these organizations or individuals.
CASQA Products
All products produced with CASQA funds are the property of CASQA. CASQA products are whole products or any
part thereof. CASQA products are considered to include any document; database; data analysis; educational,
workshop, or training material; drawing, plan, or specification; survey result; computer application, program, or
storage media; photographic image; award, commendation, or recognition; or audio or video recording that was
supported by CASQA funds.
CASQA products can only be revised by users in accordance with the following:
• Products may be transferred and revised only with approval of the Board of Directors or the Executive Director
and according to the applicable portions of this Policy and Procedure.
•

Every transfer of a CASQA product to an organization or individual must be accompanied by (as appropriate):
1. copyright language

Effective Date:
Supersedes:

September 2013
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2. the current version of this Policy and Procedure, and a document explaining the conditions for revision of
the original CASQA product and assigning use rights to a specified public agency, organization, or
individual. The revision of CASQA products by agencies, organizations, or individuals not listed in the
transfer document is prohibited.
Copyright Language
Unless otherwise designated in a CASQA product, the following applies:
The following language must appear in the CASQA product, in the e-files of the CASQA product, and as posted on
the CASQA website.
Copyright (insert year) by the California Stormwater Quality Association, all rights reserved. No part of this
CASQA product may be reproduced or distributed in any form or by any means, or stored in a database or
retrieval system, without the prior written permission of the California Stormwater Quality Association.
Permission granted to user by the California Stormwater Quality Association for:
1. Individual, personal single copy reproduction for an individual use only, not for resale;
2. Public agency, in-house multi-copy reproduction for distribution and use within a single public agency or
MS4 areawide program only – not for resale; or
3. Public / business and trade association in-house multi-copy reproduction for distribution and use within
a single public / business and trade association only – not for resale (excluding distribution to
members).
Prior written approval of the California Stormwater Quality Association is required by user for any other use.
Transfer Document
The transfer document must address the following:
1. Disclaimer – Information contained in CASQA products is to be considered general guidance and is not to be
construed as specific recommendations for specific cases. CASQA is not responsible for the use of any such
information for a specific case or for any damages, costs, liabilities or claims resulting from such use. Users of
CASQA products assume all liability directly or indirectly arising from use of the products. The mention of
commercial products, their source, or their use in connection with information in CASQA products is not to be
construed as an actual or implied approval, endorsement, recommendation, or warranty of such product or its
use in connection with the information provided by CASQA. This disclaimer is applicable to all CASQA products,
whether information from the CASQA products is obtained in hard copy form, electronically, or downloaded from
the Internet.
2. Specificity of transfer – Permission to revise a CASQA product is only granted for the specific use requested.
3. Non-transferability of use rights – Transfer document does not transfer use rights to the product that CASQA
does not hold or that CASQA cannot transfer.
4. Non-permitted use is prohibited – Revision of the CASQA product by agencies or organizations not permitted
use rights by CASQA is prohibited.
5. For profit use prohibited – Permission to revise a CASQA product is only granted to a public agency or non-profit
organization, not a private or for-profit entity. Revision of CASQA products for profit is prohibited.
Effective Date:
Supersedes:
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6. Acknowledgment – Any revised version of the referenced CASQA product produced by the agency or
organization permitted use rights by CASQA must include an acknowledgment of or accreditation to CASQA,
unless space or time constraints in the revised version make it infeasible. The specific acknowledgment of or
accreditation to CASQA will be determined by CASQA in consultation with the requestor on a case-by-case
basis.
7. CASQA identity – The CASQA logo, name, and any reference to CASQA, other than as an acknowledgment,
accreditation, or as general information, must be deleted from the revised version of the CASQA product.
8. Right to review – CASQA may require that any revised version of the referenced CASQA product produced by
the agency or organization permitted use rights by CASQA be reviewed and approved by CASQA prior to its
distribution. If this condition is exercised, CASQA will confine its review and approval to substantive changes
and to aspects of the revised product that directly affect CASQA, its members, or its contractors. If this condition
is exercised, the user shall not distribute the revised version of the CASQA product without the prior approval of
CASQA.
9. Copy – A copy of the revised version must be provided to CASQA for its files.
Awards, Commendation, or Recognitions
Recipients of CASQA Awards, Commendations, or Recognitions may publish images of the awards, commendations,
or recognitions, including the service marked “CASQA” initialism and “California Stormwater Quality Association”
name, and CASQA logo on the awards, commendations, or recognitions. This permission does not extend to use or
publication of the CASQA logo separate from its image on awards, commendations, or recognitions.

Effective Date:
Supersedes:
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Authority
CASQA’s annual budget funds projects and other expenditures. The management of CASQA funds is the
responsibility of the Board of Directors. Consistent with Bylaws Section 4.01 – Powers and Responsibilities, the
CASQA Board of Directors may delegate management of CASQA activities, including project management, to the
Executive Director or committees 1. Consistent with the Bylaws, the Board may delegate project management and
administration decisions, except approval of a project as complete, to the Executive Director or committees.
Project officer
Every CASQA project must have a project officer. If the Board does not delegate project management to the
Executive Director, the Board will designate a project officer. The Board may replace the project officer as needed or
requested. The project officer is responsible for representing CASQA’s interests in the project, including:
•
•
•

day-to-day oversight of the project or services being provided
adherence to project scope, task orders, and schedule(s)
review and approval of project deliverables

Contract officer
Contract management is addressed by the “Consultant Selection and Contracting” Policy and Procedure. For every
contract entered into by CASQA, a contract officer must be assigned. The contract officer is the chair of the CASQA
standing or ad hoc committee charged with helping to oversee the project (see below). The contract officer may also
be the project officer. The contract officer is responsible for representing CASQA’s interests, ensuring that contract
provisions are adhered to, and for invoice review and forwarding to the CASQA Treasurer for final approval/payment.
The focus of the project officer is the scope of work; the focus of the contract officer is the contract and budget. In
managing a project on CASQA’s behalf, the project officer should consult a standing CASQA committee or an ad hoc
committee formed specifically for the project.
Roles and Duties
Project officers – Project officers shall serve without compensation from CASQA, except for special circumstances
with Board approval on a case-by-case basis or the Executive Director, who may manage projects as part of his/her
agreement for services. The role of a project officer is to oversee all aspects of project implementation on CASQA’s
behalf, in accordance with the Bylaws and Policies and Procedures. The project management duties of a project
officer include:
• review this policy and procedure with the standing or ad hoc committee;
• build consensus within the standing or ad hoc committee;
1

The use of the term “committee” in this policy and procedure includes CASQA Committees, Subcommittees, and work groups.

Effective Date:
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•
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•
•
•
•
•
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facilitate efficient and effective communication among the standing or ad hoc committee members, as well
as between contractor(s) and the standing or ad hoc committee;
for on-call contracts, work with the standing or ad hoc committee, contractor(s), and CASQA contract officer
(if different than CASQA project officer) to develop agreed-to task orders — task orders up to $5,000 may
be approved in writing only (e.g., e-mail) while task orders greater than $5,000 require signature approval of
the contract officer and countersignature approval of the CASQA Chair, Vice-Chair, or Executive Director;
work with the standing or ad hoc committee and contractor(s) to implement the agreed-to scope or task
orders, and deliver products on time and on budget;
coordinate contract management with the contract officer, including review and approval of invoices;
provide timely written or verbal responses to comments provided by standing or ad hoc committee
members;
take, or recruit a person to take, meeting summaries and distribute those to all standing or ad hoc
committee members;
prompt the standing or ad hoc committee to perform advanced planning for multi-year projects;
as needed, participate in meetings of the appropriate oversight group (i.e., Board, Executive Program
Committee) for the project;
keep the appropriate oversight group (i.e., Board or EPC) informed of the standing or ad hoc committee
activities;
make recommendations to the appropriate oversight group (i.e., Board or EPC);
recognize project deliverables unanticipated in the approved project proposal, and propose the availability
and distribution standing for each such deliverable using the Product Availability and Distribution policy and
procedure
submit project deliverable(s) to the Board for approval; and
for final project deliverables, make recommendations to the Board regarding approval of the project as
complete.

Standing or ad hoc committee members – The role of each standing or ad hoc committee member is to represent
his/her interests in accordance with the CASQA Bylaws and Policies and Procedures, and to work with other
members to carry out CASQA’s mission. The duties of standing or ad hoc committee members include:
• review meeting materials distributed before standing or ad hoc committee meetings,
• attend standing or ad hoc committee meetings,
• provide written or verbal comments on project items,
• communicate information on CASQA projects, programs, and activities to their respective organizations,
including co-permittees.
Review and approval of project deliverables
The following procedure will be used:
A. If the project oversight group is an EPC Subcommittee:
i.

The draft deliverable(s) is sent to the Subcommittee members for review and subsequent revisions, as
determined necessary by the EPC Subcommittee.

ii. Once the Subcommittee determines that the draft deliverable(s) is ready for higher-level review and
approval, the final draft deliverable(s) is sent to the EPC Chair and Executive Director.
iii. The EPC Chair and Executive Director ensure the final draft deliverable(s) is provided to the Executive
Program Committee for review.
iv. The Executive Program Committee reviews the final draft deliverable(s) and submits any comments to
the CASQA project officer with a cc to the EPC Chair and Executive Director.
Effective Date:
Supersedes:
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v. Upon determination by the Executive Program Committee that the final draft deliverable(s) is ready for
Board of Directors review and approval, the CASQA Chair and Executive Director ensure the final draft
deliverable(s) is provided to the Board of Directors.
vi. The Board of Directors reviews and considers approval of the final draft deliverable(s), and in the case
of final project deliverables, considers approval of the project as complete.
B. If the project oversight group is a Committee of the Board of Directors:
i.

The draft deliverable(s) is sent to the Committee members for review and subsequent revisions, as
determined necessary by the Committee.

ii. Once the Committee determines that the draft deliverable(s) is ready for higher-level review and
approval, the final draft deliverable(s) is sent to the CASQA Chair and Executive Director.
iii. The CASQA Chair and Executive Director ensure the final draft deliverable(s) is provided to the Board
of Directors.
iv. The Board of Directors reviews and considers approval of the final draft deliverable(s), and in the case
of final project deliverables, considers approval of the project as complete.

Effective Date:
Supersedes:
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Title: Reproduction Authorization
In connection with those certain written materials entitled “_______________________” (the “Original
Work”), the undersigned (the “Author”), hereby agrees as follows in connection with CASQA’s rights to
reprint or otherwise reproduce the Original Work (please indicate your agreement with one of the
following statements by initialing that statement):
_____ The Author hereby agrees that CASQA shall have the unrestricted right, at no charge to CASQA, to
both reprint the Original Work and post 1 the Original Work (in PDF format and password protected)
on CASQA’s website for an indefinite period of time.
_____ The Author hereby agrees that CASQA shall have the right, at no charge to CASQA, to both reprint
the Original Work and post1 the Original Work (in PDF format and password protected) on
CASQA’s website; provided, that such right shall expire on ________________ ____, _______,
after which time CASQA will no longer make the Original Work available in print or on CASQA’s
website.
_____ The Author hereby agrees that CASQA shall not have any rights to reprint the Original Work or
post1 the Original Work on CASQA’s website.
The Author hereby represents and warrants to CASQA as follows: (i) the Original Work is the original work
of the Author; and (ii) CASQA’s reproduction of the Original Work shall not, to the best of my knowledge,
infringe or violate the trademark, copyright, privacy or other intellectual property rights of any person or
entity.

______________________________________
(Print Name) ____________________________

______________________________________
Date

“Post” includes posting the presentation (in PDF format and password protected) as well as providing a live and archived
webcast of the author’s making of the presentation.
1

Effective:
Supersedes:
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Title: Legislative Advocacy and Engagement
The purpose of this Policy and Procedure is to define the processes for CASQA’s legislative advocacy and
engagement. These processes are critical to protecting the organization’s 501(c)(3) status, as well as achieving the
organization’s Strategic Plan and Vision for Sustainable Stormwater Management (Vision).
All legislative advocacy, engagement, and education must directly support CASQA’s Strategic Plan and
Vision.

A. Goals for Legislative Advocacy
•
•

Advance CASQA’s Strategic Plan and Vision through legislation
Educate elected officials about the needs of the stormwater community

B. Adherence to Nonprofit Guidelines
•

The Executive Director and Board of Directors are responsible for ensuring that CASQA follows applicable
laws and restrictions for nonprofit corporations.

•

In 2021, CASQA filed Form 5768 with the IRS to elect the 501(h) exemption; therefore, all expenditures
related to lobbying will be tracked and strictly adhere to the 501(h) exemption requirements.

•

CASQA’s Executive Director will track all expenditures from CASQA staff and outside contractors that are
related to direct lobbying.
As of this Policy and Procedure, the IRS expenditure limits are as follows:
If the amount of exempt purpose
expenditures is:
≤ $500,000

Lobbying nontaxable amount is:
20% of the exempt purpose expenditures

>$500,00 but ≤ $1,000,000

$100,000 plus 15% of the excess of exempt purpose
expenditures over $500,000

> $1,000,000 but ≤ $1,500,000

$175,000 plus 10% of the excess of exempt purpose
expenditures over $1,000,000

>$1,500,000 but ≤ $17,000,000

$225,000 plus 5% of the exempt purpose
expenditures over $1,500,000

>$17,000,000

$1,000,000

Effective Date:
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C. Approach to Legislative Advocacy and Engagement
•

All legislative advocacy and engagement will be consistent with and advance CASQA’s Strategic Plan and
Vision.

•

To be cognizant of the difference between member services and grass roots lobbying, CASQA will restrict
access to the Legislation Subcommittee and relevant written information on CASQA’s website to CASQA
members.

•

At the Executive Director’s discretion, grass roots lobbying may occur, as long as it is consistent with
considerations of membership needs and benefits, and within the expenditure limits for lobbying activities.

•

Any and all legislative activities will be coordinated through Legislative Subcommittee and Executive
Director to ensure adherence to policy and guidelines.

D. Roles and Responsibilities: Board of Directors
•
•
•
•
•
•
•
•

Approves CASQA’s Policy and Procedure for Legislative Advocacy and Engagement
Approves CASQA’s Strategic Plan and Vision, which establishes the policy basis for legislative advocacy
and engagement
Establishes annual priorities
Approves Legislative budget allocation (as part of the CASQA budget)
Approves any CASQA-sponsored legislation
Authorizes and designates authority to the Executive Director to take legislative positions on behalf of
CASQA; This Policy and Procedure serves as the Board of Director’s designation authority to the Executive
Director
Receives regular updates on CASQA legislative activities from Executive Director
Along with Executive Director, ensures CASQA follows all applicable laws and restrictions for 501(c)(3)
organizations related to legislative activities

E. Legislation Introduced by Others
ROLES AND RESPONSIBILITIES:
Executive Director
•
•
•
•
•
•
•

Serve as Board of Director’s designated authority to take or modify official positions, if any, on specific
legislation
Formally and officially communicate CASQA’s positions, if any, on specific legislation
Engage with elected officials
Engage with legislative advocates from other organizations
Determine when or if to engage on specific legislation
Direct outside lobbying firms or consultants, as applicable
Approve and submit comment letters on specific legislation

Legislation Subcommittee
•
•
•
•
•

Track legislation relevant to CASQA’s Strategic Plan and Vision
Review legislative reports provided by CASQA’s outside lobbying firms, as applicable
Discuss legislation and its potential impact to CASQA members
Recommend CASQA’s engagement to Executive Director, as applicable, on specific legislation (must be a
priority issue for CASQA that advances / aligns with the Strategic Plan and Vision)
Advise Executive Director on official CASQA positions for specific legislation

Effective Date:
Supersedes:
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Review comment letters on specific legislation (as time allows)
Inform and educate others on CASQA’s positions on legislation, as appropriate

Other CASQA Subcommittees
•
•

All legislation discussions will occur only in and through the Legislation Subcommittee;
Other subcommittee co-chairs will communicate and coordinate with Legislation Subcommittee, as follows:
o
o

Recommend specific legislation to be tracked / considered by the Legislation Subcommittee
Provide issue-specific and/or technical expertise on legislation, as needed

F. Legislation Sponsored by CASQA
REQUESTS FOR LEGISLATION
•
•
•
•
•
•
•

Must be initiated by the Legislation Subcommittee, Executive Director and / or Board of Directors; requests
for CASQA to sponsor legislation may not originate from any other subcommittee
Must be proposed as part of the Legislation Subcommittee’s Annual Work Plan
All proposals for CASQA’s sponsored legislation will be reviewed by Executive Director; Executive Director
will consider request and at their discretion and make a recommendation to the Board of Directors
Must have available resources to support carrying a bill, both financial and staff resources and expenditure
capacity within the confines of 501(h) election requirements
Must be consistent with the Strategic Plan and Vision
Must be a priority identified by the Board of Directors
Must be approved by the Board of Directors

EFFECTIVE ENGAGEMENT AND COORDINATION
•

Prior to introducing a bill:
o
o

CASQA will communicate with Water Board staff, and as applicable, Water Board members
CASQA will outreach to other interested parties to build support and engagement

ROLES AND RESPONSIBILITIES
Executive Director
•
•
•
•
•
•

Serve as Board of Director’s designated authority to develop or modify proposed language
Serve as CASQA’s external manager for carrying the legislation forward
Serves as CASQA’s advocate and negotiator for the legislation
Engage with elected officials
Engage with legislative advocates from other organizations
Direct outside lobbying firms, legal counsel, or other consultants, as applicable

Legislation Subcommittee
•
•
•

Review and provide feedback on proposed legislation language
Advise Executive Director on potential amendments to the legislation (as time allows)
Inform, advocate, and educate others on CASQA’s proposed legislation, as appropriate

Effective Date:
Supersedes:
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Other CASQA Subcommittees
•

As applicable, provide issue-specific expertise and serve in an advisory role to the Legislation
Subcommittee

Effective Date:
Supersedes:
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Title: Grant Proposal Development
Purpose
The purpose of this policy and procedure is to define how CASQA addresses grant proposal development, including
the use and standing of consultants involved in grant proposal development. This policy and procedure addresses
proposal development for grants only and does not address project proposals developed following the Policy and
Procedure: Strategic Planning, Budgeting, and Work Planning.
Through this policy and procedure, CASQA seeks to: ensure CASQA is aware and prepared to respond to grant
opportunities, promote competition, maintain the eligibility of the most experienced and knowledgeable consultants to
conduct work for CASQA, avoid perceived bias, and develop grant proposals as cost-effectively as possible.
Grant opportunities
To help ensure CASQA is aware and prepared to respond to grant opportunities, CASQA maintains a list (attached)
of regular and one-time grant solicitations. The list of grants includes basic information on the grant programs
relevant to CASQA, including title of the grant program, issuing organization, brief description, relevant permits
provisions, total grant available and amount per project available, schedule, and result of other CASQA grant
proposals to same program. The Board of Directors uses the list when setting annual priorities as part of the Policy
and Procedure: Strategic Planning, Budgeting, and Work Planning.
Grant Proposal Development
CASQA follows these key principles when developing proposals for grants:
Writing / Compensation
• CASQA develops grant proposals using contract grant writers and/or contract staff.
•

CASQA may consult one or more consultants to provide information to help grant writers / staff to develop
grant proposals. Consultants so engaged are compensated.

Consultant identification process
• CASQA follows its Policy and Procedure: Consultant Selection and Contracting to identify consultant help
for grant proposal development. In identifying such help, CASQA uses a competitive process to elicit more
grant proposal ideas (e.g., Call for Ideas) and may use the sole source option as specified in the Policy and
Procedure: Consultant Selection and Contracting, when necessary.
•

If a grant allows for a consultant to be named in the grant proposal, CASQA would follow the key principles
above and use a competitive step to select any consultant(s) to be named in a grant proposal.

Effective Date:
Supersedes:
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Consultant eligibility
• Consultants selected by CASQA to provide information for grant proposal development are eligible to be
selected to conduct work on the grant project should the grant proposal be successful and a grant awarded.
Such consultants are not guaranteed work on the grant project.
CASQA follows these same principles for opportunities for which CASQA does not solicit for grant proposal
development.
CASQA follows these same principles whether CASQA is the lead proposer or a sub-proposer for a grant award.

Effective Date:
Supersedes:
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#5B
Title: Honoraria
The following establishes the California Stormwater Quality Association’s policy for providing honoraria. CASQA, as
a California non-profit corporation whose members include public agencies, greatly appreciates the time and efforts
provided by volunteers. However, CASQA acknowledges that in some cases, honoraria are appropriate. An
honorarium is a payment given to a professional person for services for which fees are not legally or traditionally
required.
Approval
An honorarium must be requested by a person in order to be considered for approval. The Executive Program
Committee (EPC) can approve the commitment to provide honoraria for items that are in the annual CASQA budget.
Requests for honoraria for items not in the annual CASQA budget must be made to the Board of Directors. The EPC
or Board must receive an honoraria proposal from the Subcommittee or CASQA official planning the CASQA event
for which honoraria have been requested. The proposal must be made to the EPC or Board prior to the event and
when agreeing to provide services. The proposal must include a description of the requested honorarium, including
the amount. Approval must be provided before the services, for which honoraria are provided, are rendered. The
approval will include a description of the honorarium, including the amount. Requests for payment of approved
honoraria must be made within 90 days after the services were rendered. Payment will be made according to a rate
determined by the Board.
Independent Contractors
Individuals or organizations receiving honoraria from CASQA are considered independent contractors and not
employees or agents of CASQA in performing the services for which honoraria are provided. Payment of an
honorarium is not to be construed as an indication or proof that the individual or organization receiving the
honorarium is an employee or agent of CASQA for insurance, benefits, payroll, state or federal tax purposes, or for
any other purpose.

Effective Date:
Supersedes:
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Title: Refunds
Product purchases, including BMP Handbooks and Program Effectiveness Assessment manuals, in either
paper or electronic form – No refund available.
Quarterly General Membership meetings, either as attendee or as webcast viewer – No refund available, but
substitution of the attendee or viewer is allowed without charge or deadline.
Annual Conference
• Substitution of attendee or webcast viewer is allowed without a charge or deadline.

•

Cancellation up to 3:00 pm the business day before the conference begins: an administrative charge of 25% of
fees paid will be assessed. No cancellation allowed following 3:00 pm the business day prior to the start of the
conference.

Effective Date:
Supersedes:

March 2009
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#5D
Title: Expense Reimbursement – Official CASQA Business
Purpose
CASQA will provide reimbursement to approved individuals who are conducting official business for CASQA for items
that are in the annual CASQA budget. Approved individuals include CASQA Board members, CASQA Executive
Program Committee members, CASQA administrative staff, CASQA approved instructors and others contracted to
provide approved services to CASQA.
Policy
It is the policy of CASQA to reimburse CASQA Board members, CASQA EPC members, CASQA administrative staff,
CASQA approved instructors, and others contracted to provide approved services to CASQA for certain budgeted
expenses. The Executive Director may approve reimbursement requests that are included in the approved CASQA
budget and are $10,000 or less. For reimbursement requests greater than $10,000, two Board officers must approve
the request. Reimbursement will include, but may not be limited to, out-of-pocket expenses incurred on behalf of the
organization for a CASQA business activity.
Reimbursement for out-of-pocket expenses may include mailing costs, shipping costs, printing costs,
plaques/awards, Board meeting meals, Board meeting space, meeting space, promotional items (e.g., shirts, hats,
pins, etc), etc.
Reimbursement for CASQA-approved instructors’ customary and usual out-of-pocket expenses will be based upon
either a contract signed by instructors and/or other such documents developed for such purposes on a case-by-case
basis. Customary and usual expenses are defined as conference registration fees (if instructors are required to pay
to conduct official business for CASQA); travel costs including economy airfare and personal vehicle mileage at
current federal rate; and reasonable meals and accommodations. Expenses will be eligible for reimbursement at a
rate of 100 percent of the actual cost incurred (i.e., no overhead or multiplier).
Payments for services rendered or items received that are covered under an approved contract or agreement are not
considered to be a reimbursement and therefore, not covered by this policy.
Procedure
Requests for approval for reimbursement of expenses not in an approved budget must be submitted to the CASQA
Executive Director at least five working days prior to the date of expenditure.
Requests for approval for reimbursement of expenses in an approved budget may be submitted to the CASQA
Executive Director after the date of expenditure.

Effective Date:
Supersedes:

July 2011
September 2004
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Reimbursement requests for expenditures that cannot be reasonably anticipated must be submitted within 30 days of
the expenditure. Requests for approval of reimbursement must include the purpose, estimated costs and any other
relevant information. Approvals via email or fax are acceptable.
After the approval is received and the expense is incurred, the CASQA expense reimbursement form must be
completed and signed by the person requesting reimbursement and submitted to the CASQA Executive Director for
processing. Documentation for reimbursement (i.e., receipts) must be provided with the CASQA reimbursement
form.
After receipt of the expense reimbursement form and documentation, the CASQA Treasurer will provide
reimbursement within 15 days of receipt of the request, unless documentation is not adequate, or there is some
question about the expenses. When the documentation initially submitted is not adequate, the Treasurer will make a
reasonable attempt to obtain the additional information needed to answer any remaining questions.

Effective Date:
Supersedes:

July 2011
September 2004
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#5E
Title: Operating Reserve
A. Purpose
The Operating Reserve Policy aims to ensure the stability of CASQA’s programs and ongoing operations of the
organization. The Operating Reserve is intended to provide an internal source of funds for situations such as a
sudden increase in expenses, one-time unbudgeted expenses, or unanticipated loss in funding. The Reserve may
also be used for one-time, nonrecurring expenses that will build long-term capacity, such as staff development,
research and development, or investment in infrastructure. Operating Reserves are not intended to replace a
permanent loss of funds or eliminate an ongoing budget gap. CASQA should replenish the Operating Reserves
within a reasonably short period of time.

B. Policy
CASQA’s Operating Reserve Fund is a designated fund set aside by the Board of Directors. The Board of Directors
will establish the minimum amount to be designated as Operating Reserve sufficient to maintain basic organizational
functions for a set period, measured in months. The Operating Reserve serves a dynamic role and will be reviewed
and adjusted in response to internal and external changes.
The target minimum Operating Reserve Fund is equal to three (3) months of the average cost of basic organizational
functions (as defined annually in the budget approved by the Board of Directors). To initiate the Operating Reserve
Fund, $130,000 will be the target fund amount. Depreciation, in-kind, and other non-cash expenses are not included
in the calculation. The calculation of the average cost of basic organizational functions also excludes core
programmatic services (e.g., regulatory support and environmental legal services). The Operating Reserve Fund
target minimum will be calculated each year during the development of the annual budget by the Finance Committee,
and as necessary, additional funding for the Operating Reserve will be included in the budget, and documented in the
regular financial reports.
The Operating Reserve Fund will be recorded in the financial records as Board-Designated Operating Reserve. The
Fund will be funded and available in cash or cash equivalent funds. Operating Reserves will be maintained in a
segregated bank account.
The Operating Reserve Fund will be funded from net revenue as forecasted in the annual budget.

C. Procedure (Use of the Reserves)
1. APPROPRIATE USE OF RESERVE FUNDS
In consultation with the Finance Committee, the Executive Director will identify the need for access to
reserve funds and confirm that the use is consistent with the purpose of the reserves as described in this
Effective Date:
Supersedes:

August 2021
None
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Policy. This step requires analysis of the reason for the shortfall and / or expenditure, the availability of any
other sources of funds before using reserves, and evaluation of the period that the funds will be required
and replenished.
2. AUTHORITY TO USE OPERATING RESERVES
The Executive Director will submit a request to use Operating Reserves to the Finance Committee. The
request will include the analysis and determination of the use of funds and plans for replenishment. The
organization aims to replenish the funds used within twenty-four months to restore the Operating Reserve
Fund to the target minimum amount. The Finance Committee will evaluate the request and make a
recommendation to the Board of Directors. The request may be implemented upon approval by the Board
of Directors.
3. REPORTING AND MONITORING
The Executive Director is responsible for ensuring that the Operating Reserve Fund is maintained and used
as described in this Policy. Upon approval for the use of Operating Reserve funds, the Executive Director
will maintain records of the use of funds and replenishment plan and provide regular reports to the Finance
Committee and Board of Directors of progress to restore the Fund to the target minimum amount.

D. Review of Policy
This Policy will be reviewed every other year, at minimum, by the Finance Committee, or sooner if warranted by
internal or external events or changes. The Finance Committee will recommend changes to the Policy to the Board of
Directors.

Effective Date:
Supersedes:

August 2021
None
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#6A
Title: CGP Trainer of Record Qualification
A. Overview
The purpose of this policy and procedure is to describe the procedures CASQA uses to qualify Trainers of Record
(ToRs) for the State’s Construction General Permit (CGP) (i.e., CGP-ToRs). A Memorandum of Agreement (MOA)
(attached) memorializes the understanding of the State Water Resources Control Board (State Water Board) and
CASQA regarding training of Qualified Developers (QSDs) and Practitioners (QSPs) of Storm Water Pollution
Prevention Plans (SWPPPs) required for compliance with State Water Board Order No. 2009-0009-DWQ, the
Construction General Permit for Storm Water Discharges Associated with Construction Activities.
Since early 2008, key representatives of the State Water Board and CASQA have led the California CGP Training
Team (CGPTT), which is a collaborative group made up of stakeholders and their representatives (e.g., Regional
Water Boards, CASQA, construction managers, the development community, linear project managers, academics,
etc.). The State Water Board plans to continue to lead and support the CGP Training Team.
One function of the CGP Training Team was to develop the QSD/QSP Training Program, which CASQA now leads.
The State Water Board determined that the CASQA QSD/QSP Training Program constituted a State Water Board
approved QSD and QSP training course, pursuant to the CGP. CASQA leads any further development and
administration of the QSD/QSP Training Program, and the CGP Training Team provides oversight and guidance. To
maintain the quality and integrity of the Construction General Permit Training Program and address the anticipated
demand, the CGPTT determined that qualified instructors were necessary to provide QSD/QSP training (hereinafter
referred to individually as Trainer of Record), and that CASQA should administer the program to qualify such ToRs,
including these tasks listed in the MOA:

•
•
•
•
•
•
•
•

Establish selection criteria for Trainers of Record.
Develop and post a Request for Qualifications (RFQ) on the web site and respond to questions from
prospective trainers. Repeat the process at intervals determined by the CGP Training Team.
Establish a committee to review Statements of Qualifications (SOQs) and make recommendations for
selection to CASQA's Board of Directors.
Select and notify candidate Trainers of Record.
Conduct mandatory Trainer of Record orientation workshops.
Create an ethics/compliance agreement and facilitate candidates signing the agreement before they can
receive Trainer of Record status.
Develop, maintain, and post on the web site for public access, a centralized database of Trainers of
Record.
Establish a process and frequency to periodically evaluate / investigate Trainers of Record for
maintenance of minimum qualifications and/or to respond to complaints.

Effective Date:
Supersedes:
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Seek funding and establish fees to cover the cost of conducting the work described above, and any other
tasks deemed necessary.
Revoke a Trainer of Record’s qualification status, if necessary.

B. Goal
The goal for the ToR qualification process is to qualify CGP QSD/QSP Trainers of Record to provide the official CGP
QSD/QSP Training course to those individuals who wish to become Qualified SWPPP Developers and Qualified
SWPPP Practitioners as identified in Section VII of the CGP.
This goal is met and sustained through the following procedures.
C. Selection Criteria
The CGPTT develops the ToR selection criteria, and may review and adjust those criteria, as needed.
D. Qualification Process
CASQA will implement the following qualification process:
1. CASQA develops and disseminates a Request for Qualifications (RFQ), to which ToR applicants will each
submit a Statement of Qualifications (SOQ). CASQA will reissue RFQs on a regular basis (e.g., annually)
determined by the CGP Training Team.
2. CASQA establishes a Trainer Qualification Panel from individuals of the CGPTT to review the SOQs against
the selection criteria. Each SOQ is reviewed by at least two members of the Qualification Panel. These
members discuss their reviews of the same SOQ(s) after their independent reviews. The entire
Qualification Panel gathers to discuss any issues with the reviews and develop a list of SOQs to
recommend to the CASQA Board of Directors for approval.
3. The CASQA Board of Directors meets to review and approve the process and selections.
4. Submitters of approved SOQs (ToR Candidates) are notified and invited to a mandatory ToR Orientation
Workshop conducted by the CGPTT. Submitters of SOQs not meeting the minimum points necessary for
selection as Candidate Trainers of Record, are notified with identification of the deficiencies in competencies
required.
5. ToR Candidates attend the Orientation Workshop and must take and pass both the QSD and QSP exams to
advance in the process. ToR Candidates may retake one or both exams if they do not pass the first time.
Upon failing one or both exams a second time, the ToR Candidate must take the appropriate training course
(QSD/QSP or QSP) from a CGP-ToR before attempting to take the exam(s) again.
6. To complete the qualification process, CASQA sends each Candidate Trainer of Record who has passed
both exams an agreement with CASQA to become a qualified CGP QSD/QSP Trainer of Record. The
agreement translates some provisions of the MOA to CGP-ToRs and includes provisions related to
maintenance of qualification, providing the official CGP Training Materials content, professionalism, financial
responsibilities, controls on use of intellectual property and references to qualification status,
indemnification, and complaint / disciplinary review and action procedures.
7. Upon completion of a fully executed agreement, CASQA issues a Certificate of Qualification to each
Candidate ToR making him/her a CGP-ToR. CGP-ToRs are listed on the CASQA website as such and are
Effective Date:
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given privileges on the CASQA site, including access to the official Training Materials, a Toolbox of
boilerplate items, and the ability to post their upcoming training events on a calendar.
E. Renewal
Qualifications of Trainers of Record are for two (2) years. Therefore, CASQA will conduct the renewal process for
qualification of the CGP QSD/QSP Trainers of Record on a biennial basis. The renewal process will include an
evaluation by the CCGPTT. Evaluations will be based on observations of a CGP QSD/QSP training course provided
by a CGP QSD/QSP Trainer of Record by a member of the CCGPTT Trainer Qualification Panel and student course
evaluations. The renewal process for qualification of CGP QSD/QSP Trainers of Record also includes refresher
training of approximately four hours in length and likely in a webcast/conference call format, and the submittal of
biennial fees by the CGP QSD/QSP Trainer of Record.
F. Underlying Qualifying Certification
CGP Trainers of Record must maintain the QSD qualifying certification(s) used as part of their SOQ submittal to
maintain their CGP QSD/QSP training qualification. If a Trainer of Record has more than one QSD qualifying
certification only one certification is required to be maintained. CASQA will track the certifications and their expiration
dates, and prompt Trainers of Record when expiration dates are imminent to secure proof of renewal of the qualifying
certification.
G. Fees
CASQA will establish a registration fee, in an amount to be determined, to be assessed for each CGP QSD/QSP
Trainer of Record at least on a biennial basis. The intention of the registration fee is to cover the cost of the “Train
the Trainer” Orientation Workshops, trainer evaluations, renewal training, and administration of the CGP QSD/QSP
Training Program.

Effective Date:
Supersedes:
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#7A
Title: Commendations
The following establishes the California Stormwater Quality Association’s policy and procedure for authorizing
CASQA’s expression of appreciation in the form of commendations. This policy and procedure is to be used when
the CASQA Awards program, including the Outstanding Service Awards, does not lend itself to being used to
express CASQA’s appreciation.
The following procedure will be used:
1. A request for a CASQA commendation is sent to the CASQA Chair, Executive Program Committee Chair, or
CASQA Executive Director.
2. The request should describe the requestor; the individual or organization proposed to receive a
commendation; the exceptionally worthy action, decision, project/program or event; the reasons for the
request, including justification as to why the Awards program does not lend itself to being used; the
worthiness of the action, decision, project/program, or event; the audience / event for the expression of
CASQA’s appreciation; and the schedule, including deadline, if applicable.
3. The CASQA Chair, EPC Chair, or Executive Director transmits the request to the Awards Committee, which
makes a recommendation to the Board of Directors, which will make the decision. The Awards Committee
shall consider the information above as well as the following criteria in making its recommendation:
4. consistency with CASQA’s mission and goals, and
5. track record of individual or organization proposed to receive a commendation.
6. If the Awards Committee makes a recommendation for a commendation, the Board of Directors will consider
it and make a decision.

Effective Date:
Supersedes:
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#8A
Title: Document Management
Objective
As a charitable organization dedicated to advancing the practice of stormwater quality management through
collaboration, education, implementation guidance, regulatory review, and scientific assessment, CASQA has a
responsibility to effectively conduct its operations in furtherance of its charitable purposes. The objective of this
Document Management Policy is to further CASQA’s mission by ensuring that CASQA operates effectively and
efficiently and complies with all applicable laws and regulations governing the management, retention and destruction
of CASQA’s records.
Criminal Sanctions and Other Penalties
This Document Management Policy is intended to ensure and facilitate CASQA’s compliance with all applicable laws
and regulations governing the retention and destruction of CASQA’s records.
Federal, State, and other laws and regulations require CASQA to maintain certain types of records for particular
periods. Failure to maintain such records may subject the organization and/or individuals to penalties and fines and
may compromise the organization’s position in litigation.
It is a federal crime, punishable by a fine and up to twenty years in prison, for anyone to knowingly alter, destroy,
mutilate, conceal, cover up, falsify, or make a false entry in any record with the intent to impede, obstruct, or
influence the investigation or proper administration of any matter within the jurisdiction of a federal department or
agency or any bankruptcy case (See Section 1519 of Title 18 of the United States Code). The same penalty applies
to anyone who alters, destroys, mutilates, or conceals a record, or attempts to do so, with the intent to impair the
object’s integrity or availability for use in an official proceeding, regardless of whether such proceeding is pending or
about to be instituted at the time of the offense (See Section 1512 of Title 18 of the United States Code).
Implementation of Policy
It is the responsibility of each CASQA contract staff to maintain and destroy the records that he or she originates, or
otherwise receives, in accordance with this Document Management Policy (and any procedures adopted by CASQA
and/or the Records Management Officer) and in order to comply with all applicable federal, state and other laws and
regulations governing the retention and destruction of CASQA’s records, as such may be communicated by the
Records Management Officer, from time to time. Contract staff shall maintain back-up versions of records they
originate or receive, although contract staff need not maintain a copy of a record when the original or an official copy
is maintained and backed-up elsewhere by other staff.
Record Defined
A “record” is any recorded information in any format (including without limitation paper, electronic (including e-mails),
and audiovisual materials), wherever such information is stored, that has been created by or for CASQA, or received
by CASQA in connection with the transaction of the organization’s business. Informal materials of transitory utility
Effective Date:
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(e.g., temporary notes of internal meetings, casual or personal email, etc.) shall not be considered “records” for
purposes of this Document Management Policy.
Records Management Officer
The Executive Director or his/her designee shall serve as CASQA’s Records Management Officer. To ensure
compliance with this Document Management Policy, the Records Management Officer is responsible for overseeing
the implementation of, and compliance with, this Document Management Policy. The Records Management Officer
will provide document access information to the CASQA Chair and Treasurer.
Retention of Records
• Retention Schedule – The Retention Schedule, attached to this Document Management Policy as Appendix
A, lists the time period during which specific types of records shall not be destroyed. In the event a record is
not listed on the Retention Schedule, contact the Records Management Officer to determine the appropriate
retention period for such record.
•

Disposition of Records; Retention beyond Applicable Retention Schedule Period – Contract staff may
dispose of all records following the expiration of the applicable retention period in accordance with this
Document Management Policy, unless (i) the Records Management Officer determines that a record must
be retained for a longer period to comply with legal or other requirements or (ii) the contract staff who
originates or receives the record or the Records Management Officer determines that retention of the record
for a longer period otherwise serves a reasonable business purpose. The Records Management Officer
shall promptly communicate to contract staff the decision to suspend or extend an applicable retention
period for CASQA’s records (see Suspension of Destruction of Records below).

Suspension of Destruction of Records
If a lawsuit, claim or other legal proceeding, or government investigation or government inquiry (a “Matter”) is pending
or threatened against CASQA, the Records Management Officer shall suspend any scheduled disposal of relevant
documents and promptly notify contract staff of such suspension.
Records with potential relevance to a Matter (whether pending or threatened) must not be destroyed – in
accordance with the attached Retention Schedule or otherwise – unless the Records Management Officer, on advice
of legal counsel, has authorized such destruction.
Contract staff who become aware of a Matter (whether pending or threatened) against CASQA shall promptly notify
the Records Management Officer so that CASQA can ensure the preservation of all records relating to such Matter in
accordance with this section. Contract staff must consult with the Records Management Officer (who shall consult
with legal counsel for CASQA) before disposing of records that may be needed in connection with a Matter (whether
pending or threatened). CASQA shall take reasonable steps actively to preserve evidence and maintain any
documents or information that may be discoverable in connection with such Matter.
In the event of the occurrence of a Matter (whether pending or threatened), the definition of the term “record” may be
expanded to include even transitory documents that refer or relate in some way to such Matter, and contract staff
may be asked to preserve such records.
This section supersedes the timing of records destruction pursuant to the Retention Schedule. On conclusion of the
Matter, general applicability of the Retention Schedule shall resume only after the Records Management Officer, on
advice of legal counsel, has authorized such resumption.

Effective Date:
Supersedes:
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Appendix A
Retention Schedule
Document type *

Minimum Retention Requirement

Accounts payable ledgers and schedules

10 years

Accounts receivable ledgers and schedules

10 years

Audit reports of accountants

Permanently

Bank statements

10 years

Capital stock and bond records - ledgers, transfer payments, stubs

Permanently

showing issues, record of interest coupon, options, etc.
Cash books

10 years

Checks (canceled, with exception below)

10 years

Checks (canceled, for important payments; i.e., taxes, purchase of

Permanently

property, special contracts, etc. [checks should be filed with the
documents pertaining to the underlying transaction])
Contracts and leases (expired)

10 years

Contracts and leases still in effect

Permanently

Correspondence, general

4 years

Correspondence (legal and important matters)

Permanently

Depreciation schedules

10 years

Donation records 1 of endowment funds and of significant restricted

Permanently

funds
Donation records1, other

10 years

Duplicate deposit slips

10 years

Employee personnel records (after termination)

7 years

Employment applications

3 years

Document type

Minimum Retention Requirement

Note: Donation records include a written agreement between the donor and the charity with regard to any contribution, an email
communication or notes of or recordings of an oral discussion between the charity and the donor where the representative of the
charity made representations to the donor with regard to the contribution on which the donor may have relied in making the gift.
1

Effective Date:
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10 years

allowance and reimbursement of employees, officers, etc., for travel
and other expenses
Financial statements (end-of-year)

Permanently

General ledgers and end-of-year statements

Permanently

Grant-related records

As stipulated in grant agreement

Insurance policies (expired)

Permanently

Insurance records, current accident reports, claims, policies, etc.

Permanently

Internal reports, miscellaneous

3 years

Inventories of products, materials, supplies

10 years

Invoices to customers

10 years

Invoices from vendors

10 years

Journals

10 years

Minute books of Board of Directors, including Bylaws and Articles of

Permanently

Incorporation
Payroll records and summaries, including payments to pensioners

10 years

Purchase orders

3 years

Sales records

10 years

Scrap and salvage records

10 years

Subsidiary ledgers

10 years

Tax returns and worksheets, revenue agents’ reports, and other

Permanently

documents relating to determination of tax liability
Time sheets and cards

10 years

Voucher register and schedules

10 years

Volunteer records

3 years

* As applicable to CASQA, which has no employees (all contract staff) and which owns/leases no equipment, nor
facilities.
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#8B
Title: Website Design Changes
The following establishes the California Stormwater Quality Association’s policy and procedure for considering and
managing requests for changes to the design of the CASQA website.
Edits
Simple edits to existing website content that do not affect the design (e.g., content updates, new content) are not
considered design changes (see below). Only CASQA members or committees 1 may request edits. Requests from
individual members should be routed through the applicable committee, as needed and appropriate. Requests for
edits should be communicated to the Website Manager in writing using the attached form and include:
• Location(s) of the requested edit(s) = url(s) for the web page(s), plus a detailed description of location(s),
including screen shot(s) if helpful
• Detailed edit(s) in the form of copy and/or underline / strikethrough of requested edit(s)
• Reason for requested edit(s)
• Desired date for edit(s) to be posted
The Website Manager will consult with the Executive Director as needed regarding requests.
Design changes
Requested changes to the website that affect the layout, format, colors, elements, features, and function of the website
are considered design changes. Only CASQA members or committees may request a design change(s). Requests
from individual members should be routed through the applicable committee, as needed and appropriate. Requests for
a design change(s) should be communicated to the Website Subcommittee Chair in writing using the attached form and
include:
• Reason and purpose for requested design change(s), including intended users and description of gap or
problem in current design the proposed change is meant to address
• Detailed description of the design change(s), including desired functions and inputs/outputs
• Location of the requested design change(s) = url(s) for the web page(s) or identification of the location(s) if
new, plus a detailed description of location(s), including screen shot(s) if helpful
• Desired date for design change(s) to be live
The Website Subcommittee will review the request, in consultation with the website consultant and Executive
Director as needed, and make a decision about the change(s) based on:
• appropriateness for the CASQA website,
• cost, and
• availability and source of budget.
If budget is not available and the Subcommittee determines the changes are desirable, the member or committee
making the request will work with the Website Subcommittee to make a proposal to the Board of Directors.
1

committees = Subcommittees, Committees, Board of Directors

Effective Date:
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Change Request Form
Edit(s)
Requestor:
Applicable committee (as needed and appropriate):
Location(s) of the requested edit(s) = url(s) for the web page(s), plus a detailed description of location(s), including
screen shot(s) if helpful [provide in attachment as needed]:

Detailed edit(s) in the form of copy and/or underline / strikethrough of requested edit(s) [provide in attachment as
needed]:

Reason for requested edit(s):

Desired date for edit(s) to be posted:

Design change(s)
Requestor:
Applicable committee (as needed and appropriate):
Reason and purpose for requested design change(s), including intended users and description of gap or problem in
current design the proposed change is meant to address:

Detailed description of the design change(s), including desired functions and inputs/outputs [provide in attachment as
needed]:

Location of the requested design change(s) = url(s) for the web page(s) or identification of the location(s) if new, plus
a detailed description of location(s), including screen shot(s) if helpful [provide in attachment as needed]:

Desired date for design change(s) to be live:

Effective Date:
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#8C
Title: Website Posting
The following establishes the California Stormwater Quality Association’s policy and procedure for posting
information on CASQA’s websites. CASQA, as a California non-profit corporation whose members include public
agencies, fully supports information sharing as good public policy and as a way of promoting cost-effective programs
and projects. This policy and procedure is meant to promote information sharing while clarifying the procedure for
approving the posting of information on CASQA’s websites.
CASQA Products
All products produced with CASQA funds or other CASQA resources are the property of CASQA. CASQA products
are whole products or any part thereof. CASQA products are considered to include but are not limited to any
document; database; data analysis; educational, workshop, or training material; drawing, plan, or specification;
survey result; computer application, program, or storage media; photographic image; or audio or video recording that
was supported by CASQA funds or other CASQA resources.
CASQA information in either draft or final form may be posted on websites. If the information is draft, the posting
must clearly indicate that the information is draft.
Approval
The CASQA Board of Directors has ultimate responsibility for decisions related to the posting of CASQA information
on its websites. These decision-making powers reside with the Board unless otherwise delegated. The Board may
delegate posting decisions with specified conditions, as necessary. Except as indicated below, the Board delegates
approval decisions to the Executive Director, Membership Committee Chair, or Website Subcommittee Chair for
posting information on CASQA’s websites.
The posting approval process is as follows for the types of information indicated:
Approval by Board of Directors with re-approval by Board if revised:
• Bylaws
• Policies and Procedures
• BMP Handbooks
• Board of Directors Meeting minutes
Approval by Executive Program Committee with re-approval by Executive Program Committee if revised:
• Work Plans
• Accomplishments
• Final Work Products
• Executive Program Committee Meeting minutes
Effective Date:
Supersedes:

November 2008
July 2004
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CASQA Policy and Procedure

Website Posting

Links
CASQA supports as an important benefit to website visitors the posting of links to others’ websites on CASQA’s links
webpage. CASQA also encourages others to link their sites to CASQA’s websites. When creating such links the
following procedures must be adhered to:
Posting of links on CASQA websites to others’ websites
1. To have a link on CASQA’s website to an organization’s website, the organization must: 1) be a current
CASQA member, except in the case of federal and state agencies, 501(c)(3) non-profit organizations,
or associations and 2) have a demonstrated interest in stormwater quality management.
2. An organization desiring to have a link to its site may make a request in writing to the Website
Subcommittee Chair or CASQA Executive Director.
3. The Website Subcommittee Chair or Executive Director will check to ensure that the organization is a
current CASQA member or meets the exception clause to CASQA membership.
4. With confirmation of CASQA membership or meeting the exception clause, and a demonstrated interest
in stormwater quality management, the Website Subcommittee Chair or Executive Director will ensure a
link is created.
The preceding procedures do not overrule CASQA’s right to refuse creating a link on its website for reasons deemed
sufficient solely by CASQA.

Effective Date:
Supersedes:

November 2008
July 2004
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CASQA Policy and Procedure
#8D
Title: Style, Tone, and Formatting Guide
The following establishes the California Stormwater Quality Association’s policy and procedure for the style, tone,
and formatting of CASQA work products, internal communications, and external communications. The purpose of
this Policy and Procedure is to ensure CASQA’s written documents present a professional, consistent, and
recognizable appearance to both CASQA members and the general public.
A. DELEGATION OF AUTHORITY TO EXECUTIVE DIRECTOR / ASSISTANT EXECUTIVE DIRECTOR
The Board of Directors has delegated authority to the Executive Director and Assistant Executive Director to make
non-material updates and revisions to this Policy and Procedure and the associated templates. Such updates and
revisions will not require Board approval. Any material revisions or updates must be approved by the Board of
Directors.
B. TEMPLATES
1. As applicable, formal CASQA communications shall be developed using standard templates that include
boilerplate text and a standard format. Internal documents (such as agendas and meeting minutes) shall
also utilize a standard format. The following templates shall be maintained by the Executive Director /
Assistant Executive Director and shall be provided to the Board of Directors, Committee Chairs, and
Subcommittee Co-Chairs:
•
•
•
•

Formatting General (Blank Document)
Comment Letters
CASQA Work Products Cover Page and Table of Contents
Committee and Subcommittee Agendas / Minutes

2. Exceptions: CASQA Work Products have been developed over many years. Certain existing Work
Products, such as the BMP Handbooks, would require extensive effort to reformat. Existing CASQA Work
Products may therefore be excluded from the formatting templates. When existing CASQA Work Products
are updated, Subcommittee Co-Chairs shall confer with the Executive Director or Assistant Executive
Director to determine if reformatting is desired.
C. STYLE AND TONE
The style and tone of CASQA communications reflect CASQA’s history and culture of being proactive, constructive,
well-informed, thoughtful, helpful, and advisory – not adversarial. Below are some basic attributes of the style and
tone of a CASQA letter:
1. Comment types – Provide general comments before specific comments. Provide positive (supportive)
comments as well as negative (oppose) comments.
Effective Date:
Supersedes:

July 2019
None
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2. Comment design – Provide as much specificity as possible, including clear reference to part of document to
which comment refers. No general complaints. Provide reasoning and back-up support for comments. No
open-ended comments. Provide an alternative as a recommendation with as much specificity as possible,
including underline / strikethrough mark-up where possible and appropriate.
3. Closing – Reiterate thank you for opportunity to comment; include referral to Executive Director and
sometimes to a Subcommittee chair as contact(s) for questions.
D. FORMATTING: GENERAL
CASQA documents should generally be based on the following formatting (see the attached template; note these
attributes are embedded in the electronic template):
•

CASQA Logo in the Header: 18 pt after

•

Title Font: Arial Narrow 16 pt, Bold; 24 pt after

•

Normal Font: Arial Narrow 11pt

•

Header Font: Arial Narrow 14pt, Blue; 18 pt before and 6 pt after

•

Subheader Font: Arial Narrow 11 pt, Bold Uppercase; 12 pt before and 6 pt after

•

Blue Color: Red 47 / Green 84 / Blue 150

•

Headers / Footers: Arial Narrow 10 pt

•

Page Numbers: Page X of Y (lower right corner on footers)

•

Font General: Always use Arial Narrow

•

Paragraph Formatting: Alignment: Left; Before: 12 pt; After: 12 pt; Line spacing: Single

•

Bullets:
o

6 pt before first bullet

o

6 pt after each item in the bullet list, unless the list is very short and each bullet is a single line of
text, then no space after may be appropriate

o

12 pt after last bullet

E. FORMATTING: COMMENT LETTERS
Below are some basic attributes of the CASQA letter format (see the attached template; note many of these
attributes are embedded as styles in the electronic template):
•

Cover page: Use CASQA letterhead for cover (first page only). CASQA letterhead includes the registered
service mark symbol (®) next to California Stormwater Quality Association name.

•

Second and subsequent pages: Use blank page(s) with header stating “CASQA Comments on [subject]”.
Footer should list date of letter (lower left) and page number (lower right).

•

Page setup: 1” margins and 0.5” header and footer

•

Spacing: Use two spaces between sentences

•

Font: Arial Narrow, 11 pt

•

Paragraph formatting: Alignment: Left; Before: 12 pt; After: 12 pt; Line spacing: Single

•

Drafts: Add watermark “DRAFT” at 50% transparency, diagonally across all pages of draft letters.

Effective Date:
Supersedes:

July 2019
None
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•

Addressee: List only individual to whom letter will be transmitted and affiliation (no physical address).

•

Subject: As stated in notice from organization soliciting comments.

•

CASQA description: Only include in letters to individuals or organizations to whom CASQA is new or
relatively unknown. Unless description is important introduction or precursor to comments (e.g., why
CASQA is commenting), include description as a footnote:
o

CASQA is a nonprofit corporation with approximately 2,000 members throughout California that
advances sustainable stormwater management protective of California water resources. Our
membership is comprised of a diverse range of stormwater quality management organizations and
individuals, including cities, counties, special districts, industries, and consulting firms.

•

Signature: [NAME], Chair, California Stormwater Quality Association unless determined otherwise.

•

“Carbon copies” (cc:): List additional relevant staff mentioned in notice but otherwise not listed as
Addressee first. List individuals in descending “rank” by organization. List organizations in descending
relevance to the subject. List “CASQA Board of Directors, Executive Director, Assistant Executive Director,
Executive Program Committee, and [relevant] Subcommittee” last.

•

Attachments: List each by title in order referenced in letter and combine with letter in same order.

F. FORMATTING: CASQA WORK PRODUCTS
All CASQA Work Products shall be based upon the general format identified in Provision C, and shall also include the
following:
•

Cover Page: Standard CASQA Cover Page (see the attached template)

•

CASQA Copyright Language: See Policy and Procedure #4D

•

Table of Contents (see the attached template)
o

o

Font: Arial Narrow, 11 pt
For main sections of the document, use blue font for visual emphasis

G. FORMATTING: COMMITTEE AND SUBCOMMITTEE AGENDAS / MEETING MINUTES
All Committee and Subcommittee meeting agendas / meeting minutes shall be based upon the general format
identified in Provision C (see the attached template).

Effective Date:
Supersedes:

July 2019
None
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